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[Full name of housing co-op or letterhead]
Guidelines for Difficult Times: Member Placements in CareNote: this box should be removed once your co-op has personalized the text in the main body of the guidelines.
This resource is intended for co-ops that have adopted Model Rules 2.0, including its schedule, the Occupancy Agreement (“OA”). Please check the language used in your Rules before proceeding. 
Elements italicized in square brackets are for context. These should generally be removed. Non-italicized text in square brackets may be retained or adjusted.
The yellow-highlighted items must be verified for alignment with your co-op’s Rules; if the section references provided are different from those in your co-op’s Rules, please adjust accordingly. 
The green-highlighted items should be adjusted to your co-op’s preferences. Choose the option(s) that works best for your co-op.


Purpose of the guidelines
This procedure is designed to meet the Co-op’s obligation to protect its property and the goal of maintaining members’ property. These guidelines will function best where the Co-op has up-to-date emergency contact forms for all co-op members and regular wellness checks on vulnerable members and those who reside alone.
This procedure applies to members who live alone.

A. Procedure when a Member is in Respite, Rehabilitation or Extended Care
When informed that a member will be going into a form of long-term care, the Board determines:
a. Whether or not the member has a designated person, the member confirms their obligations under the Rules while away from the Unit.
b. If the Member will be returning and has designated someone (a “Designate”) to care for the unit (e.g., checking the fridge, electricity use, and water leaks), obtain the contact information for that person and confirm that they will check the unit weekly.
c. If there is a pet, call the emergency contact person to take it; otherwise, the Co-op must make an arrangement that can be made through SPCA or a neighbour.
d. When no designate is known to the Co-op, the Board/management will enter and inspect the unit always with no fewer than two people together (Occupancy Agreement 22.03).
When the Co-op has information for the contact person and learns that the Member is withdrawing their membership, the Board/management provides a letter to the next of kin or power-of-attorney that includes the following information:
e. Date of end of occupancy, including removal of contents (Occupancy Agreement 17.01)
f. Accounting of outstanding charges per the period referred to in A.2.a. and other charges (e.g., carpet cleaning, painting, per Co-op’s policies), all of which will be deducted from the member’s shares.
g. When the balance of shares is expected to be issued.
The Co-op will restrict access to the unit.
h. Co-op representatives remain permitted to enter in case of emergencies [Occupancy Agreement 22.01]
i. Co-op representatives may enter for non-emergency purposes as permitted by the Occupancy Agreement [S.22.03]. In these cases, no fewer than two people together, possibly with the contact person.
j. The Board/management will keep a tracking sheet of who enters the unit, with dates, times, and purposes.
When the member is unable to direct the Co-op regarding their affairs, and there is no emergency contact information, the Board/management contacts the nearest family member or personal contact the Co-op can locate to ask if they know of a Power of Attorney (POA) document or lawyer.
k. When there is no POA or lawyer, the Co-op asks the Co-op’s lawyer for advice on how to proceed.
l. If, in the following few weeks, the Co-op learns of an appropriate contact person, the Co-op will share with them information about ending the Member’s membership.
On advice from the Co-op’s lawyer, only the Board, management, and/or relevant Committee representative enter to assess the unit. Entry during this period will always be with no fewer than two people together.
Under the instruction of the Co-op’s lawyer, the Co-op will arrange contact with the care home or hospital to have some personal items taken to the facility (by no fewer than two people together). Thereafter, the unit will be prepared for the next Member.


B. Procedure when a Member is in Short-Term Care
1. When informed that a Member is in a hospital or other form of short-term care, the Board/management reaches out to the Member or their Designate to inform them that the access to their unit will be limited to whom they designate and to the Co-op in emergencies. (Occupancy Agreement 22.01)
a. Whether or not the member has a designated person, the member confirms their obligations under the Rules while away from the Unit.
b. If the Member has designated someone (a “Designate”) to care for the unit (e.g., checking the fridge, electricity use and water leaks), obtain the contact information for that person and confirm that they will check the unit weekly.
c. If there is a pet, call the emergency contact person to take it; otherwise, the Co-op must make an arrangement that can be made through SPCA or a neighbour.
d. When no designate is known to the Co-op, the Board/management will enter and inspect the unit always with no fewer than two people together (Occupancy Agreement 22.03).
The Co-op may check with the Member to confirm their status of a return to the Co-op’s unit from time to time.
Any costs incurred by the Co-op will be charged to the Member. 
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