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A user-friendly guide to support your work as a housing provider 

The Housing Services Act, 2011 (HSA) says that the City of Ottawa is responsible for administering rent-

geared-to-income (RGI) assistance within the City’s boundaries. The City has delegated some of its RGI-

related duties to housing providers via the Housing Provider Service Agreement, or HPSA. 

This guide is a reference tool that helps you as an employee, board member, volunteer, manager or 

service contractor for a housing provider administer RGI assistance so that your actions comply with 

your organization’s HPSA. This guide does not provide direction about HSA duties that the City has not 

delegated to its housing providers or about housing provider requirements covered under other 

legislation, such as the Residential Tenancies Act, 2006 or the Co-operative Corporations Act. 

We have written a guide that states in clear language the actions that you are required to take and the 

procedures you need to follow in your everyday work. For your convenience, we have included a 

number of brief case scenarios and examples to help explain some of the more complex concepts. We 

have also attached a long appendix that contains reference material on certain topics, standard forms 

that you will need as you fulfill your duties and template letters of decision. 

A few points to remember: 

We have developed a guide that is easy to update, as policies and legislation change. 

This guide addresses special needs housing only in the context of RGI administration. 

In addition to applying to housing projects covered under your HPSA, this guide applies to the 

following: 

most RGI rent supplement units administered by the City in privately owned buildings 

units located in projects subject to a federal operating agreement where the household 

receives RGI assistance through a Rent Supplement Agreement (formerly CSHP or 

OCHAP) 

We hope you find this guide as useful as we do. We invite you to use our detailed table of contents, 

which starts on the next page, as a quick reference for finding the information you need. 
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Glossary of Terms 

Affidavit 

A written statement sworn before a notary public or another person who has the authority to witness 

an oath.  

Alternative housing provider 

A housing provider with a mandate to provide housing to households that are homeless or hard to 

house.1

Arrears  

Money owed as rent or as a result of damage caused by a member or guest of the household.  

Benefit unit  

A single person or a family that receives a monthly payment from Ontario Works (OW) or Ontario 

Disability Support Program (ODSP). 

Business day  

A day from Monday to Friday, other than a statutory holiday.  

Capital gains  

Profits from the sale of personal assets such as real estate, stocks or investments.  

Centralized Waiting List, or CWL 

The City keeps the Centralized Waiting List (CWL), as required by the HSA, for individuals and families 

that wish to obtain rent-geared-to-income (RGI) assisted housing. 

Centralized Waiting List administrator 

The City of Ottawa is the administrator of the centralized wait list for rent-geared-to-income (RGI) 

assistance as prescribed in the HSA. The City has a service agreement with the Ottawa Social Housing 

Registry (The Registry) to perform these duties on behalf of the City. 

Child  

An individual’s child is: 

a child of the individual  

a child that the individual has legally adopted 

a child that the individual treats as their child 

In addition, the child must be younger than 18 years of age. This household member has always lived at 

home except for short periods while in full-time attendance at a recognized educational institution, has 

1
O.Reg. 367, s.49.(1)3 
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never had a spouse, and is not the parent of a child living in the household. This does not include foster 

children. 

Child of the household2

This is a child of any member of the household. However, the following must apply: 

This child has always lived at home except for short periods while in full-time attendance at a 

recognized educational institution 

This child has never had a spouse. 

This child is not the parent of a child living in the household. 

There are two applications of "child of the household": one in occupancy standards and one in RGI 

calculation. 

Divest  

Sell a property, transfer an interest in a property or terminate the lease for a property.   

Family Responsibility Office  

The Family Responsibility Office is a part of the Ontario Ministry of Community and Social Services. It 

receives every support order made by a court in Ontario and has the legal authority to collect support 

payments.  

Family unit  

A family unit is: 

a person  

a person and their spouse  

a person, their spouse and, if either person has children, any children that live with them 

Under the HSA, individuals who receive assistance from Ontario Works or Ontario Disability Support 

Program are not considered a part of a family unit. 

Household  

Household refers to the people who live in a housing unit. Household can refer to one person who lives 

alone or to a group of people who live together in the unit.  

Household composition 

The number of individuals living within a residential unit. This includes all children and adults. 

Housing provider 

In general, an organization that provides social housing.  In this Guide, non-profit housing or co-

operative housing.   

2
O.Reg. 367, s.42.(1)2 
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Housing Provider Service Agreement, or HPSA 

The HPSA is the service agreement between the City of Ottawa and housing providers that delegates 

certain rent-geared-to-income (RGI) duties (as prescribed in the HSA and associated regulations) to 

housing providers to perform on behalf of the City. 

Imputed rate of return  

The imputed rate of return is an estimate of the financial benefit an individual receives from assets that 

do not produce regular income or interest but do increase in value.  The imputed rate of return is the 

interest rate for the first year of the November 1 issue of Canada Savings Bonds, rounded down to the 

nearest whole per cent. Always use the rate given in the most recent City Guideline entitled Imputed 

Rate of Return.  

In-situ (market to RGI) household 

This is a household housed with a social housing provider that, at first, pays market rent. The household 

then becomes an RGI household and stays in same unit by qualifying for an in-situ to market local 

priority. 

Income producing asset  

An investment that produces a predictable income, such as interest from a Guaranteed Investment 

Certificate or a bond.  

Internal Transfer List 

This is the list that individual housing providers keep for households that wish to move from one market 

or RGI unit to another within the housing provider’s portfolio. 

Live independently 

A person can live independently if they can do the essential activities of day-to-day living (such as 

dressing, eating, bathing) for themselves or if support services are in place to help them with these 

tasks.  

Local rules  

These are the rules that the HSA allows a service manager to establish—for example, the length of time 

an RGI household can be absent from their unit. Housing providers must follow the local rules that their 

service managers set. 

Mandate  

The Province of Ontario approved mandates for some housing providers.  These include a commitment 

to house: 

seniors  

homeless or hard to house people (alternative housing)  

frail seniors  

people with disabilities  

people recovering from substance abuse  

people living with AIDS  

Aboriginal people 
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Market rent  

The rent paid by a household that is not receiving RGI assistance.  

Modified units  

Units with special features to meet the needs of people with physical disabilities.  

Non-income-producing assets  

Assets that do not produce regular income or interest but do increase in value—for example, assets such 

as financial investments (excludes RRSPs and RESPs). 

ODSP 

Ontario Disability Support Program, which helps people with disabilities who are in financial need pay 

for living expenses such as food and housing. 

Overhousing 

An RGI household is overhoused if the unit has more bedrooms than the RGI occupancy standards allow.  

OW 

Ontario Works, a program that helps individuals who are in financial need pay for living expenses such a 

housing and basic needs, and find work. 

Permanent resident  

A person who is legally residing permanently in Canada but is not a citizen.  

Personal information 

Personal information is defined as recorded information that identifies an individual and gives 

information such as: 

their race, national or ethnic origin, colour, religion, age, sex, sexual orientation or marital or 

family status  

their education, medical, criminal or employment history   

their financial transactions  

any identifying number or symbol assigned to them  

their address, telephone number, fingerprints or blood type  

confidential correspondence sent by the individual to an institution and any response to such 

correspondence  

the views or opinions of another individual about them 

This applies to any record of information, however recorded, whether in print, on film or by electronic 

means. 
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Recognized educational institution  

A recognized educational institution is any of the following or a similar institution outside Ontario: 

a school, as defined in the Education Act 

a university  

a college of applied arts and technology, established under Ontario Colleges of Applied Arts and 

Technology Act, 2002.  

a private career college, as defined in the Private Career Colleges Act, 2005.  

a private school, as defined in the Education Act, for which a notice of intention to operate has 

been submitted to the Ministry of Education in accordance with that Act 

Record  

A record is: 

any document or written material created by a housing provider  

any document or written material related to the operation of a housing project that is given to a 

housing provider 

Refugee claimant  

A refugee claimant is someone who has made a claim to the Government of Canada to be accepted as a 

Convention refugee.  

Regulation  

The government issues regulations to set out the details of legislation. The HSA has several regulations. 

Regulation 367/11 and Regulation 298//01 deal with rent-geared-to-income administration. Regulation 

367/11 deals with the operation of housing projects.  

Removal order  

Immigration order that requires a person to leave Canada.  

Rent 

In non-profits, rent is defined in the Residential Tenancies Act. For co-ops, rent means housing charges 

as defined under the Co-operative Corporations Act except for fees for sector support or membership.  

Rent-geared-to-income assistance (RGI)  

Financial assistance given to a housing provider so that a qualified household can pay rent based on 

their income.    

Residential property  

A property or part of a property that can be lived in.    

Review3

Members of a household have the right to request a review of certain housing provider decisions. 

3
HSA, s.155-159 and O.Reg. 298, s.52-53 
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Housing Provider Service Agreement  

Section 17 of the HSA allows service managers to delegate some of their duties under the Act to other 

agencies.  Ottawa has signed Housing Provider Service Agreements with all of its social housing 

providers to administer RGI Administration.    

Service Manager  

The HSA designates service managers to administer and fund the social housing programs. A service 

manager may be a municipality, agency, commission or board (such as a district social services 

administration board). The City of Ottawa is a service manager. 

Social housing project 

A social housing project is either a non-profit rental or co-operative housing project governed by either 

the HSA or a federal operating agreement. The project has both market and RGI units within it. The City 

has a legislated responsibility to provide funding to these projects. The projects must comply with 

legislation and City direction as it relates to social housing and RGI administration. 

Social Housing Reform Act, 2000 (now the HSA)  

The province of Ontario passed the Social Housing Reform Act in 2000. It transferred the Province’s 

responsibility for funding and administering social housing to the municipal level of government. 

(Federal program co-ops such as Section 61, Section 95 and the Federal Co-operative Housing Program 

were not transferred.). On January 1, 2012, the Housing Services Act replaced the Social Housing Reform 

Act.  

The Social Housing Registry of Ottawa (The Registry) 

The agency that the City of Ottawa signed a service agreement with to perform the duties associated 

with the administration of the centralized wait list for RGI assistance on behalf of the City. 

Special needs housing  

Housing with special features to make it accessible to a person with physical disabilities, or housing that 

provides provincially funded support services to help a person live independently. 

Special needs unit 

A housing unit intended for use by a household with one or more members who require accessibility 

modifications or provincially funded support services in order to live independently in the community. 

Special priority 

O.Reg. 367, s.54 Special priority category – eligibility:  A household may apply for special priority if a 

member of the household is being abused by someone they live with or have recently lived with, or by a 

person who has sponsored the member as an immigrant. Special priority households go to the top of 

The Registry’s waiting list. An RGI household on another waiting list can also apply for special priority.  

Size of unit 

The number of bedrooms in a self-contained residential unit. 
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Spouses  

If two individuals refer to themselves as “spouses”, consider them as “spouses” for RGI issues.  

The definition in Regulation 367 includes two individuals who live in the same unit if   

the social and familial aspects of the relationship amount to cohabitation, and  one individual 

provides financial support to the other , or  

the individuals have a mutual agreement or arrangement regarding their financial affairs 

Statutory declaration  

A statutory declaration is a signed, written statement that has been witnessed by a person authorized 

by the court.  

Support payment  

A payment required by:   

a court order for support based on the federal Divorce Act or the Ontario Family Law Act, or  

a legal domestic contract such as a separation agreement, a paternity agreement, a marriage 

contract, or a co-habitation agreement 

Support services  

Services for people who need special help to live independently in the community.  

Targeting plan 

Before the provincial government transferred social housing to the municipalities, it sent each housing 

provider a targeting plan. The targeting plan sets out the minimum number of units of: 

rent-geared-to-income households and market households 

high need households  

special needs households, if any 

Transferred assets  

An asset that a person has sold, leased or given to someone who is not a member of the household. 

Two person family  

A two person family consists of either two spouses or a parent and child.
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Chapter 1: Complying with your Housing Provider Service Agreement 

The Housing Services Act, 2011 (HSA) stipulates that municipalities are responsible for 

administering rent-geared-to-income (RGI) assistance. It also states that municipalities may 

enter into agreements with other parties (such as housing providers) to carry out duties and 

powers on its behalf. Meanwhile, municipalities can establish local rules and make policy 

decisions regarding how RGI is administered. 

A Housing Provider Service Agreement (HPSA) is a formal, signed agreement between a housing 

provider and the City of Ottawa. The City of Ottawa has signed housing HPSAs with social 

housing providers in the area so that they can undertake certain aspects of RGI administration. 

Housing providers must ensure that each person who administers RGI be properly trained and 

remain aware of any changes to the HSA, along with all City directives, policies and guidelines. 

Housing providers must also be familiar with and comply with all requirements under their 

HPSA. 

Although a housing provider’s staff (or management service contracted by the housing provider) 

will typically perform the actual RGI functions, the housing provider’s Board of Directors is 

responsible and accountable for results. Therefore, the Board should have a system in place to 

ensure that RGI assistance is being carried out correctly. 

If a housing provider contracts RGI administration to a management services company, the 

housing provider must consult with the City before signing a contract. 

The following are some key requirements and issues under the HPSA that housing providers 

must observe. 

Keep records  

Housing providers must keep all records related to RGI assistance for a minimum of 

seven years. 

All records belong to the City. This includes applications, reviews, notices, agreements, 

undertakings, documents, papers and information that housing providers receive and 

produce. Examples include letters to or from households, income verification (pay 

stubs), completed household composition, income and asset review forms, and 

completed forms used to communicate with the agency responsible for administering 

the CWL. 

Use experienced personnel  

Housing providers must follow a competitive process when hiring staff or management 

services. 

Boards should ensure that staff regularly attend housing-sector workshops, information 

sessions, regional conferences and RGI-related training sessions. 
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Housing providers must administer RGI functions in a professional and competent 

manner. 

The housing provider’s auditor must review RGI assistance-related business and report 

on problems—which the Board must then address. 

Obtain written direction from the City  

The housing provider must immediately seek and follow written direction from the City 

if: 

the housing provider believes that any City policy, guideline or procedure 

related to the administration of RGI assistance is unclear or confusing 

the housing provider has any questions about the interpretation of any written 

policy, guideline, procedure or directive 

The housing provider must exercise his or her best judgment until the City provides 

written direction on the question. 

Note that the decision maker must keep the letter or email that he or she sends to the City, as 

well as the written response from the City, in the household file to which the query applies. 

Also, as a best practice, he or she must also keep it in chronological order, in a separate binder 

entitled: Written Direction from the City, for future reference. 
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Chapter 2: Communicating with the Centralized Waiting List 

Administrator 

The Social Housing Registry of Ottawa is contracted by the City to administer the Centralized 

Waiting List (CWL) on the City’s behalf. Housing providers must communicate in a certain 

manner with the CWL administrator and under the following circumstances.  

1. When an applicant or resident household is applying for RGI  

All applications for RGI assistance must, without exception, be submitted to the CWL 

administrator and approved by it. Only the CWL administrator can grant priority status to a 

household. The following are the types of applications that housing providers submit and the 

processes they must use for each. 

External applicants 

If any household—whether or not it already resides with a social housing provider—wishes to 

apply for RGI assistance, housing providers must refer them directly to the CWL administrator. 

When housing providers wish to allocate a unit to a household that will receive an RGI subsidy, 

they must allocate the unit following the rules and procedures outlined in Chapter 6: Selecting 

Households for RGI Assistance.  

In-situ (market to RGI) applicants 

When a market rent household in a housing provider’s community wishes to apply for an in-situ 

(market to RGI) subsidy, the housing provider must provide the CWL administrator with an 

application completed in full and signed by the applicants, as well as current proof of income 

and citizenship for all household members. The housing provider must also provide the CWL 

administrator with a completed and signed in-situ (market to RGI) checklist. For more 

information, see Chapter 6: Selecting Households for RGI Assistance. 

Once the CWL administrator has received and approved the complete application package, it 

may be able to grant the household “in-situ priority” on the waiting list. The housing provider 

must not automatically allocate a subsidy to the household at this point, as there may be other 

households on the waiting list with a higher priority. See Chapter 6: Selecting Households for 

RGI Assistance, before allocating an in-situ RGI subsidy. 

Special needs applicants 

See Chapter 5: Providing RGI Assistance to Special Needs Housing Households. 

2. When allocating a vacant unit to a household that will receive RGI assistance 

When housing providers fill vacant units with RGI households, they must undertake a number of 

critical communications with the CWL administrator. Please see Chapter 6: Selecting Households 

for RGI Assistance for more information about the process for filling a vacant unit. Housing 
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providers must communicate with the administrator in the following ways according to the 

circumstances. 

Consulting your waiting list 

When you fill a vacant unit, the first thing you need to do is check your targeting plan. When the 

vacancy will be filled with an RGI household, your first step is to consult your priority-ranked 

waiting list with the CWL administrator. This can be done in real time, online via Lotus Notes or 

by contacting the administrator to let them know you have a vacancy.  

Offering a unit 

When you offer a unit to an RGI applicant at the top of your waiting list, you must notify the 

CWL administrator that you have done so, either via Lotus Notes or by contacting the 

administrator. This enables the administrator to track offers and change the applicant’s status to 

“On offer” temporarily so they do not receive other offers. You may offer the unit to several 

households prior to a household accepting the unit offer. You must keep for seven years a 

record of all offers made to fill a vacant RGI unit.  

Refusing to offer a unit 

In circumstances where you determine that the household is not suitable for the unit or 

community, you must notify the household and the CWL administrator, in writing. See Appendix 

4: Notice of Decision – Refusal to Offer for a template that meets HSA and City requirements for 

this notice. 

You must keep a meticulous written record for seven years of any decision to refuse to offer a 

unit to an applicant.4 The record of the refusal must include the following information: 

4
O. Reg 367/11 s. 102(4). 

the decision 

the information used to make the decision 

a copy of the notice given to the household 

When a household refuses your offer 

If you have offered a unit to a household, and they refuse the offer, you must immediately 

notify the CWL administrator of the refusal, either via Lotus Notes or by contacting the 

administrator directly. 

When a household accepts your offer 

You must notify the CWL administrator once the following have taken place: 

a household accepts your offer 

you have re-confirmed their eligibility for RGI assistance 

you have calculated their rent based on their current income 

they have signed a lease or occupancy agreement 
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At this point, the administrator will change the household’s status on the waiting list to 

“Housed” and close their file.  

Receiving the CWL administrator file 

Once you have notified the administrator that you have housed a household from the waiting 

list, the administrator will transfer to you the hardcopy applicant file for your records, which you 

must keep for at least seven years after the household has moved out. If you do not receive the 

file within 10 days of notifying the administrator, please contact them. You are obligated to 

store this file securely and protect the information in it. For more information about storing and 

sharing this information in this file, please refer to Service Manager Guideline 04-03. 

3. As soon as the housing provider becomes aware of arrears 

Under the HSA, a household that is in arrears to a social housing provider is not eligible for RGI 

assistance. This includes arrears accumulated as either an RGI or market household. Service 

Manager Directive 09-02 outlines a procedure that you must follow when a household has 

arrears. Arrears can include owing rent, owing payment for damages or repaying a subsidy. 

As soon as you become aware that a former or vacating household owes more than $100, you 

must report it to the CWL administrator using the form provided in Service Manager Directive 

09-02. Keep the arrear database up to date with any active arrear repayment agreements the 

households enters into. 

For households that are vacating your community and have arrears, you must notify the CWL 

administrator as soon you receive notice that the household is leaving—or as soon as you are 

aware that the unit has been abandoned. 

For households that are former tenants, and whose arrears were not reported when they 

vacated, you must notify the CWL administrator as soon as you become aware of the arrears. 

4. When a household that is receiving RGI assistance is overhoused 

The CWL administrator maintains a ranking on the CWL for overhoused households. When you 

determine that a household is overhoused, and you do not have an appropriate size unit within 

your portfolio, you must advise the administrator in writing. The administrator will add the 

household to the CWL under the Overhoused priority category. Please use the form provided by 

the administrator, which you will find in Appendix 5: Overhoused Information Form. 

If you have an appropriate size unit for the household, have added the household to your 

internal waiting list, and the household has been overhoused for more than one year, you must 

notify the CWL administrator as above. You must also notify the administrator each time the 

household refuses an internal move to an appropriate sized unit or if the household asks to be 

removed from the administrator’s waiting list. For more information, please review the 

eligibility rules for overhoused in Chapter 11: Making Decisions Related to Size of Unit.
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Chapter 3: Making Decisions and Sending Notices of Decisions 

This chapter explains how housing providers must make decisions concerning RGI assistance, 

and explains the written notices of decisions that housing providers must send to households. 

Housing providers send notices of decisions as a result of household reviews, the details of 

which are discussed in Chapter 12.  

Here are the actions to take and the issues to keep in mind. 

1. Housing providers must give written notice to a household within seven days when the 

following decisions are made:5

the household is no longer eligible for RGI assistance (applies to resident RGI households 

only) 

the size of unit (number of bedrooms) that the RGI household may occupy has been 

determined (applies to resident RGI households only) 

rent payable by the household has been determined (applies to applicant households 

and resident households) 

2. Written notices of a decision must state:6

what the decision is 

reasons for the decision 

the date the decision was made 

information concerning the process to request a review of the decision, including that 

households have 31 calendar days to request a review of the decision 

the effective date of decision 

3. Dates for decisions are determined in the following ways:7

Except for RGI payable, a decision is effective whichever date is later—the date specified 

by the housing provider or the day immediately following the last day for requesting a 

review. 

For a decision of RGI payable following a household review,8 Chapter 12 sets out the 

requirements related to the effective date of the decision. 

For a decision of RGI payable, changed income information and household composition 

information must be provided by a household outside the annual household review.9

Chapter 12 sets out the requirements related to the effective date of the decision. 

5
See HSA sections 46 to 52 

6
O. Reg. 367/01 s. 61(3) 

7
HSA s.159 and Reg. 367 s.139 

8
O. Reg. 298/01 s.52 

9
O. Reg. 298/01 s.53 
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4. Households can request a review up to 31 calendar days after the day they receive a notice 

of decision. Add five days when using regular mail to deliver the notice of the decision. 

Appendix 4 includes template letters of decisions that housing providers can place on their 

letterhead and customize to suit their needs. 

Information concerning optional notices of opportunity to comment 

The HSA does not require a household to be given an opportunity to comment on a decision. 

However, housing providers may want to provide such opportunities in cases where households 

are no longer eligible for RGI assistance or for the size of their unit. In so doing, housing 

providers may obtain additional information from a household, which could be valuable. Thus, 

such action is considered a best practice.
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Chapter 4: Complying with Requirements Related to the Review 

(Appeal) of Decisions 

This chapter deals with reviews or appeals of decisions made by housing providers. 

The Housing Services Act, 2011 (HSA) says that any household can request a review of any 

decision that affects the household’s eligibility or access to RGI assistance. The City of Ottawa, as 

service manager, is responsible for administering this review system.  

Authority to conduct such internal reviews rests with the City, which chose to implement a City-

led community based Internal Review Panels. The panels provide applicants and social housing 

residents with an impartial third party forum. 

Five matters fall under the purview of Internal Review Panels: 

1. rent calculations of RGI rent payable  

2. ineligibility for RGI assistance 

3. the type of accommodation in which the applicant household may be housed (occupancy 

standards, overhoused) 

4. placement category on a waiting list 

5. ineligibility for special needs housing 

Critical timeframes associated with the review process 

The HSA and City local policies set out specific requirements and timeframes for bodies involved 

in the review process: 

Housing providers and the CWL administrator must submit an internal review request to 

the City within five business days of receiving the request from a household or 

applicant. 

Decisions must be heard by the City’s Internal Review Panel within 31 days of a 

household or applicant requesting a review. The City has the authority to extend this 

timeframe in extenuating circumstances. 

Reviews for special priority status on the CWL or internal transfer request must be 

completed within 10 days of the request. The notice of the review decision must be 

given to the member of the household that requested the review within five business 

days of the decision. 

The review body must issue the review decision to the party that requested the review, 

and to the organization that made the initial decision. 

What to do 

Housing providers or the CWL administrator must accept requests for a review up to 31 calendar 

days after the date that the household was notified of the decision and was informed of its 

eligibility to request a review process and of the associated timelines. (Add five days for a total 

of 36 calendar days if using regular mail to communicate the decision). 
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A housing provider can make a new decision prior to the hearing for any reason. (Typically, this 

would happen because of new information provided by the household.) Meanwhile a household 

can cancel its request for an internal review at any point prior to the hearing, for any reason. 

Only households can request hearing cancellations. Housing providers cannot. 

How to do it 

The housing provider or CWL administrator must immediately forward the request for review to 

the City along with a completed copy of the City's Internal Review Hearing Form, Part 1. This 

form can be found in Appendix 6. The housing provider must also forward to the City all 

documents relevant to the decision. 

The City will pre-review the request. If the request is for one of the six matters identified 

previously, the hearing moves forward and will be scheduled for an Internal Review Panel 

hearing within 31 days of the request. If it does not meet one of the six matters, it will be sent 

back to the housing provider with an explanation of why it cannot be heard. If the hearing does 

take place, both the applicant and housing provider or CWL representative are expected to 

attend the hearing, although attendance is not mandatory for a review to proceed. 

When the panel issues its decision to both parties, it will also issue effective dates. The housing 

provider and CWL administrator must look to the letter for the effective dates and adhere to 

them. 

Sample review decision 

Here is an example of an outcome for a review decision that was upheld: 

1. An RGI household receives a notice on November 1 that it is no longer eligible for RGI 

assistance because of a five-month absence from the unit. 

2. The household’s rent will increase to market rent on February 1. They have up to 31 days to 

request a review. They request a review on November 28, and the review is completed on 

December 28. 

3. The Internal Review Panel upholds the original decision and the household loses eligibility 

for RGI on February 1. 

4. The housing provider changes the household’s status and/or amount of rent payable for the 

effective date as stated in the Internal Review Panel’s decision. 
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Table 1: Effective dates for rent payable 

Rent payable reviews must follow a set of prescribed effective dates, depending on the outcome 

of the Internal Review Panel’s decision. The housing provider updates its file or status if required 

according to the information in the panel’s decision letter. The following table shows the various 

effective date scenarios for rent payable decisions. 

Original 

decision  

Internal review/appeal decision  Effective date  

Increase  Increase by same or different 

amount  

Date in original notice  

Increase by greater amount 

AND original decision was the 

result of an administrative error  

Later of: 

date in original notice  

first day of month after the review body 

issues its decision  

Decrease  Annual review: first day of month after the date 

in the original notice 

Mid-year review: first day of the month after the 

decrease in income 

No change  Date in original notice/no change. Last Notice of 

Decision is rescinded through review decision. 

Decrease  Increase  First day of month after the date in original 

notice 

Decrease by same or different 

amount  

Date in original notice  

No change  Date in original notice/no change. Last Notice of 

Decision is rescinded through review decision. 

No Change  Increase  Annual review: first day of second month 

following annual review notice of decision  

Mid-year review: first day of second month 

following change 

Increase AND original decision 

was the result of an admin error  

Later of:  

First day of month after notice of internal 

review/appeal decision  

AND  

Annual review: first day of second month 

following annual review notice of decision 

Mid -year review: first day of second month 

following change  

Decrease  Annual review: first day of month following 

annual review notice of decision  

Mid-year review: first day of month following 

change  

No change  Date in original notice/no change. Last Notice of 

Decision is rescinded through review decision  
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Chapter 5: Providing RGI Assistance to Special Needs Households 

RGI assistance and special needs housing are two different forms of assistance under the 

Housing services Act, 2011 (HSA) Part V. Depending on their circumstances, a household may 

receive both RGI assistance and special needs housing, or may receive only one. 

This chapter sets out the requirements and procedures that housing providers must follow to 

provide RGI assistance to households that will reside or currently reside in a special needs 

housing unit. 

Please see Appendix 1 for background information and definitions related to special needs 

housing. 

What to do when a special needs households requires RGI assistance 

For households on the waiting list who have just been offered a vacant special needs housing 

unit, or for households currently residing in a special needs housing unit and who pay market 

rent, housing providers must do the following: 

1. Refer to the CWL administrator all special needs households that would like to start 

receiving RGI assistance. 

2. After a household has applied to the CWL administrator for RGI assistance, learned that it is 

eligible and received a written notice of that fact, the housing provider must: 

a) review the household’s eligibility for RGI assistance and determine the RGI payable 

b) provide RGI assistance to the household and execute an RGI compliant lease/agreement 

Special note: Concerning point b), above, once the CWL administrator has determined that a 

special needs household is eligible for RGI assistance, the housing provider automatically 

provides RGI assistance to that household. Should a housing provider be over target as a result, 

the housing provider will return to target with the next vacancy. 

What to do with households that reside in a special needs unit and also receive RGI 

assistance 

Housing providers must complete household reviews for RGI assistance at least once in every 

12-month period—and at other times if the housing provider thinks it is necessary.  Household 

reviews must include a review of continued eligibility for RGI assistance and RGI payable. 

Procedure for special needs households that apply for RGI assistance 

1. Refer to the CWL administrator all special needs households that require RGI assistance. 

(The administrator will decide whether the household is eligible for RGI assistance.) 

2. Do not provide RGI assistance until the CWL administrator makes its determination. Proceed 

only once the administrator sends a written notice to the household that it is eligible. 

3. Refer to Chapter 6: Selecting Households for RGI Assistance, for more information about 

how to proceed. 
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Chapter 6: Selecting Households for RGI Assistance 

This chapter sets out the requirements and procedures that housing providers must follow to 

provide RGI assistance to households they select from the CWL.  

For households on the CWL, the CWL administrator will have previously determined their 

eligibility for RGI assistance and the number of permissible bedrooms. Same as in Chapters 8 

and 9, the following are the three types of households to which this chapter applies:  

Non-resident RGI households that are waiting on the CWL to whom a housing provider 

has offered a vacant RGI unit. 

In-situ market-rent households. These are market-rent households on the CWL that 

currently live in a social housing project and are waiting for RGI assistance for the unit 

where they live.10

Households that receive RGI assistance and are on their social housing provider’s 

Internal Waiting List (includes rent supplements) waiting for a transfer to another RGI 

unit of their housing provider.11

10
Reg. 367 s. 48 & Service Manager Directive 10-01 

11
Reg. 367 s. 47(1)5 

Targeting plans  

A targeting plan sets out the number of RGI households and market households in a housing 

project. Housing providers must seek to maintain the numbers set out in the legislated targeting 

plan. For example, if your targeting plan calls for 50 RGI households but only 49 households are 

receiving RGI, you must fill the next vacant unit with an RGI household. If you have 51 RGI units, 

you must offer your next vacant unit as a market unit. 

Mandates  

There are mandates for seniors, physically disabled, developmentally handicapped, and 

alternative housing. 

If your project has been assigned a legislated mandate, then households who apply for your 

project must have at least one person who qualifies for the mandate. If you do not have a 

mandate, then all households eligible for the CWL are eligible for your project. 

Waiting lists  

There are three types of waiting lists: 

1. The CWL administrator maintains the Centralized Waiting List (CWL) of households waiting 

for RGI assistance. Housing providers maintain RGI waiting lists for households requesting a 

new RGI subsidy. Market rent households needing an RGI subsidy must apply to the CWL 

administrator. 
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2. Housing providers must keep a waiting list for internal transfers—households that wish or 

are required to move to another unit in the housing project. 

3. Housing providers may also keep a waiting list for households that are able to pay market 

rent. 

Note that an alternative housing provider can choose not to use the CWL to fill their RGI units. 

To do this, they must first provide the City with a copy of their household selection process. (The 

City has only two alternative housing providers.) 

Centralized Waiting List  

The CWL administrator keeps a separate list for each housing provider. This list is called the 

subsidiary waiting list. If the housing provider has several properties, the administrator will keep 

a separate subsidiary list for each property.  

Housing providers can access their subsidiary waiting lists through the internet with a valid login 

ID and password. Housing providers can get their login by contacting the CWL administrator, 

who will also provide training. If a housing provider does not have access via the internet to the 

administrator’s database, the administrator will send a subsidiary list upon request.  

The CWL administrator will have reviewed the households on your subsidiary list for basic 

eligibility and to make sure that they meet your property mandate, if you have one. 

Priority households are listed in the appropriate provincial or local priority categories and 

ranked in order of their application date. 

If a household wishes to apply for RGI housing with another housing provider, their application 

date is the date they apply to the new provider.  

Internal Transfer List  

The Internal Transfer List is for resident households that wish or are required to move to 

another unit in a housing project. Housing providers must give a written copy of their Internal 

Transfer Policy to the City. You can set other priorities on its internal list, such as underhoused 

households or households with medical conditions.  

Households on the Internal Transfer List are dealt with in the following order: 
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Provincial priorities  

1. Special priority—The CWL administrator assesses all applications for special priority 

designation. If the administrator confirms a household’s eligibility, the housing provider 

must place the household at the top of the Internal Transfer List. The administrator will give 

reasons for their decision only to the applicant, not to the housing provider. Special priority 

household internal transfers are ranked according to the date the household applied to the 

CWL administrator. 

2. Overhoused—Second on the Internal Transfer List will be households who are overhoused. 

An overhoused household is one that has too many bedrooms than are permissible under 

legislation. 

Local priorities12

12
Service Manager Directive 10-01 

The City has established the following local priority categories. 

Displaced RGI households 

When a household receiving RGI is displaced from their residence through no fault of their own 

(condominium conversion, fire, natural disaster, etc.), they will be re-housed before any other 

local priority group.  

In-situ market rent households 

In-situ market rent households applying for RGI assistance for the unit in which they live, and 

where the unit meets the local occupancy standards, will receive a ranking date that is the 

effective date of application to the CWL, provided the household has resided with their current 

housing provider for a minimum of one year and has experienced a decrease in income since 

moving into their current housing. See to Appendix 7: (Service Manager Guideline 04-02 In-situ 

Market Rent Households Requesting RGI). 

Other local priorities 

A minimum of two in 10 vacancies will be filled by households determined to have any one of 

the following local priorities, all of which are listed in Appendix 7: 

urgent safety (Local Priority Access System) 

medical urgent  

homeless 

household of a supportive housing provider (Service Manager Directive 10-03 Local 

Priority – Tenants of Supportive Housing) 

Request for exemption from local priorities 

Under certain circumstances housing providers may request a temporary exemption from 

selecting the minimum of two in 10 RGI households from the CWL when a specific community is 

experiencing very problematic, challenging tenancies that negatively impact the community.13
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13
Service Manager Directive 10-04 – Request for Exemption from Local Priorities 

Ranking of priority categories and ratio of access to units when selecting a household 

for RGI assistance  

Household/priority status Unit access ratio 

Provincial Special Priority (victims of abuse) Mandatory 

Overhoused As they arise 

Displaced RGI household As they arise 

In-situ market rent household As they arise 

Urgent safety, medical urgent, homeless or household 
of a supportive housing provider 

Two out of 10 

Chronological waiting list Remainder out of 10 

Procedure to follow when selecting households for RGI assistance from the CWL 

Housing providers must select households from the CWL for RGI assistance according to their 

rank and chronological date. If the first household type on the list below does not exist, the 

housing provider must move down to the next household type: 

1. Provincial special priority 

2. Overhoused priority 

3. Displaced RGI household 

4. In-situ market rent household 

5. Urgent safety, medical urgent, homeless or household of supportive housing provider 

priority groups for their project. (Once a housing provider has selected and housed two 

households from this group, he or she should proceed to the sixth chronological group.) 

Repeat this process for each set of 10 vacancies. 

Procedure to follow when there is a vacancy 

1. When a current household gives notice that they are going to move, review your targeting 

plan to see if RGI assistance is available for the next household moving in. 

2. If RGI assistance is not available, fill the vacancy with a market household using your 

established process. 

3. If RGI assistance is available, go to your individual corporate policy to determine if you 

should go to the Internal Wait List or the CWL. Once you have determined that, then you 

proceed to your special priority households in order of priority (see above). If there are 

none, or if the applicants refuse, offer the unit to overhoused households in order of the 

date the household was placed on the waiting list.  
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4. At this point you may still have a vacancy. Depending on your corporation's policy, offer the 

unit to the next-ranked household on the Internal Transfer List or to an applicant on the 

CWL.  

5. After these offers, you may still have a vacancy for one of two reasons—either you have 

exhausted your Internal Transfer List completely, or your policy states that you will fill RGI 

units from the CWL after offering to special priority and overhoused households. If this is 

the case and you still have RGI available, follow these steps:  

a) Review your subsidiary waiting list for households that meet your mandate and are 

eligible for the size of unit that is available. 

b) Contact the first eligible households at the top of the local priority, and then 

chronological lists. 

c) Allow roughly two days for a reply to your call before you determine that the 

household cannot be reached. 

d) Show the unit to interested households. 

e) Ask interested households to fill in an RGI review form and provide proper income, 

assets and status documents. See model household composition, income and assets 

review forms in Appendix 3.  

f) Do a rental history check of the applicants. 

g) For co-ops only—hold membership interviews. 

h) Complete the duties under Chapter 8: Reviewing eligibility, size of unit and RGI 

payable when selecting households for RGI assistance. 

i) Offer the unit to eligible households in order of priority/chronological order on the 

waiting list. 

j) Tell the CWL administrator which households accepted your offer, which 

households refused and which could not be reached using Lotus Notes or some 

other form of communication. 

k) When a household accepts the unit, have every person in the household who is 16 

years of age or older sign a lease (non-profit) or occupancy agreement (co-op). 

Note for co-ops: The application process for co-ops is slightly different than it is for non-profits. 

Co-ops may ask applicants to attend an information session or an interview. If the co-op feels 

that the applicants will not fulfil their responsibilities as members of the co-op, the co-op can 

refuse to offer a unit to the household.  

A City-recommended best practice is to inform the CWL administrator within two days of a 

household accepting or refusing a unit. Record the results of an offer right away.  

Grounds for refusing to offer a unit to an applicant (non-special needs)14

14
Reg. 367/11, s. 50 (1)  

You may refuse to offer a unit to a household only if:   
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the applicant does not meet your project’s mandate  

you believe that the applicant will not pay the rent in full or on time. (You must base this 

decision on a rental history check, not a credit check.) 

the unit is a shared unit and you believe that the applicant is not suitable   

your provider is a co-operative corporation and the co-op decides that the applicants 

will not accept their responsibilities as members of the co-op 

Procedures for refusing to offer a unit15

15
Reg. 367/11, s. 50 (3) 

If you decide not to offer a unit to an applicant, you must send a written notice of refusal to the 

applicant within 10 days of offering the unit to another household. The notice must inform the 

applicant of the refusal and what information you used to make the decision. It must also 

contain information on how the household can request a review of the decision as well as the 

deadline for requesting a review. You must also inform CWL administrator within 10 days. 

In co-ops, if a membership committee is responsible for member selection, then the Board may 

hear a review of a refusal to offer. 

You must keep a file that contains: 

a written record of any review  

a written record of the notice of refusal 

Even while a review process is going forward with one household, the housing provider must 

continue with the process to fill the unit with another household. 

If, as a result of a housing provider review the decision is reversed, the applicant household 

keeps its place on the centralized waiting list. The housing provider will offer the household the 

next suitable unit that becomes available. 

Appeal of refusal to offer a unit  

The applicant household must make a written request for a review within the time frame 

established by the housing provider (up to 20 business days after the housing provider issues 

the notice of refusal to the household). The applicant may withdraw their request for a review, 

in writing.  

Housing providers must complete the review within 20 business days. They must give the 

applicant written notice of the final decision within five business days after the decision is made. 

No one involved in making the initial decision can participate in the review. 
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Chapter 7: Reviewing Eligibility, Size of Unit and RGI Payable When 

Selecting Households for RGI Assistance 

This chapter sets out the high-level requirements and procedure for undertaking a household 

review once a housing provider has selected a household for RGI assistance. Note that this 

chapter does not apply to special needs households (see Chapter 5). 

For households on the CWL, the CWL administrator has previously determined their eligibility 

for RGI assistance and the number of permissible bedrooms. At the time of selection, Housing 

providers confirm that the previous determinations made by the administrator continue to be 

valid. If the previous determinations are indeed valid, housing providers then make 

determinations concerning the household’s composition, income and RGI payable. If they are no 

longer valid, the household must be sent back to the CWL administrator for file review. 

Household reviews are a joint responsibility between housing providers and RGI households. 

Housing providers must ensure that households receive the RGI assistance to which they are 

entitled. RGI households must provide the information and documents that a housing provider 

requests, and should do so within the time required by the housing provider. 

A key point to keep in mind is that a household ceases to be eligible for RGI assistance16 if it fails 

to provide the information or documents that the CWL administrator or a housing provider has 

requested for determining its eligibility.17 Chapter 10 covers the requirements related to 

eligibility and cessation of eligibility for RGI assistance. 

16
O. Reg. 367/11 s. 29 

17
HSA s. 52(1) or RGI payable under the HSA s. 50(1) 

Procedure after a housing provider selects a household from the CWL for RGI 

assistance 

1. Complete a household review whenever you select a household for RGI assistance from the 

CWL. 

2. In reviewing a household, give households a Household Composition, Income and Asset 

Review form that is acceptable to the City. Ensure that households return the form duly 

completed and signed together with all the required verification documents. 

3. Household reviews must include a review of the household’s eligibility for RGI assistance.18

Confirm that the previous determinations made by the CWL administrator continue to be 

valid without making a decision subject to review in these matters. 

Confirm the household’s current composition and income. See Chapter 9: Determining 

Household Composition, and Chapter 13: Determining Household Income. 

Without making a decision about the household’s eligibility for RGI assistance, review 

the household’s information and documents. This includes the household’s file from 

18
HSA s. 45 and the size of unit under the HSA s. 46 
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CWL administrator to confirm whether administrator’s earlier decision that the 

household is eligible for RGI assistance under the HSA s. 45 continues to be valid. See 

Chapter 10: Making Decisions Related to Continued Eligibility for RGI Assistance. 

Without making a decision about the household’s eligibility for the size of the unit, 

review the household’s eligibility for size,19 consistent with the Occupancy Standards set 

out in Service Manager Directive 10-01. See Chapter 11: Making Decisions Related to 

Size of Unit. 

If you think the household may not be eligible for either RGI assistance or the size of the 

unit, send the file back to the CWL administrator without making a determination of 

eligibility. 

4. Household reviews must also include the determination of the RGI payable by the 

household.20

5. Calculate the RGI payable.21 See Chapter 14. 

6. Make a decision about the rent payable by the household22 and give a written notice of that 

decision to the household23, advising that the decision is reviewable. See Chapter 3: Making 

Decisions and Sending Notices of Decisions, Chapter 4: Complying with Requirements 

Related to the Review (Appeal) of Decisions, and Appendix 4: RGI payable Notice of Decision 

– following a household review. 

7. Follow the procedure in Chapter 4 when a household member requests the review of its 

decision related to RGI payable.  

8. Sign a lease or occupancy agreement (see below). 

9. Inform the CWL administrator when an eligible household selected from the CWL has 

accepted an offer. See Chapter 2: Communicating with the Centralized Waiting List 

Administrator. 

19
HSA s. 46 

20
HSA s. 50 

21
HSA s.50 and the current version of O. Reg. 298/01 

22
HSA s. 50(1) 

23
HSA s.53 

Maintaining leases or occupancy agreements for RGI households 

The requirement to maintain a lease or occupancy agreement is not set out in the HPSA. 

However, it is a key requirement under legislation.24

24
O. Reg. 367 s.96 and 100.5 and HSA s. 75(2) 

Points to remember 

You can give RGI assistance only to those households that have signed a lease or an 

occupancy agreement that sets out the RGI requirements. 

You must establish rules for the temporary accommodation of guests in units occupied 

by households receiving RGI assistance—and provide a copy of those rules to the City 

and to the households. See Chapter 9: Determining Household Composition, for more 

information. 
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You must make all reasonable attempts to make a repayment agreement with a 

household that cannot repay in full. 
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Chapter 8: Reviewing Continued Eligibility, size of unit and RGI 

Payable for Resident Households 

This chapter sets out the high-level requirements for annual and in-year household reviews. 

Housing providers conduct such reviews so that they can determine one or more of the 

following: 

the composition of the RGI household 

whether the household continues to be eligible for RGI assistance 

the size of the unit it occupies 

household income and RGI payable 

If a housing provider finds that a resident household ceases to be eligible for RGI assistance, the 

housing provider must take the appropriate actions. 

Household reviews are a joint responsibility between housing providers and RGI households. 

Housing providers must ensure that households receive the RGI assistance to which they are 

entitled. RGI households must report all relevant changes and must provide the specific 

information and documents requested by their housing provider—within the time required by 

the housing provider. Failure to provide the necessary information could result in a household 

becoming ineligible for an RGI subsidy. 

Points to consider in conducting a household review for resident households 

1. Complete a household review of every resident RGI household at least once a year.25

2. You may complete household reviews once in every 24-month period for RGI households 

with ODSP, OAS and GIS recipients who are not employed, have no dependents and receive 

consistent payments.26

3. Annual household reviews must include a review of the household’s continued eligibility for 

RGI assistance, the size of unit, and the RGI payable by the household.27

4. You should complete household reviews more than once a year if you think there has been a 

change in the household’s composition or income. 

5. To complete household reviews, you must send households a Household Composition, 

Income and Asset Review form that is acceptable to the City. (The sample form in Appendix 

3 is acceptable to the City.) 

6. You must inform RGI households of the specific information and documents that they 

require to determine the household’s eligibility for RGI assistance or RGI payable—including 

information about the household’s composition and, in the case of RGI payable, about the 

income of any member of the household. You must inform the household when the 

complete information is due back to the housing provider. 

25
O. Reg. 367/11 s.59 

26
SM Directive 10-02 

27
HSA sections 46 to 52 
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7. Concerning reviews of continued eligibility, you must not require a person to provide 

information or documents if you are satisfied that the person is unable to do so.28 For 

households that have special priority status, you must not require information or 

documents if a member of the household believes that he or she or any other member will 

be at risk of being abused by the abusing individual if he or she attempts to obtain the 

information or documents. 

8. Concerning reviews of continued eligibility, households with special provincial priority:29

a. You must not require a person to provide information or documents if they are 

satisfied that the person is unable to do so. 

b. Concerning a RGI household that was in the special priority household category 

when the household was selected from the CWL, you must not require information 

or documents with respect to the household if a member of the household believes 

that he or she or any other member of the household will be at risk of being abused 

by the abusing individual if he or she attempts to obtain the information or 

documents. 

9. Send to all RGI households written notices of any decision they make related to: 

a. the household losing its eligibility for RGI assistance 

b. the size of the unit occupied 

c. RGI payable 

The written notices must comply with the requirements set out in Chapter 3 of this 

guide and must be equivalent to the template notices of decisions in Appendix 4. 

10. Follow the procedure in Chapter 4 when a household member requests the review of a 

decision that is subject to review. 

28
HSA s.52, O. Reg. 367/11 s.60 

29
HSA s.52, O. Reg. 367/11 s.60 

Step by step procedure for conducting household reviews for resident households 

1. Confirm the household’s basic eligibility for RGI assistance (age, status in Canada, etc.)30 See 

Chapter 10: Making Decisions Related to Eligibility. 

2. If the household is not eligible for RGI assistance, send a notice of decision to the household. 

This decision is subject to review. A template notice of decision is included in Appendix 4: 

Household no Longer Eligible for RGI Assistance – Decision Eligible for Review.  

3. Determine the household’s current composition. See Chapter 9: Determining Household 

Composition. 

4. Review the household’s eligibility for the size of the unit and make a decision on this issue.31

See Chapter 11: Making Decisions Related to Size of Unit. 

5. If the household is not eligible for the size of the unit, send a notice of decision to the 

household and implement the ‘overhoused’ rules set out in Chapter 11. This decision is 

30
This review is under: HSA s.52 and O. Reg. 367/11, sections 24 to 32, and Service Manager Directive 10-02. 

31
HSA s.46 and Service Manager Directive 10-01 
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subject to review. A template notice of decision is included in Appendix 4: Notice of Rent 

Change – Overhoused – Decision Eligible for Review. 

6. Determine the household’s income for the purpose of calculating RGI payable. See Chapter 

13. 

7. Make a decision related to the household’s RGI payable.32 See Chapter 12: Making Decisions 

Related to Rent Payable. 

8. Send to the household a notice of decision concerning the RGI payable33 that complies with 

the requirements in Chapter 14: Calculating RGI Payable. This decision is subject to review. A 

template notice of decision is included in Appendix 4: Change of RGI Payable – Decision 

Eligible for Review. 

32
O. Reg. 298/01 s.52 

33
O. Reg. 298/01 s.52 

Procedure for households that do not provide the information or documents 

requested by a housing provider by the due date 

1. Write to the household that has failed to provide information. Inform the household of the 

following: 

that it will cease to be eligible for RGI assistance under O. Reg. 367/11 s.29 if it fails to 

provide the information or documents that you have specifically requested for the 

purposes of determining eligibility for RGI assistance under the HSA s.52(1) or RGI 

payable under the HSA s.50(1). 

that you require specific documents to review the household’s eligibility for RGI 

assistance under the HSA s.52(1) or RGI payable under the HSA s.50(1) 

2. If the household does not provide all the information or documents you have requested, 

you will determine that the household is no longer eligible for RGI assistance.34 (See Step 2 

in the procedure above, which outlines notice requirements to the household.) 

34
O. Reg. 367/11 s.29 

Note that housing providers may ask for as much documentation and information as they deem 

necessary to determine the household composition and income. 

Unauthorized occupants or illegal boarders 

Unauthorized occupants present a problem since the income of all the members of a household 

must be used to determine the RGI payable by that household. An unauthorized occupant is a 

person that lives with an RGI household but who the household did not declare as an occupant 

and who therefore is not named on the lease or occupancy agreement. 

An unauthorized occupant is not the same as a guest. Legislation requires housing providers to 

have a guest policy and housing providers should turn to that written document to determine 

whether someone is a guest or an unauthorized occupant. 
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Housing providers that suspect there is an unauthorized occupant should start by sending an 

opportunity to comment letter to the household that outlines the housing providers’ concerns or 

observations. If necessary the housing provider can then complete a full household review, 

specifying the information and documents that the household must provide. Information that 

would confirm that the party resides somewhere else would include a current lease, recent 

utility bills, OW/ODSP statements and other third-party documents showing a home address. 

Housing providers should follow the ‘Procedure for households that fail to provide the 

information or documents requested by a housing provider, set out above when households do 

not provide the requested information and documents.
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Chapter 9: Determining Household Composition 

To correctly calculate a household’s RGI payable and determine the household’s income, the 

housing provider must determine the household’s composition. This means determining the 

status of each member of the household. This determination must be made at least once a 

year—and more often if there are changes in a household’s income or status.  

What to do 

You must determine who is in the household, their relationship to each other (status) and their 

sources of income. 

Housing providers must distinguish occupants (who pay RGI) from guests (who do not pay RGI) 

as approved under the housing provider’s guest policy. 

How to do it 

You may request verification that includes such items as: 

proof of age and status within Canada for each individual household member 

current confirmation from an educational institution to demonstrate that a child 16 years of 

age or older is a full-time student 

evidence that a household member is on social assistance (copy of drug card) 

copy of legal documentation pertaining to custody of children if a parent is a single parent 

(copy of any legal agreement related) 
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Chapter 10: Making Decisions Related to Continued Eligibility for RGI 

Assistance 

This chapter helps housing providers determine whether households receiving or being selected 

for RGI assistance meet the requirements under the Housing Services Act, 2011 and the Housing 

Provider Service Agreement.  

Confirming eligibility 

All households receiving RGI assistance must have their eligibility confirmed by a housing 

provider when they move into a property, and then reconfirmed at least once per year or more 

often, as necessary. A household may cease to qualify for RGI if the household:35

35
All items described in Reg. 367/11 sections 24 to 36, and Service Manager Directives 10-01 and 10-02 

does not meet a basic eligibility requirement or has ceased to meet a basic eligibility 

requirement 

is overhoused and either cancels their application on the CWL or refuses three offers of 

an appropriately sized unit while overhoused 

has not provided notice of changes in income, household composition or eligibility when 

required to do so 

does not provide information and documents within the required timeframe 

has failed to pursue and obtain income to which they are entitled 

has not divested residential property within 180 days 

has been absent from the unit for more than 60 consecutive days  

pays geared-to-income rent that has been equivalent to the market rent for the unit for 

12 consecutive months 

has been convicted of an offense related to the receipt of RGI assistance 

When a household living in social housing ceases to qualify for RGI assistance, they are entitled 

to stay in their unit but will be charged market rent. They will lose their RGI subsidy but can 

remain as a market tenant as long as they comply with their lease and associated housing 

legislation (i.e., Residential Tenancies Act, Co-operative Corporations Act).  

If a household ceases to be eligible, a notice must be sent to the household (see Chapter 3: 

Making Decisions and Sending Notices of Decision). Templates for all letters of decision are 

included in Appendix 4. 

Basic eligibility rules for every household36

36
O. Reg. 367/1 s.24, 25, or 26 

The HSA stipulates that to be eligible to apply for RGI assistance, or continue to receive RGI 

assistance, a household must meet the following conditions: 
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At least one member of the household is 16 years of age or older. 

At least one member of the household is able to live independently, with or without 

support services. 

Every member of the household is: 

a Canadian citizen 

a permanent resident of Canada or has applied for permanent resident status 

a refugee claimant or Convention refugee 

No removal order has become enforceable against any member of a household. 

No member of the household owes arrears from a former tenancy to a social housing 

provider in Ontario. (Exceptions may be made when the City or a housing provider 

decides there are extenuating circumstances in a case, or a member of the household 

has signed and is following an agreement to pay the money owing, or a member of the 

household has made reasonable efforts to enter into a repayment agreement.) 

Local rules about convictions 

The HSA also allows the City to make local rules concerning RGI eligibility for people convicted of 

certain crimes. The City has made the following rules:37

37
Directive 10-02 follows O. Reg. 367/11, s.36 

No member or former member of the household has been convicted by a court or the 

Ontario Landlord and Tenant Board of getting RGI assistance that they were not entitled 

to or misrepresenting their income to get RGI assistance.  

Once convicted, no member of a household can reapply for RGI assistance for two years 

from the date the offence or misrepresentation occurred. 

Note that any member of a household, or any person who helps a member of a household get 
RGI assistance that the household is not eligible for could be charged with an offence. On 
conviction, they could be fined up to $5,000 or imprisoned for up to six months, or both.  

Additional eligibility issues  

A household receiving RGI assistance may also cease to be eligible to continue receiving 

assistance if the household does not meet the conditions and rules set out on the following 

several pages.  

Occupancy standards 

The HSA and regulations set rules that establish what size of unit an RGI assistance household 

may occupy. In Ottawa, the City has adopted the provincial occupancy standards with the 

provision that households may choose to be underhoused—as long as the housing provider 

agrees that the unit size is suitable. 

An RGI household becomes overhoused if someone in the household leaves and the unit has 

more bedrooms than the City’s RGI occupancy standards allow. If a household does not meet 
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the occupancy standards of the HSA and the City’s local rules, the household must move to an 

appropriate sized unit. Housing providers must follow the process described by the City to 

ensure this happens. See Chapter 11: Making Decisions Related to Size of Unit, for more 

information on determining if a household meets the standards, exceptions and the process to 

follow if they do not. 

Reporting changes in information 

Under the HSA, a household is required to report to the housing provider any changes in any 

information pertinent to receiving RGI assistance. This includes sources and type of income, 

household composition, status of a household member as a student or child of the household, 

and Canadian residency status. 

Any change that may affect a household’s eligibility for RGI assistance or the amount of 

assistance payable must be reported within 31 days. Failure to do so may result in the 

household ceasing to be eligible for assistance.38

38
O. Reg. 367/11, s.28 

Providing information  

The HSA stipulates that a household must provide information to a housing provider if the 

provider needs the information to determine a household’s eligibility for assistance. Failure to 

do so may result in the household ceasing to be eligible.39 The housing provider must clearly 

identify what specific information the household is required to provide. 

39
O. Reg. 367/11, s.29 

Here are some types of information that may be required: 

income tax returns and notices of assessment 

employment paystubs and social benefit statements 

bank account pass books or statements 

proof of citizenship status 

proof of address 

completed forms and declarations related to RGI assistance 

Pursuit of income  

Households are required to obtain additional income if they are eligible. They may become 

ineligible for RGI assistance if they do qualify for additional income but fail to obtain it. If the 

housing provider thinks that the household might be eligible, it is the provider’s responsibility to 

provide written notice to the household that they must try to obtain the income—and that, if 

they do not, they may become ineligible for RGI assistance. Types of income include:  

Ontario Works (OW) assistance  

support payments under the Divorce Act (Canada), the Family Law Act, or the Reciprocal 

Enforcement of Support Orders Act 

Employment Insurance (EI) benefits  
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a pension or supplement under Part I or II of the Old Age Security Act, for example, Old 

Age Security (OAS), Guaranteed Income Supplement (GIS), and Guaranteed Annual 

Income System (GAINS). (This does not include Canada Pension Plan (CPP) benefits.) 

support or maintenance from a sponsor (Immigration Act) 

When a housing provider gives written notice, it must: 

identify the type of income the household may be eligible for 

set a reasonable time for the household to inform the housing provider of their efforts 

to get this income 

The household may become ineligible for RGI if: 

it does not respond to the notice from the housing provider within the time stated in 

the notice 

the housing provider decides that the household has not made a reasonable effort to 

obtain this income40

40
O. Reg. 367/11, s. 31 (3) 

As a guideline, the City recommends that households be given 60 days to inform the housing 

provider of the results of their pursuit of income.  

Note that tenants seeking support from former spouses may be able to obtain assistance from: 

the Family Responsibility Office 

the Family Law Information Centre located at the Provincial Courthouse  

Rules for owning residential property  

If a household owns any residential property that can be lived in year-round, they must sell the 

property or their share in it within six months (180 days) of moving into an RGI unit. If they do 

not do this, they may become ineligible for RGI assistance.41

41
O. Reg. 367/11, s.32 

If a household already receiving RGI assistance acquires or inherits a residential property that 

can be lived in year-round, they must sell the property or their share in it within six months. If 

they do not, they may become ineligible for RGI assistance. 

The housing provider can extend the period of time beyond six months if there are extenuating 

circumstances for doing so, but must document those grounds.42

42
Directive 10-02 

Exception: If a special priority household informs the housing provider that taking steps to sell a 

property would put them at risk, the housing provider must extend the period of time past six 

months.  
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Rules regarding absence from unit 

An RGI household ceases to be eligible for RGI assistance if every member of the household has 

been continuously absent from the unit for more than 60 days (other than for medical reasons), 

with exemptions possible under documented extraordinary circumstances. 

If you become aware that all members of a household have been absent from their unit for 

more than 60 days, and they haven’t documented a medical or other extraordinary reason for 

that absence that is acceptable to you, you must issue a Notice of Decision – Household No 

Longer Eligible for RGI Assistance, following the instructions in Chapter 3: Making Decisions and 

Sending Notices of Decision. 

Note that an RGI household cannot sublet its unit for any reason. 

Twelve months at market rent 

When a household’s income has increased such that their calculated rent payable equals, or is 

greater than, the market rent for that unit, they are deemed to be paying the maximum rent for 

the unit. If an RGI household has been paying the maximum rent (equivalent to market rent) for 

a unit for 12 continuous months, they cease to be eligible for RGI assistance. 

The HSA recognizes that households receiving RGI assistance may have difficulty establishing 

stable incomes. In the first 12 months after they begin paying maximum rent, the household is 

still considered to be an RGI household under the HSA and must continue to report changes in 

income or other information that may affect their eligibility. They must continue to comply with 

housing provider requests for information and with annual income and asset review processes. 

The RGI household may experience a change in circumstances that would result in the 

calculation of a lower rent. 

However, at the end of the 12-month period at maximum rent, the household automatically 

ceases to be eligible for RGI assistance. A Notice of Decision: Loss of Eligibility must be issued to 

the household with an effective date 12 months after the maximum rent took effect, following 

the instructions in Chapter 3: Making Decisions and Sending Notices of Decision. 

If, after 12 months of paying market rent the household needs RGI assistance again, they must 

re-apply to the CWL. 

Example 1: A household’s income increases on November 15, 2012. The household informs you 
of the increase and you give them a notice on December 1, 2012 that their rent will increase to 
the market rate as of January 1, 2013. In mid-October 2013, the household’s income falls, which 
makes them eligible for RGI assistance once again. They provide new income verification. The 
new RGI rent takes effect on November 1, 2013. 
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Example 2: A household has an increase in income effective November 1, 2012. The household 
tells you of the increase and you give them a notice that their rent will increase to full market as 
of January 1, 2013. On January 1, 2014 you issue a Notice of Decision that the household will 
lose its RGI status. In April 2014, the household’s income falls, which makes them again eligible 
for RGI assistance. They must re-apply to the CWL for RGI assistance. The City recommends that 
you reference the 12-month rule in the letter you send to a household when its rent increases to 
market. 

Providing adequate documents  

Households are required by legislation to submit income and household composition 

documentation to the housing provider in a timely fashion to confirm continued eligibility for 

RGI assistance.  

The household may become ineligible for RGI assistance if it does not provide all documentation 

requested within the time stated in the written notice given by the housing provider. 

A housing provider may extend the timeframe for providing documents in extenuating 

circumstances. This can occur either before or after the due date stated in the original notice. 

This means that housing providers can issue new notices requiring that households submit 

documents, rather than removing eligibility for RGI assistance. This most often occurs when: 

the household has provided some of the requested information but is having difficulty 

obtaining other information (e.g., statements from federal agencies, employers or 

family court) 

the household has provided all documentation requested by the housing provider but, 

based on the submission, the housing provider has requested additional information to 

better understand an issue 

Regulation 367 specifies that housing providers will not remove eligibility for RGI assistance in 

the following situations:  

A member of a special priority household who believes that they may be at risk of being 

abused by the abusing individual if they attempt to obtain information or documents 

must be exempt from providing income documents. Note that you should review this 

exemption periodically. 

An alternative housing provider (those who provide housing for the homeless or the 

hard-to-house) may decide that their residents cannot comply with a time limit for 

providing documents. 

If a household cannot provide income documents to the housing provider within 31 days of the 

change (mid-year change) or within the time specified by the housing provider for annual 

review, the housing provider may accept an sworn affidavit stating estimated income. This is a 

declaration signed by a notary public or a commissioner for oaths. In addition to the affidavit, 

actual proof of income documents must be submitted as soon as they are available. 
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Late submission of information 

The City has established local rules for households that are late in reporting information about 

household composition and income for either the annual review or mid-year changes. There are 

two situations where this can occur: 

1. Non-reporting of changes in income between annual reviews 

Until such time as the household reports, the rent remains the same, as there is no 

reason or basis to change it. 

Once a household does report, the rent is retroactively adjusted either up or down to 

reflect actual income for the period under consideration. 

The effective date of change is the date the rent would have changed if the household 

had reported on time. 

2. Non-reporting at annual review 

There are a number of actions required by you depending on the unique situation and 

outcomes for a household, and whether you are a social housing provider or an 

administrator of the Ottawa Rent Supplement Program. Refer to Service Manager 

Directive 09-01 for details. 

Situations in which a loss of eligibility notice should not be given 

Housing providers have the discretion to decide not to issue a notice of loss of eligibility for RGI 

assistance in extenuating circumstances. 

Note that housing providers must not issue a notice of loss of eligibility to the following types of 

households: 

those whose income decreased and who did not report the decrease 

those that lost or gained household members if the change had no effect on their 

eligibility for the unit and would not result in an increase in the RGI rent 

Situations in which a new notice of decision could be issued, reinstating eligibility after a loss 

of eligibility notice has been issued 

The following are examples of situations in which a housing provider may decide to issue a new 

notice of decision—reinstating eligibility to a household after an original notice of loss of 

eligibility has been issued: 

The household loses eligibility because a person in the household is not legally a 

resident in Canada. If that person either leaves the household or becomes legally 

resident in Canada within the 90-day period before the ineligibility takes effect, the 

housing provider can decide to issue a new notice of decision reinstating the 

household’s eligibility.  

The household loses eligibility because they did not submit annual review documents on 

time. Under certain circumstances the housing provider can issue a new notice when 

they receive the documents.  
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The household loses eligibility because they did not submit documents on time for a 

mid-year change in income. Under certain circumstances the housing provider can 

decide to issue a new notice when they receive the documents. 

The household loses eligibility because they did not try to obtain income. The housing 

provider may decide to issue a new notice if the housing provider believes that the 

household has subsequently made good efforts to get the income specified within the 

90-day period before the ineligibility takes effect. 

If a housing provider decides to reinstate eligibility after a loss of eligibility notice has been 

issued and taken effect, a new notice of decision must be issued and a retroactive rent 

adjustment may be necessary.  
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Chapter 11: Making Decisions Related to Size of Unit 

Occupancy standards are the rules and regulations that govern the number of bedrooms an RGI 

household qualifies for. Housing providers must make the determination about the size of unit 

for which an RGI household is eligible at the time of allocation, and on annual review, or after a 

household change is reported. Housing providers must take action when it is determined that a 

household is overhoused.  

How many bedrooms does a household qualify for?  

As allowed under the HSA, the City has its own occupancy standards, called local occupancy 

standards, for RGI households. Housing providers may set different occupancy standards for 

market-rent households. 

Ottawa’s local occupancy standards match household size to unit size by defining the largest and 

smallest sized units for which a household qualifies.43 This is measured by determining the 

number of bedrooms and based on the composition (number and relationship of adults and 

children) of the household. 

43
Service Manager Directive 10-01 

The largest unit for which a household is eligible has: 

one bedroom for any two members of the household who are spouses of each other  

one bedroom for each additional member of the household 

additional bedrooms as required below 

The smallest unit for which a household is eligible has: 

one bedroom for every two members of the household 

an additional bedroom if there is an odd number of members in the household 

a bachelor unit, if the household consists of one individual or two individuals who are 

spouses 

Households may choose to be underhoused, as long as the housing provider agrees that the unit 

size is suitable for the household given the physical characteristics of the unit in relation to the 

number, gender and ages of the members of the household, and as long as the municipal 

occupancy standards are respected. 

Two persons who live together are considered spouses if: 

the social and familial aspects of the relationship amount to cohabitation, and one 

individual provides financial support to the other 

the individuals have a mutual agreement or arrangement regarding their financial 

affairs 

A two-person family consists of either two spouses or a parent and child.  
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When is a household eligible for an additional bedroom?  

A household is eligible for another bedroom if: 

one of the spouses has a disability or medical condition that requires a separate 

bedroom 

a member of the household has a disability or medical condition that requires: 

a room to store medical equipment 

an individual to live in and provide support services. This person cannot be a 

member of the household. There must be a formal written agreement 

demonstrating a professional relationship between the parties.  

a member of the household is pregnant and the household would need an extra 

bedroom for the child 

a member of the household has a formal agreement for joint custody of a child and the 

child would need a separate bedroom  

a member of the household has a formal agreement for visiting rights that includes 

overnight access with a child and an extra bedroom would be necessary to provide 

overnight accommodation. The agreement must require more than occasional overnight 

accommodation. 

To decide if a household qualifies for an additional bedroom, you will have to review the 

documents that the household provides. Professional verification is required to support all 

household requests. In the case of medical and disability conditions, written confirmation of the 

medical condition and need for an additional bedroom must be provided by a medical doctor. In 

the case of child custody and access, the household must provide either court orders or 

notarized written agreements. All documentation regarding eligibility for an extra bedroom 

must be reviewed annually and reconfirmed if applicable, and must be available for the City to 

review upon request. 

Is a student living away from home a member of the household? 

A student attending school away from home is a member of the household if the student meets 

all these conditions: 

is a child of the household  

is in regular attendance at a recognized educational institution 

lives with the household while not attending school 

depends in whole or in part on the household for financial support 

A recognized educational institution is: 

a school  

a university  

a college of applied arts and technology  

a private career college  

a private school 
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Overhoused households  

An RGI household becomes overhoused if someone in the household leaves and the unit has 

more bedrooms than the City’s RGI occupancy standards allow. If you decide that the household 

is overhoused, here are the actions you must take and the issues you need to consider: 

How to add ‘overhoused household’ to the Internal Transfer List and CWL 

Send the household a written notice of the decision, telling them that they are 

overhoused and could lose their RGI assistance if they do not move to a suitable unit. 

Make sure that the notice informs the household of the process they must follow in 

order to move to an appropriate size unit and that they can ask for a review of this 

decision. See Chapter 3: Making Decisions and Sending Notices of Decision. 

If you have a unit of the size that the household is eligible for within your housing 

project, add the household to your Internal Transfer List. An RGI household that is 

overhoused has priority on the Internal Transfer List unless there is a special priority 

household also on the list. 

After twelve months on the Internal Transfer List, you must add the household to the 

CWL. Do not remove the household from the Internal Transfer List unless the household 

requests that it be removed. You will have to submit an overhoused form to the CWL 

administrator. The administrator will provide you with this form if you don’t have one. 

If your project does not include units of the size for which the household is eligible, 

submit an overhoused form to the CWL administrator right away. 

Even if the housing provider has units of the size needed within its housing project, an 

overhoused household can ask to be placed on the CWL right away. In this situation 

only, they can ask to be removed from the CWL during the initial 12-month period after 

they become overhoused because their application to the CWL was voluntary. They 

must remain on your Internal Transfer List, however. Once the household has been 

overhoused for 12 months, their application to the CWL is no longer voluntary and they 

must be added.  

Number of housing selections required while on the CWL (urban/suburban) 

Within one year of becoming overhoused, the household’s selections on the CWL for 

rehousing to an appropriately sized unit must include a minimum of 10 communities 

within the City. 

If, after two years of becoming overhoused the household is still not rehoused to an 

appropriately sized unit, the household’s selections on the CWL must be increased to a 

minimum of 20 communities within the City. 

Number of housing selections required while on the CWL (rural communities) 

The City has established some exceptions to the above rules for overhoused households that 

reside with providers that are located in rural communities. The policy states the following for 

rural areas only (Osgoode, Metcalfe, Greely, Goulbourn, Richmond, North Gower, Carp, 

Manotick): 
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Overhoused seniors can choose to remain in their rural communities where there is an 

appropriately sized unit available within their own community. These seniors must add 

their name to the CWL for this community. They may also wish to add their name to 

other communities on the CWL.  

Overhoused families in rural areas, and overhoused seniors that reside in a rural 

community that do not have appropriately sized units available may choose to remain in 

their rural area or move into an urban/suburban area. These households must add their 

names to the CWL for all communities with appropriately sized units located within their 

former township and with the Rent Supplement Program for their geographic area. 

These families may also choose to add their names on the CWL to a community located 

in the urban/suburban area. If they do so they must make the minimum number of 

community selections required of overhoused applicants in the urban/suburban area. 

Loss of eligibility after three valid offers of housing 

A housing provider must decide that an overhoused household is no longer eligible for 

RGI assistance if they have refused three valid housing offers of an appropriately sized 

unit, whether from the Internal Transfer List or from different housing providers on the 

CWL. 

During the first 12 months, when the household is on the housing provider’s Internal 

Transfer List only, the housing provider tracks all valid offer refusals. Once a household 

has been overhoused for one year, the CWL administrator keeps track of all refusals. 

When an overhoused household on the housing provider’s Internal Waiting List or the 

CWL refuses an offer, this refusal must be reported to the CWL administrator 

immediately. When the CWL administrator tells the housing provider that a household 

has refused three offers, the housing provider must issue the household a notice of loss 

of eligibility for RGI assistance. See Chapter 3: Making Decisions and Sending Notices of 

Decisions. 

Underhoused households  

An RGI household is underhoused if the unit has fewer bedrooms than the City’s RGI occupancy 

standards allow. 

Underhoused households are not considered a priority under the HSA. When developing an 

internal transfer policy, housing providers may not rank underhoused households before special 

priority and overhoused households. 
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Chapter 12: Making Decisions Related to Rent Payable 

Housing providers must make various decisions on RGI matters as a result of annual reviews, 

mid-year changes, special reviews and at other times if the City requests it. This chapter covers 

several areas of decision making that may result from those reviews. 

Issues that may affect a household’s RGI assistance upon review 

The most common issues that affect a household’s RGI assistance are changes in income, assets 

or household composition. Such changes could result in the following: 

A change in RGI rent. Housing providers do not have to increase the rent paid by a 

household if the rent increase is less than $10 per month. Typically, if an increase to a 

household’s income is less than $33 a month, the monthly RGI rent would change by 

less than $10. If you do have to change the RGI rent, make sure that you give the 

household proper notice. 

Overhousing. If the composition of an RGI household has decreased, the household may 

be overhoused and may need to move to a smaller unit. Chapter 11 deals with this 

situation. 

Other changes may affect a household’s RGI assistance, including being absent from their unit, 

failing to provide proper documentation and paying market rent for more than 12 consecutive 

months. See Chapter 10 for details about these matters. 

Types of reviews 

Three types of RGI reviews can occur: 

1. Annual income and asset review  

You must review the income, assets and family composition of every RGI household at least 

once every 12-months. You must make sure that the household: 

is still eligible for RGI assistance  

is still eligible for their unit (size and any special needs modifications or services)  

is receiving the right amount of RGI subsidy.  

Completing an annual review  

Appendix 3 of this guide contains sample documents for annual reviews. These can be used as is 

or modified as you see fit. The steps to complete an annual review are as follows: 

a) Determine when your annual review will occur with each household, either on: 

the anniversary of the last annual review 

the anniversary of the day that a household took occupancy of a unit if an annual 

review has not previously occurred 
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b) Send out covering letters and income and asset review forms to every RGI household. 

Ensure this package is sent with adequate time for the household to meet deadlines for 

submission. The covering letter must include:  

the name of each resident of the household who is 16 years of age or older  

the date  

the address  

the deadline for returning the signed and completed review form 

c) When you receive the signed review form, check that it is complete and signed by every 

member of the household 16 years of age or older. Make sure income and asset 

documents are included for everyone in the household. 

d) Record receipt of the annual review documents. 

e) Send a follow-up request to households that have submitted their annual review 

package but have not provided all the documents needed. Specify what documents are 

still needed. 

f) Review the size of the household to determine if it is still eligible for the unit according 

to the occupancy standards.  

g) Determine monthly income. Calculate the rent payable.  

h) Issue a Notice of Decision within seven business days of making the decision, addressed 

to each member of the household whose income is taken into consideration when 

calculating RGI rent. Inform the household of their right to a review of the decision. 

Make sure that you give them the amount of notice as set out in the HSA. 

i) Send a follow-up request to households that have not submitted their annual review 

package. Housing providers are strongly encouraged to send this reminder at least 30 

days prior to the due date of the package. 

j) If a household does not respond to your requests to submit an annual review package 

within the specified timeframe in your request notice, you can issue a Notice of Decision 

addressed to each member of the household 16 years of age or older informing them 

that they have lost their eligibility for RGI assistance. Consult Chapter 10: Making 

Decisions Related to Continued Eligibility for RGI Assistance 

2. Mid-year change in income and assets  

A household receiving RGI assistance must report and provide documents of any change in 

household income, assets or composition within 31 days of such change. If they don’t, the 

household may lose their RGI assistance. They cannot wait to advise you of this change as part 

of the annual review process.   

In this situation, the HSA requires a mid-year review whenever the household notifies you that it 

has had a change in income, assets or family composition. If one member of the household tells 

you that they have had a change in income or assets the other members of the household do 

not have to supply income documents unless they have had a change as well. However, the City 

recommends that all household members also submit updated information and sign off on the 

declaration of income and assets and any changes to household composition. 



Ottawa RGI Guide 2013 

54 

How to do it 

1. Collect and verify new information. Ensure that the change in income or assets is sufficiently 

and properly documented and that the documents are added to the household file. Consult 

Chapter 13: Determining Household Income. 

2. Calculate the new RGI rent payable. Recalculate the rent based on the new information 

received. (Consult Chapter 14: Calculating RGI Payable.) Send a Notice of Decision regarding 

the change in rent. If the effective date of the Notice of Decision has already passed, the 

increase or decrease is applied retroactively. In this case, if there was a decrease in rent, 

refund any rent overpaid by the household. If there was an increase and the household 

owes additional rent, consult Chapter 3: Making Decisions and Sending Notices of Decision. 

3. Special review  

A service manager can require a housing provider to review an RGI household’s assistance at 

any time it considers appropriate. 

Notice periods after a review  

The HSA and its regulations set out the amount of notice that you must give to a household to 

tell it that its RGI rent will increase or decrease, or that it is no longer eligible for RGI. A summary 

is located at the end of this chapter. 

Notice after an annual review  

Notice of an increase in rent because of an increase in income or assets 

If an RGI household has an increase in assets or income, the HSA requires you to increase their 

RGI rent on the first day of the second month after the household is given notice.  

Example: If a household is given a notice of an increase on October 1, the increase will take 
effect on December 1. If a household is given a notice on October 23, the increase will take 
effect on December 1. 

Notice of decrease in rent because of a decrease in income or assets  

If an RGI household has a decrease in assets or income, the HSA requires that you decrease the 

RGI rent on the first day of the first month after the household is given notice.  

Example: If a household receives a notice of decrease on October 1, the decrease will take 
effect on November 1. If a household receives a notice of decrease on October 23, the 
decrease will take effect on November 1. 

Notice when a household is no longer eligible for RGI assistance (no increase in income) 

If a household is no longer eligible for RGI for a reason other than an increase in income, the 

notice is effective on the first day of the month 90 days after the notice of the increase. The 

household pays the increased rent on the first day of the month following the 90 days notice.  
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Example: If an RGI household is given a notice on November 1 that it is no longer eligible for RGI 
assistance because of a five-month absence, their rent will increase to market rent on February 
1. If an RGI household is given a notice on November 23 their rent will increase to market rent 
on March 1. 

Notice after a mid-year change  

The notice periods for an annual review and a mid-year review are not the same. For annual 

review changes, the effective date depends on the date the notice of decision is given to the 

household. For mid-year changes, the effective date depends on the date of the change in 

income. 

Notice of a rent payable increase  

An increase is effective on the first day of the second month following the increase. For 

example, if a household has an increase in income on October 15, the rent increase takes effect 

on December 1. An increase in rent can be retroactive. 

Notice of a rent payable decrease  

A decrease is effective on the first day of the first month following the change. For example, if a 

household has a decrease in income on October 15, the rent decrease takes effect on November 

1. A decrease in rent can be retroactive. 

Notice when a household is no longer eligible for RGI (no increase in income) 

If a household is no longer eligible for RGI for a reason other than an increase in income as a 

result of a mid-year change, the housing provider must give the household written notice that 

the increase takes effect on the first day of the month 90 days after the notice of the decision is 

given. The household pays the increased rent on the first day of the month following the 90 days 

notice.  

Requirements for Notice of Decision letters 

A housing provider must issue a notice of decision within seven business days of making the 

decision unless otherwise specified by the City. The notice of decision must include: 

a statement of the date of the decision 

a statement that a member of the household may request a review of the decision 

information about how to request a review and what the deadline is for doing so 

a statement of the reasons for the decision 

Notifying households about non-RGI matters  

Housing providers make numerous decisions about the households that live in their units. The 

HSA governs only decisions related to RGI matters. 

Housing providers should look to their appropriate housing legislation when they make non-RGI 

decisions. For non-profit housing corporations, the applicable legislation is the Residential 

Tenancies Act; for co-op housing providers it is the Co-operative Corporations Act.  
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Typical housing charges not governed by the HSA include such items as parking, cable, 

telephone and similar utilities, and sector support in the case of a co-op. In general, a household 

living within a non-profit corporation must be given 90 days notice of any increase resulting 

from a change in parking fees, cable or other similar charges; or from changes to the policy of 

the housing provider, the City of Ottawa or the province.  

In general, in a housing co-op, a household must be given 60 days notice of any increase 

because of a change in parking fees, sector support, cable or other similar charges; or changes 

to the policy of the housing provider, the City of Ottawa, or the province.  
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Chapter 13: Determining Household Income 

This chapter sets out the requirements and procedures that housing providers must follow to 

determine household income. Only once a household’s income has been determined can a 

housing provider proceed to determine a household’s RGI payable. We cover RGI payable in the 

next chapter. 

What to do 

Housing providers must determine the monthly income of each person in an RGI household to 

calculate the household’s RGI payable. 

Things to remember 

All members of a household who are 16 years of age or older must report their income 

and assets and provide documents. 

When calculating RGI payable, you must always apply income to the month in which the 

household should have received it (e.g., make adjustments for support payments that 

were received late). 

You must know what is included in income and what is excluded from income before 

you begin a rent-geared-to-income calculation. 

All individuals and family not receiving OW or ODSP social assistance (known as family 

units) must have their adjusted family income determined using the formula outlined in 

O. Reg. 298/01 s.50. Individuals and families receiving OW or ODSP social assistance 

(known as benefit units) must also provide documentation for any income from 

employment, assets, pension or support agreements when declaring income. 

Note that the HSA does not contain any provisions for deeming income. You may calculate rent 
only on income actually received. 

Four types of income 

1. Income from employment  

The following are considered employment Income: 

salary or wages including holiday pay  

bonuses or incentive pay  

tips or gratuities 

overtime pay   

Employment Insurance (EI) benefits (including parental benefits) 

short-term Workers’ Safety and Insurance Board (WSIB) benefits  

work incentive program payments  

training allowances  

income from self-employment   
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regular payments for sick leave or short-term disability under a private or workplace 

insurance plan 

strike pay 

2. Income from assets or investments  

There are two types of assets: 

a) Income-producing assets. These are investments that produce income such as interest or 

dividends. The income from these assets is included in the total household income used for 

the RGI calculation. Some examples of these are: 

interest-bearing bank or credit union accounts   

term deposits, guaranteed income certificates (GICs), treasury bills, bonds, or 

debentures  

annuities (life, fixed-term) and RRIF withdrawals  

stocks, shares or mutual funds  

mortgages and loans. (These are mortgages and loans for which the individual receives 

payment.) 

b) Non-income-producing assets. These include all investments or holdings that are intended 

to increase in value rather than produce income. Some examples are:  

non-interest-bearing bank or credit union accounts (for example, some chequing 

accounts do not produce interest income) 

non-income producing equity or shares in a business 

life insurance with cash surrender value  

non-income producing stocks, shares or mutual funds  

any property suitable for year-round occupancy, until it is sold  

any residential property not suitable for year-round occupancy (for example, a non-

winterized cottage)  

land holdings or non-residential property 

non-income-producing assets transferred or given to someone outside of the household 

less than 36 months before the household starts receiving RGI assistance or any time 

after the household starts receiving RGI assistance 

life interest in real estate 

Note that personal belongings typically used as part of daily living, such as jewellery, family 
heirlooms or old family furniture, and possessions that do not normally increase in value (for 
example, a family automobile) are not considered non-income-producing assets for the purpose 
of RGI calculations.  

3. Income from pensions or support agreements  

Income from pensions or support agreements includes the following: 

Canada Pension Plan for the Disabled (CPP-D)  

public pensions (OAS, CPP or Québec Pension Plan (QPP), GIS, GAINS)  
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private pensions, benefits or annuities, including RRIF withdrawals 

private or public pensions, benefits or annuities received from any other country 

long-term disability payments from a private insurance company or WSIB 

child support payments 

spousal support payments 

Note that support payments may be payments required by the federal Divorce Act or the 
Ontario Family Law Act, or payments required by legally recognized separation agreements, 
paternity agreements, marriage contracts or co-habitation agreements. 

4. Income from social assistance  

Income from social assistance includes benefits received under the following programs: 

Ontario Works (OW)  

Ontario Disability Support Program (ODSP) 

Income that is excluded44

44
O. Reg. 298/01, s.50.3 

The HSA includes a long list of excluded income—income and payments that you are not to 

include as income for the purpose of RGI calculations. Although this list is long, it does not cover 

all situations.  

To make this list easier to navigate, we have grouped excluded income into categories. If you are 

unclear about whether a type of income should be included or not, please contact your program 

administrator at the City for clarification. 

Excluded government program payments 

These include payments, refunds or credits from the provincial or federal government such as: 

income tax refunds  

Canada Child Tax Benefits, Universal Child Care Benefit, Working Income Tax Benefit, 

Ontario Child Benefit and Ontario Child Care Supplement for Working Families  

property or sales tax credits 

tax grants for people 65 years of age or older  

child benefit received from the Canada Pension Plan   

survivor’s death benefit received from Canada Pension Plan  

special allowance for resettlement assistance 

payment received under the Community Homelessness Prevention Initiative of the 

Ministry of Municipal Affairs and Housing  

payment received under the Trillium Benefit 
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Excluded employment-related payments  

lump sum severance payment  

business expense deduction from self-employed earnings that is allowed by Canada 

Revenue Agency and the HSA  

allowance or payment for child care, transportation, tuition or other expense for a 

person enrolled in a job-training or employment-related program  

allowance for travelling expenses related to employment  

allowance for room and board expenses if a person is employed away from home  

payment from the federal Opportunities Fund for People with Disabilities program if this 

payment is used to cover the costs of employment-related activities  

loan from a government agency or financial institution used to support a business  

payment received under the Workers' Compensation Act as of December 31, 199745

45
Subsection 147 (14) 

Excluded assets  

Registered Retirement Savings Plan (RRSP) and Registered Education Savings Plan (RESP) 

lump sum payment received as the result of a decision by a court or tribunal  

lump sum insurance payment  

money received on the death or injury of a household member as damages or 

compensation for pain and suffering 

reasonable expenses  

inheritance  

lottery winnings  

loan to the individual 

Excluded Income from disposal of assets  

capital gain  

proceeds from the sale of personal assets such as furniture, equipment or an 

automobile 

proceeds from the sale of real estate  

Excluded gifts  

casual gift or casual payment of small value  

donation from a religious, charitable or benevolent organization  

Excluded interest income  

interest accrued on a prepaid funeral plan  

interest, income, or dividends earned on a RRSP or on a RESP 
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Excluded education or training income  

income received by a full-time student at a recognized primary or secondary institution 

if the student: 

is a child of a member of the household  

has always lived with the household with the exception of short periods while in 

full-time attendance at a recognized educational institution 

does not have a spouse  

does not have dependent children 

has not been out of secondary school for more than five years at the start of the 

current period of study  

bursary for a full-time secondary school student  

payment from the Canada Millennium Scholarship Fund  

award or grant from the Ministry of Training, Colleges and Universities for a student at a 

post secondary institution. This includes a loan or grant from the Ontario Student 

Assistance Program (OSAP) as well as amounts received through OSAP from the Canada 

Student Assistance Program 

Dr. Albert Rose bursary for post-secondary students (awarded by the Ministry of 

Municipal Affairs and Housing)  

grant under the federal Employment Insurance Act received by a person receiving social 

assistance. This grant must be used to pay for a training course approved under the 

provincial Ontario Works Act. 

Canada Education Savings Grant if it is paid into a Registered Education Savings Plan for 

a child of a member of a family unit 

Excluded income for foster children and Crown wards  

payment from a Children’s Aid Society for a child in care 

development Care Program payments (from Children’s Aid Society)  

foster allowances (from Ontario Works)  

income earned or received by a foster child who is living with the household  

extended care and maintenance allowances for former Crown wards (from Children’s 

Aid Society) 

Excluded home care allowances  

attendant care allowances  

disabled children’s allowances  

foster allowances (from Ontario Works)  

subsidies for adoptive parents under the Child and Family Services Act 

payments from a  trust or life insurance policy or gifts or voluntary payments made on 

behalf of a disabled person, that will not be reimbursed, including  

expenses for items or services needed because of the household member’s 

disability  
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education or training expenses incurred because of the household member’s 

disability  

Excluded income for veterans and victims of war  

periodic or lump sum war reparation payment  

benefit from Veterans Affairs Canada under the Veterans Independence Program 

special allowance under the Veterans Disability Pension Program  

Excluded income for Aboriginal people  

payment received from the federal government or a bank for board and lodging of a 

student attending secondary school off the reserve 

payment received from a treaty between a band and the government of Canada, other 

than funds for post-secondary education  

payment from a band as an incentive to keep a child of a household in school  

payment under Order in Council P.C. 1977–2496 made under section 40 of the Indian 

Act (Canada) 

payment received as a result of a claim that relates to an Aboriginal residential school  

Excluded extraordinary compensation payments 

payment from the federal Extraordinary Assistance Plan  

payment from any of the following agreements made with the Ontario government  

Helpline Reconciliation Model Agreement  

Multi-Provincial/Territorial Assistance Program Agreement  

the Grandview Agreement  

payment from the Walkerton Compensation Plan  

payment from the Government of Alberta as compensation for sterilization  

lump sum payment from the 1986–1990 Hepatitis C Settlement Agreement (a 

federal agreement)  

payment from the Ontario Hepatitis C Assistance Plan 

Verifying income and assets 

Here is a summary of the types of documents you will need to collect as proof of income and the 

value of assets. Each person in the household 16 years of age or older must provide information. 

Appendix 3 contains sample forms that you can use for income and asset reviews. It also 

contains a list of documents that households should provide to verify their income. 

Verifying income from employment  

Income from regular employment  

consecutive pay stubs covering a recent eight-week period. The pay stubs must be 

current, include the employer’s name and address and which pay periods are covered 

T4 slips 
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income tax return submissions and Notice of Assessments for the previous year 

letter from an employer reflecting the current employment situation, stating gross 

annual income and any overtime pay or bonuses. This letter must be on company 

letterhead, recently dated and must contain the telephone number and signature of the 

letter writer. 

Income from irregular employment (seasonal, intermittent)   

current income documents such as payroll stubs, a letter from an employer or a record 

of Employment Insurance (EI) benefits 

income tax return submission and the Notice of Assessment from the previous year 

(available from Canada Revenue Agency)  

Income from self-employment  

Self-employed people include: 

freelance workers  

independent contractors  

sole proprietors of a business  

partners in a business  

Common examples of self-employed people include: 

taxi drivers 

in-home daycare providers 

seasonal  landscape and snow removal providers. 

If an individual has been self-employed for less than one year, ask them to provide a financial 

statement every three months. This statement does not have to be audited. 

After the first year of business, you will need specific documents depending on whether or not 

the business is incorporated. Most self-employed individuals will not incorporate their business; 

however, some may. 

For a business that is not incorporated, ask them to provide a copy of the income tax return, 

including the Statement of Business Activities and a Notice of Assessment (available from 

Canada Revenue Agency). If the income is not the same on both documents, seek further 

information. 

For an incorporated business, ask them to provide an audited financial statement for the most 

current fiscal year including a balance sheet, which states: 

the value of the business asset  

the amount of dividends  

the retained earnings or net income of the business  

T4 slip for the individual  
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copy of the corporation’s income tax return and the Notice of Assessment received from 

Canada Revenue Agency 

copy of the individual’s income tax return and Notice of Assessment. If the individual’s 

income is not the same on both documents, seek further information.  

Employment Insurance (EI)  

a copy of a benefit statement showing the gross weekly amount 

a benefit confirmation notice outlining the date the benefit started, the weekly benefit 

amount and the maximum amount of time the individual can receive the benefit 

Strike pay  

a cheque stub 

a letter from the union  

Verifying income from assets or investments  

Income-producing assets  

Income-producing assets are investments that produce income such as interest or dividends. 

Interest-bearing bank or credit union accounts  

current passbook or a monthly bank statement (showing the account number, the name 

and address of the bank or credit union, the total interest earned in the past year or the 

average monthly interest earned in the past year)  

T5 slips issued by bank or credit union for tax purposes  

letter from a bank or credit union describing the amount of interest earned in the past 

year  

Term deposits, GICs, treasury bills, bonds or debentures  

letter from a bank or credit union 

documents or certificates from a bank or credit union that give the following details: 

the principal amount of investment  

the interest rate  

the amount of interest earned  

the date of issue and the term  

the identifying serial number   

Stocks, shares or mutual funds  

cheque stubs or copies of cheques 

T5 slips issued for tax purposes, which give the following details:  

the amount of dividends received 

the company name  

the series or type of stock 

the number of stock shares 

mutual fund company statements with value of investment 
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Mortgages or loans  

Obtain an amortization or loan payment schedule showing the principal and interest of each 

payment. Include only the interest portion of mortgage or loan payments in determining 

income for an RGI calculation. Do not include repayments of principal.  

If the interest rate of the mortgage or loan is below the imputed rate of return, use the 

imputed rate of return to determine the income. (The imputed rate of return is the interest 

rate for the first year of the November 1 issue of Canada Savings Bonds, rounded down to 

the nearest whole per cent. The rate may be obtained from the Canada Savings Bonds 

website for the Government of Canada. 

The annual imputed income is calculated by multiplying the total value of the non-income-

producing asset by the imputed rate of return. 

Non-income-producing assets  

Non-income-producing assets do not produce regular income or interest but do increase in 

value. Use the imputed rate of return to estimate the financial benefit to an individual from this 

type of asset. For example: 

Imputed rate of return 2% 

Non producing asset value $10,000 

Annual financial benefit from asset $10,000 x 2% 

Total $200 

Note that RRSPs and RESPs are excluded from non-income-producing assets. Any income earned 

on an RRSP, an RESP or a prepaid funeral plan is not considered income under the HSA. 

Non-interest-bearing bank or credit union accounts  

copy of a bank passbook 

printed online electronic bank statement 

other documents giving details of the account 

Non-income-producing equity or share in business  

an audited financial statement 

a letter from an accountant  

Taxi plate or licence  

A taxi licence in Ottawa is not considered to be an asset. Households do not need to provide 

information about their value. 
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The net income earned from driving a taxi or renting the taxi (the amount the owner charges to 

the other drivers), or renting the use of a taxi licence, is included in household income. 

Life insurance with a cash surrender value  

Obtain a letter from the insurance company indicating the policy number and the current cash 

surrender value. 

The value of the non-income-producing asset is the current cash surrender value of the policy. If 

the person has borrowed against the insurance, reduce the value of the asset by the amount 

borrowed.  

Some policies issue dividends. You must include any dividend income from the insurance in the 

total household income. Obtain an annual statement from the insurance company indicating the 

dividends issued during the year for this type of insurance policy.  

Non-income producing stocks, shares, bonds or mutual funds  

letter or bank statement from a bank or credit union 

document from a brokerage company or financial institution that shows the current 

value  

Residential property suitable for year-round occupancy  

Obtain a written appraisal of the property, undertaken by a qualified appraiser. 

In most cases, a residential property suitable for year-round occupancy must be sold within six 

months of the household receiving RGI assistance. Until the property is sold, it is considered a 

non-income producing asset.  

Note that the household is responsible for the cost of the appraisal whenever one is required.  

Residential property not suitable for year-round occupancy  

Obtain a written appraisal of the property undertaken by a qualified appraiser. 

Non-residential property such as land  

Obtain a written appraisal of the property undertaken by a qualified appraiser. 

Life interest in real estate  

An individual may receive a life interest in real estate through a will or other document. They do 

not own the property but have exclusive rights to the property while they are living. You can 

determine the value of this non-income producing asset with a written appraisal of the value of 

the life interest that reflects the individual’s ability to sell or rent the real estate. 

Example: A widow is granted the right to live in her current home even though the title to the 
property has been transferred to her son. She lives there for a while but then moves into social 
housing. She has the right to rent out the house during her lifetime but doesn't exercise that 
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right. If her son's family moves into the home, the life interest has no value. If the widow had 
rented the house, she would have generated rental income. An appraiser would determine what 
reasonable financial benefit she would have received if she had used her ability to collect rent. 

Verifying income from pensions or agreements for support   

Pension, long-term disability or annuity income  

copy of a current cheque stub that shows the gross amount of income and how often it 

is paid 

slip issued for income tax purposes showing the annual amount of the pension, 

disability or annuity income 

letter from the pension manager stating the amount of the payment  

Receipt of child or spousal support  

copy of a notarized support agreement between the parties or a formal court order 

a letter from a lawyer or the Family Responsibility Office confirming receipt of support 

payments 

a statutory declaration stating how much the person receives and how often they 

receive it 

Payment of child or spousal support  

copy of a notarized support agreement or formal court order 

a letter from a lawyer or the Family Responsibility Office confirming payment  of 

support payments 

copies of cancelled cheques or an online bank statement  showing support was paid 

Verifying income from social assistance (OW and ODSP) 

Obtain a copy of recent monthly benefit statements from the City of Ottawa or the Province 

along with a copy of the monthly drug card. The drug card verifies the number and names of the 

beneficiaries living in the household. 

Note that if a person receiving social assistance has income from employment, assets, a pension 
or support agreement, they must provide documents to verify this income as well as their social 
assistance benefits. 

Determining gross monthly income  

The first step in determining RGI rent for a household is to calculate the gross monthly income 

(net of excluded income) for each individual in the household who is 16 years of age or older. 

Note that you should not work with cents in your calculations. For example, if an individual’s 
gross monthly income is $1,533.34, round this down to $1,533. If the gross monthly income is 
$1,533.55, round it up to $1,534. 
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Determining income from employment   

Regular employment income  

You must base your RGI calculation on gross monthly income. Gross income is an employee’s 

income before deductions for income tax, EI payments, CPP payments, union dues, garnishment 

of wages and so on. To determine an employee’s gross monthly income, find out how often the 

person is paid and convert the amount to monthly income. 

Regular employees have relatively stable employment with an employer. They are paid in a 

predictable pattern—usually either at the middle and the end of each month (semi-monthly) or 

every two weeks (bi-weekly).  

Semi-monthly pay is received 24 times a year. Bi-weekly pay is received 26 times a year.  

Use the following table to determine gross monthly amounts. 

Income frequency  Calculation factor  

Annual  Divide by 12  

Semi-monthly (twice a month)  Multiply by 2  

Weekly  Multiply by 4.333  

Bi-weekly (every two weeks)  Divide by 2 and then multiply by 4.333  

Daily  Multiply by 21.66  

Fluctuating income   

A household income may change from month to month. In this situation your job is to calculate 

their RGI rent every three months (12 weeks) based on their income for the previous three 

months. 

Alternatively, you can calculate from the “Year to Date” column of a pay stub. In this situation 

you would: 

1. count how many weeks in the year the year-to-date income represents  

2. divide the total year-to-date gross income by the number of weeks to get an average weekly 

income 

3. multiply the average weekly income by 4.333 to get the average monthly income 

After the first year, calculate their income based on the income from the previous year’s income 

tax return. 

Example: A single mother starts a job as a personal care worker on an on-call basis. The number 
of hours she works varies from week to week. Ask her to submit income documents every three 
months. Base her RGI rent for the next three months on the income from the past three 
months. After the first year, calculate her RGI rent based on the previous year’s income tax 
return. 
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Individuals who receive this type of income should provide a copy of their income tax return and 

Notice of Assessment. You should ask for a statutory declaration stating the amount of tips and 

gratuities received during the period if they have a job that typically involves receiving these 

types of payments. 

We recognize that you might need to use additional methods for determining and verifying this 

kind of income depending on the particular information you receive from the household and the 

circumstance involved. 

Note that when households have fluctuating income it is very important that you remind them 
to advise you within 31 days of any change that results in them starting to receive more stable 
income. This typically occurs when people go from casual or on-call hours to part-time or full-
time hours. Usually, income increases when this happens. The household could find themselves 
with a significant retroactive RGI subsidy overpayment due back if they wait until the annual 
review to advise you of this change. 

Tips, gratuities and commissions  

Include any money that an individual receives from tips, gratuities and commissions. Employees 

that normally receive such income are: 

wait staff in restaurants and bars 

taxi drivers  

barbers and hairdressers 

aestheticians 

If the individual does not disclose any income from tips, commissions and gratuities, assume 

they have earned an additional 10 per cent above the reported gross income in tips, etc. Add 

this to the total gross income earned for the individual. 

Irregular income  

If a person’s income is seasonal or intermittent, treat it as fluctuating income. When a source of 

income ends, start over with a new fluctuating income period. Calculate their RGI rent every 

three months (12 weeks). 

Self-employment income  

Self-employed less than 12 months 

If a household has been self-employed for less than a year, ask for financial statements every 

three months. You will have to calculate RGI rent every three months based on the earnings of 

the past three months. These statements do not have to be audited. 

An income tax return and Notice of Assessment must be provided, once available, to confirm 

the actual net business income for the period up to the end of the previous year. 

The RGI rent may need to be adjusted retroactively if the unaudited financial statements do not 

reflect the actual net business income as confirmed by the Notice of Assessment. 
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Self-employed 12 months or more 

If the household has been self-employed for more than a year but the business is not 

incorporated, determine the net business income from the income tax return, including the 

Statement of Business Activities and the Notice of Assessment. 

If Canada Revenue Agency has allowed the following deductions for determining net income for 

income tax purposes, you must add them back to the net income of the business, as they are 

not excluded income for the purpose of calculating RGI rent. The deductions are:  

capital cost allowance for the depreciation of capital assets  

rent paid by the individual when the individual operates the business from their home 

child care expenses  

When expenses are greater than income (negative income) from self-employment, the income 

must be counted as $0. 

Divide the annual net business income by 12 to determine the gross monthly income from self-

employment.  

Note that when RGI rent is calculated using the annual net business income to determine gross 
monthly income from self-employment, you should not decrease RGI rent mid-year unless there 
is significant change in the amount of income from self-employment, or the source of income 
changes.  

Employment Insurance benefits   

Benefits are paid bi-weekly but stated in weekly amounts. Remember to calculate the gross 

monthly benefit income by multiplying the weekly amount by 4.333. 

Income from a child of the household  

Legislation defines a child of the household as a child of any member of the household who: 

currently lives and has always lived at home except for short periods while in full-time 

attendance at a recognized educational institution  

does not have and never has had a spouse 

is not the parent of a child living with the household 

Children who are 16 years of age or older and who are not full-time students must report their 

income.  If a child earns more than $75 a month and does not qualify as a student, you must 

make a separate calculation to determine the child’s income. This income must be included 

when determining the total household income. 

There is no age limit for an individual to be considered a child of the household as long as they 

meet all the criteria listed above. Once someone loses the status of child of the household, they 

cannot ever be considered a child of the household again. 
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Example: A 28-year-old daughter who has always lived at home with a parent, has always been 
single and doesn’t have any children living with her is considered a child of the household. The 
daughter moves out of the parents’ home to live closer to where she works. She is no longer 
considered a child of the household. Three months later, the daughter goes back to school and 
starts living in her parent’s home again. She cannot be considered a child of the household. 

Income received by a child of the household (as defined above) who is also a student attending 

a recognized educational institution fulltime is not to be included when determining household 

income. 

A child is considered a student if: 

the child attends primary or secondary school 

the child is in full-time attendance at a recognized post-secondary educational 

institution and the student has not been out of secondary school for more than five 

years at the start of his or her study program 

the child is single 

Full-time attendance means: 

in the case of a student having a permanent disability, taking at least 40 per cent of a 

full course load 

for all other students taking at least 60 per cent of a full course load  

A full course load is determined from the course calendar of the educational institution. 

A recognized educational institution is any of the following: 

school as defined in the Education Act  

university  

college of applied arts and technology  

private vocational school, such as a career college 

private school 

A post secondary institution can be located outside the Province of Ontario. 

To confirm full-time attendance, the student should provide documentation that clearly 

identifies the institution, the attendance status (full-time, part-time) and the time period the 

person is in school. This can be done by providing: 

a letter on corporate letterhead from the school principal or registrar 

a certified timetable outlining the course schedule for the school term from the 

institution 

documentation from a funding agency that outlines the name of the educational 

institution, the timeframe and the number of courses the student is taking 

a receipt from the educational institution showing the tuition fees paid  
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Note that you should not ask a child of the household who is a student to provide income 

documents if the student has provided documents to confirm his or her status as a full-time 

student. Such income is not to be included in determining household income. 

Determining income from assets or investments   

When determining income from assets or investments, the first thing you must do is determine 

what type of assets and investments the household has. These include: 

interest producing assets 

non-income producing assets 

income from pension and support agreements 

There is a special rule for determining monthly income from both interest-bearing bank 

accounts and non-interest bearing bank accounts for individuals and families that do not receive 

OW or ODSP social benefits. The first $1,000 from each person’s total assets in bank accounts is 

excluded when you calculate either the monthly interest income earned from an interest-

bearing bank account or imputed income from a non-interest bearing bank account. 

Examples: 

An individual has $1,800 as the minimum monthly balance in a non-interest bearing 

chequing account. He has no other bank accounts. Calculate the imputed income for the 

bank account based on an asset worth $800 ($1800 - $1000 = $800).  

An individual has a $900 minimum monthly balance in a bank account that pays 2% 

monthly interest. He has no other bank accounts. No monthly investment income from 

this bank account would be included as household income when calculating RGI rent 

($1000 - $900 = $0). 

An individual has two bank accounts with a minimum monthly balance of $600 in one 

account and $900 in the account. Both pay 3% monthly interest on the accounts. $15 

monthly interest income would be included as household income when calculating RGI 

rent. ($600 + $900 = $1500, $1500 - $1000 = $500, $500 x 3% = $15) 

Income-producing assets 

These include:  

interest-bearing bank accounts 

credit union and trust company accounts 

term deposits 

bonds or debentures 

GICs 

Take any income earned from these assets and add it to the individual’s gross monthly income. 

(Note the one exception described in the examples above for interest earned from bank 

accounts.)  
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Example: An individual has a Guaranteed Income Certificate (GIC) that has produced $90 of 
interest in the past year. The gross monthly interest income is $8. ($90 ÷ 12 months = $7.50. 
Round to $8) 

Non-income-producing assets 

These include: 

non-interest bearing bank accounts 

non-residential real estate 

Use the imputed rate of return to calculate the imputed amount of monthly income from the 

non-income-producing asset. Add this imputed income amount to the individual’s gross monthly 

income. (Note the one exception described above for non-interest earned from bank accounts.)  

Example: An individual owns an undeveloped parcel of land in the country on which he some- 
day intends to build a cottage. The value of the land is $25,000. The imputed annual rate of 
return is 1%. The imputed monthly income is $21 ($25,000 x 1% = $250, $250 ÷ 12 months = 
$20.83, rounded to $21).  

Determining income from pensions and support agreements  

Pensions, child or spousal support, long-term disability payments  

If a member of the household receives child or spousal support, you must add it to their gross 

monthly income.  

If a member of the household pays child or spousal support, you must subtract it from their 

gross monthly income.  

Caution: Do not use Income Tax Notice of Assessments to confirm receipt or payment of child 
support. Income tax rules are the opposite of the rules for calculating RGI rent. Income tax 
calculations do not include child support payments received as income for the support recipient 
and do not deduct child support payments paid from income for the support payor.  

Ontario Works, Ontario Disability Support Program   

If an individual in the household receives income from OW or ODSP, you calculate the RGI rent 

by using a set of tables, as set out in the HSA. This process is described in Chapter 14: Calculating 

RGI Payable. An individual who receives OW or ODSP may also have income from employment, 

assets, pensions or support payments. This is called non-benefit income, and the individual must 

provide documentation to you for this income. 
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Chapter 14: Calculating RGI Payable 

This chapter explains the specific steps involved in calculating RGI payable. Before housing providers 

make such calculations, they must first determine the household composition as outlined in Chapter 9 

and then determine the household income as outlined in Chapter 13. 

Family units and benefit units  

To understand the steps outlined in this chapter you need to understand two key definitions: family 

units and benefit units. 

The HSA defines a family unit as one of the following:  

a person 

a person and their spouse 

a person, their spouse and, if either person has children, any children that live with them 

For a family unit, the RGI rent is based on any income sources other than OW or ODSP benefits.  

The HSA defines a benefit unit as one of the following: 

a person 

a person and their spouse 

a person, their spouse and, if either person has children, any children that live with them 

For a benefits unit, RGI rent is based on monthly payments received from OW or ODSP. 

A household may be made up of family units, benefit units or a combination of family and benefit units.  

Examples of family and benefit units 

A household is made up of a single woman and her five-year-old son. They receive OW. They are a 
benefit unit.  

A household is made up of a couple and a child. One of the partners is self-employed. The other 
partner does not work. Neither receives OW or ODSP. They are a family unit.  

A household is made up of a mother with a daughter and a son. The son has a child of his own also 
living with the household. The mother is employed. The son and his child receive OW. The 
household is made up of a family unit (the mother and her daughter) and a benefit unit (the son 
and his child).  

Steps to calculate household monthly RGI rent 

1. Review the income and assets review form completed by the household. 

2. Determine who lives in the household and their relationship to each other. (Refer to Chapter 9: 

Determining Household Composition.) 

3. Determine if anyone in the household is receiving OW or ODSP social benefits. 

For individuals and families not receiving OW or ODSP benefits (known as family units): 

1. Determine the gross monthly income for each person in the family unit. (Refer to Chapter 13: 

Determining Household Income.) 
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2. Determine the adjusted monthly income for each person in the family unit by deducting support 

payments (if any) and employment-related deductions. 

3. Determine the income part of RGI for each individual in the family unit separately. 

For individuals and families receiving OW or ODSP benefits (known as benefit units) 

1. Determine the income part of RGI for each benefit unit. Apply the Ontario Works (OW) or Ontario 

Disability Program (ODSP) Rent Scales if there are no other sources of income. If there is another 

source of income (non-benefit income) and it is greater than the limits given on the rent scales, use 

the family unit calculation method. 

2. Combine the income parts of RGI for benefit units and family units to get the income part of RGI for 

the household.  

3. Determine the utility charges (+) or allowances (–) for the housing unit (utility part of RGI).  

4. Combine the amounts in step 3 (income part of RGI) and step 4 (utility part of RGI) to determine the 

RGI rent payable. 

5. Review the RGI rent payable. If the RGI payable for the household is less than the legislated 

minimum rent of $85, charge the household $85. If the RGI payable is more than the maximum rent 

(the market rent for the unit), charge the household the maximum rent. 

6. Determine total monthly rent. Add any additional non-RGI rent charges such as parking, cable or 

sector support (co-ops only) to determine the total monthly rent that the household must pay to the 

housing provider. 

Note that the following two items are dealt with later in this chapter: 

Calculating rent for a partial month (page 92) 

Error in RGI calculation46 (page 93) 

46
O. Reg. 367/11, s. 64 

Steps to calculate monthly RGI rent47

47
As set out in O. Reg. 298/01 s.46, 47, 48, 49 and 51 

Step 1—Review the income and assets verification form for completeness  

All members of the household 16 years of age or older must:  

report their income from all sources 

provide documents for each income source (note exemption for students who are a child of the 

household) 

sign consent forms and statutory declarations 

These forms will enable you to collect and share the personal information you need to verify a 

household’s eligibility for RGI assistance. Make sure the household has: 

listed all members living in the unit 

declared all sources of income  

provided the correct documents  
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Step 2—Determine who lives in the household  

Determine who lives in the household, their relationship to each other and their sources of income. This 

will enable you to identify the family units and benefit units within the household. 

You must calculate the income part of RGI rent separately for each family unit and benefit unit and then 

add the amounts together. If a child of the household has income of more than $75 a month and is not a 

student as defined in the regulations, you have to calculate the income part of RGI rent separately using 

a different method. 

Step 3—Determine the monthly income of each person in the household 

Identify all income from all sources and then eliminate excluded income. Identify:  

income from employment 

income from assets—income producing and non-income producing  

income from pensions or support agreements  

income from OW and ODSP 

Although a household is required to report all sources of income, certain types of income are excluded 

for the purpose of calculating the RGI rent. 

Exclude any income that is listed O. Reg. 298/01, s.50 (.3). (See the list on page 60). 

Student income  

The income of a full-time student who is a child of the household is excluded from gross monthly 

income. If a child of the household provides documents to confirm full-time student status, do not ask 

the child to provide income documents. See Chapter 13 for definitions of “child of the household” and 

“student”, and a list of documents to confirm status as a full-time student. 

The income of a part-time student who is a child of the household is included in the gross monthly 

income for the household.  

The income of a student who is not a child of the household is included in the gross monthly income for 

the household. 

Step 4—Determine the adjusted monthly income  

Determine the adjusted monthly income by deducting support payments (if any) and employment-

related deductions.  

Payment of spousal or child support   

If an individual pays court-ordered support payments, deduct the amount of the support payment from 

their gross monthly income. Refer to Chapter 13 for the documents you need to verify that payments 

have been made as reported. 

Employment-related income deduction  

Each family unit is allowed a deduction for employment-related income.  

Remember: 



Ottawa RGI Guide 2013 

77 

a family unit is an individual, an individual with children, a couple or a couple with children 

employment-related income includes EI benefits, short-term WSIB benefits and government 

training allowances 

If at least one person in a family unit with children has earned income, the deduction is $150. If there 

are no children, each person with earned income has a deduction of $75, to a maximum of $150 for the 

family unit. 

Household members who have income from OW or ODSP income but also have employment income 

above the non-benefit income limit (these are considered to be family units) also qualify for the 

deduction. 

A child of the household who earns more than $75 a month does not qualify for the employment 

deduction. See Step 5, below. 

Table 3: Examples of employment-related income deductions for a variety of family unit types 

Household Composition Employment-related income deductions 

One person with employment-related income 

and no children. 
$75 

One person with employment-related income 

and one or more children. 
$150 

A couple both with employment-related income 

and no children. 

$75 for each person with employment-

related income = $150 if both adults have 

employment-related income 

A couple both with employment-related income 

and three children. 
$150 for the family unit 

A household that has three adults and two 

children—a couple with two children and an 

unrelated adult. Each adult has employment-

related income. 

$150 for the couple with children (one 

family unit) $75 for the single person 

(another family unit) 

A household made up of three adult brothers. 

Each brother is employed. There are no children 

in the household. 

$75 for each person (three separate family 

units) 

A household with a single working parent and a 

28-year-old child who has always lived at home 

with employment income of $2,550 a year. 

$150 for the single working parent, $0 for 

the adult child 

A single woman who lives with her two adult 

children and a grandson. The single woman 

works. Her oldest child and her grandson receive 

OW benefits. Her younger child is a student. 

$150 for the single working woman and 

her younger child, $0 for the oldest child 

and the grandson. 

Step 5—Determine the income part of RGI rent for a family unit   

Add the adjusted gross monthly income for each member of a family unit. Use 30% of this amount to 

determine the income part of RGI rent for the family unit. 
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If there is a child of the household who has income greater than $75 a month and the child is not a 

student, you must use a different method of calculation for the child’s income. You multiply the first 

$1,000 of gross monthly income by 15%. Multiply the rest by 30%. (There is no age limit for a child of the 

household. See Chapter 13.) 

There are special rules for dealing with a student’s income. See Step 3, above.  

The following examples show how to calculate the income part of RGI rent for a family unit.  

Example 1: A family consists of a single parent and one child who attends public school. 
The parent works and has a gross earned income of $24,000 per year and receives a 
monthly child support payment of $200.  

Family unit 

1. Monthly income 

Adult A 

Monthly employment income 
($24,000 a year ÷ 12 = $2,000) 

$2,000 

Other income $0 

Child support received +$200 

2. Total monthly income $2,200 
3. Employment-related income deduction – $150 

4. Total adjusted monthly income $2,050 

5. Income part of monthly RGI rent (30% of line 4 above) ($2,050 x 30% = 
$615) $615 

Example 2: A family consists of a couple, both over 65 years of age. They each receive basic Old 
Age Security (OAS) of $502, Guaranteed Income Supplement (GIS) of $419 and Guaranteed 
Annual Income System (GAINS) of $83 on a monthly basis. 

Family unit 

1. Monthly income 

Adult A 

OAS $502 

GIS $419 

GAINS $83 

Adult B 

OAS $502 

GIS $419 

GAINS $83 

2. Total monthly income $2,008 

3. Deductions $0 

4. Total adjusted monthly income $2,008 

5. Income part of monthly RGI rent (30% of line 4 above) ($2,008 x 30% 
= $602) $602 
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Example 3: The household consists of a two-parent family with two children. One parent is self-
employed with a net business income of $36,000, as indicated by an income tax return, 
including the Statement of Business Activities and Notice of Assessment. (You have already 
determined that there were no deductions made for depreciation, rent or child care.) The other 
parent has no earned income but holds an RRSP with a total value of $20,000. Neither is 
receiving OW or ODSP. 

Family unit 

1. Monthly income 

Adult A 

Employment related income: 
Self-employment (Net business income) 
($36,000 a year ÷ 12 = $3,000) 

$3,000 

Adult B 

Other Income: 
RRSP - $20,000—this is an excluded asset 

$0 

2. Total monthly income $3,000 

3. (Employment-related income deductions for adult with children) – $150 

4. Total adjusted monthly income $2,850 

5. Income part of monthly RGI rent (30% of line 4 above) ($2,850 x 30%) $855 

Example 4: A father lives with his 17-year-old son. The father’s gross income is $18,000 
annually. The son’s gross income is $14,000. The son is not in school. Neither is in receiving OW 
or ODSP assistance. 

Family unit 

1. Monthly income 

Adult A 

Employment related income employment income ($18,000 a year ÷ 12 = 
$1,500) $1,500 

2. Total monthly income $1,500 

3. Employment-related income deduction – $150 

4. Total adjusted monthly income $1,350 

5. Income part of monthly RGI rent (30% of line 4 above) ($1,350 x 30%) 
$405 

Child of the household 

1. Monthly income 

Employment income ($14,000 ÷ 12 = $1,167) $1,167 
2. Multiply first $1,000 by 15% $150 

3. Multiply remaining amount by 30% ($1,167 - 1,000 = $167 x 30% = $50.1) 
$50 

4. Income part of monthly RGI rent for child, add lines 2 and 3 above ($150 + 
$50 = $200) $200 

5. Income part of RGI rent for the household ($405 + $200) (Add the income 
part of the child’s RGI rent to the income part of the father’s RGI rent) $605 
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Step 6—Calculate the income part of RGI rent for a benefit unit 

To calculate the income part of RGI rent for a benefit unit, use Tables 3, 4, or 5 in O. Reg. 298/01. We 

have included the tables in this guide to help you follow the calculation. As you will see in the following 

pages, there are two scales for benefit units who receive OW and one scale for ODSP recipients.  

Before you use the tables, you must know how many people are covered by a single OW or ODSP 

cheque. The household’s drug card will tell you this. You also need to know whether they have any 

income from other sources (non-benefit income). 

How to do it 

1. Determine which table applies to the family: Table 3, Table 4 or Table 5. 

2. Go to Column 1 and find the row for the number of people in the benefit unit. (Refer to the drug 

card for the right number of people.) 

3. Determine if there is any non-benefit income from employment, assets, or from pensions or support 

agreements from any person in the benefit unit.  

4. If there is no non-benefit income, use Column 2 to determine the income part of the monthly RGI 

rent. Skip Step 5. 

5. If there is non-benefit income, use Column 3 to determine if the non-benefit income each month is 

equal to or less than the non-benefit monthly income limit.  

6. If the non-benefit monthly income is equal to or less than the limit in Column 3, use Column 2 to 

determine the income part of the monthly RGI rent.  

7. If the non-benefit income is more than the limit in Column 3 do not use Column 2 to determine the 

income part of the monthly RGI rent. Use Step 5—Determine the income part of RGI rent for a 

family unit, above, for the calculation method. (Monthly RGI rent will be based on 30 per cent of 

income, not on the Table amount.) 

Table 4: Ontario Works rent scale for a benefit unit (Table 3 in O. Reg 298/01) 

Use this table for an individual with no spouse and one or more dependants. If the shelter component of 

the social assistance payment is greater than the scale amount, advise the recipient to report the 

current rent to Ottawa Employment and Social Services. This will prevent overpayment deductions in 

future.  

Column 1—size of benefit unit 
(number of people in the benefit unit) 

Column 2—income part 
of RGI for benefit unit 

Column 3—Non-benefit 
income limit (monthly) 

2  $191  $791  

3  $226  $907  

4  $269  $1,051  

5  $311  $1,191  

6  $353  $1,331  

7  $396  $1,474  

8  $438  $1,614  

9  $480  $1,754  

10  $523  $1,897  

11  $565  $2,037  

12 or more  $607  $2,117  
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Table 5: Ontario Works rent scale for a benefit unit   (Table 4 in O. Reg 298/01) 

Use this scale for an individual with: 

no spouse and no dependants 

a spouse with no other dependants 

a spouse and one or more dependants 

Column 1—Size of benefit unit 
(number of people in the benefit unit) 

Column 2—Income part 
of RGI for benefit unit 

Column 3—Non-benefit 
income limit (monthly) 

1  $85  $360  

2  $175  $737  

3  $212  $861  

4  $254  $1,001  

5  $296  $1,141  

6  $339  $1,284  

7  $381  $1,424  

8  $423  $1,564  

9  $466  $1,707  

10  $508  $1,847  

11  $550  $1,987  

12 or more  $593  $2,131  

Table 6: Ontario Disability Support program rent scale (Table 5 in O. Reg 209/01) 

Use this scale in all situations where someone in the household is receiving ODSP benefits.  

Column 1—Size of benefit unit 
(number of people in the benefit unit) 

Column 2—Income part 
of RGI for benefit unit 

Column 3—Non-benefit 
income limit (monthly) 

1  $109  $440  

2  $199  $817  

3  $236  $941  

4  $278  $1,081  

5  $321  $1,224  

6  $363  $1,364  

7  $405  $1,504  

8  $448  $1,647  

9  $490  $1,787  

10  $532  $1,927  

11  $575  $2,071  

12 or more  $617  $2,211  
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When a benefit unit does not receive a shelter allowance 

Some benefit units may not be receiving any shelter allowance from OW or ODSP. 

Example 5: For example, a household consists of a single father living with his teenage daughter 
(under 18) and her child. This household includes two benefit units. The father is the first benefit 
unit and the daughter and her child are the second benefit unit. In the first benefit unit, the 
father receives the basic needs amount and shelter allowance for himself and his daughter each 
month as part of the OW cheque. In the second benefit unit, her child receives only the basic 
needs amount as part of her OW cheque and not the shelter allowance. 

Charge the correct amount from the RGI rent scale for the father (the benefit unit that receives 
the shelter allowance). Do not charge rent to the daughter (the benefit unit that does not receive 
a shelter allowance).  

In this example, charge the household the scale amount for two people in the benefit unit.  

How to calculate the income part of RGI rent for a benefit unit (OW) 

The following provide examples of the types of calculations you may encounter. 

Example 6: A family consists of a single parent with two children. The family receives OW 
benefits. In addition, the parent works part-time and earns $600 gross per month. 

The calculation would look like this:  
The family is made up of a single person with two children, so use Table 3. There are three 
individuals covered by OW. Go to Column 1 of Table 3 and find the row for three individuals. 
The non-benefit income is less than the limit in Column 3 ($907) so you would find the income 
part of the RGI rent in Column 2 ($226).  

Benefit unit  

Adult A 

1. Employment related income $600 
Non-benefit income limit $907 from table 

2. Total earned monthly income from table $0 

3. OW benefit for individual with two children—Income 
Part of RGI for benefit unit based on table 

$226 

Total income part of RGI for benefit unit $226 



Ottawa RGI Guide 2013 

83 

Example 7: A family consists of a single parent and one child. The family receives OW benefits. 
In addition, the parent has gross monthly earned income of $850. 

The calculation would look like this:  
1. The family is made up of a single person and a child. 
2. There are two individuals covered by OW. Go to Column 1 of Table 3 and find the row for 

two individuals.  
3. The non-benefit income is greater than the limit in Column 3 ($791).  
4. Use the family unit calculation method. Do not include the OW benefits. Remember to 

deduct $150 for the employment-related income deduction.  

Family unit 

1. Monthly income 

Adult A 

Employment income $850 
Non-benefit income limit $907 from table is $791 
Employment income exceed income limit 

2. Total monthly earned income $850 

3. Employment-related income deduction for adult with 
child  

– $150 

4. Total adjusted monthly income $700 

5. Income part of monthly RGI rent (30% of line 4 
above) ($700 x 30%= $210) $210 

How to calculate RGI for people receiving ODSP and CPP-D or OAS Spouse’s Allowance  

A family that receives ODSP benefits may also receive income from the Canada Pension Plan for the 

Disabled (CPP-D), or the Old Age Security (OAS) Spouse’s Allowance. 

To calculate the income part of monthly RGI rent for these benefit units, use the ODSP rates, below and 

Table 5.  

First, determine if the household is receiving income from the Canada Pension Plan for the Disabled 

(CPP-D), or the Old Age Security (OAS) Spouse’s Allowance. If yes, then: 

If the CPP-D benefit or Spouse’s Allowance is equal to or less than the ODSP maximum basic 

needs allowance (see OSDP rates), use Table 5 to determine the income part of the RGI rent. 

If the income from CPP-D or Spouse’s Allowance is greater than the ODSP maximum basic needs 

allowance, calculate the income part of the RGI rent by using 30 per cent of the income from 

CPP-D or the Spouse’s Allowance. Do not include the ODSP assistance. 
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Table 7: Basic Needs Allowances—effective November 1, 2011  

Ontario Disability Support Program (ODSP)  
from Ontario Disability Support Program Act, Reg. 222., s.30(1) 

No. of 
dependants 
other than a 

spouse  

Dependants 18 
years or older  

Dependants 
13–17 years  

Dependants 0– 
12 years  

Single recipient 
(with or without 

dependants)  

Couple (one 
partner has 
a disability)  

Couple 
(both 

partners 
have a 

disability)  

0 0 0 0 $590 $873 $1177 

1 0 0 1 733 873 1177 

0 1 0 751 891 1195 

1 0 0 941 1052 1356 

2 0 0 2 733 873 1177 

0 1 1 751 891 1195 

0 2 0 769 909 1213 

1 0 1 941 1052 1356 

1 1 0 959 1070 1374 

2 0 0 1121 1251 1555 

For each additional dependant, add $200 if the dependant is 18 years of age or older, $18 if the dependant is 13–17 years of 
age, or $0 if the dependant is 0–12 years of age.  

Example 8: A couple (one person has a disability) receives ODSP plus a monthly CPP-D benefit of 
$650.  

The calculation would look like this:  
1. The couple receives ODSP and CPP-D, so check the ODSP rates. 
2. The CPP-D benefit ($650) is less than the maximum basic needs allowance ($873) for a 

couple with one person disabled as stated in the ODSP rates.  
3. Go to Column 1 of Table 5 and go down the column until you come to the row for two 

individuals. 
4. Use Column 2 of Table 5 to find the income part of the monthly RGI rent ($199).  

Benefit unit 

1. Monthly income 

Adult A 

CPP-D benefit $650 
CPP benefit of $650 is less than the maximum needs 
allowance of $873.  

$0 

2. ODSP size of benefit unit 2 
Income part of RGI for benefit unit 

$199 
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Example 9: A man with a disability and his spouse receive ODSP plus a monthly CPP-D benefit of 
$900. The spouse has no earned income.  

The calculation would look like this:  
1. The couple receives ODSP and CPP-D so check the ODSP rate. 
2. The income from CPP-D ($900) is greater than the ODSP maximum basic needs 

allowance ($873).  
3. Use the calculation method that you use for families not receiving OW or ODSP. Do not 

include the ODSP benefits. There is no deduction for employment-related income. 

Benefit unit 

1. Monthly income 

Adult A 

CPP-D benefit 
CPP benefit of $900 exceeds the maximum needs 
allowance of $873.  

$900 

2. Total monthly income $900 

3. Employment-related income deduction -$0 

4. Total adjusted monthly income $900 

5. Income part of monthly RGI rent (30% of line 4 
above) ($900 x 30% = $270) $270 

Step 7—Combine the income parts of RGI for family units and benefit units 

Total the income parts of RGI rent for each family unit or benefit unit in the household to get the income 

part of RGI for the household. If there is a child in the household who makes more than $75 a month, 

include in the total any RGI rent that they must pay. 

Step 8—Determine the utility part of RGI rent 

Determine the utility charges (+) or allowances (-) for the housing unit (utility part of RGI rent).  

A housing provider is expected to supply the following services: heat, hot water, water, refrigerator and 

stove with the rental of the unit. If the provider offers more services than those—such as paying directly 

for electricity for lights and cooking instead of the household paying—the RGI rent includes a utility 

charge to the household. If the provider offers fewer services than listed above, such as requiring the 

household to pay for costs associated with heating the unit, then the RGI rent includes a utility 

allowance to the household.  

Services, utilities and heating  

Tables 6, 7, 8, 9 and 10 show the amounts that are added or subtracted from the RGI rent for services, 

utilities and heating. You will find these tables in O. Reg. 298/01. We have included them here to help 

you follow the calculations. 

Charges vary with the unit size. When using the tables: 

1. find the households unit size by the number of bedrooms in the unit 

2. find the service or utility for the unit 
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3. go to the column that identifies the charge or allowance for the service or utility for the unit size 

4. add the charge to or deduct the allowance from the RGI rent 

Table 6: Standard extra charges 

If a housing provider pays for the services and utilities listed in Table 6, the provider 
charges the household for the utilities used. 

The most common charges are for electricity and cooking power. If the household does not pay directly 

for hydro, there is always a charge for electricity (first item in the chart) and power for cooking facilities 

in the unit (second item in the chart). If a household pays the hydro company directly, there is no 

charge. 

Other standard extra charges are applied only if the housing provider also supplies the listed service. A 

charge is added for power to operate a clothes dryer only if the dryer is in the unit. A charge is added for 

a washer or dryer only if they are in the unit. 

Service or utility  Hostel bed, 
bachelor, 1 
bedroom 

unit  

2-bedroom 
unit  

3-bedroom 
unit  

4+ 
bedroom 

unit  

Electricity, but not: 
a) for heating the unit 
b) for heating the water 
supplied to the unit 
c) power for cooking facilities in 
the unit 
d) to operate a clothes dryer in 
the unit  

$24 $34 $39 $41 

Power for cooking facilities in 
the unit  6 9 11 12 

Laundry facilities in the housing 
project that are not coin 
operated  

6 9 11 13 

Power to operate a clothes 
dryer in the unit  

6 9 11 13 

A washing machine in the unit 
that is not coin-operated 

2 2 2 2 

Clothes dryer in the unit that is 
not coin-operated 

2 2 2 2
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Table 7: Allowances for water and appliances  

If a household must pay directly to a utility company for power to operate a hot water heater or for 

water other than hot water, an allowance is deducted for the RGI rent, as listed in Table 7. This also 

applies if the household must supply their own refrigerator and stove. Note that there are different 

allowances for hot water, depending on the power source (oil, gas or electricity) and whether the hot 

water tank is owned or leased.  

Allowances vary with the unit size. Pick the amount in the column that corresponds with the 

household’s unit size. Deduct the allowance from the RGI rent.  

Service or utility  
Hostel bed, 
bachelor, 1 
bedroom  

2-bedroom 
unit  

3-bedroom 
unit  

4+ bedroom 
unit  

Oil used to operate a hot water 
heater, where the household does 
not pay a rental fee for the heater  

$28 $34 $39 $47 

Oil used to operate a hot water 
heater if the household pays a 
rental fee for the heater  

34 41 46 56 

Gas used to operate a hot water 
heater if the household does not 
pay a rental fee for the heater  

15 21 26 32 

Gas used to operate a hot water 
heater if the household pays a 
rental fee for the heater  

29 40 47 54 

Electricity used to operate a hot 
water heater if the household 
does not pay a rental fee for the 
heater  

23 28 32 39 

Electricity used to operate a hot 
water heater if the household 
pays a rental fee for the heater  

28 34 38 46 

Water, other than hot water  8 15 18 20 

Refrigerator  2 2 2 2 

Stove  2 2 2 2
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Tables 10, 11 and 12: Oil, gas and electricity heat allowances in the northeastern region  

If a household must pay directly to a utility company for oil, gas or electricity to heat their unit, an 

allowance is deducted from the households RGI rent, as listed in Tables 10 (oil) 11 (gas) or 12 

(electricity). 

Allowances vary with the type of unit. Pick the type of unit and deduct the allowance from the RGI rent.   

Table 10: Heat allowance, oil 

Type of unit  Allowance  

Apartment, bachelor or 1 bedroom  $56 

Apartment, 2 bedroom  58 

Apartment, 3 or more bedrooms  73 

Row house  79 

Semi-detached house  107 

Single, detached house  149 

Table 11: Heat allowance, gas 

Type of unit  Allowance 

Apartment, bachelor or 1 bedroom  $32 

Apartment, 2 bedroom  33 

Apartment, 3 or more bedrooms  39 

Row house  42 

Semi-detached house  56 

Single, detached house  79
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Table 12: Heat allowance, electricity 

Type of unit  Allowance 

Apartment, bachelor or 1 bedroom  $46 

Apartment, 2 bedroom  48 

Apartment, 3 or more bedrooms  60 

Row house  65 

Semi-detached house  88 

Single, detached house  123 

These examples show how to determine both the income part and the utility part of RGI rent.  

Example 10: A family living in a three-bedroom co-op apartment pays no utility bills. The co-op 
pays the bill for electrical power for the entire building. This family, a single parent with two 
children, has a gross monthly employment income of $2,300 and no income from assets.  

Family unit 

1. Monthly income 

Adult A 

Employment income $2,300 

2. Total monthly income $2,300 

3. Employment-related income deduction for a single 
adult with a child 

-$150 

4. Total adjusted monthly income $2,150 

5. Income part of monthly RGI rent (30% of line 4) 
($2,150 x 30% = $645) $645 

6. Utility part of monthly RGI rent 
electricity charge  (Table 6) $39 
power for cooking charge(Table 6) $11 

$50 

+ $50 

7. RGI rent payable $695 
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Example 11: A three-person household lives in a two-bedroom apartment in a non-profit. They 
pay directly for hydro as well as gas to heat the unit and for heating a rented hot water heater. 
This family receives ODSP and has no employment-related income. 

Benefit unit 

1. Income part of Monthly RGI rent (based on Table 5) 
$236 

Utility part of monthly RGI rent 

gas heat deduction (Table 9) $33 
gas deduction for rented hot water heater (Table 7) $40 

Total deductions $73 – $73 

2. RGI rent payable $163 

Step 9—Determine household RGI rent and compare it to the minimum and maximum rent  

Combine the amounts in Steps 7 and 8. This amount is the RGI rent payable for the household unless:  

the amount is less than the legislated minimum rent ($85). In this case, charge the household 

$85. 

the amount is more than the maximum rent (market rent for the unit). In this case, charge the 

household market rent. 

The minimum RGI rent is applied to the household as a whole. It cannot be charged more than once 

each month in the same unit, irrespective of how many family units reside in the unit at the same time.  

These examples show calculations of minimum rent.  

Example 12: Three unrelated students live together in a three-bedroom unit. They do not pay for 
electricity. They have no income except for small student loans. The RGI rent for the entire unit is $85. 
You do not charge each student $85. 

Family unit 

1. Income part of monthly RGI rent—total adjusted monthly 
income combined from all three students 

$40 

2. Utility part of monthly RGI rent—electricity charge +$39 

3. Monthly RGI rent, including utility charges $79 

4. RGI rent payable $85 
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Example 13: A single woman lives in a one-bedroom apartment. She receives OW benefits. The co-op is 
heated by electricity. She pays her own electric bill.  

Benefit unit  
(This amount cannot be less than $85.) 

1. Income part of monthly RGI rent (based on Table 4) $85 

2. Utilities part of monthly RGI rent -deduction for electric 
heat (Table 10) -$46 

3. Monthly RGI rent, including utility deductions $39 

4. RGI rent payable  $85 

Step 10—Determine total monthly rent  

Charges not related to rent 

The Social Housing Program will not pay for monthly services such as cable TV or parking. These are non-

RGI items. The RGI household must directly pay the full costs for these services.  

Therefore, add monthly non-RGI charges (if any) for extra services such as parking, cable TV or sector 

support (for co-ops only) to the RGI rent. The total is the monthly rent that the household must pay to 

the housing provider. 

Housing providers can also charge households for the enforcement of by-laws and policies such as lock-

out charges for providing a key after hours, and late payment fines. These charges cannot be added to 

rent as they are not monthly charges. These must be charged separately and the charges must be 

reasonable.  

This RGI rent example includes non-RGI charges. 
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Example 14: A family of three, two adults and a child has employment gross income of $1,800 per 
month. They live in a two-bedroom co-op apartment. They pay for their own electricity. The unit is 
heated by electric baseboard heaters. 

Family unit 

1. Monthly income 

Adult A 

2. Total monthly income $1,800 

3. Employment-related income deduction  -$150 

4. Total adjusted monthly income $1,650 

5. Income part of monthly RGI rent (30% of line 4) 
($1,650  x 30% = $495) $495 

6. Utility part of monthly RGI rent 
deduction for electric heat (Table 10) -$48 

7. RGI rent payable  $447 

8. Plus non-RGI monthly charges for 

parking $65 

sector support +$8 

$73 +$73 

9. Total monthly rent to household (add lines 7 and 8) $526 

Calculating rent for a partial month   

If a family moves in mid-month, you must charge them a partial or pro-rated rental amount.  

Calculate the total monthly rent (RGI rent payable plus non-RGI monthly charges). 

To calculate the daily rent, divide the total monthly rent by the number of days in the month.  

Calculate how many days the family will be living in the unit during that month. 

Multiply the daily amount by the number of days the family will be living in the unit.  

Example 15: A family moves into a unit on October 22. The total monthly rent for this family is $701. 
There are 31 days in the month of October.  The family will be living in the unit for 10 days during the 
month. The pro-rated rent is $226. ($701 ÷ 31 = $22.61 x 10 = $226)
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What to do when errors occur48

48 O. Reg. 367/11, s. 64 

Housing provider error 

If an RGI household has paid less rent than they should because of an error made by you, the housing 

provider, do not go back and retroactively charge the household for the rent it should have been 

charged. When you discover the error:  

1. Immediately do a new household income review 

2. Send a Notice of Decision with the new (correct) rent charge. (The rent increase takes effect on 

first day of the second month after notice is given.) 

When the difference is a result of an error made by you, the household is not liable for repayment.49 In 

these situations, you, the housing provider, may be required to repay the City. 

49
O. Reg. 367/11, s. 64 

Example 16: A household has been paying RGI rent of $320 from January to May. In June, you discover 
an error in the RGI calculation because you forgot to include documentation confirming some additional 
income that that was previously handed in by the household and was on the file. The household should 
have been paying $380 based on this income. 

On June 15, you send a notice to the household telling them that their rent will increase to $380 on 
August 1. You do not do charge retroactive rent to the household, as it was your error. 
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Household error 

If an RGI household has paid less rent than they should have because of an error or document omission 

by the household, you may retroactively increase their rent to recover the difference and to reimburse 

you. The increase cannot be more than 10 per cent of the correct RGI rent.50

50
O. Reg. 367/11, s.65 

If this happens, send the household a notice that states: 

the amount of the increase 

the day that it will take effect (the first day of the second month following the month that the 

notice is given) 

Example 17: A household has been paying RGI rent of $320 from January to May. In June, you discover 
an error in the RGI calculation after receiving documentation from the household that they forgot to 
hand in previously. Based on the new information, the household should have been paying $380. On 
June 15, you send a notice to the household telling them that rent will increase to $418 on August 1.  
The rent calculation is as follows: 

1. The total difference between the amount paid and the correct rent is $420 ($60 x 7 months),  
2. The maximum increase allowed is 10% per month (10% of $380 = $38).  
3. The household will have to add $38 to their rent for 11 months to pay off the retroactive rent 

subsidy overpayment due back to the housing provider ($38 x 11 months = $418).  
4. The household will pay the remaining $2 ($420 – $418 = $2) with the following month’s rent. 

The rent for that month will be $382 ($380 + $2 = $382) 
5. The household will pay $380 from then on until the subsidy overpayment has been paid in full or 

until their income changes again. 

Forgiveness or deferral of rent 

The City may defer or forgive all or part of the RGI rent payable by a household51 but the City has not 

established local rules on this issue.  

51
HSA s.51 

Households cannot request internal reviews of these types of decisions.  

Housing providers do not have the authority to make these decisions on behalf of the City. You should 

contact your program administrator at the City whenever questions arise about these matters. 
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Appendix 1: Information related to special needs housing 

Part V of the HSA and Part VI of O. Reg. 367/11 are entitled Rent-Geared-to-Income Assistance and 

Special Needs Housing. HSA sections 59 to 67 and O. Reg. 367/11 sections 68 to 85 deal specifically with 

special needs housing. HSA sections 42 to 58 and O. Reg. 36711 sections 23 to 67 deal specifically with 

RGI Assistance. RGI assistance and special needs housing are two different forms of assistance under the 

legislation. The legislation sets out the rules that must be followed by the City, housing providers, 

applicants and recipients of both kinds of assistance with respect to specific social housing programs. 

Depending on their circumstances, a household served by a social housing program may receive both 

RGI assistance and special needs housing, or may receive only one of the two forms of assistance. 

The eligibility for each of the two types of assistance is determined separately. A household need not be 

eligible for special needs housing to be eligible for RGI assistance. Likewise, a household need not be 

eligible for RGI assistance to be eligible for special needs housing. Thus, household that resides in a 

special needs housing unit could be a market household or an RGI household. 

Special needs housing includes the following types of housing units: 

1. Modified units identified in your corporation’s targeting plan: 

These are units intended for use by a household with one or more members who require 

accessibility modifications in order to live independently in the community (HSA s. 38), or 

units that have been modified to meet the needs of someone with a physical disability (HSA 

s. 41). 

The accessibility modifications to a unit could have been included when the building was 

designed and built or could have been made later as a retrofit, after the housing project 

was built. The most common type is wheelchair-accessible units. Some modified units are 

for persons with severe environmental sensitivity. 

“Modified units without support services” are a subset of “modified units”. Since the end of 

2003, the City has delegated to the CWL administrator the authority to manage the waiting 

list for these units. 

2. Units with support services identified in your corporation’s targeting plan: 

These are units where support services funded by the province (MCSS or MOHLTC) are 

available to help someone to live independently in the community. 

3. Modified units with support services, which are a combination of the above two unit types. 

In all cases, the unit must have been identified as a modified unit or a unit with support services in the 

targeting plan that was approved for your corporation by MMAH in 2002 (or later for a few housing 

providers). 

Note:  Housing Providers should contact the City given questions concerning the specific units that 

qualify as special needs housing under the HSA Part V.  Of note, a Housing Provider and the City may 

agree to change the targeting plan that MMAH previously approved (HSA s.77(4)).
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Legislated and service manager requirements 

With some exceptions, the requirements that apply to RGI assistance apply to all households—including 

special needs housing households. The requirements are found under the following: 

The Housing Provider Service Agreement 

Service Manager Directive 10-02 – Revised Local RGI Eligibility Rules 

HSA Part V and O. Reg. 367/11 Part VI 

Given O. Reg. 367/11 s.51, the provincial rules set out at O. Reg. 367/11 sections 47 to 50 do not apply 

to the City’s system for selecting households for RGI assistance. Thus, Chapter 6: Selecting Households 

for RGI Assistance does not apply when selecting a household for a vacant special needs housing unit. 

Also, the Centralized Waiting List for RGI assistance under O. Reg. 367/11 s.46 and the related local 

priority rules under Service Manager Directive 10-01 do not apply to special needs housing households. 

With respect to the size and type of unit permissible for a household receiving RGI Assistance, the HSA 

s.43 requires the City to establish occupancy standards subject to the additional requirements set out 

under O. Reg. 367/11 s. 42. The City’s occupancy standards for RGI households under Service Manager 

Directive 10-01 does not apply to special needs housing households, whether they pay RGI or market 

rent. That said, given the current wait list for households requiring  special needs housing, the City 

strongly encourages housing providers to annually review these households to ensure: 

At least one member of the household requires the special needs housing, 

Wherever possible, the household is in an appropriately sized unit based on their household 

composition. 
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Appendix 2: Social Housing Administered by the City of Ottawa 

Federal Government (through CMHC) 

Holds mortgages on some federal non-profit housing providers 

Provides limited funding to the City for certain social housing programs 

Provincial Government (through MMAH) 

Renews mortgages 

Provides very limited funding to the City for a rent supplement program 

Monitors administration of social housing as outlined within the HSA 

Reports to CMHC 

City of Ottawa as Service Manager 

Funds and administers housing programs transferred under the HSA 

Responsible for RGI assistance for all HSA Part V housing projects 

Responsible for special needs housing for most HSA Part V housing projects 

Sets local rules related to RGI assistance for projects that are subject to HSA Part V 

Reports to the Province 

Housing providers 

Independent Corporations 

Responsible for management & 

maintenance, rent collection, leases, 

and market & internal waiting lists 

Administer RGI assistance for 

residents on behalf of City 

Select households for RGI assistance 

from the CWL as required by City 

Reports to the City 

Resident households 

Provide complete and timely 

information & documents to 

Housing Providers 

Comply with lease/occupancy 

agreement 

Maintain units and pay rent 

CWL administrator 

Manages the CWL for RGI 

assistance and the waiting list 

for modified units without 

support services - on behalf of 

City 

Manages Social Housing Arrears 

database - on behalf of City 

Reports to the City 

Applicant households 

Provide complete and timely 

information & documents to 

the CWL administrator 

Report changes on time 

Review panels 

Review decisions 

related to RGI 

assistance and 

issue notices of 

decision after 

review on behalf 

of City 

Households that apply 

for the review of RGI 

assistance decisions 

Request reviews 

within 31 calendar 

days 

Households that apply 

for the review of RGI 

assistance decisions 

Request reviews 

within 31 calendar 

days 
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Appendix 3: Household Income and Asset Review Form 

Sample cover letter 

[Print on letterhead] 

This is your annual review package.  You must fill it out and return it to [who and where] by [date].  

Every household receiving rent-geared-to-income (RGI) assistance must fill out this form at least once a 

year.  This is a government requirement. 

Here is what to do: 

1. Have one person fill out this form for all members of your household. 

2. List the income or assets of each person in the household who is 16 years of age or older. 

3. Attach proof of all the income and asset information you give. (At the end of this package, there is a 

list of many types of income and assets. There is also a list of the documents that you should 

provide. You may want to look at it before you complete this form.) 

Note that full-time students do not have to provide income and asset verification if they: 

are a child of another member of the household 

have always lived at home, and 

do not have a spouse or a child, and 

for post-secondary students, if they have not been out of secondary school for more than five 
years at the start of their study program. 

Attach proof of student status for any children 16 years of age or older who attend school full-time. 

4. Make sure everyone in the household who is 16 years of age or older signs the form whether they 

have income or not. 

5. Return this form and all the documents to [who and where, same as above] by [date, same as 

above]. 

If you have any questions or need help filling out this form, please call [name] at [phone number]. 
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Address - Street Number and Street Name Unit/Apt. No. 

Daytime Phone Number Alternate Phone Number Bedroom Size: 

 - 

____ ____ _______________________________________

**

If yes, please indicate which household member(s):  

Household Information 

Household Members Please list all of the people who live with you, beginning with yourself 

First Name Last Name Date of Birth 

DD/MM/YYYY 

Sex 

M/F 

Relationship to you 

Self 

Has the Citizenship or Immigration status of any household member changed in the last 12 months? 

No Yes (explain): 

Household Members Attending School 

Are any members of your household attending school full time? Yes

No

Please attach proof of full time attendance for individuals 16 years of age and older. 
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Name: Phone Number: Relationship: 

Emergency contact person 

Please indicate who we may contact in case of an emergency 

Income from employment 

List the employment income of all members of your household 16 years of age or older. For example, 

include pay, vacation pay, tips, bonuses, EI, short-term WSIB. 

Remember to: 

report gross monthly income – this is your income before money is taken off for taxes  and so on. 

attach documents to verify each source of employment income 

Note that you do not have to include the income or assets of full-time students if they: 

Are a child of a member of the household 

Have always lived at home 

Do not have a spouse or a child, and 

For post-secondary students, have not been out of secondary school for more than five years 
at the start of the study program. 

You must provide proof that the student attends school full time. For example, attach a letter from the 
principal or registrar, a certified timetable, a loan or bursary document stating the name of the school 
and the number of courses the student is taking, or a receipt from the school showing the tuition fees 
paid. 

Household Member Employer Gross Monthly Income 

To find monthly income 

If you are paid weekly, multiply by 
4.333 

If you are paid every 2 weeks, divide 
by 2 and then multiply by 4.333 
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______ ______

If yes, Name of household member _____________________ 

Monthly payment _____________________ 

Self-employment income 

List self-employment income for each household member 16 years of age or older. For example, include 

the income of household members who are freelance workers, independent contractors, sole 

proprietors of a business, or partners in a business. 

Household Member Type of Business 

Income from assets 

List the assets of all members of your household 16 years of age or older.  For example, include bank 

accounts, term deposits, GICs, RRIFs and annuities, mutual funds, stocks or shares, bonds and real 

estate.  Do not include personal belongings such as gifts, clothing, jewellery, furniture, or cars unless 

they are used for business or as investments. 

Remember to: 

list all assets even if they do not produce regular income 

attach supporting documents for all assets 

Household Member Description of Asset Value/Balance 

Income from pensions or support payments 

List any pension or support payments received by members of your household 16 years of age or older. 

For example, include public pensions (OAS, CPP, QPP, GIS, GAINS), private pensions, long-term disability 

payments, child or spousal support payments, and sponsorship support. 

Household member Pension or support agreement Monthly income 

Does anyone in your household pay child or spousal support? 

No Yes 
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_____

_____

Names on drug card 

_____________________________ _____________________________ 

_____________________________ _____________________________ 

_____________________________ _____________________________ 

Income from Ontario Works (OW) or Ontario Disability Support Program (ODSP) 

Do any members of your household receive payments from Ontario Works (OW) or Ontario Disability 

Support Program (ODSP)? 

No

Yes 

If yes, circle the program and list the names on each drug card. 

Circle Program: OW OSDP
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Information on income and assets 

You must report all income, benefits, and gains of every kind and from every source. Some income may 

be excluded from rent-geared-to-income calculations, but you still have to report it. The following list 

identifies most sources of income and assets as well as the documents that you will need for proof. 

However, this is not a complete list. 

Income Proof required 

Employment 

full-time, part-time, casual, seasonal 

overtime, shift premiums and vacation pay 

commissions, tips, bonuses 

illness and disability pay 

Employment Insurance (EI) payments 

Workplace Safety and Insurance Board 

(WSIB) short-term payments 

strike pay 

Letter from employer or agency indicating gross 
income or average earnings and length of 
employment. This letter must be signed and on 
letterhead.  It must include the name and phone 
number of a person to contact for verification, 

or 

Consecutive pay stubs or a copy of pay cheques for 
at least 2 months. They must include the 
employer’s name and address and show which pay 
periods are covered. 

Self-employment 

tutoring 

babysitting / child care 

taxi 

business 

other 

If self-employed less than one year, an Affidavit of 
earnings and expenses sworn before a Notary 
Public or Commissioner of Oaths. 

If self-employed over one year, financial statements 
prepared by a public accountant, or an income tax 
return and notice of assessment from the previous 
year 
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•

•

•

•

•

•

•

•

Pensions or support 

Old Age Security (OAS) 

Canada Pension Plan (CPP) or Québec 
Pension Plan (QPP) 

Guaranteed Income Support (GIS) or 
Guaranteed Annual Income System (GAINS) 

Workplace Safety and Insurance Board 
(WSIB) long-term disability 

Pensions:  retirement pensions, other 
country 

spousal support, child support, separation 
payments received 

War Veteran’s Allowance, war reparations 

sponsorship agreement 

cheque stubs or copy of cheque, or 

copy of pass book entries for previous 
3 months or monthly bank statements if 
direct bank deposit, or 

letter from government agency issuing 
payment 

sworn affidavit with both the applicant’s 
and ex-spouse’s signatures or a legal 
document or letter from a lawyer 

statement from Citizenship and 
Immigration Canada 

statement from government agency 
issuing payment 

Assets 

bank, trust or credit union accounts 
investments (stocks, bonds, shares, 
securities) 

Guaranteed Income Certificates (GICs) 

RRIFs and annuities 

Savings Plan 

real estate (house, land, cottage) 

cash surrender value of life insurance 

a copy of bank passbooks for the last 
2 months 

T5s or investment statements or cheque 
stubs 

a copy of a real estate appraisal 

a copy of the policy or a letter from insurer 
stating cash surrender value 

Social Assistance 

Ontario Works (OW) 

Ontario Disability Support Program (ODSP) 
drug card and cheque stub 
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Signature of household member 1 Date 

Signature of household member 2 Date 

Signature of household member 3 Date 

Consent and declaration 

Please have all household members 16 years of age and older sign this form. 

I confirm that all the information given about me in this form is true and complete.  I understand that 

my household can lose its subsidy if I give false or incomplete information to a housing provider. 

I understand that I must: 

inform [fill in housing provider name] within 30 days of any change in my income or assets or right 

to stay in Canada 

inform [housing provider] if there is a change in who lives in my unit 

provide documents within 30 days of any change 

I understand that {fill in housing provider name} must collect personal information about me. I 

understand that {fill in housing provider name} will use this information to decide: 

if my household qualifies for the unit or apartment we live in 

if my household continues to be eligible for rent-geared-to income assistance 

how much rent-geared-to-income assistance my household qualifies for 

I agree to allow [fill in housing provider name] to make inquiries to verify the information given about 

me in this Household Income and Asset Review.  I permit any person, corporation, or social agency to 

release any required information to [housing provider name]. 

I understand that the housing provider does not have to notify me before giving information on this 

form, or in any attached documents, to the City of Ottawa or to any government or organization with 

whom the City of Ottawa may share information under the Housing Services Act (HSA). 

I understand that any information on this form or in any attached documents will only be given in 

accordance with the HSA, the Municipal Freedom of Information and Protection of Privacy Act and 

associated regulations. 

If you have any questions or complaints about the collecting and sharing of this information, please call 

[name and title] at [phone number] 
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_______

Appendix 4: Letters of Decision 

(LETTERHEAD) 

(DATE) 

(Names of household members) 

(Address of Unit) 

Re: Notice of Decision – Household No Longer Eligible for RGI Assistance - Decision Eligible for Review 

Dear Tenants, 

This is to notify you that we have made a decision on [date decision was made] that your household is 

no longer eligible for rent-geared-to-income (RGI) assistance.  This means that the rent for your unit will 

increase to the market rent of $  effective [enter effective date of rent increase – 90 days from 

the start 1st day of the next month after this decision notice was issued]. 

We made this decision because (select the relevant reason(s), delete those that do not apply): 

Your household at the time of initial or subsequent determination of eligibility, did not meet an 

eligibility requirement, as described in O. Reg. 367/11  s. 24, 25, or 26 [Insert specific 

requirement] 

Your household has ceased to meet an eligibility requirement for RGI assistance, as described in 

O. Reg. 367/11  s. 24, 25, or 26 [Insert specific requirement] 

Your household has not met an eligibility requirement concerning the pursuit of income, as 

described in O. Reg. 367/11  s. 31 

Your household has not divested residential property, as described in O. Reg. 367/11  s. 32 

Your household has not provided notice of changes when required to do so, as described in O. 

Reg. 367/11  s. 28 and Service Manager Directive 10-02 

Your household has not provided information and documents for a review of eligibility, or of the 

amount of rent payable, as described in O. Reg. 367/11  s. 29 

Your household is overhoused, and has requested to be removed from the centralized waiting 

list, as described in O. Reg. 367/11  s. 38 and Service Manager Directive 10-01 

Your household is overhoused and has refused three offers of a suitable RGI unit, either 

internally, or from the centralized waiting list, as described in O. Reg. 367/11  s. 38, and Service 

Manager Directive 10-01 

For a period of 12 months, your geared-to-income rent payable has been equivalent to the 

market rent for the unit you occupy, as described in O. Reg. 367/11 s. 30 

All the members of your household have been absent from your unit for more than 60 

consecutive days, as described in O. Reg. 367/11  s. 37 and Service Manager Directive 10-02 

A member of the household has been convicted of an offense related to the receipt of RGI 

assistance, as described in O. Reg. 367/11  s. 36 and Service Manager Directive 10-02 
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You may ask for an independent review of the decision. People who were not involved in making the 

original decision would carry out the review. The decision of the reviewers is final. 

Your request for an independent review must be in writing and sent to [provide details on how to 

request a review]. It must be received by [due date, 31 calendar days after date of Notice of Decision]. 

Please use the attached form to ask for the review. On the form please explain why you disagree with 

the decision, and attach any relevant supporting information. If your request for review is not received 

within the time limit, the decision will be final. If you request a review and then decide that you no 

longer want the review to take place, you must advise [provide details of who and how to notify] in 

writing that you have changed your mind. 

Please call us if you have any questions. 

Sincerely, 

Manager 

[Name of non-profit] 

Attach. 
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Notice of Decision: Change of Rent 

(LETTERHEAD) 

(DATE) 

(Names of household members) 

(Address of Unit) 

Re: Notice of Decision: Change of RGI Payable – Decision Eligible for Review 

Dear Tenants, 

We have received information in connection with your household income, which caused us to make a 

decision on [date decision was made] about the amount of rent-geared-to-income assistance your 

household is eligible for. 

[Select one of the following] 

This means that the rent for your unit will increase to $ [new rent amount] effective [first of the second 

month following the date this notice was given]. 

This means that the rent for your unit will decrease to $ [new rent amount] effective [first of the month 

following the date this notice was given]. 

The following is a summary of the information we used to make the decision [insert summary here]: 

Enclosed is a copy of the new rent calculation. 

If you disagree with this decision, you may ask for an independent review of the decision. People who 

were not involved in making the original decision would carry out the independent review. The decision 

of the reviewers is final. 

Your request for an independent review must be in writing and sent to [provide details here]. It must 

be received by [due date, 31 calendar days after date of Notice of Decision]. Please use the attached 

form to ask for the review. On the form please tell us why you disagree with the decision, and attach any 

relevant supporting information. If a request for a review of the decision is not received within the time 

limit, our decision will be final.  If you make a request for a review of the decision and then decide that 

you no longer want the review to take place, you must advise [provide details of who and how to 

notify] in writing that you have changed your mind. 

Please call us if you have any questions. 

Manager 

[Name of non-profit] 

Encl. 
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___________ 

Notice of Decision: RGI to Market 

___________

LETTERHEAD 

(DATE) 

(Names of household members)(Address of Unit) 

Re: Notice of Rent Change – RGI to Market - Decision Eligible for Review 

Dear Tenants, 

We have recalculated your Geared-to-Income Rent based on the information we have received about 

your current household income. The increase in your household income means that your Geared-to-

Income Rent will increase; your rent is now calculated to be the same as the market rent for the unit. 

Effective [first of the second month following the date this notice was given (annual 

review) or the first of the second month following the month the income increased (mid-year income 

change)] your rent will increase to $ .  

The following is a summary of the information we used to make the decision [insert summary here]: 

Enclosed is a copy of the new rent calculation. 

According to regulations, if your income decreases during the first 12 months after you start to pay 

market rent, your rent will be decreased based on your new reduced income. However, at the end of 12 

consecutive months paying market rent, if you again require subsidized rent, you must re-apply to the 

CWL. You would be placed on the waiting list for RGI assistance, based on your new application date. 

During this 12-month timeframe, even though you are paying the equivalent of market rent, you are still 

considered to be a Rent-Geared-to-Income household. This means that you must follow the rules for 

tenants on RGI. You must inform us of any changes, either to your income or the people living in your 

unit; and you must follow the requirements for the annual information review. If you don’t follow the 

rules, your Rent-Geared-to-Income status could be terminated before the 12-month period is up. 

If you disagree with this decision, you may ask for an independent review of the decision. People who 

were not involved in making the original decision would carry out the independent review. The decision 

of the reviewers is final. 

Your request for an independent review must be in writing and sent to [provide details here]. It must 

be received by [due date, 31 calendar days after date of Notice of Decision]. Please use the attached 

form to ask for the review. On the form please tell us why you disagree with the decision, and attach any 

relevant supporting information. If a request for a review of the decision is not received within the time 

limit, our decision will be final. If you make a request for a review of the decision and then decide that 

you no longer want the review to take place, you must advise [provide details of who and how to 

notify] in writing that you have changed your mind. 

Please call us if you have any questions 

Manager 

[Name of non-profit] 

Encl.
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Notice of Decision: Change of RGI Payable Outside of a Review 

(LETTERHEAD) 

(DATE) 

(Names of household members) 

(Address of Unit) 

Re: Notice of Decision: Change of RGI Payable Outside of a Review – Decision Eligible for Review 

Dear Tenants, 

We have received information in connection with your household income, which caused us to make a 

decision on [date decision was made] about the amount of rent-geared-to-income assistance your 

household is eligible for. 

[Select one of the following] 

This means that the rent for your unit will increase to $ [new rent amount] effective [the first of the 

second month following the month the income increased]. 

This means that the rent for your unit will decrease to $ [new rent amount] effective [the first of the 

month following the month the income decreased]. 

The following is a summary of the information we used to make the decision [insert summary here]: 

Enclosed is a copy of the new rent calculation. 

If you disagree with this decision, you may ask for an independent review of the decision. People who 

were not involved in making the original decision would carry out the independent review. The decision 

of the reviewers is final. 

Your request for an independent review must be in writing and sent to [provide details here]. It must 

be received by [due date, 31 calendar days after date of Notice of Decision]. Please use the attached 

form to ask for the review. On the form please tell us why you disagree with the decision, and attach any 

relevant supporting information. If a request for a review of the decision is not received within the time 

limit, our decision will be final. If you make a request for a review of the decision and then decide that 

you no longer want the review to take place, you must advise [provide details of who and how to 

notify] in writing that you have changed your mind. 

Please call us if you have any questions. 

Manager 

[Name of non-profit] 

Encl. 
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Notice of Decision: Change of RGI Payable—Recovery of Overpayment by Rent Increase 

(LETTERHEAD) 

(DATE) 

(Names of household members) 

(Address of Unit) 

Re: Notice of Decision: Change of RGI Payable – Recover of Overpayment by Rent Increase – Decision 

Eligible for Review 

Dear Tenants, 

We have received information in connection with your household income, which caused us to make a 

decision on [date decision was made] about the amount of rent-geared-to-income assistance your 

household is eligible for. 

This means that the rent for your unit will increase to $ [new rent amount] effective [the first of the 

second month following the month the income increased]. 

This amount includes the RGI Payable we calculated based on your current income, and an additional 

amount to reimburse the subsidy overpayment you received, and to which you were not entitled. 

The following is a summary of the information we used to make the decision [insert summary here]: 

Enclosed is a copy of the new rent calculation. 

If you disagree with this decision, you may ask for an independent review of the decision. People who 

were not involved in making the original decision would carry out the independent review. The decision 

of the reviewers is final. 

Your request for an independent review must be in writing and sent to [provide details here]. It must 

be received by [due date, 31 calendar days after date of Notice of Decision]. Please use the attached 

form to ask for the review. On the form please tell us why you disagree with the decision, and attach any 

relevant supporting information. If a request for a review of the decision is not received within the time 

limit, our decision will be final. If you make a request for a review of the decision and then decide that 

you no longer want the review to take place, you must advise [provide details of who and how to 

notify] in writing that you have changed your mind. 

Please call us if you have any questions. 

Manager 

[Name of non-profit] 

Encl.
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Notice of Decision: Overhoused 

LETTERHEAD 

(DATE) 

(Names of household members) 

(Address of Unit) 

Re: Notice of Rent Change – Overhoused - Decision Eligible for Review 

Dear Tenants, 

The Housing Services Act establishes rules for the purpose of determining the size and type of unit in 

respect of which a household is eligible to receive rent-geared-to-income assistance. Typically, spouses 

and partners are expected to share a bedroom, and additional members of the household can either 

share a room with another member of the household or have their own bedroom. A household may 

also be eligible for an additional bedroom in certain situations. An ‘overhoused’ household is one that is 

occupying a unit that is larger than one it can occupy and receive rent-geared-to-income assistance. 

This is to notify you that on (Insert date decision was made) a decision was made that your household is 

eligible for a (Insert number of bedrooms or range of number of bedrooms) bedroom unit. This decision 

was made because your household membership decreased. 

The unit you are living in is larger than your household qualifies for, and we are required to place your 

household on ABC Non Profit’s Internal Transfer List. (Include the previous sentence and delete the 

following paragraph if an appropriate size unit exists, occupied or not, in any of your project(s); and 

vice-versa if there is no appropriate size unit). If after one year on our Internal Transfer List you have 

not been appropriately re-housed, your household will be added to the centralized waiting list with the 

CWL administrator. Your household's selections on the centralized waiting list for re-housing to an 

appropriately sized unit must include a minimum of 10 communities within the entire Service Manager 

area. If your household is not re-housed to an appropriately sized unit within 1 year of being added to 

the CWL (two years after becoming over housed), you will be required to increase your selections to a 

minimum of 20 communities. 

Or 

The unit you are living in is larger than your household is eligible to occupy. Since no appropriate size 

unit exists in our (community/building or housing portfolio), your household will be added to the 

centralized waiting list with the CWL administrator. Your household's selections on the centralized 

waiting list for re-housing to an appropriately sized unit must include a minimum of 10 communities 

within the entire Service Manager area. If your household is not re-housed to an appropriately sized unit 

within two years of becoming over housed, you will be required to increase your selections to a 

minimum of 20 communities. 
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Or 

As you are a senior, living in one of the rural areas only (i.e., Osgoode, Metcalfe, Greely, Goulbourn, 

Richmond, North Gower, Carp, Manotick) you will be permitted to be over housed until there is an 

appropriately sized unit available within your own community. You also may choose to add your name 

on the CWL to a community located elsewhere. 

Or 

As a single or family household living in one of the rural areas only (i.e. Osgoode, Metcalfe, Greely, 

Goulbourn, Richmond, North Gower, Carp, Manotick), or as a senior living in this area with no 

appropriate-sized unit available within your own community, you may choose to remain in your rural 

community, and you must register on the CWL for all housing communities with appropriately sized 

units within the former township and you must also register with the Rent Supplement Program which 

will proactively attempt to find you an appropriate unit within the former township. You also may 

choose to add your name on the CWL to a community located elsewhere. 

If you do not wish to have your household included on the centralized waiting list, you must notify the 

CWL administrator in writing to request that your name be removed. If you do so, or if you fail to 

register and make the appropriate number of selections on the CWL as required, your household will 

cease to be eligible for RGI assistance, and you will be required to pay the market rent. 

If, while you are overhoused (internal and/or CWL waiting list), you reject three offers to move to a unit 

with an appropriate number of bedrooms, your household will cease to be eligible for RGI assistance, 

and you will be required to pay the market rent. 

If you disagree with this decision, you may ask for an independent review of the decision. People who 

were not involved in making the original decision would carry out the independent review. The decision 

of the reviewers is final. 

Your request for an independent review must be in writing and sent to [provide details here]. It must be 

received by [due date, 31 calendar days after date of Notice of Decision]. Please use the attached form 

to ask for the review. On the form please tell us why you disagree with the decision, and attach any 

relevant supporting information. If a request for a review of the decision is not received within the time 

limit, our decision will be final. If you make a request for a review of the decision and then decide that 

you no longer want the review to take place, you must advise [provide details of who and how to 

notify] in writing that you have changed your mind. 

Please call us if you have any questions. 

Manager 

[Name of non-profit] 

Encl. 

Cc: The Social Housing Registry of Ottawa
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Notice of Decision: Refusal to Offer 

DATE 

(Names of all household members) 

(Address) 

Re: Notice of Decision - Refusal to Offer 

Dear (Names of all household members), 

This is to advise you that ABC Non Profit reviewed your application for housing and has decided to 

refuse to offer a unit to your household for the following reason(s) (delete those that do not apply): 

Selection of your household would be contrary to our mandate to house (insert mandate) 

We have reasonable grounds to believe, based on your household's rental history, that your 

household may fail to fulfill its obligation to pay rent for the unit in the amount and at the times 

it is due 

We have reasonable grounds to believe that your household will not accept or will be unable to 

accept its responsibilities as a member of ABC Co-operative 

We have reasonable grounds to believe that it is unreasonable for your household to reside in a 

shared living situation (applies to group homes and rooming houses) 

We have reasonable grounds to believe that the unit is not suitable for your household due to 

the physical characteristics of the unit in relation to the number, gender and ages of the 

members of your household 

We offer special needs housing with supports and the level of service required by your 

household is significantly more than/less than (chose one delete other) the level of service that 

we provide 

We offer special needs housing and no member of your household requires either accessibility 

modifications or provincially funded support services to live independently 

ABC Non Profit made this decision based on the following: 

(Insert statement of facts you relied on) 

If you disagree with this decision, you may ask for a review of the decision. People who were not 

involved in making the original decision would carry out the review. The decision of the reviewers is 

final.  

Your request for a review must be in writing and sent to [provide details here]. It must be received by 

[due date]. Please use the attached form to ask for the review. On the form please tell us why you 

disagree with the decision, and attach any relevant supporting information. If a request for a review of 

the decision is not received within the time limit, our decision will be final. If you make a request for a 

review of the decision and then decide that you no longer want the review to take place, you must 

advise [provide details of who and how to notify] in writing that you have changed your mind. 
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Please call us if you have any questions. 

Manager 

[Name of non-profit] 

Cc: The Social Housing Registry of Ottawa



Ottawa RGI Guide 2013 

116 

Provider:  

Name of Applicant:                                                     Date of Birth:       /        /         
        D         M          Y 

 

Date tenant/member household was deemed to be overhoused:              /        / 
                       D         M           Y 

Address:  Apt. #:

City: Province: Postal Code:

Current Monthly Rent $___________ Current Unit Size:

Form Completed By:

Date Completed: / /

D M Y

Appendix 5: Overhoused Information Form 

Please complete this form and forward it with a CWL Application that has been completed and signed by 

your tenant/member. Ensure that proof of Canadian residency for all household members have been 

attached to the application form prior to sending it to the CWL administrator. 

Additional Information: 

Please report any offers made internally since the date the household was deemed overhoused. These 

offers will be transferred to the centralized waiting list. 

Date of Offer Address 

version date – June  2013
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If you speak a language other than English or French, please specify which language:

__________________________________________________.

If yes, who will be attending?

If yes, please explain:

Name and position of person: _____________________________ 

_____________________________ 

Name of Service Provider: _____________________________ 

Date: _____________________________ 

Identify any other person who was involved in making the original decision: 

Appendix 6: Internal Review Hearing Form, Part 1 

INTERNAL REVIEW HEARING FORM - Part I 

TO BE COMPLETED BY APPLICANT / TENANT / CO-OP MEMBER: 

About the hearing 

Do you prefer to attend an English or French Hearing? 

English French 

Do you need a translator? No Yes

If yes, do you need us to arrange for one? No Yes

Do you want to attend the hearing and/or have someone attend on your behalf? 

No Yes

Do you or anyone attending on your behalf have accessibility concerns we should be aware of to 
prepare for the hearing? 

No Yes

TO BE COMPLETED BY CWL ADMINISTRATOR / HOUSING PROVIDER: 

Completed by: 
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1 - First Notification 5 – Request for Internal Review Received 

2 – Opportunity to Comment (if applicable) 6 - Formal Review 

3 - Notice of Decision/Internal Review  7 - Notice of Final Decision Sent 

4 – Pre-Review Communication 8 - Service Manager Notified 

Original calculations 

Names of applicant/household members Address Phone 

Type of decision being reviewed 

Ineligible for RGI assistance – Arrears 

Ineligible for RGI assistance – 12 months at 

market rent 

Ineligible for RGI assistance – Failure to 

report change (31 day rule) 

Ineligible for RGI assistance – Pursuit of 

Income 

Amount of RGI Rent payable 

Deferral of RGI Rent payable 

Other (specify), Housing Provider 

Special Priority not granted

Local Priority not granted (specify)

Special Needs Status not granted 

Type of Accommodation - overhoused 

Type of Accommodation on CWL 

Other (specify), Registry 

Important dates/notes in process 
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Describe the facts – ensure supporting documents on file: 

If in reviewing the file it is discovered that an error was made (e.g. a step missed, wrong information 

used), identify the error, explain why you think it occurred and state the correct action/decision to be 

taken. 

Basis for original decision: 

Error made/corrective action: 
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Appendix 7: Service Manger Directives 

SERVICE MANAGER DIRECTIVE 10-03 

SUBJECT: LOCAL PRIORITY – TENANTS OF SUPPORTIVE HOUSING 

The policies and procedures in this Directive are to be implemented by The Registry or by Housing 

Providers funded by the City of Ottawa for the programs checked below: 

x Public Housing Program 

x Rent Supplement Program (commercial) 

x Ontario Community Housing Assistance Program (OCHAP) 

x Community Sponsored Housing Program (CSHP) 

x Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

x Provincial Reformed (Provincial Co-operative) 

Limited Dividend Program 

Section 26/27 

Section 95 – Private 

Section 95 – Pre 86 MNP 

Pre-86 Urban Native Housing Program 

Post-85 Urban Native Housing Program 

x The Registry 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 
The purpose of this Directive is to communicate to Housing Providers and The Registry the new Local 

Priority – Tenants of Supportive Housing that takes effect on May 1, 2010. 

LEGISLATIVE AUTHORITY: 
Social Housing Reform Act 2000, s.77. 
O.Reg. 298/01 s. 37, 41 and 42. 



Ottawa RGI Guide 2013 

121 

BACKGROUND: 
The Social Housing Reform Act, 2000 (SHRA) was instituted to govern the transfer of responsibility for 

social housing from the Province to Ontario municipalities. Effective April 1, 2002, the City of Ottawa, as 

Service Manager, is responsible for meeting provincial requirements for the administration of social 

housing as prescribed in the SHRA and related regulations. The SHRA and related regulations allow 

Service Manager flexibility in the development of local policies, standards and practices that support the 

SHRA. 

Local priority rules deal with the additional rules that give priority access to rent-geared-to-income (RGI) 

housing to certain populations over and above the general ‘chronological’ access where applications are 

dealt with in the order in which they are received. 

Council adopted four (4) local priorities in 2002 (Homeless, Urgent Medical, Urgent Safety and In-situ 

Market Rent) as part of the report entitled Social Housing Local Policies. In the fall of 2008 Council 

reviewed and approved the continuation of these four local priorities and approved the introduction of 

two (2) new local priorities (Displaced RGI Tenant and Tenants of Supportive Housing Provider) as part 

of the report entitled Evaluation of Local Policies in Social Housing. Service Manager Directive 10-01 

Revised Local Occupancy Standards and Local Priority Rules outlines all of these local priorities. 

The following policy has been developed in regards to the Local Priority – Tenants of Supportive Housing 

Provider. The intention of this local priority is to support qualifying tenants of supportive housing 

providers who have achieved stability and no longer require on-site supports provided by the supportive 

housing provider to integrate into permanent social housing. 

POLICY: 
The purpose of this policy is to provide a local priority to tenants of Supportive Housing who are 

recommended by their Supportive Housing Provider to move into independent living within social 

housing. 

Eligibility Criteria 

An individual may be granted Tenants of Supportive Housing Provider priority status if the tenant meets 

all of the following criteria: 

The tenant has expressed an interest in moving from the supportive housing provider to non-

supportive permanent RGI housing. Non-supportive housing is defined as independent housing 

without in-house supports. 

The tenant has demonstrated ‘readiness’ to move from the supportive housing provider to non-

supportive RGI housing. 

The tenant is capable of living independently, with or without supports. 

The tenant is in good standing with the current supportive housing provider, and has no rental 

arrears with the provider. 

The tenant has been referred by one of the designated supportive housing providers approved 

by the Service Manager to provide referrals for this local priority. 
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The supportive housing provider has completed and signed the referral form Local Priority – 

Tenants of Supportive Housing for Rent Geared to Income Housing Priority on behalf of the 

tenant and has appended the referral form to the RGI application form. 

Definition of ‘Readiness’ 

In determining ‘readiness’ to move from a supportive housing provider to  non-supportive social housing 

a number of factors must be considered by the supportive housing provider prior to referring the tenant 

for the local priority. 

These factors must include, but are not limited to, the following: 

1. The tenant has clearly identified an interest in moving into permanent non-supportive 

RGI housing. Either the tenant or the supportive housing provider can initiate the 

discussion. 

2. The tenant has the financial means and ability to pay rent. 

3. The tenant either currently does not need any supports to move on and maintain 

housing, or if some supports are required to assist the tenant in maintaining housing, 

the tenant will be accessing “portable supports” arranged by the time the tenant is 

housed. 

4. The tenant either currently has the life skills to maintain a home, or the tenant will be 

accessing “portable supports” arranged by the time the tenant is housed, in order to 

maintain housing. 

5. The tenant must be able to meet all the requirements on the referral form Local Priority 

– Tenants of Supportive Housing for Rent Geared to Income Housing. A copy of the form 

has been attached to this Directive. 

Designation Supportive Housing Provider 

The Service Manager in collaboration with the Ottawa Supportive Housing Network has granted specific 

supportive housing providers the status and ability to identify tenants for referral for this local priority. 

These supportive housing providers have demonstrated their willingness and ability to make appropriate 

referrals. A list of the approved designated supportive housing providers has been attached as Schedule 

‘A’ to this Directive. Supportive housing providers can be added or deleted from the designated list over 

time, as directed by the Service Manager, when appropriate. 
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ACTION REQUIRED: 
The local priority outlined in this Directive is to be implemented by designated supportive housing 
providers, social housing providers and The Registry effective May 1, 2010. 

Please contact your Program Administrator if you have any questions. 

Stephen Arbuckle 

Manager 

Social Housing and Shelter Management 

Dated: April 29, 2010 
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APPENDIX A 

List of Designated Supportive Housing Providers Providing Referrals for the 

Local Priority – Tenants of Supportive Housing 

1. Options Bytown Non-Profit Housing Corporation 

2. Ottawa Salus 

3. Cornerstone/ Le Pillier 

4. Daybreak Non-Profit Housing Corporation 

5. John Howard Society of Ottawa 

6. Harmony House 

7. Project Upstream 

8. Youth Services Bureau of Ottawa 

9. NCR YMCA-YWCA Ottawa – Supportive Housing Program 

10. Canadian Mental Health Association (CMHA) Ottawa Branch 

11. Tewegan Transition House 

12. Horizons Renaissance 

13. Bruce House 

14. Shepherds of Good Hope Supportive Living Program 

15. Emily Murphy Non-Profit Housing Corporation 

16. Youville Centre 
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Applicant(s) Name:  

Current Address:  

Current Supportive Housing Provider: 

 

 

 

 

 

 

Date form completed: / /

Supportive Housing Provider:

Staff Name and Title Supervisor’s Name and Title 

Staff Signature Supervisor’s Signature 

Referral Form 

Local Priority – Tenants of Supportive Housing for Rent Geared to Income Housing 

Please complete the following checklist and append it to the Application for Rent 

Geared to Income Housing. 

The date you, as a provider, confirm eligibility for this Local Priority is the date that will be accorded to 

your tenant. 

All required documentation (completed checklist, completed application, proof of Canadian residency 

and proof of income) must be forwarded in order to process the request. 

Completed RGI application attached? Yes No 

Proof of Canadian residency attached? Yes No 

Proof of Income attached? Yes No 

The tenant has expressed an interest in moving into non-supportive 

RGI Housing, either initiated by the tenant or by the support agency? Yes No 

To the best of our assessment the tenant is able to live independently? Yes No 

The tenant is in good standing with the current supportive housing provider? Yes No 
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SERVICE MANAGER DIRECTIVE 11-02 

SUBJECT: LOCAL RENT GEARED-TO-INCOME ELIGIBILITY RULES, LOCAL OCCUPANCY STANDARDS 

AND LOCAL PRIORITY RULES 

The policies and procedures in this Directive are to be implemented by The Registry and/or by 

Housing Providers funded by the City of Ottawa for the programs checked below: 

X Public Housing Program 

X Rent Supplement Program (commercial) 

X Ontario Community Housing Assistance Program (OCHAP) 

X Community Sponsored Housing Program (CSHP) 

X Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

X Provincial Reformed (Provincial Co-operative) 

Limited Dividend Program 

Section 26/27 

Section 95 – Private 

Section 95 – Pre 86 MNP 

Pre-86 Urban Native Housing Program 

Post-85 Urban Native Housing Program 

X The Registry 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 
The purpose of this Directive is to communicate to Housing Providers and The Registry the local 

policies and rules related to rent geared-to-income (RGI) eligibility, occupancy standards and priority 

access that will take effect on January 1, 2012 when the Housing Services Act comes into force. 
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LEGISLATIVE AUTHORITY: 
Social Housing Reform Act, 2000, c.27, s. 16, s.75, s.76 and s.77 
O. Reg. 298/01 sections 5(5), 8, 9, 10(1), 13, 26 to 34, 37, 39, 41, 42, 52(9) and 53(4) 
O. Reg. 339/01 s.23 
Housing Services Act, 2011, c.6, s. 17, s. 42 to 56, s. 59 to 67, s. 75 and s. 155 to 159 

O. Reg. 367/11 sections 23 to 32, 33 to 41, 42 to 58, 59 to 65, 68 to 89, 138 and 139 

BACKGROUND: 
The Social Housing Reform Act (SHRA) is repealed and replaced with the Housing Services Act (HSA) 

effective January 1, 2012. Accordingly, the statutory and regulatory basis of our current local 

policies, rules and procedures will sunset on December 31, 2011. 

The purpose of the HSA is to: 

a) Provide for community based planning and delivery of housing and homelessness services 

with provincial oversight and policy direction; and, 

b) Provide flexibility for service managers (SMs) and housing providers while retaining 

requirements re: housing programs that predate this Act and housing projects under these 

programs. 

The new Act and Regulations prescribe certain mandatory changes to some social housing program 

requirements, remove certain previously prescribed requirements and re-profile these as possible 

local rules for SM consideration. 

The nature and scope of these matters will require extensive community stakeholder consultations 

to arrive at our community consensus approach to these matters. It is not possible to undertake 

these consultations and develop our local policies, rules and procedures by January 1, 2012. As a 

result, we are undertaking a two phase approach to implementing the new Act and regulations as 

follows: 

Phase 1 – Maintaining the Status Quo 

Effective January 1, 2012, our existing policies, rules and procedures, as detailed in the Council 

decisions of September 2008, and the associated SM directives, will continue to be in force until 

other decisions are made. 

Phase 2 – Community Consultation Process 

The community stakeholder consultation process will begin in early 2012.  Recommendations will be 

brought forward to Council later in the year. Formal notice of the proposed consultation process will 

follow under separate cover in the New Year. 
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POLICY: 
Some of the current local arrangements need to be confirmed to continue to be in effect as of 

January 1, 2012. Accordingly, it is confirmed that the Service Manager will continue with the existing 

array of delegations for the delivery of Service Manager obligations and responsibilities throughout 

the service area, such as: 

Income testing and RGI rent payable calculations by housing providers; 

RGI and Special Needs eligibility, provincial and local priorities determination, and 

Centralized Waiting List (CWL) administration by The Registry; and, 

Participation on the Internal Review Panels by Housing Providers and tenant 

advocates. 

The existing City of Ottawa, as Service Manager, service agreements with Housing Providers, The 

Registry and tenant advocates will continue to be in effect post January 1, 2012. 

The current system and procedures for the receipt and processing of applications for RGI and Special 

Needs housing, as well as the Housing Provider selection of households from the CWL will continue 

to be in effect post January 1, 2012. 

The current Internal Review Process for RGI and Coordinated Access matters also will continue post 

January 1, 2012. 

All current Service Manager Directives, Guidelines and E-Bulletins will remain in effect post January 1, 

2012. 

All references within the above Agreements, Directives, Guidelines and E-Bulletins and related 

operational forms and documents that cite specific SHRA references continue to be the provision(s) 

in effect until such time as these documents and forms are revised to conform to the new Act. 

Some of the prescribed provincial standards that were adopted as local standards but were not 

addressed through a local policy or procedure need to be confirmed to continue to be in effect as of 

January 1, 2012. It is therefore confirmed that the following standards will continue to be in effect: 

The provincial occupancy standards, as detailed in sections 26 to 34 inclusive of O. Reg. 

298/01 on December 31, 2011, are adopted as the SM service area occupancy standards 

effective January 1, 2012. 

The following unaltered provincially prescribed eligibility requirements as detailed in O. Reg. 

298/01 on December 31, 2011, are adopted as the Service Manager eligibility requirements 

effective January 1, 2012: 

Pursuit of Income 

Fraud and Misrepresentation (SHRA Section 85, Tribunal misrepresentation and Criminal 

Code fraud convictions) 

Maximum Absence from Unit 

Over-housed Households 

Refusal of Offers (3 Offers Rule) 
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ACTION REQUIRED: 
All matters outlined in this Directive are to be implemented by Housing Providers, The Registry and 
Supportive Housing Providers, tenant advocates (as it relates to the Internal Review Process) and 
take effect January 1, 2012. 

Stephen Arbuckle 

Manager 

Housing Services 

Dated:  December 21, 2011
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SERVICE MANAGER DIRECTIVE 10-04 

SUBJECT: REQUEST FOR A TEMPORARY EXEMPTION FROM LOCAL PRIORITY PLACEMENTS 

The policies and procedures in this Directive are to be implemented by The Registry or by Housing 

Providers funded by the City of Ottawa for the programs checked below: 

x Public Housing Program 

x Rent Supplement Program (commercial) 

x Ontario Community Housing Assistance Program (OCHAP) 

x Community Sponsored Housing Program (CSHP) 

x Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

x Provincial Reformed (Provincial Co-operative) 

Limited Dividend Program 

Section 26/27 

Section 95 – Private 

Section 95 – Pre 86 MNP 

Pre-86 Urban Native Housing Program 

Post-85 Urban Native Housing Program 

x The Registry 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 
The purpose of this Guideline is to communicate to Housing Providers and the Registry the local 

policy to request a temporary exemption from selecting Local Priority households from the 

Centralized Waiting List for rent-geared-to-income (RGI) housing. 

LEGISLATIVE AUTHORITY: 
Social Housing Reform Act, 2000, c. 27, s.77. 
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O. Reg. 298/01 s. 41 & 42 

BACKGROUND: 
The Social Housing Reform Act, 2000 (SHRA) was instituted to govern the transfer of responsibility for 

social housing from the Province to Ontario municipalities. 

Effective April 1, 2002, the City of Ottawa, as Service Manager, is responsible for meeting provincial 

requirements for the administration of social housing as prescribed in the SHRA and related 

regulations. The SHRA and related regulations allow Service Manager flexibility in the development 

of local policies, standards and practices that support the SHRA. 

In the fall of 2008 Council identified the need to address some of the challenges that can accompany 

housing higher-needs households in social housing as part of the report entitled Evaluation of Local 

Policies in Social Housing. 

There was general acknowledgement that challenging tenancies are not just a result of priority 

placements, and further that the relative well-being of the community is a better measure of the 

ability of a community to absorb priority group members than is the number of placements. 

Therefore, a temporary exemption based on the severity of the challenging tenancies being 

experienced within a social housing community at a given time has been adopted as a way to 

manage tenant placements. 

The concept is that if a given community is experiencing very problematic, challenging tenancies 

negatively impacting that community (a community in difficulty), then no further local priority 

placements will be made into that community until conditions improve.  While the suspension of 

local priority placement activity is in effect, the housing provider will work to address the 

problematic aspect of the challenging tenancy, or where appropriate, commence eviction 

proceedings for untenable tenancies.  Depending on the nature and scope of the problems faced, a 

tenancy may be deemed to be untenable even though support services have not been explored with 

the household, (e.g. if the household is engaged in selling drugs, illegal possession and/or use of 

weapons, other illegal activities or endangering the safety of others).  It is expected therefore, that 

an exemption from local priority placements into a given community could last for several months as 

the housing provider and the household(s) work through the issues to be resolved. 

POLICY: 
Housing Providers seeking an exemption from local priority placements must request approval from 

the Service Manager using the Request for Exemption From Local Priorities, Communities in Difficulty 

- Business Case Template. A copy of which has been attached as Appendix A to this Directive. Except 

for the untenable tenancies referenced above, Housing Providers must attempt to link or refer the 

challenging tenancy/household(s) with service agencies, where appropriate, prior to making such a 

request of the Service Manager. 

Definition of a “Challenging Tenancy” 

For the purposes of this Directive, a “challenging tenancy” is defined as a problematic tenancy 

negatively impacting a community.  There is any number of characteristics/criteria that would be an 
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indicator of a “challenging tenancy”. Some of these indicators are provided below.  This is not an 

exhaustive list, but provides the most common criteria identified. One or more of these indicators 

may be present for a household to be defined as a “challenging tenancy”. A Housing Provider can 

identify additional household behaviours/issues that may also demonstrate a “challenging tenancy”. 

Indicators of a “Challenging Tenancy” 

For the purposes of this Directive, the indicators of a “challenging tenancy” may include, but are not 

limited to, one of the following examples: 

Reliable complaints or impact statements from residents and/or the broader community 

Documented actions by the Housing Provider to resolve a problematic situation (e.g. 

telephone calls, visits, meetings, letters, etc.) 

Reports from Social Workers, Police, Fire, By-law and Public Health 

Demonstrated attempts to link challenging households to supports and/or services needed 

to address the problematic aspect of their tenancy 

Notices or Applications to terminate a tenancy for substantial interference, damage to 

property, overcrowding, illegal act, impaired safety; or equivalent notices or actions by co-

operative housing corporations. 

In the process of identifying a community in difficulty, emphasis should be placed on the effect on 

the community, while recognizing the effect on the Housing Provider. Household arrears alone, 

without any other challenging behaviour within the household, would not be considered an 

indicator. 

ACTION REQUIRED: 
The local policy outlined in this Directive is to be implemented by Housing Providers and The Registry 
effective May 1, 2010. 

Please contact your Program Administrator if you have any questions. 

Stephen Arbuckle 

Manager 

Social Housing and Shelter Management 

Dated: April 29, 2010 
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APPENDIX A 

REQUEST FOR A TEMPORARY EXEMPTION FROM LOCAL PRIORITY PLACEMENTS 

COMMUNITIES IN DIFFICULTY - BUSINESS CASE TEMPLATE 

Housing Provider Name 

Housing Provider Community Affected 

(Provide address and/or location, and commonly known community names(s)) 

Housing Provider Contact 

Description of the Community in Difficulty 

Describe the challenging tenancy(ies) that created the need to submit a business case to the Service Manager 

Describe how this problematic tenancy is negatively impacting that community, requiring an exemption from 

Local Priority placements. Include sufficient narrative and factual information to demonstrate your case. 

Provide a summary of letters, reports, actions, notices and applications that apply to this matter. Describe 

attempts to link the challenging household to appropriate service agencies. Identify the geographic boundaries 

of the community affected (i.e. one building in the case of an apartment, one apartment building and 

townhouse complex, one townhouse community, etc.) Upon request, all documentation relating to the matter 

must be made available to the Service Manager for review. 

Describe plans to address the problematic aspect of this Challenging Tenancy(ies) 

Describe plans to assist the household(s) in accessing the types of supports and services needed to address the 

problematic aspect of their tenancy, or where appropriate, plans to commence eviction proceedings for 

untenable tenancies. 
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______________________________________________________

_______________________________________________________

Requested Duration of Exemption 

Standard initial period of exemption from local priority placements will normally be 6 months. If necessary, a 

request can be made to the Service Manager at the end of the 6 month period to extend the exemption, and will 

include appropriate rationale for the extension. 

Submitted by: 

(Name / Position)

(Signature / Date)
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SERVICE MANAGER DIRECTIVE 10-02 

(Service Manager Directive 10-02 replaces Service Manager Directive 03-02) 

SUBJECT: REVISED LOCAL RENT- GEARED-TO- INCOME ELIGIBILITY RULES 

The policies and procedures in this Directive are to be implemented by The Registry or by Housing 

Providers funded by the City of Ottawa for the programs checked below: 

X Public Housing Program 

X Rent Supplement Program (commercial) 

X Ontario Community Housing Assistance Program (OCHAP) 

X Community Sponsored Housing Program (CSHP) 

X Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

X Provincial Reformed (Provincial Co-operative) 

Limited Dividend Program 

Section 26/27 

Section 95 – Private 

Section 95 – Pre 86 MNP 

Pre-86 Urban Native Housing Program 

Post-85 Urban Native Housing Program 

X The Registry 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 
The purpose of this Directive is to communicate to Housing Providers and the Registry the City of 
Ottawa Local Rent Geared to Income Eligibility Rules that took effect on September 24, 2008. 

LEGISLATIVE AUTHORITY: 
Social Housing Reform Act, 2000 sections 75 & 77. 

O. Reg. 298/01 sections 8, 9, 13, 52(9), 53(4), 5(5) & 10(1). 
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BACKGROUND: 
The Social Housing Reform Act, 2000 (SHRA) was instituted to govern the transfer of responsibility for 

social housing from the Province to Ontario municipalities. Effective April 1, 2002, the City of 

Ottawa, as Service Manager, is responsible for meeting provincial requirements for the 

administration of social housing as prescribed in the SHRA and related regulations. 

The SHRA and related regulations allow Service Manager flexibility in the development of local 

policies, standards and practices that support the SHRA. Local eligibility rules deal with various 

aspects of rent-geared-to-income (RGI) administration and the resolution of disputes concerning 

decisions to allow or deny RGI subsidies. 

Council adopted thirteen (13) local RGI eligibility rules in 2002 as part of the report entitled Social 

Housing Local Policies. In the fall of 2008 Council reviewed and approved the continuation of eleven 

(11) and modified two (2) of our local RGI eligibility rules as part of the report entitled Evaluation of 

Local Policies in Social Housing. 

The following policies have been developed in regards to Local RGI Eligibility Rules. 

POLICY: 
The Service Manager has authority to determine local policy for thirteen RGI eligibility rules. The 

thirteen RGI eligibility rules are listed below. Those where the Service Manager established a new 

local policy have been identified with an asterisk (*). 

1. Maximum Gross Household Income (Income Limits): 

Income limits are not applicable to Non-Profit and Cooperative Housing Providers with 

respect to RGI. The income limits set out in Reg. 368/01, Tables 2, 4 and 6 shall be 

applicable to the public housing portfolio, Rent Supplement Program and Federal 

projects with respect to RGI household selection, as per legislation. 

2. Maximum Aggregate Assets Value of Household (Asset Limit): 

There shall be no asset limits, as per legislation. 

3. Exclusion of Specified Payments for an Income Limit Local Eligibility Rule: 

The list of excluded assets shall be that set out in legislation. 

4. Divestment of Residential Property: 

Divestment of residential property shall be within 180 days. Divestment must occur and 

notice given within 180 days of either: a household receiving RGI assistance or acquiring 

interest in a property. 

Housing Providers have the authority to extend the 180 day divestment requirement on 

a case-by-case basis, for such time as the Housing Provider considers appropriate. 

However, the Housing Provider must be satisfied that there are reasonable grounds to 

do so. This exception must be documented and available for review by the Service 

Manager. 
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5. Maximum Absence Period From a Unit of all Members of a Household: 

The maximum period of time that all members of a RGI household shall be absent from 

their unit (other than for medical reasons, as set out in O. Reg. 298/01) is 60 consecutive 

days. 

However, Housing Providers have the authority to extend this period in exceptional 

circumstances. This exception must be documented and available for review by the 

Service Manager. 

6. RGI Ineligibility Period: 

The two year ineligibility period for future RGI assistance shall apply, as per legislation, if 

a member of a household has been convicted of fraud or if the Landlord and Tenant 

Board found income misrepresentation in relation to the receipt of RGI assistance. 

7. Rent Increases of Less than $10 (*): 

An increase in rent payable of less than $10 shall not be required, except at the annual 

review of household composition and income verification. 

Housing Providers shall have the discretionary authority to verify income every second 

year for ODSP, OAS and GIS recipients who are not employed, have no dependents, and 

receive consistent payments. 

8. Fraud Control: 

Service Manager shall conduct random audits of RGI household files to check for fraud. 

9. Rent Reimbursement: 

Rent reimbursement shall not be required from an RGI household that underpaid its rent 

due to a calculation error made by the housing provider. 

10. Reporting Changes in a Document or Information: 

The maximum period for reporting changes in a document or information shall be 31 

calendar days for households in receipt of RGI assistance and 366 calendar days for those 

who have applied for RGI assistance and are currently on the Centralized Waiting List. 

11. Determining RGI Eligibility: 

The Registry shall determine RGI eligibility, in accordance with RGI eligibility rules, while 

applicants are on the Centralized Waiting List. 

Housing Providers shall determine RGI eligibility, in accordance with RGI eligibility rules, 

at point of offer to applicants and on an ongoing basis once the applicant is housed. 

The Service Manager has delegated this authority to The Registry and Housing Providers 

and shall monitor determination of RGI eligibility as part of the operational review 

process. 

12. Income Verification and Rent Calculation: 

Housing Providers shall be responsible for income verification and rent calculation. 

The Service Manager has delegated this authority to Housing Providers and shall monitor 

income verification and rent calculation as part of the operational review process. 

13. Internal Review of Decisions Regarding RGI Eligibility (*): 
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A pilot project will be undertaken wherein Internal Reviews will be conducted by a three 

person independent panel composed of representatives from the Service Manager, The 

Registry/Housing Providers and tenant/co-op member/applicant advocates for RGI 

eligibility and local policies decisions, and a two person independent panel composed of 

representatives from the Service Manager and Housing Providers for RGI rent calculation 

decisions. This new process will be evaluated one year after implementation. 

ACTION REQUIRED: 
All Local Rent Geared-to-Income Eligibility Rules outlined in this Directive took effect on September 
24, 2008, with the exception of Internal Review of Decisions Regarding RGI Eligibility which took 
effect May 1, 2009. 

Stephen Arbuckle 

Manager 

Social Housing and Shelter Management 

Dated: April 29, 2010 
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SERVICE MANAGER DIRECTIVE 10-01 

(Service Manager Directive 10-01 replaces Service Manager Directive 03-01) 

SUBJECT: REVISED LOCAL OCCUPANCY STANDARDS AND LOCAL PRIORITY RULES 

The policies and procedures in this Directive are to be implemented by The Registry or by Housing 

Providers funded by the City of Ottawa for the programs checked below: 

X Public Housing Program 

X Rent Supplement Program (commercial) 

X Ontario Community Housing Assistance Program (OCHAP) 

X Community Sponsored Housing Program (CSHP) 

X Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

X Provincial Reformed (Provincial Co-operative) 

Limited Dividend Program 

Section 26/27 

Section 95 – Private 

Section 95 – Pre 86 MNP 

Pre-86 Urban Native Housing Program 

Post-85 Urban Native Housing Program 

X The Registry 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 
The purpose of this Directive is to communicate to housing providers and The Registry the new local 

policies related to occupancy standards and priority access that took effect on September 24, 2008. 

LEGISLATIVE AUTHORITY: 
Social Housing Reform Act, 2000, c.27, s.75, s.76 and s.77. 
O.Reg. 298/01 s.26 to s.34, s.37, s.39, s.41 and s.42 
O.Reg. 339/01 s.23. 
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BACKGROUND: 
The Social Housing Reform Act, 2000 (SHRA) was instituted to govern the transfer of responsibility for 

social housing from the Province to Ontario municipalities. Effective April 1, 2002, the City of Ottawa, as 

Service Manager, is responsible for meeting provincial requirements for the administration of social 

housing as prescribed in the SHRA and related regulations. The SHRA and related regulations allow 

Service Manager flexibility in the development of local policies, standards and practices that support the 

SHRA. 

Local occupancy standards deal with matching household size to unit size by defining the largest and 

smallest sized units for which a household qualifies as measured by the number of bedrooms and based 

on composition (number and relationship of adults and children) of the household.  Local priority rules 

deal with the additional rules that give priority access to RGI housing to certain populations over and 

above the general “chronological” access where applications are dealt with in the order in which they 

are received. 

Council adopted the provincial occupancy standards and four (4) local priorities in 2002 (Homeless, 

Urgent Medical, Urgent Safety and In-situ Market Rent) as part of the report entitled Social Housing 

Local Policies. In the fall of 2008 Council reviewed and approved the continuation of the provincial 

occupancy standards, the continuation of these four local priorities and approved the introduction of 

two (2) new local priorities (Displaced RGI Tenant and Tenants of Supportive Housing Provider) as part 

of the report entitled Evaluation of Local Policies in Social Housing. 

The following policies have been developed in regards to Local Occupancy Standards and Local Priority 

Rules. 

POLICY: 
Local Occupancy Standards 
Local occupancy standards are the rules associated with the size of a unit a particular household is 

entitled to occupy. The City of Ottawa, as Service Manager has adopted the provincial occupancy 

standards established in subsections 26 to 34 of O. Reg. 298/01 with the provision that households may 

choose to be under housed, as long as the Housing Provider agrees that the unit size is suitable for the 

household given the physical characteristics of the unit in relation to the number, gender and ages of 

the members of the household, and as long as the municipal occupancy standards are respected. 

The definition of the smallest unit size established in subsection 28 of O. Reg. 298/01 is to be used for 

the purposes of determining if a household is under housed. The definition of the largest unit size 

established in subsection 27 of O. Reg. 298/01 is to be used for the purposes of determining if a 

household is over housed. Accordingly, a minimum of one person per bedroom and a maximum of two 

people per bedroom will apply. 

Overhoused Households 
A household becomes over housed when a household no longer requires as many bedrooms in a unit as 

they once did as a result of a change to the household composition. Two changes to local occupancy 

standards relating to over housed households were approved by Council. 
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a) The first policy change concerns over housed households in urban/suburban communities. The 

policy states that within one year of becoming over housed, the over housed household's selections 

on the centralized waiting list for RGI housing (CWL) for re-housing to an appropriately sized unit 

must include a minimum of 10 communities within the entire Service Manager area. 

If the household is still not re-housed to an appropriately sized unit after two years after 

becoming over housed, the over housed household's selections on the CWL must be increased 

to a minimum of 20 communities within the Service Manager area. 

b) The second policy change concerns over housed households in rural communities. The policy states 

that in the rural areas only (i.e. Osgoode, Metcalfe, Greely, Goulbourn, Richmond, North Gower, 

Carp, Manotick) seniors shall be permitted to be over housed until there is an appropriately sized 

unit available within their own community. These seniors also may choose to add their name on the 

CWL to a community located elsewhere should they so wish. 

Over housed family households may choose to remain in their rural community or to move into 

the urban/suburban portion of the Service Manager area.  If they wish to remain in their rural 

community, the over housed household must register on the CWL for all housing communities 

with appropriately sized units within the former township and they must also register with the 

Rent Supplement Program which will proactively attempt to find them an appropriate unit 

within the former township. 

If over housed rural senior or family households choose to move into the urban/suburban area, 

they must select a minimum of 10 communities on the CWL within the Service Manager area 

within one year of becoming over housed and increase their selections to 20 communities on 

the CWL two years after becoming over housed. 

These rule changes will significantly improve the chances and timing of moving over housed households 

and making those larger units available to larger families, while respecting the importance of allowing 

households to remain in proximity to their communities, particularly in rural areas which have much 

more limited choices for housing. 

In the table below “social housing communities” shall refer to the communities as listed on the CWL 

application form for RGI housing, generally treating a group of similar (ground oriented or high rise) 

units with similar target groups (senior citizen or mixed) as a community, and with the rent supplement 

program counting as one community. 

(a) 

If Current residence is: 

(b) 

Within one year of becoming over housed, 

selection must be at least: 

(c ) 

Two years after becoming over 

housed, selection must be at least: 

Urban/Suburban 

Boundary 

10 social housing communities, and 20 social housing communities 

Rural Areas: Seniors Apply within the rural area 

The rural areas: 

(non Seniors) 

Must at a minimum register with all social 

housing communities within former 

township, 

And with the Rent Supplement Program 
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o

o

o

o

Housing Providers with projects not applicable to this Directive are encouraged to harmonize their 

occupancy standards to be consistent with the Service Manager’s standards. 

Local Priority Rules 
Both provincial special placement policy and local priority rules acknowledge that there are some 

households who should be given priority access to subsidized housing notwithstanding the chronological 

nature of the regular process. Local priorities are the rules respecting local priority access to RGI 

housing. In addition to the provincial priority rules established in subsections 41 and 42 of O. Reg. 

298/01 for special priority households (victims of abuse) and over housed households, the City of 

Ottawa as Service Manager has established the following local priority rules: 

Displaced RGI Households. When a household already in receipt of RGI is displaced from their 

current residence through no fault of their own (e.g. condominium conversion, fire, natural 

disaster, etc.), the household will receive a ranking date that is the effective date of application 

to the Centralized Waiting List and will be re-housed prior to any other local priority group being 

housed. 

In-situ Market Rent Households. In-situ market rent households applying for RGI assistance for 

the unit in which they live and where the unit meets the local occupancy standards will receive a 

ranking date that is the effective date of application to the Centralized Waiting List, provided the 

household has resided with their current housing provider for a minimum of one year and has 

experienced a decrease in income since moving into their current housing. 

Urgent Safety, Medical Urgent, Homeless, Tenant of a Supportive Housing Provider. A 

minimum of 2 in 10 vacancies will be filled by households determined to have any one of the 

following local priorities: 

Urgent safety (see Appendix ‘A’  Definitions for Local Priority Access System) 

Medical Urgent (see Appendix ‘A’) 

Homeless (see Appendix ‘A’) 

Tenant of a Supportive Housing Provider (see Service Manager Directive 10-03 Local Priority 

– Tenants of Supportive Housing) 

Request for Exemption From Local Priorities. Under certain circumstances Housing Providers 

may request a temporary exemption from selecting the minimum of 2 in 10 RGI households 

from the centralized wait list when a community is experiencing very problematic, challenging 

tenancies negatively impacting the community (see Service Manager Directive 10-04 – Request 

for Exemption from Local Priorities). 

Ranking of Priority Groups When Filling a Vacant Unit 

In accordance with section 77 of the SHRA, pertaining to the ranking of households on waiting lists, the 

Service Manager has established the ranking of priority groups with their ratio of access to units as 

follows: 
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Household/Priority Status Unit Access Ratio 

Provincial Special Priority (victims of abuse) Mandatory 

Over housed As they arise 

Displaced RGI Tenant As they arise 

In-situ market rent tenants As they arise 

Urgent safety, Medical urgent, Homeless or Tenant of 
Supportive Housing Provider Priority 

2 out of 10 

Chronological waiting list Remainder out of 10 

Housing providers with projects not applicable to this Directive are encouraged to participate in the 

centralized waiting list system. 

ACTION REQUIRED: 

The Local Occupancy Standards as outlined in this Directive took effect on September 24, 2008. All Local 

Priorities as outlined in this Directive took effect on September 24, 2008, with the exception of Local 

Priority-Tenants of Supportive Housing, which takes effect on May 1, 2010. 

The Registry has been delegated the authority for determining eligibility for priority status, as defined in 

Appendix “A” and Service Manager Directive 10-03, at the point of application and while on the 

centralized waiting list.  Once priority status has been assigned, only the Registry has the authority to 

review or reassign priority status while on the waiting list. 

Housing Providers filling units from the Centralized Waiting List shall first select from the Provincial 

Special Priority (SPP) group for their project. If there is no household on their list from that priority 

group, they shall then go to the Over housed priority group for their project. If there is no household on 

their list from that priority group, they shall then go to the Displaced RGI Tenant priority group for their 

project. If there is no household on their list from that priority group, they shall then go to the In-situ 

market rent tenant priority group for their project. If there is no household on their list from that 

priority group, they shall then go to one of the Urgent safety, Medical urgent, Homeless or Tenant of 

Supportive Housing Provider Priority groups for their project, unless they previously have selected and 

housed two households from these groups, in which case they shall proceed to the Chronological group 

from which they have yet to select a household. This process repeats itself for each set of ten vacancies. 

Stephen Arbuckle 

Manager 

Social Housing and Shelter Management 

Dated: April 29, 2010 
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APPENDIX A 

Definitions for Local Priority Access System 

Priority 

Group 

New Definition Guidelines for Verification 

Homeless 

(Part of 2 

in 10) 

All 

Providers 

The following households may be granted 

Homeless priority status: 

Persons who are ‘living on the street’ with 

no shelter. ‘Living on the street’ includes 

households living in cars, tents, make-shift 

shelters etc. 

Persons residing in an emergency shelter. 

A complete list of emergency shelters is 

available through the Registry. 

If the last permanent address was a social 

housing provider, the applicant will not be 

eligible for homeless priority if there was 

an eviction for cause. 

If the applicant is staying temporarily with 

friends or family, they do not qualify for 

homeless status. 

Grandparenting provision for existing homeless 
applicants until such time as they are housed or 
their status changes by securing private market 
accommodation. 

Should the applicant no longer meet criteria for any 
local priority status they will revert to the 
chronological list based on initial date of application. 

Verification Guidelines: 

Proof of OW, ODSP to verify applicant not in 
receipt of shelter allowance. 

If applicant has income other than OW or ODSP, 
a letter from a professional verifying living in 
street.  A professional is defined as: a doctor, 
lawyer, law enforcement officer, member of the 
clergy, guidance counselor, individual in a 
managerial or administrative position with a 
housing provider, community health care 
worker, social worker, victim services worker, 
social services worker, settlement services 
worker or a shelter worker. 

Medical 

Urgent 

(Part of 2 

in 10) 

All 

Providers 

Medical Urgent priority status may be granted 

if: 

A member of the household has a terminal 

illness made worse by the current housing 

situation. 

A member of the household has a serious 

life threatening medical condition made 

worse by the current housing situation and 

a change in housing may remedy the life 

threatening aspect of the medical 

condition. 

Grandparenting provision for existing urgent 

applications until such time as they are housed 

or their status changes by securing private 

market accommodation. 

Should the applicant no longer meet criteria for 

any local priority they will revert to the 

chronological list based on initial date of 

application. 

Verification Guidelines: 

Medical 

A support letter from a medical practitioner 

outlining the medical condition and the link 

to the current housing situation. 

Completion of the Request for Urgent 

Medical Status Form 
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Priority 

Group 

New Definition Guidelines for Verification 

Urgent 

Safety 

(Part of 2 

in 10) 

All 

Providers 

Urgent Safety priority status may be granted if: 

A member of a household is subject to 

current abuse from a family member or 

former partner that they have not resided 

with for a period of more than three 

months. 

A member of a household is subject to 

ongoing or extraordinary threat to 

personal safety by a non-family member 

and a change in housing will result in an 

increase in personal safety. 

Grandparenting provision for existing urgent 

applications until such time as they are housed 

or their status changes by securing private 

market accommodation. 

Should the applicant no longer meet criteria for 

any local priority they will revert to the 

chronological list based on initial date of 

application. 

Verification Guidelines: 

Safety 

A written document or support letter 

from a professional verifying current 

abuse and the need for relocation. A 

professional is defined as: a doctor, 

lawyer, law enforcement officer, 

member of the clergy, guidance 

counselor, individual in a managerial or 

administrative position with a housing 

provider, community health care 

worker, social worker, victim services 

worker, social services worker, 

settlement services worker or shelter 

worker. 
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Priority 

Group 

New Definition Guidelines for Verification 

Tenant of 

Supportive 

Housing 

(Part of 2 

in 10) 

All 

Providers 

Tenant of Supportive Housing  priority status 

may be granted if: 

The tenant has expressed an interest 

in moving from the supportive housing 

provider to non-supportive permanent 

RGI housing. Non-supportive housing is 

defined as independent housing 

without in-house supports. 

The tenant has demonstrated 

‘readiness’ to move from the 

supportive housing provider to non-

supportive RGI housing. 

The tenant is capable of living 

independently, with or without 

supports. 

The tenant is in good standing with the 

current supportive housing provider, 

and has no rental arrears with the 

provider. 

The tenant has been referred by one 

of the designated supportive housing 

providers approved by the Service 

Manager to provide referrals for this 

local priority. 

Refer to Service Manager Directive 10-03 for a 
detailed description of the priority. 

Verification Guidelines: 

A completed  Local Priority – Tenants of 

Supportive Housing for Rent Geared to 

Income Housing Priority for RGI Housing 

referral form signed by a designated 

Supportive Housing Provider which verifies 

that the tenant is able to meet all 

requirements on the local priority. 
Refer to Service Manager Directive 10-03 for a complete list 

of verification guidelines. 

Displaced 

RGI Tenant 

Displaced RGI Tenant priority status may be 

granted if: 

A household already in receipt of RGI is 

displaced from their current residence 

through no fault of their own (e.g. 

condominium conversion, fire, natural 

disaster, etc.). 

Verification Guidelines: 

A written document or support letter from 
their social housing provider confirming that 
they have been displaced from their current 
residence through no fault of their own and 
that they cannot be immediately re-housed in 
that housing provider’s project/portfolio due to 
there being no vacant units of the appropriate 
size for the household. 
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SERVICE MANAGER DIRECTIVE 09-02 

SUBJECT: REVISED DEFINITION OF ARREARS AND PROCEDURE FOR ADVISING THE CENTRALIZED WAIT 

LIST FOR SOCIAL HOUSING OF OUTSTANDING ARREARS 

The policies and procedures in this Directive are to be implemented by The Registry and/or by Housing 

Providers funded by the City of Ottawa for the programs checked below: 

X Public Housing Program 

X Rent Supplement Program (commercial) 

X Ontario Community Housing Assistance Program (OCHAP) 

X Community Sponsored Housing Program (CSHP) 

X Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

X Provincial Reformed (Provincial Co-operative) 

X Limited Dividend Program 

X Section 26/27 

X Section 95 – Private 

X Section 95 – Pre 86 MNP 

X Pre-86 Urban Native Housing Program 

X Post-85 Urban Native Housing Program 

X The Registry (As Service Agent administering the CWL) 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 
The purpose of this Directive is to communicate to Housing Providers and to The Registry as service 

agent for the administration of the Centralized Wait List for social housing (CWL), a definition for arrears 

within social housing and to outline procedures for reviewing and reporting arrears so that they can be 

recognized on both the local Service Manager arrear database and the Provincial arrear database. This 

Directive replaces Directive 05-02 dated July 1, 2005. 

LEGISLATIVE AUTHORITY: 
Social Housing Reform Act, 2000, c.27, s.65, s.66, s. 68 and s. 75. 
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O.Reg 298/01 s.7 (1), 12 (1), as amended 
Social Housing Reform Act, 2000 - Housing Provider Service Agreement, Part III, s. 3.06 (d) 

BACKGROUND: 
The Social Housing Reform Act, section 7 (1) states that in order to be eligible for rent-geared-to income 

assistance no member of the household owes, with respect to a previous tenancy in any housing project 

under any housing program, arrears of rent, money owed as a result of a reimbursement requested by a 

service manager under section 86 of the Act, or money owed in respect of damage caused by a member 

of the household. This applies to all applicants requesting to be placed onto the Centralized Waiting List 

for Rent Geared to Income (RGI) housing, as currently administered by The Registry. 

Part III Eligibility Rules for RGI Assistance, Section 3.06 (d) of the Housing Provider Service Agreement 

states that housing providers must review ongoing eligibility of households eligible for RGI assistance in 

accordance with the Regulation and determine whether households cease to qualify for RGI assistance. 

As such, Housing Providers are obligated to report social housing arrears to The Registry where there is 

no repayment schedule in good standing, as the household ceases to qualify for RGI assistance. The 

Service Manager is responsible to ensure all Housing Providers report arrears in a consistent, timely 

manner. 

This Directive is issued by the Service Manager to clarify the definition of arrears, to establish reporting 

obligations regarding arrears and to clarify reporting requirements where default occurs on Repayment 

Agreements.  The Directive also provides guidance on related factors when reporting on arrears and 

when establishing written repayment agreements with households in arrears. 

POLICY: 

1. Definition of Arrear for the Purpose of the Centralized Waiting List for Social Housing 

A social housing arrear for the purpose of the centralized waiting list for social housing is defined as: 

Unpaid rent (full or partial month) 

Unpaid parking charges (full or partial month) 

Retroactive lump sum rental payments owed, due to reporting misrepresentation or failure to 

report household income  

Damages to the unit, beyond normal wear and tear, attributable to a member of the household 

Damages to common areas of a housing provider community which are attributable to a 

member of the household 

The SHRA and associated regulations do not stipulate whether the applicant with an arrear to a social 

housing provider was a market or RGI tenant/member.  As such, this definition will apply to all market 

and RGI tenants/members applying for rent-geared-to-income assistance. 

2. Reporting Arrears to the Centralized Wait List for Social Housing 

In order to comply with the SHRA eligibility criteria, Social Housing Providers are obligated to advise the 

administrator of the CWL in a timely manner of arrears owed by a former tenant/member. Housing 

Providers are required to report any tenant/member arrear is excess of $100 to The Registry. If a 

household has established a repayment plan with a social housing provider and then defaults on the 
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repayment, housing providers are also obligated to advise The Registry of the repayment default and 

the amount of the outstanding arrear. 

There is a different process to be followed for each tenant/member type: 

a) former tenant/member 

b) current tenant/member at the point of vacating the unit 

Arrear reporting procedures for each tenant/member type have been outlined below. 

a) Arrears of Former RGI and Market Tenants/Members: 

In the case of both former RGI and market tenants/members, arrear information should 

have been submitted to The Registry at the time the household vacated the unit.  For those 

Housing Providers who did not provide this information then, this arrear information should 

be immediately submitted to The Registry, using The Registry Arrear Form. A copy of the 

form has been attached to this Directive as Appendix B for your reference. 

b) Arrears of Current RGI and Market Tenants/Members at the Point of Vacating the Unit: 

In the case of a current RGI and market tenant/member at the point of vacating the unit, 

Housing Providers must immediately notify The Registry at the point the tenant/member 

either notifies the Housing Provider they will be vacating, or in the situations where proper 

notice is not given, when the Housing Provider is made aware the tenant/member will be or 

has vacated the unit. 

A tenant/member of a Housing Provider is considered to be vacating a unit when any of the 

following occurs: 

the tenant/member gives proper termination notice to the Housing Provider 

the tenant/member abandons the unit without providing proper termination notice to 

the Housing Provider 

the tenant/member is adhering to a judgment or court order to vacate the unit. 

It is understood that the initial assessment of the money owing to the Housing Provider may 

not be finalized at the original point of notification to the Registry.  The Housing Provider 

shall amend the total amount of the arrear owing by notifying the Registry at any 

subsequent point. 

The above definition and process is to be used for the administration of both the local and provincial 

arrear database. For all notification to The Registry, use the Arrear Form attached as Appendix B. 

Housing Providers nevertheless maintain the right to utilize all legislated avenues for payment of all 

monies owed to them by a tenant/member. 

3. Repayment Agreements for RGI Arrears 

A repayment plan for: 

arrears of rent 

money owed as a result of a reimbursement requested by a service a manager under section 86 

of the Act 



Ottawa RGI Guide 2013 

150 

money owed in respect of damage caused by a member of the household, related to a previous 

tenancy, may be entered into at any time before or after the effective date of the loss of RGI 

eligibility (90 day notice of decision regarding loss of eligibility). If the tenant/member misses 

more than one regular payment, the tenant will be in default of this agreement making all remaining 

monies owed due and payable upon demand 

If a tenant defaults on a repayment plan prior to the effective loss of eligibility date (within the initial 90 

day period), then the original decision may be invoked effective the original date of loss of RGI eligibility, 

provided that the original ‘Notice of Decision” letter and/or the repayment plan itself advised the 

former tenant/member of this potential consequence of a failure to abide by the terms of the 

repayment plan. Accordingly, for households in receipt of RGI assistance residing with a social housing 

provider, the housing provider would not be required to start a new ‘Notice of Decision/Loss of RGI’ 

process in order to raise the rent payable by the household to market rent effective the original date of 

loss of RGI eligibility. 

Housing providers should include in their Notice of Decision letter (the current housing provider) and in 

their Repayment Plan (the previous tenancy housing provider) appropriate text referencing the potential 

loss of RGI eligibility on the original effective date of loss of RGI eligibility for any default of the 

repayment plan by the household prior to the original effective date of loss. 

If a tenant defaults on a repayment plan after the effective date of loss, then the date of loss of RGI 

eligibility will take effect on the first day of the second month following the month in which the default 

occurred, provided that the original ‘Notice of Decision” letter and/or the repayment plan itself advised 

the tenant of this potential consequence of a failure to abide by the terms of the repayment plan. 

Accordingly, for households in receipt of RGI assistance residing with a social housing provider, it would 

not be required for the housing provider to start a new ‘Notice of Decision/Loss of RGI’ process in order 

to raise the rent payable by the household to market rent. 

Housing providers should include in their Notice of Decision letter (for the current housing provider) and 

in their Repayment Plan (for the previous tenancy housing provider) appropriate text referencing the 

potential loss of RGI eligibility on the first day of the second month following the month in which a 

default occurs for any default of the repayment plan by the household after the original effective date of 

loss. 

4. Reporting the Default of a Repayment Agreement 

If a formal or informal repayment agreement agreed upon with the Housing Provider is in default by 

either a former RGI tenant/member or a former market tenant/member, the Housing Provider must 

give immediate written notice of the default to the tenant/member. The notice must state that failure 

to comply with the repayment agreement will result in their loss of eligibility for RGI assistance. 

Tenants/members should also be provided with specific instructions as to how to put the repayment 

schedule into good standing, with a maximum of 30 days to take such action. Housing providers are also 

obligated to advise The Registry of the repayment default and the amount of the outstanding arrear. 

In addition, there is specific action required by the Housing Provider for each tenant/member type, as 

outlined below. 
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a) Former RGI and Market Tenants/Members Not Currently Residing with a Social Housing Provider: 

If the default is by a former RGI or market tenant/member not currently residing with another 

social housing provider, the Housing Provider to whom the arrear is owed must provide 

immediate written notice of default to the former tenant/member.  The notice must state that 

failure to comply with the repayment agreement will result in their loss of future RGI 

eligibility/assistance. 

Former tenants/members should also be provided with specific instructions as to how to put the 

repayment agreement into good standing, with a maximum of 30 days to take such action. 

b) Former RGI and Market Tenants/Members Currently Residing with a Social Housing Provider: 

If the default is by a former RGI or market tenant/member currently residing with another social 

housing provider, the Housing Provider to whom the money is owed must immediately notify the 

new social housing provider of the default. The new provider will immediately send the 

tenant/member an ‘Opportunity to Comment’ on the information received.  The tenant/member 

would be notified that the formal Opportunity to Comment process would proceed. 

5. Important Factors To Take Into Consideration When Reporting Arrears to the Centralized Wait List 

a) Bankruptcy 

If a former or current tenant/member files for bankruptcy, he or she may be discharged of debts 

arising before the date of bankruptcy. The Registry must be notified only when the arrear owing 

to the Housing Provider is listed on the bankruptcy discharge statement.  The tenant/member 

must bring written proof of the bankruptcy discharge to The Registry.  Once verified, the arrear is 

to be written off by the Housing Provider, the tenant/member’s name will be removed from the 

arrear database and the individual will be immediately eligible to apply to the CWL. 

An amount owing to the Housing Provider because of fraud or misrepresentation may be 

excluded from the discharge.  Where a court or tribunal order has been issued confirming fraud or 

misrepresentation, and an order issued for the amount owing, the former or current 

tenant/member would not be released from that debt and the arrear would remain on both the 

local social housing arrear database and the provincial arrear database until paid. In addition, the 

fraud or misrepresentation penalty of ineligibility for RGI assistance for a period of two (2) years 

would apply. 

b) Statute of Limitations 

A new Limitations Act came into effect January 1, 2004, which applies to arrears/debts that occur 

after January 1, 2004.  As a result of this new legislation, Housing Providers must apply two 

separate guidelines for reporting tenant/member arrears; those prior to January 1, 2004 and 

those after January 1, 2004. Each of these periods has differing time limitations within which 

action must be commenced. 
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Arrear Discovered Prior to January 1, 2004: 

Where a Housing Provider has the right to collect an arrear owing which was discovered prior to 

January 1, 2004, there is a six (6) year limitation period to take action to recover an arrear. In 

order to stop the limitation period from running, a Housing Provider must make an attempt to 

collect the arrear owing by either sending an arrear notification to the individual at the last known 

address, sending the arrear to a collection agency or by taking the individual to the Landlord and 

Tenant Board or Small Claims Court to recover the arrear.  

Arrear Discovered After January 1, 2004: 

Where a Housing Provider has the right to collect an arrear owing which was discovered after 

January 1, 2004, there is a two (2) year limitation period to take action to recover the arrear. In 

order to stop the limitation period from running, a Housing Provider must make an attempt to 

collect the arrear owing by either sending an arrear notification to the individual at the last known 

address, sending the arrear to a collection agency or by taking the individual to the Landlord and 

Tenant Board or Small Claims Court to recover the arrear.  

Both limitation periods only apply to commencing legal action and/or identifying an arrear for the 

arrear database. It does not preclude or prevent collection by other methods, including voluntary 

repayments at any point in time.  A Housing Provider may request a voluntary repayment 

schedule, and the Housing Provider may accept a repayment schedule, after the limitation period 

has expired. 

Examples of Statute of Limitations and factors that affect limitation periods can be found in 

Appendix A of this Directive. 

c) Validation of A Social Housing Arrear 

When a Housing Provider has previously notified The Registry of an arrear, and if at the point at 

which the Provider is contacted by the former tenant/member in arrears, the Provider cannot 

substantiate the arrear with supporting documentation, the Housing Provider must “write off” the 

arrear for the purpose of the arrear database.  The Housing Provider must then notify The 

Registry of this in writing. Once verified the tenant/member’s name will be removed from the 

arrear databases and the individual will be eligible immediately to apply to the CWL for social 

housing.  Examples of this would be if the Housing Provider could not locate the tenant/member 

file or had destroyed information pertaining to the arrear and therefore could not verify, in 

writing, the arrear. 

To prevent such a situation in the future, where there is an arrear owing by a past 

tenant/member, documents pertaining to the arrear must be kept on file until the arrear is paid in 

full or written off by a court bankruptcy decision.  In these situations, it may be necessary to keep 

such documentation in excess of the maximum period referenced in the SHRA or other statutes. 
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ACTION REQUIRED: 
Housing Providers are required to report social housing arrears and follow the procedures for advising 
the Centralized Wait List for Social Housing (CWL) of an arrear as defined and outlined in this revised 
Directive. This is to be implemented immediately, effective January 21, 2009. 

If you have any questions, please contact your Program Administrator. 

Stephen Arbuckle 
Manager, Housing Programs 

Dated: January 21, 2009 
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Appendix A 

Examples of Statute of Limitations 

Arrear Discovered Prior to January 1, 2004: 

The provider has until March 5, 2008 to take action to collect an arrear that occurred and was 

discovered by a Housing Provider on March 5, 2002. 

Arrear Discovered After January 1, 2004: 

The provider has until March 5, 2006 to take action to collect an arrear that occurred and was 

discovered by a Housing Provider on March 5, 2004. 

Action Taken Within Specific Time Limits: 

The provider discovers an arrear on June 1, 2004 and immediately sends the arrear to a collection 

agency as the tenant has moved out and no forwarding address is available. The provider met the initial 

limitations period.  On September 8, 2006, the collection agency notifies the provider that the arrear is 

not recoverable and collection action is stopped.  The Housing Provider would have until September 8, 

2008 to take additional action to recover the arrear, as the new time limitation would start on 

September 8, 2006. 

Voluntary Arrear Repayment Agreement: 

A tenant signs a repayment agreement on February 1, 2004, then fails to make a regular payment on 

November 1, 2004.  The Housing Provider would have until November 1, 2006 to take action to recover 

the outstanding arrear, as the limitation period started on November 1, 2004. 

Factors Affecting Limitation Periods 

(i) No Action Taken Within Specific Time Limits: 

If the Housing Provider has taken no action to recover the arrear within the specified time limitation 

period, the Housing Provider cannot consider the amount owing as an arrear and cannot register the 

arrear with the arrear database. 

(ii) Action Taken Within Specific Time Limits: 

If the Housing Provider has taken action to recover the arrear within the specified limitation period, 

the new time limitation period does not commence until the action is stopped or abandoned.  

(iii) Voluntary Arrear Repayment Agreement: 

When a voluntary arrear repayment agreement is signed by the tenant/member, the limitation 

period will start when the Housing Provider becomes aware that the tenant/member has breached 

the agreement by failing to make a payment. 

(iv) Court or Tribunal Order: 

If the Housing Provider has obtained a court or tribunal order for the arrear owing, there is no 

limitation period for the collection of that amount.  This means that the arrear can be recorded with 

the arrear database at any point in time in the future. 
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Unit # Street # Street Name

If tenant/member has vacated, date: / /
D M Y 

Name: Date of Birth: / /
D

SIN (if available):

Name: Date of Birth: / /
D

SIN (if available):

Name: Date of Birth: / /
D

 (if available):

Name: Date of Birth: / /
D M

if available):

Total Amount of Arrears Owing: $

M Y

M Y

M

SIN

Y

Y

SIN (

Social Housing Arrears Information 

Provider Name: 

Please include information for all individuals signed on the unit lease. 

Unit address where arrears were incurred: 

Lease/Member signers: 

1. 

2. 

3. 

4. 

Confirm Arrears for $100.00 or more: Yes No 

Reason for Arrears: Rental Damages Both 

Status of Arrears: In Collections Repayment Agreement

Other:

Has the tenant been found guilty of misrepresentation? Yes No 

 (voluntary) 

Date: / /
D M Y

The Landlord and Tenant Board/Court Order #: 

Completed by:

Date completed: / /
D M Y
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(*) 

SERVICE MANAGER DIRECTIVE 09-01 

SUBJECT: REVISED LOCAL POLICY AND ELIGIBILITY RULE RE: LATE REPORTING OF INFORMATION 

FOR ANNUAL OR IN-YEAR REVIEWS 

The policies and procedures in this Directive are to be implemented by Housing Providers funded by 

the City of Ottawa for the programs checked below: 

X Public Housing Program 

X Rent Supplement Program (commercial) See Exemption Below 

X Ontario Community Housing Assistance Program (OCHAP)

X Community Sponsored Housing Program (CSHP) 

X Provincial Reformed (Provincial, Federal/Provincial Non-Profit) 

X Provincial Reformed (Provincial Co-operative) 

Limited Dividend Program 

Section 26/27 

Section 95 – Private 

Section 95 – Pre 86 MNP 

Pre-86 Urban Native Housing Program

Post-85 Urban Native Housing Program 

The Registry (as Service Agent administering the CWL) 

If your program is not checked, this Directive does not apply to your project(s). 

PURPOSE: 

The purpose of this Directive is to communicate to Housing Providers the Local Policy and Eligibility 

Rule in regard to the late reporting of information on household composition and income for the 

annual or in-year reviews of household information by a RGI household, or by a household no longer 

eligible for the unit it occupies.  This Directive replaces Directive 05-03 dated June 16, 2005. 

LEGISLATIVE AUTHORITY: 

Social Housing Reform Act, 2000, s. 66, s. 69, s. 75, and s. 80 to 84. 

O. Reg. 298/01 s. 5 and 6, s. 10 to 12, s. 14, s. 18 to 22, s. 32 and 33, s. 45 and s. 52 and 53, as 

amended. 
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O. Reg. 339/01 s. 22, as amended. 

BACKGROUND: 

The Social Housing Reform Act (SHRA) requires households in receipt of RGI, and households in 

special needs units, to provide household income and composition information and the related 

documentation at least annually, and within 31 days of any change occurring between annual 

reviews.  The SHRA had prescribed only one penalty for tardiness in the delivery of this information 

by a household in receipt of RGI, that being a loss of eligibility for RGI assistance with the resulting 

increase to market rent/occupancy charge following 90 days notice, irrespective of the 

circumstances. 

The Ministry expanded the measures available to deal with this issue when O. Reg. 298/01 was 

amended in August 2004.   Through that amendment, a new discretionary authority was conferred 

onto the Service Manager, allowing Service Managers the ability to extend the time period within 

which information and documentation must be provided pursuant to the applicable reporting 

requirement.  As such, the decision to extend a time period may be made one or more times and 

each such extension of a period may be before or after the expiry of the period.  As a result of this 

amendment, the prescribed time period may have lapsed for the provision of the required 

information and the production of related documents, and a notice of decision already may have 

been issued, or a final decision pursuant to an internal review may have been taken. 

Additional Ministry changes to O. Reg. 298/01 in August 2007 further defined the manner for dealing 

with this household reporting requirement.  The application of the penalty of ineligibility for RGI is 

limited to those instances where the household's unreported change would have resulted in either 

an increase in the rent geared-to-income payable by it, or the household no longer being eligible for 

the unit it occupies.  As well, notwithstanding any of the grounds upon which a household may be 

declared ineligible for RGI under subsection 12.(1) of O. Reg. 298/01, the Ministry granted Service 

Managers the discretionary authority to determine that a household that has otherwise ceased to be 

eligible for RGI assistance continues to be eligible for such assistance if the Service Manager is 

satisfied that extenuating circumstances exist. 

As the Service Manager has delegated the authority for determining eligibility for RGI assistance to 

the housing provider, the Housing Provider would be required to revisit either or both of the notice 

of decision, and the final decision pursuant to an internal review after it had been issued to the 

household.  To alleviate this matter and provide greater clarity regarding local rules for late 

reporting, the Service Manager has issued this directive. 

POLICY: 

The Service Manager is issuing the following policy and procedures for dealing with a RGI 

household’s late reporting of information on household composition and income for the annual or in-

year reviews of household information. 

1) Non-reporting of changes in income between annual reviews (31-day rule): 
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When a household does not report within the prescribed time period a change in income in 

the course of the year between annual reviews, the following policy and procedures apply: 

Until such time as the household reports, the rent/occupancy charge remains the same, as 

there is no reason or basis to change it. 

Once a household does report, the rent/occupancy charge is retroactively adjusted either up 

or down to reflect actual income for the period under consideration. 

The effective date of change is the date the rent/occupancy charge would have changed if 

the household had reported on time, that being: 

a) A rent/occupancy charge decrease is effective the 1st day of the month following the 

month in which the change occurred; and, 

b) A rent/occupancy charge increase is effective the 1st day of the second month following 

the month in which the change occurred. 

2) Non-reporting at annual review: 

When a household does not report within the prescribed time period for the annual review 

process, the following policy and procedures apply: 

a) The rent/occupancy charge goes to market following 90 days notice as per annual review 

prescribed requirements. 

b) If the household reports before the market rent takes effect, the market rent/occupancy 

charge notice is voided, and the rent/occupancy charge payable is calculated based on 

the actual income. 

c) If a household reports after market rent/occupancy charge takes effect, the household 

continues to pay market rent/occupancy charge until they report. 

d) Once the household reports, the applicable policy and procedures are as follows: 

a. When a household’s income either has not changed or has decreased, the 

rent/occupancy charge will be recalculated based on the actual income, and this 

rent/occupancy charge will be retroactively applied to the household's annual 

anniversary date. 

b. When a household's income either has not changed or has decreased, but the 

household is no longer eligible for the unit it occupies, the rent/occupancy charge 

will be recalculated based on the actual income, except for the first month for which 

market rent/occupancy charge is owed.  The household will be responsible to pay 

market rent/occupancy charge for that first month.  In addition, an overhoused 

household will be added, consistent with sections 32 Review of eligibility - occupancy 

standards and 33 Special rule - overhoused households of O. Reg. 298/01, to the 

housing provider's internal transfer list and/or to the Centralized Wait List for Social 

Housing (CWL).  In the case of a special needs unit being occupied by a household 

that is not eligible for it, the household will be added to the Housing Provider's 

internal waiting list, provided there are appropriate units for which the household is 

eligible within the Housing Provider's projects, or to the CWL if there are no 

appropriate units within the Housing Provider's projects.  If one year after being 
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placed on a Housing Provider's internal transfer list, the household continues to 

occupy the special needs unit for which it is not eligible, the household will be added 

to the CWL and the household must select a minimum of 10 communities within the 

entire Service Manager area.  If one year after being added to the CWL, the 

household continues to occupy the special needs unit for which it is not eligible, the 

household must increase its selections to a minimum of 20 communities within the 

entire Service Manager area. 

c. When a household’s income has increased, the rent/occupancy charge will be 

recalculated based on the actual income for all months for which they would have 

paid a new rent/occupancy charge if they had reported on time, except for the first 

month for which market rent/occupancy charge is owed.  The household will be 

responsible to pay market rent/occupancy charge for that first month. 

d. When a household’s income has increased, but the household is no longer 

eligible for the unit it occupies, the rent/occupancy charge will be recalculated 

based on the actual income for all months for which they would have paid a new 

rent or occupancy charge if they had reported on time, except for the first month 

for which market rent/occupancy charge is owed.  The household will be 

responsible to pay market rent/occupancy charge for that first month.  In 

addition, an over-housed household will be added, consistent with sections 32 

Review of eligibility - occupancy standards and 33 Special rule - overhoused 

households of O. Reg. 298/01, to either the housing provider's internal transfer 

list and/or to the CWL. 

In the case of a special needs unit being occupied by a household that is not eligible for it, the 

household will be added to the Housing Provider's internal waiting list, provided there are 

appropriate units for which the household is eligible within the Housing Provider's projects, or to the 

CWL if there are no appropriate units within the Housing Provider's projects.  If one year after being 

placed on a Housing Provider's internal transfer list, the household continues to occupy the special 

needs unit for which it is not eligible, the household will be added to the CWL and the household 

must select a minimum of 10 communities within the entire Service Manager area.  If one year after 

being added to the CWL, the household continues to occupy the special needs unit for which it is not 

eligible, the household must increase its selections to a minimum of 20 communities within the 

entire Service Manager area. 

Note: Should the household not begin to pay market rent/occupancy charge following 90 days 

notice it may begin to accrue arrears with the landlord/co-op.  In these cases, the 

landlord/co-op shall follow their internal arrears policy and procedures. It is understood 

that this may result in proceeding to the Landlord and Tenant Board/Court for eviction for 

non-payment of market rent/occupancy charge.  If a landlord/co-op has obtained a 

Landlord and Tenant Board/Court order terminating the tenancy/occupancy rights and the 

order has become enforceable, the housing provider is not required to retroactively adjust 

the rent/occupancy charge if the household produces the required documents.  In such 
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circumstances, the housing provider may enforce the order terminating the 

tenancy/occupancy rights. 

ACTION REQUIRED: 

The policy and procedures for dealing with a RGI household’s, or by a household no longer eligible 

for the unit it occupies, late reporting of information on household composition and income for the 

annual or in-year reviews of household information as outlined in this Directive are to be 

implemented by Housing Providers effective immediately, that being January 20, 2009. 

EXEMPTION: 

All households in receipt of RGI subsidy under the direct administration of the City of Ottawa Rent 

Supplement Office, (most commonly, but not exclusively, RGI households with private sector 

landlords), are exempt from this Directive.  Unlike Non-Profit Housing Providers, there is no landlord 

tenant relationship between the household and the Rent Supplement Program, and therefore the 

Landlord and Tenant Board under the Residential Tenancies Act (RTA) is not available to the Rent 

Supplement Program for the resolution of disputes related to this matter. 

If you have any questions, please contact your Program Administrator. 

Stephen Arbuckle 

Manager 

Housing Programs 

Dated:  January 20, 2009 
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 _____________________________________________________

[name of individual whose personal information is to be disclosed] 

____

____

____ _________________________________  [name of Social Housing Provider] 

____ _________________________________  [name other individual or organization] 

[check one or more above] 

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

__________________________________________________________________________________

______________________________________________________________ 

[list personal information to be disclosed] 

__________________________________________________________________________________

______________________________________________________________ 

[list individual/councillor/organization information being disclosed to] 

__________________________________________________________________________________

__________________________________________________________________________________

______________________________________________________________ 

[list purpose(s) for disclosure]. 

__________________________ __________________________ 

Signature Print Name 

__________________________ 

Date 

AUTHORIZATION TO DISCLOSE PERSONAL INFORMATION 

I, , hereby authorize 

The Social Housing Registry 

City of Ottawa Housing Branch 

to disclose the following personal information about me: 

to the following individuals: 

for the purposes of: 
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SERVICE MANAGER GUIDELINE 04-03 

SUBJECT: GUIDELINE FOR THE COLLECTION, USE AND DISCLOSURE OF PERSONAL INFORMATION 

Legislative Reference: 

Social Housing Reform Act, 2000, S.O. 2000, c.27, sections 16, 162, 163, 164, 165 & 166; 

Ontario Regulation 368/01 sections 21, 22 & 23; 

Municipal Freedom of Information and Protection of Privacy Act, R.S.O. 1990, c. M.56, as amended, 

sections 2, 14, 28, 29, 30, 31, 32, 33, 36, 38 

City of Ottawa Housing Provider Service Agreement, December 2003 

The Social Housing Reform Act (SHRA), the Municipal Freedom of Information and Protection of 

Privacy Act (MFIPPA), and related regulations assigned specific responsibilities with respect to the 

collection, use and disclosure of personal information to the Service Manager (SM) who in turn could 

delegate responsibility for these duties. The City of Ottawa as Service Manager has delegated the 

collection of personal information to Housing Providers for the purpose of Rent Geared to Income 

(RGI) administration and to the Registry for the administration of the Centralized Waiting List (CWL) 

for Social Housing.  Housing Providers recently signed a final Housing Provider Service Agreement 

with an addendum Non-Disclosure Agreement. As such, Housing Providers and The Registry must 

comply with the specific provisions of the Agreement and of MFIPPA relating to protection of privacy.  

It should also be noted that section 162 of the SHRA imposes protection of privacy obligations on 

certain types of housing providers independently of their obligations to meet MFIPPA requirements 

imposed by the City.  Housing Providers should therefore inform themselves of the obligations 

created by s.162 of the SHRA and the corresponding standards found in ss. 21 to 23 of Ontario 

Regulation 368/01, and may wish to obtain legal advice on how these obligations affect them. 

This Guideline is a tool to assist in meeting the obligations of both the Housing Provider Agreement 

and the Non-Disclosure Agreement. The Guideline offers an overview of the following: 

1.0 A definition of the Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 

and how it relates to the Social Housing Reform Act (SHRA) 

2.0 A definition of personal information with specific references to information collected by 

Housing Providers and the Registry 

3.0 Principles for the collection of personal information 

4.0 Principles for the use and disclosure of personal information 

5.0 Principles for individuals to access and/or correct their own personal information 

6.0 Summary of general principles and best practices in the collection, use and disclosure of 

personal information, access/correction to personal information. 
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1.0 WHAT IS THE MUNICIPAL FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT 

(MFIPPA) AND HOW DOES IT RELATE TO THE SOCIAL HOUSING REFORM ACT (SHRA) 

The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) came into effect 

January 1, 1991 and applies to all local government organizations, including municipalities. Part II of 

the Act outlines business practices relating to the collection, use and disclosure of personal 

information in order to protect an individual's right to privacy. MFIPPA is extensive, legislating a 

broad range of municipal functions. Housing Providers and the Registry are responsible for complying 

with only those MFIPPA requirements that are specific to their contractual duties with the City, 

namely, the requirements related to the collection, use and sharing of personal information for the 

purpose of RGI administration and the administration of the centralized waiting list. In addition, 

Housing Providers and the Registry should inform themselves of their responsibilities under sections 

162 thru 166 of the SHRA and sections 21, 22 and 23 of Ontario Regulation 368/01. 

The protection of personal privacy in the day-to-day operations of an organization is the underlying 

principle which is based on two beliefs: 

that an individual has the right to control his or her own personal information; and 

that the privacy rules governing the collection, use, disclosure, retention and disposal of 

personal information are necessary. 

2.0 PERSONAL INFORMATION – A DEFINITION WITH SPECIFIC REFERENCE TO INFORMATION 

COLLECTED BY HOUSING PROVIDERS AND THE REGISTRY 

Personal information is defined as recorded information about an identifiable individual, including 

but not limited to: 

a. information relating to race, national or ethnic origin, colour, religion, age, sex, sexual 

orientation or marital or family status of the individual; 

b. information relating to the education or the medical, psychiatric, psychological, criminal or 

employment history of the individual or information relating to financial transactions in 

which the individual has been involved; 

c. any identifying number, symbol or other particular assigned to the individual, such as a SIN 

number 

d. the address, telephone number, fingerprints or blood type of the individual; 

e. the personal opinions or views of the individual except if they relate to another individual; 

f. correspondence sent to an institution by the individual that is implicitly or explicitly of a 

private or confidential nature, and replies to that correspondence that would reveal the 

contents of the original correspondence; 

g. the views or opinions of another individual about the individual; and 

h. the individual's name if it appears with other personal information relating to the individual 

or where the disclosure of the name would reveal other personal information about the 

individual. 

Personal information for the purposes of MFIPPA may be recorded information in any format, 

including paper records, electronic data, photographs, videos, audio tapes, among other formats. 
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The following identifies personal information collected by The Registry and Housing Providers that 

could be subject to this legislation, such as information that is collected either by the Registry at the 

time of initial application to determine initial eligibility or by the Housing Provider at the time of offer 

or annual review to determine ongoing eligibility for RGI assistance. Information that: 

describes an individual's finances, income, employment, enrollment in a educational 

institution, social services benefits, assets, liabilities, net worth, bank balances, financial 

history or activities, or creditworthiness which is provided to housing providers for the 

determination of eligibility and amount of RGI assistance 

was obtained on a tax return to confirm the above mentioned financial information; 

relates to a medical, psychiatric or psychological history, diagnosis, condition, treatment or 

evaluation which is provided for the determination of eligibility for special or local priorities; 

consists of personal recommendations or evaluations, character references or personal 

evaluations, such as those provided by medical doctors and social workers which is  provided 

for the determination of eligibility for special or local priorities; 

could indicate the individual's racial or ethnic origin or sexual orientation if inadvertently 

submitted as part of a personal recommendation, evaluation, character reference or 

personal evaluation, as mentioned above. 

Note: 

Personal information must be about an identifiable individual. 

Personal information includes information collected orally. 

An individual's name need not be attached to the information to qualify as personal 

information (for example, a physical description or a photograph of a person attached to 

other information about the individual is considered personal information). 

Personal information does not include: 

an individual's name alone (the name must be associated with other personal information 

about the individual); 

information about a property or a specific municipal address, such as a market value 

assessment or utility consumption (if these records contain an individual's name and his or 

her personal information such as a home phone number the individual’s information should 

be protected); 

information concerning corporations and  unincorporated associations or the name of 

officers of a corporation writing in their official capacity (if these records contain personal 

information about individuals the personal information should be protected). 

3.0 PRINCIPLES FOR THE COLLECTION OF PERSONAL INFORMATION 

The Registry and Housing Providers should provide notice to individuals when collecting personal 

information, whether collection is made directly from an individual or indirectly from another source. 

Notice Requirements: 

When requesting personal information from an individual a notice should be given to the individual 

which clearly states: 
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1. The legal authority for the collection 

Cite the legal authority that permits the collection of the information by referring to the 

specific Act and section that authorize the collection. Where an Act does not specifically refer 

to the collection, provide the section of an Act or by-law that authorizes the activity or 

program for which the information must be collected; 

It is not sufficient to say “This information is being collected in accordance with the Social 

Housing Reform Act.”, the section of the act or associated regulation must be stated. 

2. The principal purpose(s) for which the personal information is intended to be used 

All intended uses of the information must be described in the notice. This will help avoid 

complaints as a result of possible inappropriate use of personal information. 

3. The title, business address and telephone number of a person employed by your organization 

who can answer questions about the collection 

Ensure that the individual in the position listed is equipped to provide answers regarding the 

collection and use of the information. The position title, not the actual employee name is 

required on the notice. 

Example of written notice 

Personal information on this form is collected under the authority of s. 66 of The Social Housing 

Reform Act, 2000, S.O. 2000, Part V, and Ontario Regulation 298/01 and will only be used for the 

purpose of administration of eligibility for Rent Geared to Income Assistance. Questions about 

this collection should be directed to the Administrator, ABC Housing Provider, 110 Fake Avenue 

West, Ottawa, Ontario, K1P 1J1. Telephone (613) 580-1234 ext. 1234. 

Manner of Providing Notice: 

A notice to collect personal information may be provided either: 

Orally - in person or over the telephone if information is being collected in that manner with 

a notation on file of the date on which the notice was given; or 

In writing - on an application form, on an annual review form, on form documents, or in any 

other manner that informs the individual about the collection. 

Unsolicited Personal Information 

Sometimes Housing Providers or the Registry may receive personal information, which it did not 

request. Notice is required if the personal information is subsequently placed in an inventory or is 

going to be considered at a later date. If the information is not kept, no notice is required. Examples 

of this type of information would be household changes outside a periodic review, or medical 

information provided by family members on behalf of a resident to facilitate evacuation procedures 

for fire plans. 

4.0 PRINCIPLES FOR THE USE AND DISCLOSURE OF PERSONAL INFORMATION 

Housing Providers and The Registry should only use and disclose both written and verbal personal 

information in its custody or its control: 
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if the person to whom the information relates has identified that particular information and 

provided written consent to its use; 

for the purpose for which it was obtained or compiled or for a consistent purpose; 

if the disclosure is specifically permitted and/or required by the SHRA and/or associated 

regulations; 

if the disclosure is made to an officer, volunteer or employee of The Registry or Housing 

Provider who needs the record in the performance of his or her regular duties established 

within his or her job description and if the disclosure is necessary and proper in the 

administration of RGI functions; 

if disclosure is to an institution or a law enforcement agency in Canada to aid an investigation 

undertaken where a law enforcement proceeding is likely to result; 

in compelling circumstances affecting the health or safety of an individual, if upon disclosure, 

notification is mailed to the last known address of the individual to whom the information 

relates; 

in compassionate circumstances, to facilitate contact with the next of kin or a friend of an 

individual who is injured, ill or deceased; 

to the Government of Canada, the Government of Ontario, the City of Ottawa or 

individuals/firms contracted to act on their behalf, in order to comply with social housing 

direct funding audit requirements. 

Disclosure of Information to a Third Party: 

Housing Providers and the Registry should obtain written consent from the individual for whom the 

personal information is requested prior to releasing this information to a third party. Examples of a 

third party would be: 

friends, neighbours or relatives of an individual in question 

outside agencies 

general public or 

political representatives acting on behalf of constituents. 

If an inquiry made by a third party is general in nature and does not require the disclosure of 

personal information, written consent in normally not required. Examples of general inquiries would 

be: 

whether a household has been referred to the social housing centralized waiting list (yes or 

no, not the details of the referral) 

general maintenance practices of a housing provider relating to a building in which an 

individual resides 

if there are support services available to residents within a specific building or within the 

general vicinity of a residential complex. 

If a third party inquires about confidential or personal information relating to a particular individual 

or household, written consent should be given by that individual for the information that is being 

requested. Examples of this type of inquiry would include: 
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details of a households application to the centralized waiting list  

details about specific rent calculations based on a household income 

details about specific activity or behaviour within a household 

specific details about a household lease. 

An Authorization to Disclose Personal Information consent form has been attached to this Guideline. 

It can be used as a template to obtain consent to disclose personal information when third party 

enquires are made to either The Registry, individual Housing Providers or the City of Ottawa Housing 

Branch. 

5.0 PRINCIPLES FOR INDIVIDUALS TO ACCESS AND/OR CORRECT THEIR OWN PERSONAL 

INFORMATION 

An individual has a right of access to his or her own personal information. There are mandatory and 

discretionary exemptions to access, which are listed below. 

Mandatory exemptions require an organization to refuse to disclose a record. The list includes: 

third party information if supplied in confidence and where disclosure could prejudice the 

interests of a third party; 

personal information about individuals other than the requester. 

Discretionary exemptions allow an organization to decide whether it should disclose the requested 

record. They include: 

if it could reasonably be expected the information could prejudice/endanger the mental or 

physical health or mental security of any person (e.g. issues related to child access/support 

agreements, situations relating to victims of abuse, medical conditions such a depression) 

advice or recommendations within the organization (e.g. deliberations or personal opinions 

by housing provider staff or Registry staff prior to an eligibility decision); 

information which could prejudice the financial or other specified interests of the 

organization; 

solicitor-client privilege; 

information already available to the public or soon to be published; 

law enforcement. 

If the Housing Provider or Registry has any question as to whether a specific record or situation 

would qualify for a discretionary exemption under MFIPPA, they should contact their Program 

Administrator for assistance. 

Identification Required for Individuals to Access Their Own Personal Information: 

When releasing personal information about an individual to that individual, Housing Providers and 

the Registry should confirm the requestor's identity and ensure the records are safely transmitted to 

him or her. This can be done by various means, for example: 
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1. ask for photo identification, i.e. driver's license or a passport; 

2. review and compare the spelling of name, address, phone number, signature, handwriting, 

etc. to information that may already be on file. Any discrepancies should trigger further 

inquiry; or 

3. question the requestor on unique personal information contained in the record itself. For 

example, a Health Unit may ask for an Ontario Health Card number. 

Right of Correction of Personal Information 

Every individual who is given access to his or her personal information has the right to request a 

correction of his or her personal information. A correction may be requested if the information is 

inexact, incomplete or ambiguous. However an individual may not request a substitution of opinion. 

An example of this would be correcting information on an application form, such as the spelling of a 

name or the birth date of an individual. It would include an income change if the change resulted 

from the original information being incorrectly recorded. 

A formal request for correction must be submitted in writing and must specify the information to be 

corrected. An explanatory note should accompany the request and documentary proof is required if 

the personal information to be corrected affects an individual's financial status or eligibility. If a 

requested correction of the personal information is not agreed to, the individual should be informed 

of his/her right to: 

require that a statement of disagreement be attached to the information; or 

have any person or body to whom the personal information was disclosed within the 

previous twelve months, notified of the correction and/or the statement of disagreement. 

This process applies when either the individual has submitted incorrect information and requests 

correction or if the Housing Provider or Registry has incorrectly recorded information submitted to 

them by the individual. 

For regular change notifications, such as change in household composition, change in household 

income, the regular notification process would apply (i.e. the annual household review). 

Timing: 

Housing Providers and the Registry should within thirty (30) days of receipt of a request, make 

records available, deny access  or cite extraordinary circumstances resulting in delay. The thirty day 

provision incorporates the time required to: 

locate records requested; 

determine if the requested record might contain personal information or third party 

information that affects the interests of someone other than the requester and, if so, allow 

the affected person to make representations about the disclosure of this information; 

prepare the record for viewing by excluding any third party information where consent to 

disclose has not be obtained; 

give written reason for access denial 
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6.0 GENERAL PRINCIPLES AND BEST PRACTICES  

The following suggestions identify implementation practices which meet or exceed the protection 

and privacy of personal information obligations outlined in the SHRA and MFIPPA. 

Collection of Personal Information: 

When collecting personal information, provide notice that includes specific details on the 

three requirements - authority, purpose and contact point; 

Treat personal information appropriately, using discretion, security and confidentiality; 

Collect only information directly related to purpose of the information request; 

Ensure all notes are taken in a professional manner being mindful that the client can access 

the records or files; 

Include procedures in your operations/procedures manual for staff to follow when 

undertaking the collection of personal information; 

Ensure staff and Board Members understand these procedures and responsibilities. 

Maintaining Records Containing Personal Information: 

Take an inventory of all personal information being collected, determine what is required, 

determine where it will be stored, for how long it will be stored and who will have access to 

it; 

Maintain records containing personal information in a secure location, such as a locked filing 

cabinet or locked room with controlled access; 

Determine who should have access to personal information; 

Ensure records remain on-site, not brought home by staff or left in vehicles; 

Have a secure method of disposal of personal information, such as a shredder. 

Disclosure of Personal Information: 

Assign a primary staff contact person to deal with privacy issues; 

Receive all requests for personal information in writing; 

Receive written consent to disclose from anyone requesting personal information on behalf 

of another individual ( Authorization to Disclose Personal Information template included with 

this Guideline); 

Verify requestor’s identity; 

Prior to disclosing personal information about an individual or household ensure only 

information directly related to the specific inquiry is disclosed (contact your Program 

Administrator for assistance if required); 

Do not fax personal information unless absolutely required, if so have a fax guideline in 

place; 

Have a policy in place to address in a timely fashion individuals requesting access to their 

own personal information, ensuring the privacy of others are protected; 

If access to personal information is denied, give a written reason for denial. 

Unique Situations: 

Have policies and guidelines which address unique situations related to privacy, security and 

confidentiality (ie. confidentiality agreements, requests for a private meeting room, access to 
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and security of confidential files, placement of telephones and computer monitors where 

personal information is discussed or viewed away from the general public); 

If it is a new or unique document or process, consult with a Program Administrator regarding 

the collection notice requirement prior to finalizing the approach that will be used. 

If you have any questions, please do not hesitate to contact your Program Administrator. 

Lisa Goodfellow 

Senior Program Administrator 

Dated May 18, 2004 

Attachments (1) 
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SERVICE MANAGER GUIDELINE 04-02 

SUBJECT: IN-SITU MARKET RENT TENANT/MEMBERS REQUIRING RGI ASSISTANCE 

Legislative Reference: 

Social Housing Reform Act, 2000; 

Ontario Regulation 298/01 sections 5 (1), 7 (1-5), 35.1, 37.1, 41 (1 & 2), 44 (1 & 3) 

Ontario Regulation 339/01 sections 12.2, 14.1 (1 & 2) 

Effective December 1, 2002, In-situ market rent tenants/members requiring a RGI subsidy were 

designated as a Local Priority group. The definition of this Local Priority is: 

In-situ market rent households applying for RGI assistance for the unit in which they live and where 

the unit meets the local occupancy standards will be granted a Local Priority status provided the 

household has resided with their current housing provider for a minimum of one year and has 

experienced a decrease in income since moving into their current housing. 

This household category was ranked before other Local Priority groups to ensure these households 

access to RGI subsidies in advance of these other groups. This Guideline outlines the process to be 

followed by housing providers, The Registry and in-situ market rent households requesting a rent-

geared-to-income (RGI) subsidy. 

In-situ Household Applying For RGI Assistance 

All households applying for rent-geared-to-income assistance within the Ottawa service area must 

apply to the Registry. This includes in-situ households applying for RGI assistance. 

Prior to applying to the Registry, the in-situ household must confirm the following: 

the unit in which they are applying for RGI assistance meets the local occupancy standards 

the household has resided with their current housing provider for a minimum of one year 

the household has experienced a decrease in income since moving into their current housing 

Once these requirements are confirmed, the household must complete an Application for Market to 

RGI Housing with the Registry. A copy of this application has been attached to the Guideline. 

Housing Provider 

Housing providers must refer all households wishing to receive rent-geared-to-income assistance to 

the Registry. This includes in-situ households applying for RGI assistance. 

Prior to referring an in-situ market rent household to the Registry, the housing provider must 
confirm the following: 

the unit in which the household applying for RGI assistance lives meets the local occupancy 
standards 
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.

the household has resided with their current housing provider for a minimum of one year 

the household has experienced a decrease in income since moving into their current housing 

Confirmation of these requirements must be documented to the household file. Once confirmed, the 

housing provider must refer the household to the Registry to complete an Application for Market to 

RGI Housing. 

When assigning an RGI subsidy to an in-situ market rent household, a housing provider must select a 

household from the In-situ Local Priority project specific subsidiary list, maintained on a project-

specific basis by the Registry. 

At the time of assigning an RGI subsidy to an in-situ household, the housing provider must confirm 

the requirements of O. Reg 298/01, s. 7 (3) to (5), relating to eligibility to receive a specific type of 

income and notice. This must be documented to the household file. 

The Service Manager is in support of a joint recommendation to the Ministry requesting removal or 

revisions to O.Reg339/01, sections 14.1 (1) - no vacant units in the project for at least one year, and 

(2) - no outstanding notices to vacate.  The Service Manager will not require housing providers to 

apply these sections of O.Reg.339/01, in the absence of revised policy. 

The Registry 

The Service Manager delegated the authority to administer the Centralized Waiting List to the 

Registry. In-situ market rent tenants requiring RGI assistance were designated a distinct Local Priority 

group. The Centralized Waiting List (CWL) must provide for this Local Priority applicant category in 

each project specific subsidiary waiting list for each housing provider. 

The Registry must determine if a household is eligible for rent-geared-to-income assistance and 

should be added to the centralized waiting list. This includes in-situ households applying for RGI 

assistance. 

Upon receipt of a completed Application for Market to RGI Housing from the in-situ household, the 

Registry must determine if the in-situ household applying for RGI assistance meets the general 

eligibility for RGI assistance requirements, as set out in O. Reg 298/01 s. 7 (1) and (2). 

Confirmation that the household meets these requirements must be documented to the household 

applicant file. Once confirmed, the in-situ household would be added to the project specific 

subsidiary waiting list for the housing provider in which the household currently resides. 

All in-situ market rent tenants/members determined by the Registry to be eligible for RGI assistance 

under the new In-situ Local Priority rules will have their application dated December 1, 2002 or later. 

In-Situ Households Requesting RGI Subsidy Prior to December 1, 2002 

There may be some in-situ market rent tenants/members who requested a RGI subsidy, prior to 

December 1, 2002, who are currently on a housing provider's internal waiting list(s). These applicants 

were granted this status by the housing provider under Ministry policy Clarification of Policy on 

Assignment of Subsidies to Residents who pay Market Rent/ Occupancy Charge, dated August 28, 
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1996. This predates the establishment of the new Local Priority group. Accordingly, those 

households will be grand-parented, subject to confirmation that the household meets the general 

eligibility requirements to receive RGI assistance. These grand-parented households are not required 

to meet the new In-situ Local Priority requirements. 

The applicant households on these internal lists must complete an Application for Market to RGI 

Housing. The Registry must confirm eligibility for RGI assistance. Once eligibility is confirmed, the in-

situ household would be added to the project specific subsidiary waiting list for the housing provider 

in which the household currently resides. The date used to rank these households on the CWL would 

be the date that they were assigned under this Ministry policy. These in-situ market rent 

tenants/members would be ranked ahead of those whose status is granted under the new Local 

Priority group, as the chronological date of the applicants under the Ministry policy will all be before 

December 1st, 2002. 

In order to operationalize this process, housing providers will be contacted by The Registry to 

confirm if they have internal waiting lists for in-situ market rent tenants/members based on the 

previous Ministry policy of 1996. Those with such a list must have these households complete a RGI 

application and forward it to the Registry for determination of eligibility for RGI assistance. Those 

households who qualify will to be added to the in-situ market rent local priority group for their 

project subsidiary waiting list. Upon completion of this transitional step, all such housing provider 

internal waiting lists will be null and void. All providers must use The Registry project-specific 

subsidiary list to grant a RGI subsidy. 

If you have any questions, please contact your Program Administrator. 

Lisa Goodfellow 

Senior Program Administrator 

Dated: January 28, 2004 

Attachments (1)
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/ /

/ /

/ /

/ /

/ /

/ /

If Yes, date expected: 

Application for Market to RGI Housing 

1. Eligibility Rules 

To be eligible for subsidized housing, you must meet all of the 

following conditions: 

All members of the household are legal residents of Canada or refugee 

claimants.  You must provide proof of residency (i.e. birth certificate, 

immigration documents, etc.) 

No member of the household is currently under a deportation, departure or exclusion order to 

leave Canada. 

At least 1 person in your household must be 16 years of age and older. 

No member of the household owes money to any social housing provider. 

No member of the household has been convicted of an offence in relation to rent-geared-to-

income assistance or found by a court of law or the Ontario Rental Housing Tribunal to have 

misrepresented their income for the purpose of rent-geared-to-income assistance. 

If you own a house, you must agree to sell it within 180 days of being housed. 

You must be able to live independently, and make your own arrangements for support services. 

For Office Use Only 

Date: 

2. Household Information 

Please provide information about all the adults and children who will live in the housing you are 
applying for. 

This section must be filled out. You must report all income. 

Last Name First Name Date of Birth 

D/M/Y 

Sex 

M/F 

Relationship 

to applicant 

Gross 

Monthly 

Income 

Source of Income 

(work, pension, 

welfare, etc.) 

Applicant 

Is a baby expected? Yes No
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Street No. Street Name Apt # City / Province Postal Code 

Social Insurance No. (Optional) 
Home Telephone 

(         )

Work/ Daytime Telephone 

(         )

Present Landlord / Social Housing Provider Number of bedrooms in current unit: 

Other Information: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

_____________________________________________________________________________ 

___________________________________________________________________ 

Present Address: 

I am currently in a market rent unit and require a subsidy for this unit. Yes No 

Spoken language(s) English French Preferred language for correspondence English French

Here is your legal agreement with us.  Please read it carefully, and sign in the space below. 

All people 16 years of age and older who are going to live with you must sign this form. 

3. Release and Consent; Declaration 

Release and Consent 

1. I understand that there are laws that allow The Registry to collect personal information about 

me. 

2. I understand that The Registry will use the information I give them to see if I qualify for the 

housing I have applied for. 

3. I allow The Registry to give the information on this form and any attachments to the social 

services offices, other municipal service managers or district social services administration 

boards, housing providers, without further notice to me, if the information is necessary for the 

purpose of making decisions or verifying eligibility for assistance under the Social Housing 

Reform Act, 2000, the Ontario Works Act. 1997, the Ontario Disability Support Program Act, 

1997, or the Day Nurseries Act. 

4. I allow The Registry to give the information on this form and any attachments to the 

government of Canada, a department, ministry, or agency of it, without further notice to me if 
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X X

X X

X X

Date:

the information is necessary for the purpose of administering or enforcing the Income Tax Act 

(Canada) or the Immigration Act. 

5. I allow The Registry to give the information on this form and any attachments to any 

government or body with whom The Registry has made an agreement under the Social Housing 

Reform Act, 2000, without further notice to me, for the purpose of conducting research related 

to a social benefit program or social housing or rent-geared-to-income assistance program. 

6. I understand that any information on this form and any attachment given by The Registry to a 

body listed above is confidential and will only be given in accordance with the Social Housing 

Reform Act, 2000 and associated regulations. 

Declaration 
1. I give my word that everything I have written in this application is correct and complete. 

2. I understand that all information I give to The Registry will belong to them and they will give my 

information to the housing providers I have chosen. 

3. If something on this application is incorrect or not true, The Registry or the housing providers I 

have applied to may request additional information, may cancel my application or both and I 

may be prohibited from re-applying for assistance for a minimum period of two years under the 

Social Housing Reform Act, 2000. 

4. I understand that only the people I have listed on this application form may live with me in 

subsidized housing. 

5. I understand that The Registry will use the information I give them to see if I qualify for the 

housing I have applied for, to see if I continue to qualify for rent-geared-to-income assistance 

and to see how much assistance I am eligible for. 

6. I give my word that I am in Canada legally. 

7. Before I can receive housing, I understand that I must pay back or make arrangements to pay 

any money I owe to any social housing provider. 

8. I understand that I must report any changes to this information directly to The Registry. 

9. I must update my application with The Registry at least once per year. 

“Personal information contained in this form or in attachments is collected by The Registry pursuant to 
the Freedom of Information and Protection of Privacy Act (R.S.O. 1990 c. F.31) or the Municipal Freedom 
of Information and Protection of Privacy Act (R.S.O. 1990 c.M.56). This information may be used to 
determine eligibility for housing applied to, continuation of housing and may be used for the 
appropriate rent-geared-to-income charge.” 

Please sign here (include signature of all household members 16 years of age and older) 
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