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 MEMBERSHIP COMMITTEE POLICY #1-94 

 INTERNAL WAITING LIST - POLICIES & PROCEDURES  1

 PART 1 - PRINCIPLES & INTERPRETATION 

PURPOSE 

1. The purpose of the internal waiting list is to govern the allocation of units among 
members of the co-operative. 

PRINCIPLES 

2. A member's eligibility to relocate to a different unit is a privilege rather than a 
right,  and to be entitled to exercise that privilege the member shall comply with 2

the requirements of these policies and procedures. 

3. If the member fails to comply with the requirements of these policies and 
procedures, the membership committee shall determine the member's eligibility 
and in doing so may waive compliance with any of the requirements.  3

INTERPRETATION 

4. These policies and procedures shall be interpreted in a manner that is as fair and 
generous to the member as the circumstances reasonably permit. 

TERMINOLOGY 

5. Pre-eminence of By-Law.  The terminology in these policies and procedures may 
not be inconsistent with the same terminology in the Membership By-Law (No. 

      See Schedule A for the Membership Committee's current procedures regarding Internal 1

Relocation for Members.

      The Relocation Information and Policies (compiled October 1984) state as follows: 2

 "Relocation within the co-op is a privilege." 

 This idea is also necessarily implicit in the concept of a member in good standing.  The 
requirement that only a member in good standing may relocate accepts the fact that members do not have 
an unequivocal right to relocate but rather that the co-op can grant or refuse permission to relocate.

      See paragraph 0 below for factors that may be taken into account in waiving the requirements.3
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20).  If there is any inconsistency, the terminology of the Membership By-Law 
governs. 

6. Definitions.  In these policies and procedures, unless the context requires 
otherwise:  

 (a) "arrears" has the meaning given in the Membership By-Law;  4

 (b) "committee" means the membership committee; 

 (c) the "date of receipt" shall be deemed to be the date of making the 
application to relocate.  The "date of receipt" is further defined in 
paragraph 0 below; 

 (d) a "member" includes, if other persons in the member's household wish 
to relocate to a proposed unit with the applicant member, all persons in 
the member's household who wish to relocate;  5

 (e) "proposed unit" means the unit that is being vacated by one member 
and that another member may be eligible to occupy. 

      The meaning given in the Membership By-Law is as follows: 4

 "4. Definition of `Arrears'.  For the purposes of this by-law `arrears' means:  
  (a) a member's housing charges that are overdue and unpaid, and 
  (b) any other amounts due and payable by a member that have been overdue and 

unpaid for at least thirty (30) days and that the member has not appealed." 

 This is a narrower definition than appears in the Arrears By-Law, which includes late fines and 
suchlike.

      This meaning is made necessary by Para. 3, of the amended Membership By-Law, which states as 5

follows: 

 3. Application of Conditions to Member's Household.  If other persons in the 
member's household wish to relocate to a proposed unit with the applicant member, the conditions 
set out in paragraph 2 above apply, where appropriate, to all persons in the household who wish to 
relocate, unless these by-laws provide otherwise. 

 This paragraph means, essentially, that one member can poison the relocation plans of all 
members in the household.  For example, if there is a grievance against member A, then members B and C 
in the same household will suffer some consequences as well.
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CALCULATION OF TIME 

7. Calculation of Days.  In these policies and procedures, where there is a reference 
in to a number of days between two events, the number of days shall be counted 
by excluding the day on which the first event happens and including the day on 
which the second event happens.  6

8. Delivery after 5:00 p.m.  The delivery or submission of any document under 
these policies and procedures made after 5:00 p.m. shall be deemed to have been 
delivered or submitted on the following day. 

9. Prediction of Date of Relocation.  Where the happening of any event in these 
policies and procedures is dependent on the date that a member relocates to a 
proposed unit, the committee may, where necessary, predict the date of 
relocation.  7

 PART 2 - THE INTERNAL WAITING LIST 

MAINTAINING THE INTERNAL WAITING LIST 

10. The committee shall maintain a separate list for each size and type of unit of 
members who apply to relocate to those units.  These lists collectively are called 
the "internal waiting list".  8

      See for example paragraphs 0 and 0 below for two instances when such a calculation would be 6

used.

      For many events -- eg: the member must be in compliance with the by-laws per para. 0 -- the date 7

of relocation is the crucial date.  Since the committee or the office must make a decision prior to the 
relocation, the date of relocation will not be known with certainty but can usually be reasonably guessed 
at: if in two months a unit will become vacant and is offered to and accepted by member X, two months 
hence will be the predicted date of relocation. 
 This paragraph is included as a general provision here so that the same idea will not have to be 
repeated throughout the P&P each time it is needed.

      See Para. 29, Occupancy By-Law (No. 2).8
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11. The internal waiting list consists of the following eleven (11) separate lists:  9

 One Bedrooms - medium rise (total: 57 units ) 10

 1 Standard unit with sunroom (total: 38 units ), 11

 2 End unit, including standard end unit (13 units), ground floor unit with 
a terrace  (1 unit: 52 Frederick St.), ground floor unit without a 12

terrace (1 unit: 51 George St.) and top floor with an extra room (1 unit: 
#701-133 Wilton) (total: 16 units), 

 3 Units for persons with disabilities (total: 3 units).  13

 One Bedrooms - townhouse (total: 14 units) 

 4 Stacked townhouse (George & Frederick Streets) (total: 14 units). 

 Two Bedrooms - medium rise (total: 66 units) 

      The question is: what kind of lists do we want to keep?  One for each different type of unit, which 9

would be 14 lists?  Or a list for each significantly different type of unit, which is what we do now, more or 
less? 

 This is an issue because of the policy that states (see also fn. 25 below for more on this policy): 

 "A member may be on several waiting lists at one time.  When a unit is accepted, his\her 
name will remain in the same position on all other lists and be taken off the list of the unit 
accepted." 

 What constitutes the "lists" therefore becomes important.  If a member accepts a standard one 
bedroom, is she then taken off the stacked one-bedroom list?  See also paragraph 0 and 0 below.

      One one-bedroom unit in the medium rise is reserved the AIDS Committee of Toronto.  This unit 10

is listed on the external waiting list only.  Therefore the total number of one-bedroom units available for 
the internal waiting list is 57 rather than the 58 units that actually exist in the medium rise.

      There are a total of 42 standard-size one-bedroom apartments in the medium rise with sunrooms: 11

3 are units for the disabled, which are included separately on this list; 1 ACT unit, which is mentioned in 
the preceding footnote; and 38 others.

      The housing charge for the ground floor end-unit with a terrace is lower than the other one-12

bedroom end-units ($417.00 as opposed to $459.00 in 1994-95.)

      The housing charge for the 3 units for the disabled, all located on the third floor, is the same as the 13

other standard-size one-bedroom units ($539.00 in 1994-95).
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 5 Standard unit with sunroom (total: 42 units) , 14

 6 Standard unit with balcony (total: 12 units),  
 7 Ground-floor unit with patio (9 units), including 3 special ground units 

(#101-133 Wilton, 109 Wilton, 135 Wilton) (total: 12 units)  15

 Two Bedrooms - townhouse (total: 14 units) 

 8 Stacked townhouse with yard & basement (total: 14 units) 

 Three Bedrooms (total: 40 units) 

 9 Stacked townhouse with yard & basement (George & Frederick 
Streets) (total: 14 units), 

 10 Mews townhouse with a garage and recreation room (25 units), 
including mews townhouse with a garage and without a recreation 
room  (1 unit: 26 Albert Franck Pl.) (Albert Franck Place) (total: 26 16

units). 

 Four Bedrooms (total: 2 units) 

 11 Stacked townhouse with yard & basement (George & Frederick 
Streets) (total: 2 units). 

12. The internal waiting list is a public document and may be examined by any 
member of the co-operative. 

APPLICATION FOR INTERNAL RELOCATION 

13. To apply to relocate to a proposed unit, the member shall submit to the office a 

      The housing charge for the standard one-bedroom unit with sunroom is the same as that with 14

balcony. 

      The housing charge for the 3 special ground-floor units is lower than standard ground-floor units 15

with patio ($578.00 as opposed to $618.00 in 1994-95.)

      The housing charge for the no rec-room mews townhouse is lower than that for the standard 16

mews ($832.00 as opposed to $902.00 for 1994-95).
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completed Application for Internal Relocation (Form Me-1-94)  (the 17

"Application"). 

14. The name of only one member may appear on each Application as the 
applicant.  18

15. If the Application is incomplete or has been completed incorrectly, the office may 
return it to the member and it shall not be considered to have been received until 
it has been received in an acceptable form. 

16. The office shall date-stamp the Application on the first normal business day that 
the Application has been received in an acceptable form; this date is referred to as 
the "date of receipt".  19

RELOCATION FEE 

17. The member shall pay in two instalments the total amount of fifty dollars 
($50.00) as a relocation fee. 

18. The relocation fee shall be paid in the form of a cheque or money order made 
payable to "Woodsworth Housing Co-operative Inc." but shall not be in the form 
of cash. 

First Instalment 

      Forms for some of the committees are identified thusly: the prefix letter identifies the relevant 17

committee.  Eg: "A" for the arrears committee.  The next number is the number of the form, given in 
sequence, prepared during any given year.  Eg: "A-4" would be the 4th form prepared by the arrears 
committee in the year -- what year? -- see suffix number.  The suffix number identifies the year in which 
the form was prepared.  Eg: "A-4-93" would be the 4th form prepared by the arrears committee in 1993. 
 The prefix letters of the membership committee are "Me" so as not to be confused with the 
maintenance committee.

      The purpose of this paragraph is to avoid joint applications (or applications with a co-applicant), 18

where a husband and wife or two friends or two lovers apply together (as applicant and co-applicant) and 
appear together on the waiting list but then separate, raising the problem of which of the two has the right 
to remain on the list (or have priority on the list). 
 With this provision only the applicant member possesses the rights and obligations of being on 
the waiting list, except as the by-laws and P&P provide otherwise. 
 An applicant member has the right to move his or her household with him or her but other 
members of the household will not have independent rights to move unless they fill out an Application.

      If we are offering units on a first-come, first served basis, then clearly identifying the order of 19

application becomes very important.  See "Priorities" below.
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19. The member shall submit with the Application the first instalment of the 
relocation fee in the amount of twenty-five dollars ($25.00).  20

20. The first instalment of the relocation fee is non-refundable.  21

21. The first instalment of the relocation fee is considered a part of the Application 
and the Application shall not be received without it. 

  
22. Despite the preceding paragraph, the office may accept an Application without 

the first instalment of the relocation fee if the member 

 (a) submits to the committee a Notice of Review/Appeal (Form 
Me-5-94)  appealing the obligation to pay the fee, and 22

  
 (b) attaches a copy of the Notice of Review/Appeal to the Application. 

Second Instalment 

23. The member shall submit the second instalment of the relocation fee in the 
amount of twenty-five dollars ($25.00) along with his or her acceptance of the 
proposed unit, in accordance with the procedures set out in Part 6 - Relocation 

      See Internal Waiting Lists, para. 6f, Membership By-Law: 20

 "there will be a $50 non-refundable charge to relocate within the Co-op unless waived by 
appeal to the Board. (amended April 2, 1981)." 

 NB: The new paragraph is a change from the current practice, which requires a member to 
submit the $50.00 only upon acceptance of the unit.  The administrative time spent in dealing with the 
internal waiting list mandates some fee by all applicants, not just those who accept the offered unit.  The 
fee payment is set up so that half is payable upon application, the other half upon acceptance of a unit. 
 The appeal part has been changed to allow an appeal to the committee rather than directly to the 
board.  Any decision of the committee's can be appealed to the board.  Appeals are dealt with below.

      The second instalment is refunded if the member is not offered a unit.  See para. 0 below.21

      The form is discussed below at paragraphs 0 et seq.22
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Procedures.  23

PLACEMENT OF NAMES ON INTERNAL WAITING LIST 

24. Unless a member is in arrears or has an unresolved grievance at the date of 
making the application to relocate,  the committee shall place the member's 24

name on the internal waiting list for the size and type of unit specified in the 
Application as soon as practicable after the date of receipt. 

25. The member may at any time apply for relocation to, and the member's name 
may appear on the internal waiting list for, more than one size and type of unit.  25

26. The committee recommends that members who have applied to relocate to a 
proposed unit examine the internal waiting list from time to time to ensure that 
their names appear on the list for the size and type of unit specified in the 
Application and that all other information that appears on the list regarding their 
application is correct. 

27. The fact that a member has applied for relocation and the member's name appears 
on the internal waiting list does not mean that the member is eligible for 
relocation.  26

      See particularly para. 0 below for the payment of the second part of the relocation fee.   23

 Note that the member "accepts" the proposed unit and pays the 2nd instalment of the fee before 
being offered the unit.  A more accurate way of expressing the matter would be to say that the "member 
expresses his/her unconditional willingness to accept the unit if it offered", but this phraseology is too 
cumbersome; now, the member "accepts" the unit and, if it is available, is then offered the unit. 
 Part 6 - Relocation Procedures describes the process in detail.

      See paragraph 0 below for a detailed discussion of arrears & grievances.24

      An earlier version of this paragraph was proposed to the general membership on 17 February 25

1992 but was sent back to the committee for further study.  This policy, worded as follows, was approved 
by the general membership on 26 November 1992:  

 "A member may be on several waiting lists at one time.  When a unit is accepted, his\her 
name will remain in the same position on all other lists and be taken off the list of the unit 
accepted" [underlining added]. 

 The remainder of this policy is discussed in the section on "Acceptance of a Unit" at paragraph 0 
below.  See also fn. 9 above.

      Except for members in arrears or with outstanding grievances, members can put their names on 26

the waiting list.  Whether these members are eligible to relocate, however, depends on a variety of other 
factors, which are outlined in the by-law and in these P&P.
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CONFIRMATION OF INFORMATION 

28. The committee may from time to time require members who have applied to 
relocate to confirm in writing that they wish to continue their Application and that 
the information contained on the Application is correct.  27

29. If a member fails to make the confirmation described in the preceding paragraph 
within thirty (30) days of being requested to do so, his or her name may be 
removed from the internal waiting list. 

PRIORITIES 

Normal Priority 

30. A member who applies for relocation has priority on the internal waiting list for 
the size and type of unit specified in the Application according to the order of the 
date of receipt.  28

Departure from Normal Priority 

31. If it believes there is good reason to do so, the committee may depart from the 

      The purpose of this and the following paragraph is to enable the co-op to clean up the waiting 27

lists periodically.  Members frequently place their names on the list, where they remain even after the 
members have ceased being interested in relocating.  When the waiting list possesses many names of this 
sort, it becomes extremely misleading: the list appears to have numerous bona fide applicants on it but 
when it becomes necessary to fill a unit it is difficult to do so, with the resultant potential loss of income to 
the co-op. 
 The Notice of Intention to Remain on Internal Waiting List, discussed in paragraphs 0 and 0 et 
seq. below, is another way of cleaning up the list.

      Neither the by-laws nor the membership-approved policies of the co-op state the order of priority 28

for internal moves, although the first-come, first-served principle has always been practised.   
 The relevant sections from our by-laws are as follows: 

 Para. 29, Occupancy By-Law: 

 "... priority shall normally be given to persons on the internal waiting list in accordance 
with the Membership Policy...". 

 And External Waiting List, para 6b, Membership By-Law: 

 "The order on the waiting list will be on a `first come -- first served' basis, determined by 
the date of receipt of the application."
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normal order of priority described in the preceding paragraph.  29

32. Without limiting the generality of the preceding paragraph, the committee may 
depart from the normal order of priority for the following purposes or in the 
following circumstances:  30

 (a) when a household  is underhoused (that is, the number of persons in 31

the household occupying the unit exceeds the number of persons 
allowed to occupy the unit according to the occupancy guidelines as 
set out in the Membership By-Law), provided that the number of 
persons that will occupy the proposed unit complies with the 
occupancy guidelines; or 

 (b) when a member wishes to relocate to a proposed unit for medical 
reasons. 

33. If a member wishes to relocate for medical reasons, the member shall substantiate 
the reasons with reports from both the member's general practitioner and a 
specialist who has examined the member.   The co-operative is not liable for any 32

of the costs incurred in obtaining such reports. 

      Para. 29, Occupancy By-Law, allows a departure from the normal priority in the following 29

words: 
  
 "...the Membership Committee may ... depart from the order on the internal waiting list ... if 
it feels there is good reason to do so...".

      The following was approved as policy by the general membership in January 1991: 30

 "That priority allocation would be restricted to underhousing and medical concerns 
(documentation from the G.P. and Specialist required)." 

 This policy is followed here, with a few wording changes.

      "Household" is a term defined in the Occupancy By-Law, Article VII, Paragraph 7.01(a), and 31

the definition applies to all co-op by-laws.

      See fn. 30 above.32
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 PART 3 - ELIGIBILITY TO RELOCATE  33

COMPLIANCE WITH OCCUPANCY GUIDELINES 

34. A member may at any time apply for relocation to, and the member's name may 
appear on the internal waiting list for, any size and type of unit regardless of the 
number of persons in the member's unit at the date of receipt, but the member 
shall not be offered a proposed unit unless the number of persons in the proposed 
unit complies, at the time of relocation, with the occupancy guidelines as set out 
in the Membership By-Law.  34

MEMBERS TURNING EIGHTEEN 

35. A person who occupies a unit as part of a member's household and who, upon 

      Para. 2 of the amended Membership By-Law states the rule on who is eligible to relocate, as 33

follows: 

 2. Conditions for Relocation.  A member may relocate to a proposed unit, subject to the 
following conditions: 

  (a) the member is a member in good standing as defined in this by-law; 
  (b) the number of persons in the proposed unit complies with the occupancy 

guidelines as set out in this by-law; 
  (c) the member demonstrates an ability to satisfy the financial obligations of the 

proposed unit; 
  (d) a member who has become a member after joining an existing member's unit is 

not eligible to assume sole or joint responsibility for that unit or to apply to relocate 
alone to a proposed unit for one year from the date of becoming a member; and 

  (e) the member complies with the membership committee's policies and 
procedures governing the relocation of members. 

 These provisions are discussed in detail in this part of the policies and procedures, except for 2(c), 
which is discussed in Part 4 - Eligibility to Relocate: Financial Ability.

      Relocation Information and Policies (compiled October 1984) state as follows: 34

 "You may request that your name be placed on the waiting lists for any or all types of units 
that the occupancy guidelines would allow your household to occupy.  You must have the required 
number of persons in your household at the time of requesting placement on the list" [underlining 
in original]. 

 The provision in these policies and procedures is a distinct change from the existing policy.  It 
was felt that the relevant time for enforcing the occupancy guidelines is the date of relocation, rather than 
the date of receipt.  Members should be able to place their names on the waiting list in anticipation of the 
fact that they will be able to comply with the occupancy guidelines by the time a unit is available.  If they 
are not able to do so, they will simply not be offered a unit.
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turning eighteen  years of age, has been accepted for membership may apply for 35

relocation to a proposed unit.  36

FORMER MEMBERS 

36. When a former member in good standing re-applies for membership, his or her 
application shall, with respect to the internal waiting list, be treated in all 
applicable respects as if it were an Application made by a member of the co-
operative , subject to these policies and procedures.  37 38

37. For a former member the time limits set out in the definition of a "member in 
good standing" commence three years or one year, as applicable, preceding the 
date that the member left the co-operative, rather than three years or one year 
preceding the date of relocation. 

MEMBER NOT IN GOOD STANDING 

38. A member not in good standing is not eligible to relocate unless the committee 
determines that the member is eligible. 

39. It is the responsibility of the member to know if he or she is a member in good 
standing, and the committee is not obliged to notify the member of the member's 

      Given the wording of the Ontario Human Rights Code, this will have to be changed to sixteen 35

once the Occupancy By-Law has been changed.  (These policies and procedures cannot conflict with the 
Occupancy By-Law.)

      Recommend that when we are prepared to amend para. 7.03, Article VII, of the Occupancy By-36

Law, this paragraph be changed as follows: 

 "A person who occupies a unit as part of a member's household and who, upon turning 
eighteen years of age, has been accepted for membership may apply for relocation to a proposed 
unit, provided that the person has resided in the co-operative for a period of one year prior to the 
date of receipt." 

 Such a provision could probably satisfy the Human Rights Code, since the co-op has a similar 
one-year provision for members who become members by joining another member's unit.  This other 
provision suggests that we are not discriminating against 18 (or 16) year olds but rather we need a year to 
assess the person's membership qualifications. 
 See also paragraph 2.d of the amended Membership By-Law.  The fairest approach is to 
require everyone to be resident within the co-op for a year before being eligible to relocate.

      REFERENCE: Para. 10, amended Membership By-Law.37

      For a further exception, see paragraph 0 below.38
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standing, save with respect to whether the applicant member's unit is in good 
condition.  39

RECORD OF MEMBER'S STANDING 

40. The co-operative shall maintain a Record of Member's Standing (Form Me-2-94) 
(the "Record") regarding the member's compliance with the conditions for a 
member in good standing as set out in the Membership By-Law. 

DEFINITION OF "MEMBER" 

41. In the remainder of these policies and procedures, the term "member" means a 
member who has applied for relocation to a proposed unit, unless the context 
requires otherwise. 

CONFIDENTIALITY & THE RECORD OF MEMBER'S STANDING 

42. In order to ascertain if the member is a member in good standing, the committee 
may refer to the member's Record, and if the necessary information is not 
contained in the Record the committee may obtain the necessary information 
from the appropriate committee or the board of directors, but in no event shall the 
committee request or receive any information other than that necessary to 
ascertain if the member is a member in good standing, save where and to the 
extent these policies and procedures permit otherwise.  40

43. The Confidentiality Policy, as approved by the general membership of the co-
operative on 1 April 1993, shall not apply to the extent necessary for the 
committee to obtain the information required in these policies and procedures. 

      The member should know whether he or she meets the other requirements, but won't really know 39

what the maintenance committee thinks of the unit.

      See paragraphs 0, 0 and 0 below for instances where the P&P permit otherwise (impliedly or 40

expressly).
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GRIEVANCES & ARREARS  41

44. Current Grievances/Arrears.  The member's Application shall not be considered 
to have been received by the office and the member's name shall not be placed on 
the internal waiting list until: 

 (a) if the member has an unresolved grievance against him or her, the 
grievance has been resolved; or 

 (b) if the member is in arrears, the arrears have been discharged. 

45. Past Grievances/Arrears.  If the member has had legitimate grievances made 
against him or her or has been in arrears during the three (3) years preceding the 
date of relocation,  

 (a) the member shall not be offered a proposed unit until the committee 
has determined the member's eligibility to relocate; and 

 (b) the committee may request a report regarding the member from the 
grievance or the arrears committee, as the case may be, in order to 
assist in determining the member's eligibility to relocate. 

ABSENCES WITHOUT NOTICE & BY-LAWS 

46. The member shall not be offered a proposed unit until:  42

      See amendments to Membership By-Law: 41

 "2. Conditions for Relocation.  A member may relocate to a proposed unit, subject to the 
following conditions: (a) the member is a member in good standing as defined in this 
by-law;... 

 "5.  Member in Good Standing.  For the purpose of relocation, a member is a member in 
good standing if the following conditions have been satisfied: 

  (a)  the member has no unresolved grievances against him or her at the date of 
relocation and has had no legitimate grievances made against him or her 
during the three (3) years preceding that date; 

  (b) the member is not in arrears at the date of relocation and has not 
been in arrears during the three (3) years preceding that date;..."

      Para. 52 a. was adopted by the Membership Committee on 29 June 1993 as a guideline necessary 42

to administer the requirement of member attendance at general meetings.  The guideline was subsequently 
published in English and Spanish in the Weekly.
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 a. if during the twelve months preceding the date of relocation the 
member has been absent from more than two (2) general meetings for 
which he or she has not notified the co-operative in accordance with 
the policies of the co-operative ("absences without notice"), twelve 
months have elapsed during which the member has no more than two 
(2) absences without notice; or 

 (a) if the member is not in compliance with the by-laws or policies of the 
co-operative, the member is in compliance. 

47. Non-compliance with By-Laws.  If the member is not in compliance with the by-
laws or policies of the co-operative at the date of relocation, the committee may 
request a report regarding the member from the appropriate committee or from 
the board of directors in order to assist in determining the member's eligibility to 
relocate. 

48. Absences without Notice.  If a member has had absences without notice for one 
uninterrupted year, the committee may remove the member's name from the 
internal waiting list, in which event the committee shall advise the member of the 
fact within ten (10) days of the removal and provide the reason for the removal. 

UNIT IN GOOD CONDITION  43

49. The following five paragraphs regarding a unit in good condition apply only 
when a member relocates from a unit in which no other member continues to 
reside. 

50. At any time after the date of receipt but before the date of relocation, the 
maintenance staff shall determine if the applicant member's unit is in good 
condition and shall base its determination on one or both of the following 
methods: 

 (a) by reference to the annual inspection report on the unit; or 

 (b) by an inspection of the unit if the annual inspection report is 
inconclusive or if an annual inspection of the unit was not performed 

      These paragraphs elaborate on the following section of the amended Membership By-Law: 43

 "5. Member in Good Standing.  For the purpose of relocation, a member is a member 
in good standing if the following conditions have been satisfied:... (e) the member has maintained 
his or her unit in a good condition."
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within the twelve (12) months immediately preceding the date of 
receipt. 

51. The maintenance staff shall advise the committee if the applicant member's unit is 
in good condition. 

52. If the unit is not in good condition, the maintenance staff shall advise the member 
and the committee of the estimated cost of putting the unit into good condition 
and provide the member with a list of the repairs required to put the unit into 
good condition. 

53. If the unit is not in good condition, the member shall not be offered a proposed 
unit until either: 

 (a) the member puts his or her unit into good condition; or 

 (b) the member deposits with the co-operative the amount of money 
estimated by the maintenance staff as the cost of putting his or her unit 
into good condition, less the amount the member has previously given 
to the co-operative as a maintenance deposit. 

54. In determining if the applicant member's unit is in good condition, the 
maintenance staff shall be guided by the relevant provisions of the Occupancy 
By-Law (No. 2)  and the Maintenance By-Law (No. 21) . 44 45

 PART 4 - ELIGIBILITY TO RELOCATE: FINANCIAL ABILITY  46

FINANCIAL CONDITION 

      Paragraph 28. 44

      Sections E and F.45

      Part 4 of the policies & procedures elaborates on the condition for relocation set out in the 46

amendment to the Membership By-Law as follows: 

 "2. Conditions for Relocation.  A member may relocate to a proposed unit, subject to 
the following conditions:... (c) the member demonstrates an ability to satisfy the financial 
obligations of the proposed unit."
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55. Presumption.   A member is presumed to have demonstrated an ability to satisfy 47

the financial obligations of the proposed unit if the following conditions have 
been met: 

 (a) the member has been a member of the co-operative for a period of 
three years as of the date of relocation; 

 (b) during the three years referred to in the preceding subparagraph, the 
member has had sole or joint responsibility for the financial 
obligations of a unit; and 

 (c) the member has not been in arrears during the three years immediately 
preceding the date of relocation. 

  
56. Former Members.  For greater certainty, the presumption set out in the preceding 

paragraph does not apply to former members.  48

57. Where Presumption Does Not Apply.  If the member does not meet the 
conditions set out in paragraph 0 above, the member shall not be offered a 
proposed unit until: 

 (a) the member submits to the office a statement of income;  and 49

 (b) the committee determines the member's ability to satisfy the financial 
obligations of the proposed unit. 

58. Guideline.  As a general guideline the monthly financial obligations of the 
member's household in the proposed unit, including housing charges, should not 
exceed thirty-five per cent (35%) of the household's monthly gross income, but 
the committee may in the appropriate case increase the percentage taking into 
account the factors set out in the following paragraph. 

59. Factors.  In determining the member's ability to satisfy the financial obligations 
of the proposed unit, the committee shall take into account the general guideline 

      The general principle of this paragraph is clear: if a member has been paying his/her housing 47

charges without problem for a period of time, the co-op will accept this as showing an ability to pay and 
will not inquire further.

      For the general position on former members, see paragraphs 0 et seq. above.48

      See paragraph 0 below for what constitutes a statement of income.49
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set out in the preceding paragraph and the following factors: 

 (a) the ratio of the monthly financial obligations of the member's 
household in the proposed unit, including housing charges, to the 
household's monthly gross income; 

 (b) the results of a credit check on the member or a bank check or both; 

 (c) the member's employment history; 

 (d) the member's financial history with the co-operative; 

 (e) the reason for the member's arrears, if applicable; and 

 (f) such other factors as the committee in its discretion may from time to 
time consider relevant. 

GUARANTOR 

60. A member is considered to have demonstrated an ability to satisfy the financial 
obligations of the proposed unit if a guarantor is willing to guarantee the 
member's financial obligations with respect to the proposed unit by signing a 
Guarantee (Form Me-3-94).  50

61. When there is a guarantor for a proposed unit, the provisions set out in paragraph 
0 above and all other relevant provisions of Part 4 of these policies and 
procedures apply, with the necessary modifications, to the guarantor as if he or 
she were the applicant member. 

CREDIT/BANK CHECK 

62. Where a credit check is made under paragraph 0 above and the member has no 
credit history or the credit check is unsatisfactory, the office shall perform a bank 
check, and the member shall pay any additional fees or charges necessitated by 
the bank check. 

      A member who is eligible for the Subsidy Program will maintain his or her place of priority on 50

the waiting list for the Subsidy Program, although the member may have a guarantor and not receive a 
housing-charge supplement under the co-op's Internal Housing Charge Supplement By-Law.  Refer to the 
Internal Housing Charge Supplement By-Law for further information on this policy.  [NEW 18 APRIL 
1994] 
 See also paragraph 0 below.
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63. In Part 4 of these policies and procedures: 

 (a) "credit check" means that the co-operative obtains available credit 
information about the member from the Credit Bureau of Greater 
Toronto or other credit bureau to which the co-operative subscribes;  

 (b) "bank check" means that the co-operative obtains available credit 
information about the member, including banking history, from the 
member's financial institution. 

STATEMENT OF INCOME 

64. A statement of income consists of: 

 (a) a completed Financial Information Form (Form Me-4-94); and 

 (b) one or more of the following: 

  i. a copy of the member's income tax return from the most recent 
taxation year, 

  ii. the member's last three pay stubs, 

  iii. a letter from the member's employer stating gross monthly or 
annual income, 

  iv. an affidavit sworn or a statutory declaration declared by the 
member setting out the member's gross monthly or annual 
income. 

65. A member's statement of income is effective for a period of one year from its 
date. 

SUBSIDY PROGRAM 

66. A member who does not demonstrate an ability to satisfy the financial obligations 
of the proposed unit but who qualifies for a subsidy under the Subsidy Program 
shall have his or her name placed on the internal waiting list but shall not be 
offered a proposed unit until there is a unit available under the Subsidy Program. 
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 PART 5 - INTERVIEWS & APPEALS 

INTERVIEWS WITH THE COMMITTEE 

67. The committee may request that the member attend an interview to resolve any 
issues pertaining to the member's Application,  and the member may request an 51

interview with the committee for the purpose of having the committee  

 (a) reconsider any decision it has made,  

 (b) review or resolve any issue pertaining to the member's Application, or 

 (c) review or resolve any issue pertaining to these policies and 
procedures.  52

68. To request an interview with the committee, the member shall submit to the office 
a Notice of Review/Appeal (Form Me-5-94), and if the member is asking the 
committee to reconsider a decision the member shall submit the Notice of 
Review/Appeal within ten (10) days of being notified of the committee's 
decision. 

69. At an interview the member may make representations to the committee in 
person or in writing or by agent at the committee's next scheduled meeting or at a 
special meeting held for the purpose. 

APPEALS TO THE BOARD  53

70. Any member affected by a decision of the committee may appeal the decision to 

      Because of the time constraints, a committee-initiated interview is likely seldom going to be used, 51

unless the committee undertakes various investigations well before a unit becomes vacant.  For example, if 
the committee seeks information regarding a member's arrears and grievances when the member reaches 
the top three on a list, it might have time for an interview if called for.

      This interview process is designed to be broad enough to allow the member, for example, to seek 52

to waive the $50 relocation fee or any other requirement of these P&P.

      These provisions regarding appeals to the board elaborate slightly on the basic right to an appeal 53

set out in the by-law, as follows: 

 "12. Appeals.  A member or a former member may appeal to the board of directors any 
decision made by the membership committee pursuant to this by-law."
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the board of directors by submitting to the office a Notice of Review/Appeal 
within ten (10) days of being notified of the committee's decision. 

71. At an appeal the member may make representations to the board in person or in 
writing or by agent at the board's next scheduled meeting or at a special meeting 
held for the purpose. 

POWERS OF THE COMMITTEE AND BOARD 

72. If the member has an interview with the committee or appeals a decision of the 
committee to the board of directors, the committee or the board, as the case may 
be, may make any decision it considers fair and reasonable under the 
circumstances.  54

NO STAY UPON REVIEW/APPEAL 

73. Because the co-operative must proceed promptly in filling a proposed unit, 
decisions of the committee shall not be stayed if the member requests an 
interview with the committee or appeals a decision of the committee to the board 
of directors, and any decision of the committee adverse to the member may result 
in that member being denied entitlement to the next available proposed unit 
regardless of the outcome of any subsequent interview or appeal.  55

 PART 6 - RELOCATION PROCEDURES  56

FORMS 

74. As soon as a member advises the office of his or her intention to vacate a unit, the 
office shall deliver to the members on the internal waiting list who are eligible for 
a unit of that size and type (the "applicant members") the following forms: 

 (a) Notice of Proposed Unit (Form Me-6-94) (the "Notice"), and 

      Decisions of the committee and board in this part and elsewhere are governed by the guiding 54

principle stated in paragraph 0 above and the factors set out in paragraph 0 below.

      This paragraph acknowledges that any negative decision by the committee means that the 55

member will most likely miss out on the next vacated unit.

      These relocation procedures, with minor differences, were approved by the Membership 56

Committee on 19 July 1993 and subsequently published in the Weekly.
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 (b) Notice of Intention to Remain on Internal Waiting List (Form 

Me-7-94).   57

75. The two forms shall be delivered together. 

NOTICE OF PROPOSED UNIT 
  
76. Purpose of Notice.  The Notice is not an offer of a unit; the purpose of the Notice 

is to inform the applicant members that a proposed unit is expected to become 
available and that they are eligible to occupy that unit, and to provide the 
applicant members with the information set out in the following paragraph. 

77. Contents of Notice.  The Notice shall include the following information: 

 (a) the date that the proposed unit is available for occupation; 

 (b) the street and unit number of the proposed unit; 

 (c) the name of the member currently occupying the proposed unit; 

 (d) the current housing charge of the proposed unit, and the housing 
charge for the next fiscal year if available; 

 (e) the place on the waiting list that each applicant member holds; 

 (f) whether to advise the office or a member of the committee when the 
applicant members accept the proposed unit, and if a committee 
member the name, address, and telephone number of the committee 
member; 

 (g) advice that the first applicant member on the list shall have the right of 
first refusal on the proposed unit and that if the first applicant member 
refuses the proposed unit, the second applicant member on the list 
shall have the next right of refusal, and so on as set out in the 
following paragraph; 

 (h) the date by which the applicant member must accept the proposed unit. 

      The Notice of Intention to Remain is discussed in more detail in paragraphs 0 et seq. below.57
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78. Further Contents of Notice.  The Notice shall also include a member's section on 
which the member may indicate his or her acceptance of the proposed unit. 

DELIVERY OF NOTICE 

79. Delivery to First Three Members.  The office shall deliver the Notice to the first 
three (3) applicant members on the internal waiting list.  If there are three (3) or 
fewer applicant members, the office shall deliver the Notice to all the applicant 
members. 

80. Method of Delivery.  The office shall deliver the Notice to the applicant members 
by one of the following means: 

 (a) by giving it to the applicant members personally; 

 (b) by leaving it in the members' mailboxes; or 

 (c) by affixing it to the front doors of the applicant members' units if the 
members do not have mailboxes accessible to the office. 

PRIORITY OF APPLICANT MEMBERS 

81. The applicant members have priority with respect to the proposed unit as follows: 

 (a) the applicant member who is first in order of priority on the waiting 
list as determined by these policies and procedures  has the right of 58

first refusal with respect to the proposed unit; 

 (b) the applicant member who is second in order of priority on the waiting 
list has the next right of refusal in the event the applicant member who 
is first in order of priority refuses the proposed unit; 

 (c) the applicant member who is third in order of priority on the waiting 
list has the next right of refusal in the event the applicant members 
who are first and second in order of priority refuse the proposed unit. 

TIME FOR ACCEPTANCE OF UNIT 

82. The applicant members shall accept the proposed unit within the following 

      See paragraph 0 above for the method of establishing priorities on the waiting list.58
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periods: 

 (a) within three (3) business days after delivery of the Notice if the Notice 
requires the applicant members to advise only the office, and "business 
days" shall not include Fridays;  or 59

 (b) within three (3) days after delivery of the Notice if the Notice requires 
the applicant members to advise a member of the committee or to 
advise the office during business days and a member of the committee 
during non-business days. 

METHOD OF ACCEPTANCE OF UNIT 

83. The applicant members shall accept the proposed unit by delivering, within the 
period required, by completing the member's section of the Notice (the 
"acceptance") and submitting it to the appropriate person by one of the following 
means: 

 (a) by giving the acceptance personally to a staff member of the office or 
to the member of the committee, as applicable; 

 (b) by leaving the acceptance in the mailbox of the office or the member 
of the committee, as applicable; or 

 (c) by affixing the acceptance to the front door of the unit of the member 
of the committee, if the applicant member is to advise a committee 
member and the committee member does not have a mailbox 
accessible to the applicant members.   60

84. For information, the office mailbox is located beside the front door in the 
vestibule to the medium rise. 

RELOCATION FEE  61

      The office is closed on Fridays.59

      Committee members who live in the medium rise will not have a mailbox accessible to the 60

applicant members; other committee members will. 

      See also paragraph 0 below. 61
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85. Second Instalment.  The applicant members shall submit the second instalment of 
the relocation fee along with their acceptance of the proposed unit.  The second 
instalment of the relocation fee is the amount of twenty-five dollars ($25.00).  62

86. When Second Instalment Returned.  The office shall promptly return the second 
instalment of the relocation fee to the applicant members who accept the 
proposed unit but who are not offered the unit. 

PROCEDURES APPLY TO ALL APPLICANT MEMBERS 

87. All the applicant members shall follow these procedures regardless of the order of 
priority of each applicant member on the waiting list. 

NON-ACCEPTANCE OF UNIT IS REFUSAL 

88. The failure of an applicant member to accept the proposed unit in accordance 
with these procedures and within the period required shall be considered a refusal 
to accept the proposed unit.  63

OFFER OF PROPOSED UNIT TO MEMBERS 

89. The office shall offer the proposed unit to the applicant member who is highest in 
order of priority on the waiting list and who accepts the proposed unit within the 
period required. 

90. If none of the applicant members accepts the proposed unit within the period 
required, the office shall follow the procedures set out in this Part with respect to 
the next three (3) applicant members; and if none of the next three applicant 
members accepts the proposed unit, the office shall continue to follow the 
procedures set out in this Part until a member accepts the proposed unit. 

OFFER OF PROPOSED UNIT TO EXTERNAL APPLICANTS 

91. If none of the applicant members accept the proposed unit or if there are no 
members on the internal waiting list who are eligible for a unit of the size and 
type of the proposed unit, the office shall seek applicants on the external waiting 
list. 

      Cf: Para. 0 et seq. above.62

      See paragraphs 0 et seq. below for effect of refusal.63
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APPLICATION OF RELOCATION PROCEDURES TO FORMER MEMBERS 

92. The provisions regarding the delivery of the Notice and the acceptance of the 
proposed unit only apply to former members where such application is feasible; 
where it is not, the office may inform the former member that a proposed unit is 
expected to become available and that he or she is eligible to occupy that unit, 
and inform the former member of the information set out in paragraph 0 above, 
by telephone, and the former member may accept the proposed unit by telephone. 

93. If the Notice and acceptance are given by telephone, the former member shall 
submit the second instalment of the relocation fee within seven (7) days of giving 
the acceptance.    64

94. Except as stated in the preceding two paragraphs, all provisions of Part 6 of these 
policies and procedures apply, with the necessary changes, to former members. 

RECOMMENDATION OF COMMITTEE 

95. In order to expedite the allocation of units, the membership committee 
recommends that the applicant members advise the office or the member of the 
membership committee, as applicable, in less than the three days allowed by 
paragraph 0 above if the applicant members accept or refuse to accept the 
proposed unit. 

 PART 7 - CONSEQUENCES OF ACCEPTING/REFUSING A UNIT 

REFUSAL OF UNIT 

96. The member may refuse to accept one proposed unit that is offered to him or her 
and that satisfies the requirements for the size and type of unit specified in the 
Application, and the member shall retain his or her priority on the internal 
waiting list. 

97. If the member refuses to accept a second such unit, the member shall lose his or 
her priority on the internal waiting list for the size and type of the proposed unit, 
and the date of the second refusal shall be deemed to be the date of receipt of the 
member's Application. 

      See also paragraph 0 below.64

[18may94] INTERNAL WAITING LIST: 
 POLICIES & PROCEDURES 



!27

ACCEPTANCE OF UNIT  

98. Tenure Rights.  A member's relocation to a proposed unit terminates the 
member's tenure rights as set out in paragraph 31, Article VI, of the Occupancy 
By-Law (No. 2) with respect to the unit the member is vacating. 

99. Removal of Name from Waiting List.   When a member relocates to a proposed 65

unit, his or her name shall be removed from the internal waiting list for the size 
and type of the proposed unit, but the member shall be entitled to retain his or her 
priority on the internal waiting list for all other sizes and types of units specified 
in the member's Application, subject to these policies and procedures.  66

NOTICE OF INTENTION TO REMAIN ON INTERNAL WAITING LIST  67

100. The applicant members shall complete the Notice of Intention to Remain on 
Internal Waiting List (Form Me-7-94) ("Notice of Intention to Remain") and 
submit it to the office in the same manner and within the same period as the 
acceptance. 

101. If a member who relocates to a proposed unit completes and submits a Notice of 
Intention to Remain, his or her name shall remain on the internal waiting list for 
the sizes and types of units specified in the Notice of Intention to Remain and 
shall be removed from the internal waiting list for all other sizes and types of 
units; if the member fails to submit a completed Notice of Intention to Remain as 
required, his or her name shall be removed from the internal waiting list. 

      The wording of the current policy, approved by the general membership, is set out in footnote 9 65

above.

      A member who accepts a new unit must exercise his/her entitlement to remain on other lists by 66

completing a Notice of Intention to Remain, discussed below.

      See also paragraph 0 above. 67

 The Notice of Intention to Remain is a means of ensuring that the waiting list is up-to-date.  See 
also paragraph 0 above for another means. 
 Frequently, members who have relocated do not wish to remain on other lists but they do not 
remove their names from the other lists.  For example, members in a one-bedroom unit may put their 
names on the list for a 2 and a 3 bedroom unit.  The members then relocate to a 3 bedroom unit.  Their 
names remain on the 2 bedroom list even though they may no longer have any desire to move to a 2 
bedroom unit.  This form puts the onus on the relocating member to take an active step to keep his/her 
name on other lists if s/he wants it to remain.
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102. Former Members.  If in the case of a former member the Notice and acceptance 
are given by telephone, the former member shall submit the Notice of Intention to 
Remain with the second instalment of the relocation fee.    68

 PART 8 - MISCELLANEOUS 

GUIDES TO EXERCISE OF DISCRETION 

103. The committee or the board, as the case may be, in any exercise of its discretion, 
including without limitation exercising its discretion to waive compliance with 
any of the requirements of these policies and procedures  or making any 69

decision under Part 5 - Interviews and Appeals,  may take into account the 70

following factors: 

 (a) the contributions that the member has made in the past or is currently 
making to the co-operative, including without limitation serving on the 
board of directors or a committee; 

 (b) the length of the member's tenure in the co-operative; 

 (c) the member's history in the co-operative, including without limitation 
the absence of prior arrears, grievances, or by-law infractions; and 

 (d) such other factors as the committee may from time to time consider 
relevant. 

DELEGATION 

104. The committee may delegate to the office or to volunteers any administrative 
function described in these policies and procedures, but the committee shall not 
delegate to volunteers any function that requires or permits access to any 
confidential information, and the committee shall not delegate any function that  

      The second instalment of the fee for former members is discussed in paragraph 0 above.68

      Refer to paragraph 0 above for principle on waiver.69

      See paragraphs 0 and 0 above, respectively: the decisions of the committee or board are to be as 70

"fair and generous to the member as the circumstances reasonably permit" and "fair and reasonable".
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requires the committee to exercise its discretion or its power of decision.  71

 PART 9 - FORMS 

1. Application for Internal Relocation (Form Me-1-94) 

2. Record of Member's Standing (Form Me-2-94) 

3. Guarantee (Form Me-3-94) 

4. Financial Information Form (Me-4-94) 

5. Notice of Review/Appeal (Form Me-5-94) 

6. Notice of Proposed Unit (Form Me-6-94) 

7. Notice of Intention to Remain on Internal Waiting List (Form Me-7-94) 

 - END -

      This paragraph is self-explanatory: it permits the office to do things (eg. maintain the waiting 71

lists) that the committee would otherwise be obliged to do by itself.  It also helps keep matters simple: if the 
procedures give most functions to the committee, the committee can, by virtue of this paragraph, delegate 
those functions it feels should be delegated.
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