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[Full name of housing co-op or letterhead]
Guidelines for Difficult Times: Member DeathsNote: 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 work best for your co-op.
These guidelines are appropriate for both membership model types with the following adjustments:
If your co-op adopted the Principal and Associate membership model, please delete item A.1.ii. 
If your co-op adopted the Joint Membership model, please delete item A.1.iii.
For additional information, check the After-Death Checklist provided by the BC Government


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.

A. Procedure when a Member Dies Outside their Co-op Home
The Board and management are notified of the member’s death. The Co-op will verify the information, following a wellness check, from information from a family member or in any other way and proceed with the following.
a. Determine the succession of the unit:
i. Under Rule 4.2: a member’s death is considered “deemed withdrawal of membership.” [Please check your Co-op's Rules for the exact details and time of the end of occupancy.]
ii. If the member was a joint member, the surviving member(s) becomes the owner(s) of the shares [Rule 3.6]. 
iii. If the remaining resident is an associate member, then they could be considered for membership upon applying to the Co-op and meeting the financial and other eligibility obligations. [Rule 2.3 and any relevant internal policy.]
iv. If the remaining resident(s) is a non-member(s), then they could be considered for membership upon applying to the Co-op and meeting the financial and other eligibility obligations. [Rule 2.3 and any relevant internal policy.]
b. If there is no other legitimate occupant in the unit, the co-op must:
i. Secure the unit by changing the main door’s lock and locking any windows, other exterior doors, and private storage, checking faucets, stove, electricity, etc.
ii. Identify and notify the next of kin (from the emergency contact form) and the executor of the estate. Ask to see the first and last pages of the will to verify the executorship. The last page will show if it has been signed and the date of the will. The Board/management must print this and place it in the Member’s file.
iii. Contact the Co-op’s lawyer if no estate representative can be located or contacted. 
iv. 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.
The Board/management provides the next of kin or executor a letter expressing condolences and providing the following information:
c. End of occupancy date, including removal of personal contents [Occupancy Agreement 17.01].
d. Accounting of outstanding charges per the period referred to in A.1.a.i. and other charges (e.g., carpet cleaning, painting, per Co-op’s policies), all of which will be deducted from the member’s shares.
e. When the balance of shares is expected to be issued.
Access to the unit will be restricted by the Co-op.
f. Co-op representatives remain permitted to enter in case of emergencies [Occupancy Agreement 22.01]
g. 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.
h. The Co-op will only allow the executor of the estate or their designate; the Public Trustee representative; or the next of kin access to the unit.
i. The Board/management will keep a tracking sheet of who enters the unit, with dates, times, and purposes.
The Board/management will follow up with the next of kin or executor (when known*) to:
j. Discuss the removal of the member’s belongings. 
k. Confirm a convenient time for the Co-op to assess the unit for required remediation.
l. Provide notification of the Co-op’s intention to show prospective members the unit, always with no fewer than two people together.

*When the Board/management does not have information about the next of kin or executor or is unable to reach them, the Board/management will contact the Co-op’s lawyer for advice.

Only the Board, management, and relevant committee representatives may enter the unit to determine remediation requirements once clearance has been confirmed by the Board.
With the end of occupancy, the Co-op will provide a cheque to “The Estate of [Deceased Member’s Name]” in the amount of the shares minus the outstanding charges [Rule 11.2]. 
If there is no money left in shares to be paid back, the co-op will provide a breakdown detailing how the money was used.
The Co-op may choose to pursue any debt that is made from the estate of the deceased member.

B. Procedure when a Member Dies in Their Co-op Home
This applies to members who live alone. When a member is found deceased in their unit, either through a wellness check or some other means:
1. The Co-op [Board/management/designated wellness checker] calls 911 and remains at the location until Emergency Services arrive. The co-op representative(s) provide access to the unit and inform the Board and management. 
Emergency services and the police enter the unit, obtain information about the deceased, and are responsible for removing the body. Emergency service personnel will determine whether the coroner’s office should be contacted, and if so, they will make that contact.
The Board/management informs the emergency contact person of the member's death and asks if they know who the executor is. 
a. If there is no response from the emergency contact person within five days, they will call the Co-op’s lawyer for instructions. 
b. When dealing with an executor, ask to see the first and last pages of the will to verify the executorship. The last page will show if it has been signed and the date of the will. The Board/management must print this and place it in the member’s file.
c. Discuss with the next of kin how to handle the member’s belongings and the possession of the unit and if it's appropriate to disclose the member’s death to the membership.
The Board/management:
d. Secure the unit by changing the main door’s lock and locking any windows, other exterior doors, and private storage; remove perishables from the unit; check faucets, stove, electricity, etc.
e. Seek advice if sanitation is required and hire a company to do the remediation.
f. Assess the unit for required remediation.
g. 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.
The Board/management provides the next of kin or executor a letter expressing condolences and providing the following information:
h. Date of end of occupancy, including removal of contents [Occupancy Agreement 17.01]
i. Accounting of outstanding charges per the period referred to in B.5.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.
j. When the balance of shares is expected to be issued.
Access to the unit will be restricted by the Co-op.
k. Co-op representatives remain permitted to enter in case of emergencies [Occupancy Agreement 22.01]
l. 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.
m. The Co-op will only allow the executor of the estate or their designate; the Public Trustee representative; or the next of kin access to the unit.
n. The Board/management will keep a tracking sheet of who enters the unit, with dates, times, and purposes.
When no next of kin is found or named, the Co-op will consult with its lawyer (specifically regarding personal belongings). The cost of disposing/storing the belongings can be charged back to the estate. 
With the end of occupancy, the Co-op will provide a cheque to “The Estate of [Deceased Member’s Name]” in the amount of the shares minus the outstanding charges [Rule 11.2]. If there is no money left in shares to be paid back, the co-op will provide a breakdown detailing how the money was used.
The Co-op may choose to pursue any debt that is made from the estate of the deceased member.
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