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Mau Dan Gardens Policy Manual
As of January, 2015
Note:
As new policies are added and older ones amended this
manual will be updated.
Policies will be posted on the
Mau Dan Gardens website
www.maudancoop.ca
as soon as possible after they are approved.
The official version of current policies will be held
in the Mau Dan Gardens office, in print as well as
electronic format.
Please be sure to consult the most up to date version of
any policy before acting on it.
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Board of Directors
job description
Purpose of the policy
To ensure the board of directors is aware of the responsibilities of the overall
governance and management of the co-op.

Source of authority
Elected by the members at the Annual General Meeting.

Composition 12 directors in total, not less than three directors.
Term of office 2 years, with at least 6 directors elected annually.
Further terms of office
Must not serve for greater than a continuous period of 6 years. The director may
again serve after an absence of at least 1 year.
For board composition, director qualifications and terms, election or appointment
of officers and filling director board vacancies, refer to Rules 17, 18 and 21.

Governance
The board will:
1. Make sure the co-op complies, in order of precedence, with:


the Cooperative Association Act and other relevant laws



the co-op’s Memorandum of Association, Rules and Occupancy Agreement



policies adopted and approved by the co-op, and



decisions taken by resolution of the board or members

2. Make sure the co-op, under any contract or agreement, meets its obligations and
knows its rights
3. Guide and support committees and staff in operational decision-making
4. Plan, call and make arrangements for general meetings
5. Communicate with members and keep members informed

Mau Dan Gardens
Housing Co-operative
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6. Develop and implement co-op policy in consultation with members
7. Approve new members and make sure an effective member selection process is in
place
8. Develop and implement plans to build and maintain a democratic, stable and healthy
community and pay attention to the social and community needs of members
9. Provide education and training for members, committees, board and staff
10. Make sure the co-op works with other co-ops to build the co-operative movement and
make it stronger
11. Have directors sign the ethical conduct agreement annually
12. Ensure the continuity of the board and committees on an ongoing basis
13. Ensure that meetings are democratic and well-run

Finance/maintenance
The board will:
14. Monitor and manage co-op finances in a fiscally responsible way
15. Develop and implement plans to ensure short- and long-term maintenance of
buildings and grounds
16. Develop and implement plans for the long-term financial viability of the co-op
17. Invest co-op funds prudently
18. Make sure the co-op is adequately insured
19. Make sure the co-op remains an affordable housing option for current and future
members
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Employees/contracts
The board will:
20. Hire and supervise management staff, contractors and/or employees

Delegation of authority
Committees
The board may:
21. Delegate any parts of its authority to committees of the directors if it thinks fit (refer to
Rule 20)
22. Authorize committees to administer policies and budget lines. Committees may make
recommendations to the board for approval, but committees may not assume board
responsibilities (see separate committee job descriptions). The board remains
accountable for the overall operation and management of the co-op

Individual directors
23. Directors work as a group or “board of directors.” No one director has more power
than another, not even the chairperson or president. Directors make decisions as a
group. Individual directors do not have special powers to act alone
24. Sometimes the board of directors will authorize one or more of the directors to
perform a specific duty. That director is then acting for the board, not alone
Approved: 4 July, 2007
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Signing Authority
Purpose of the policy
To ensure that the key responsibilities and policies for signing officers are outlined.

Policy
1. Signing officers are Board Members and can include, but are not limited to, the
executive positions of President, Vice-President, Treasurer, and Secretary.
2. Signing officers are determined annually at the first Board meeting following the
annual Board elections, or when a replacement is required.
3. Signing officers must be able to satisfy all requirements of the co-op’s bank. For
example they must be able to provide any required personal documentation,
failing to do so will immediately revoke signing authority for that individual.
4. Signing officers are responsible for ensuring that all invoices and authorizations
are provided prior to signing cheques, according to the Spending Policy of the
Cooperative.
5. Signing officers may not sign cheques addressed to themselves or to any
member of their household.
6. Signing officers may not refuse to provide signatures when directed by the board.

Policy approved by the Board: January 26, 2010

Mau Dan Gardens
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ethical conduct agreement
Board of directors
Mau Dan Gardens Cooperative Housing Association

I, ___________________________________________________, am a director of
Mau Dan Gardens Cooperative Housing Association.
I declare that in carrying out my duties as a director of the co-op:

1.

I will act honestly, in good faith and in the best interests of the co-op. In so doing I will use the
care, diligence and skill that any reasonably prudent person would use in a similar situation.

2.

I will observe and comply, in order of precedence, with:
[a]

the Cooperative Association Act and other relevant laws

[b]

the co-op’s Memorandum of Association, Rules and Occupancy Agreement

[c]

policies adopted and approved by the co-op, and

[d]

decisions taken by resolution of the board or members.

3.

I will support the policies and positions of the board of directors.

4.

I will:
[a]

put the interests of the co-op and the board of directors ahead of my personal interests

[b]

avoid conflicts of interest, and

[c]

declare in writing any possible conflicts of interest that I have, or may have, in
connection with any co-op contract, business or proposed business as soon as it occurs.

5.

I will comply with policies and procedures adopted by the co-op in respect of the Personal
Information Protection Act of British Columbia.

6.

I will keep confidential all:
[a]

financial information and sensitive personal information about members, applicants, former
members, residents and employees of the co-op

[b]

information about co-op business which should be kept confidential to protect the co-op,
and

[c]

information I learn about matters specifically determined by board resolution to be matters
of confidence.

Where I am uncertain in determining whether something is a matter of confidence, I will seek
direction by way of a resolution of the board of directors.
I will not disclose any confidential information that I know through my position with the co-op
unless authorized by the board of the co-op. This applies while I am a director or member of the
co-op as well as after I leave the co-op.

Name

Signature

Agreement to be signed annually by directors
Approved December 13, 2006

Date
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Occupancy Agreement Policy
WHEREAS the membership is desirous to amend the Occupancy Agreements of
each member of the Co-op so as to better set out the relationship between the
Co-op and each member, and comply with the provisions of the Co-operative
Association Act;
AND WHEREAS the policies passed by the Co-op are considered to be part of
the contractual obligations set out within each member’s Occupancy Agreement
at the Co-op;
WHEREFORE, BE IT RESOLVED:

1. That the new Occupancy Agreement as approved by the General
Membership on December 8, 2004, is the new Occupancy Agreement of the
Mau Dan Gardens Housing Co-operative;

2. That all former Occupancy Agreements signed by principal, joint and
associate members are altered and amended by substituting for the present
Occupancy Agreements the new Occupancy Agreement as mentioned
above.

3. That each member, principal, joint and associate, is deemed to have agreed
and be bound by the terms of the new Occupancy Agreement to the same
extant as if each member and associate member had executed the new
Occupancy Agreement and received consideration from the Co-op for doing
so;

4. That each member, principal, joint and associate, is required to attend at the
Co-op office to execute an appropriate form of the new Occupancy
Agreement within 14 days of receiving written notice from the Board of
Directors requesting the member to do so and the Co-op shall pay the
member $2.00 as consideration for executing the new Occupancy Agreement
and such consideration is deemed to be sufficient by the Co-op and the
members; and

5. The principal, joint and associate member’s failure to comply with the terms
of this policy may result in termination of the member’s membership or
Occupancy Agreement or both.

Passed by the General Membership on March 30th, 2005.

Mau Dan Gardens
Housing Co-operative
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President and Vice-President
job description
Purpose of the policy

To ensure the President and Vice-President are aware of their responsibilities

Source of authority
Elected by the Board of Directors annually

Description
The president unites the community by leading the board of directors,
committees, members and staff to work together for the co-op’s goal – wellmaintained, affordable housing and a strong community that values diversity
The president and vice-president work together as a team to carry out the
president’s responsibilities. They are usually signing officers. They review their
responsibilities regularly to see that they are following the priorities set by the
board and members

Responsibilities


Call meetings (board and general) and ensures a chairperson is appointed.



Work with the directors to set the agenda of meetings



See that directors and members receive early information on all agenda items



Make sure that there is a report on the board’s activities at all general
meetings



Lead an annual review of board activities



Represent the co-op in an official capacity



Welcome new directors and discuss their responsibilities



Explain rules, policies and board decisions to members in terms that
everyone can understand

Approved By the Board: 4 July, 2007

Mau Dan Gardens
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Secretary job description
Purpose of the policy
To ensure the Secretary is aware of their responsibilities.

Source of authority
Elected by the Board of Directors annually

Description
The secretary is one of the officers of the co-op and is usually a signing officer.
The secretary works with the board to ensure co-op records are kept up-to-date
and accessible to members. The secretary works with staff to maintain co-op
records.

Responsibilities
1. The secretary ensures that minutes at board and general meetings are
recorded and available as soon as possible. Actual recording of minutes may
be delegated by the Board
2. The secretary is responsible for the records of the co-op and checks regularly
to make sure that:
 The co-op makes proper reports and files the notices that the governments
require
 The co-op has an up-to-date record of rules, policies, agreements and
correspondence
 The co-op keeps meeting minutes up-to-date and in a safe place
3. For board and general meetings, the secretary makes sure that:
A quorum of members or directors is present before any decisions are made
Members and directors receive proper notice
Only members move motions and vote
4. The secretary makes sure that members have up-to-date copies of rules,
occupancy agreement, policies, procedures and committee job descriptions
5. The secretary handles correspondence and signs documents as required
6. The secretary ensures that all committee minutes are accessible to members
Approved 20 September, 2007
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Treasurer job description
Purpose of the policy
To ensure the Treasurer is aware of their responsibilities.

Source of authority: Elected by the Board of Directors annually
Description





The treasurer is one of the officers of the co-op and is usually a signing
officer
The treasurer monitors the finances and makes sure the co-op keeps proper
financial records
The treasurer reports regularly to members and to the board
The treasurer is a member of the finance committee

Responsibilities
1. The treasurer makes sure there is a clear presentation of:
the annual budget to the board and to the members
the monthly financial statements to the board
the audited financial statement to the board and to the members at the
annual general meeting
the board’s recommendation of an auditor to the annual members’ meeting
2. The treasurer makes sure that:

the board and finance committee have all the information they need to make
decisions on financial matters
the co-op is following its financial rules and financial policies
the co-op has an up-to-date set of financial records
3. The treasurer works with staff to ensure all housing charges and fees are
received promptly.
4. The treasurer reviews the co-op’s bookkeeping and financial controls and
procedures with staff and the finance committee.

Approved 20 September, 2007
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General Job Description
for all committees
Purpose of the Policy
To ensure consistency and co-operation among committees.

This policy does not apply to the Strata Committee. Please refer to the Strata Committee
Job Description for specific policies that apply to this committee.

Source of authority


committee members are approved by the board (refer to Rule 20).



the committee is accountable to the board.



the committee reports to the board monthly and the general membership at general
meetings.



committee members may be removed by the board.

Committee size minimum of four, maximum of nine.
Term of office for Chair one year, no greater than a continuous period of three
years. The members of the committee elect the chair annually, in January.
Members of the committee are not restricted in their term of membership.

Quorum three committee members.
A member will be able to vote on committee matters after having attended at least two
meetings in advance.
Members missing three meetings in a row without sending regrets will no longer be on
that committee.
Committees are responsible for their budget and must receive approval of the Board for
any single expense of more than $ 500.00
with the exception of the Maintenance Committee whose limit is $ 5,000.
Committees and Committee Chairs are encouraged to co-operate with other committees
and Chairs and share their information and minutes of their meetings within PIPA
guidelines.
Approved September 20, 2007
Modified October 30, 2007

Mau Dan Gardens Housing Co-operative
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Personal information protection
Purpose of the policy
To protect the dignity of members and the security of personal information the
co-op may gather on individuals, in compliance with the Personal Information
Protection Act (PIPA) and its principles.

Definition
Personal information under PIPA means information about an identifiable
individual. It includes employee personal information but does not include work
contact information or work product information.
1.

The board will appoint a minimum of two personal information protection
officers (PIP officer).

2.

The board will:
■
■
■
■

provide the PIP officers with a job description outlining duties in
relation to PIPA and its principles
ensure the PIP officers receive appropriate training
ensure the PIP officers fulfills their duties, and
co-operate fully with the PIP officers in the performance of the officers’
duties and in implementation of the policy.

3.

The co-op shall only collect the personal information that it requires to
ensure sound management of the co-op and to fulfil its obligations to its
members, its contractual obligations, and any legal requirements.

4.

The co-op shall use and share personal information as provided for in
PIPA.

Mau Dan Gardens
Housing Co-operative
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5. The co-op will store documents that contain personal information securely to
prevent unauthorized use. The co-op will destroy personal information when
the co-op no longer needs it.
6. Individuals will, on written request, have access to any personal information
that the co-op has about them. The co-op will provide the information within
30 days, except where to do so would be in violation of PIPA. The co-op will
add members’ letters to clarify perceived errors in personal information that
the individual brings to its attention.
7. All directors and management staff will sign a confidentiality agreement. Any
designated members who have access to personal information or co-op
confidential information will also sign the agreement.
8. Discussion that will result in sensitive personal information appearing in the
minutes will be held in camera. Minutes of the in camera portion of meetings
will be kept separate from the regular minutes and stored securely to prevent
unauthorized use.
Adapted from Protecting Personal Information: A Housing Co-op’s
Guide to the PIPED Act, Co-op Housing Bookstore.
Approved: 24 January, 2006
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Finance Committee
job description
Purpose of the policy
To ensure effective, efficient management of the co-op's finances and the long-term
viability of the co-op by overseeing the financial operations.

Source of authority:


committee members are approved by the board (refer to Rule 20)



the committee is accountable to the board



the committee reports to the board monthly and the general membership at General
Meetings.



committee members may be removed by the board

Committee size: minimum of four, maximum of nine
Term of office for Chair:
one year, no greater than a continuous period of three years

Chair: the members of the committee elect the chair annually, in January
Members of the committee are not restricted in their term of membership

Quorum: three committee members.
A member will be able to vote on committee matters after having attended at least two
meetings in advance
Members missing three meetings in a row without sending regrets will no longer be on
that committee
Committees are responsible for their budget and must receive approval of the Board for
any single expense of more than $ 500.00
with the exception of the Maintenance Committee whose limit will be $ 5,000
Committees and Committee Chairs are encouraged to co-operate with other committees
and Chairs and share their information and minutes of their meetings within PIPA
guidelines

Mau Dan Gardens
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Duties and responsibilities
The committee will work with the treasurer, management staff, board and auditor as
needed on the following:
1.

Financial policies and procedures:


make sure members, committees and management staff, follow financial
policies and procedures



propose new policies or policy revisions for board approval, and



make sure that procedures are in place as needed and inform the board and
members about them.

2.

Carry out financial planning in consultation with other committees, the board and
management staff, including:


annual operating and capital budgets, and



long-range planning, including future reserve requirements, investment of
reserves and surplus funds, special project proposals and research on
proposed financial initiatives

for approval by the board and members as required.
3.

Monitor the financial system.

4.

Review and analyze monthly budget control reports, report significant variances
to the board and recommend budget amendments, when necessary.

5.

Ensure that regular monthly reports are made to the board.

6.

Report at each regular general meeting on the financial situation of the co-op.

7.

Assist the board in ensuring that the audited financial statements are prepared,
presented and explained to the members at the Annual General Meeting.

8.

Monitor, without having access to personal information, the subsidy status report
and the method for setting subsidized housing charges. Recommend changes to
policy or procedures where needed. Work with management staff and the board
to ensure that the co-op makes the necessary reports to the funding agency,
CMHC.

9.

Monitor the co-op’s investments and make recommendations to the board.
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10.

Inform and educate the membership about the co-op's finances and the activities
of the committee through articles in the newsletter and special workshops and
presentations at general meetings.

11.

Keep confidential all information it receives from applicants or members except
where that information is required by the board or other committees to carry out
their responsibilities. Each committee member will sign the confidentiality
agreement.

Approved September 20, 2007
Replacing policy of April 25, 2007
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Arrears
Purpose of the policy
To protect the financial viability of the co-op by:


Collecting housing charges and other debts on time



Dealing with arrears promptly



Setting out procedures for when members do not pay

Definitions
Arrears: Arrears are unpaid and overdue debts. If any housing charge, share
instalments or other debt due to the co-op is not paid by the required date, the
member is in arrears. When members are following an arrears payment
agreement, they are not in arrears. A returned cheque is unpaid and in arrears.
Returned cheque: A cheque returned because there are not sufficient funds
(NSF) or other reasons.
Members are responsible for paying their housing charges, share instalments
and any debts to the co-op on time.

Payment
1.

Housing charges are due in full on the first day of each month by 9 am,
the “due date”.

2.

Members will pay with post-dated cheques, submitted annually. The
co-op will not accept cash for any payment.

3.

New members will pay their share purchase by cheque or money order
when they sign their Occupancy Agreement.

Mau Dan Gardens
Housing Co-operative
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Late Payment and Fees
4.

Arrears payments are due by 9:00 a.m. of the date set out in an arrears
payment agreement.

5.

The co-op will charge a late fee of $5 per day for any housing charges,
additional or supplemental charge, or any other amounts due the co-op
not paid in full by their due dates, unless the member has made
arrangements to pay with the Finance Committee or the co-op’s
bookkeeper before the due date.

6.

If a member does not submit their housing charge by the due date they
must pay the full balance due including any fees, no later than the Friday
following the 1st of the month. Failing this the member must sign a
payment agreement with management staff via the co op office no later
than close of business on the Friday following the 1st of the month.

7.

A member may use a payment agreement to repay an amount of arrears
no greater than one month’s housing charges, plus any fees.

8.

If a member’s total arrears are greater than on month’s housing charge,
then they must immediately pay the amount in excess.

9.

Management staff may authorize payment agreements to a maximum
term of three months, meaning all arrears must be paid in full within a
three month term, with minimum monthly payments of not less than 1/3 of
the arrears balance.

10.

The Finance Committee may, at its discretion, authorize payment
agreements for a longer term than set out in Point #9 only in cases of
genuine hardship or extraordinary circumstances.

11.

If a member has not paid the full balance owing or signed a payment
agreement, management staff will report this breach to the Finance
Committee and send a demand for payment notice to the member.

12.

The Finance Committee will decide how to proceed including:

13.



Arrears payment agreement



Termination of membership



Termination of Occupancy Agreement



Other appropriate steps

While an arrears payment agreement is in effect:

Page 2 of 3

Mau Dan Gardens
Housing Co-operative

Policy Manual – Finance

ARREARS

page 31 of 90


The member must pay all housing and other charges in full and on
time



The member must make all payments, including housing charge
payments, by certified cheque or money order if an NSF cheque has
been submitted by that member previously



The member may not sign another payment agreement or alter the
terms of their existing payment agreement without appearing before
the Finance Committee.

14.

If the member fails to meet any of the terms or conditions of their payment
agreement, the Finance Committee will immediately inform them of the
acceptance of their 30 days notice to terminate their occupancy
agreement, as per payment agreement.

15.

The Finance Committee may waive any or all late fees at its discretion.

Returned Cheques
16.

The co-op will charge members all administrative costs for any cheque
that is returned. Returned cheques, until paid in full, are subject to the
daily late fee.

17.

Members who have a housing charge cheque returned must make future
payments by certified cheque or money order, unless excused in writing
by the Finance Committee (refer to Occupancy Agreement 4.10).

Collection of Other Arrears
18.

Management staff is responsible for collecting any other debts from
members in addition to housing charges. Where a member fails to make
payment, management staff will inform the Finance Committee.

19.

Management staff is required to inform the Finance Committee and full
Board whenever a Director is in arrears and has not signed a payment
agreement. (refer to Rule 17.5[g])

Approved 26 February, 2008
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Spending
Purpose of the policy


To put in place adequate controls and authorization for the co-op’s spending



To provide board, committees, members and staff with a framework for
spending on behalf of the co-op



To ensure the co-op meets budget projections.

Definitions
Purchase: is any commitment to buy goods or services, or have work done at
the co-op’s expense.
Expenses: either discretionary or non-discretionary.
Discretionary Expenses: The co-op can control or choose to spend money on
discretionary items, or not. For example, it can decide each year to plant some
trees, paint the common room or hire a handy person. Even though an expense
is defined as discretionary for purposes of this policy, it may still be critical to the
co-op’s operations.
Non-Discretionary Expenses: You have no choice when it comes to nondiscretionary expenses. You must pay the mortgage and taxes, and renew your
insurance.
Emergency Expenses are unbudgeted purchases of work or materials that must
be made immediately because a delay can:


Result in property damage



Endanger the safety of people or property



Disrupt essential services to members

Mau Dan Gardens
Housing Co-operative

Page 1 of 3

SPENDING

Policy Manual – Finance

Spending authorization
1.

Persons spending or purchasing on behalf of the co-op must do so in
accordance with this policy and have written authorization.

2.

Non-discretionary items:

3.

4.

5.



The board will identify and authorize spending on budgeted nondiscretionary expense items and authorize management staff to
make payment.



The management staff must report any non-discretionary expense
that goes over budget to the next board meeting.

Discretionary items


The management staff, and committees can authorize spending on
and approve payment for budgeted discretionary expenses, up to
$500. With the exception of the maintenance committee, who can
approve payment for budgeted discretionary expenses up to $5000.



The Board can authorize spending on and approve payment for
unbudgeted discretionary items.



Unbudgeted items must be reported to the next Finance meeting, and
must be included on committee and coordinator reports to the board.

Emergency expenses


Authorized persons will authorize unbudgeted spending required to
deal with emergencies.



All Emergency expenses must be reported to the next board meeting.

Budget revisions
The board may revise the budget as necessary during the fiscal year.
Revisions must be reported to the next general meeting for any overall
change of more than $2,500 in total expenses

6.

Committee budgets


The board authorizes the committees to spend for committee items
included in the co-op’s approved budget.



Any unbudgeted expense must be brought to the board for approval
before spending.

Page 2 of 3

Mau Dan Gardens
Housing Co-operative

Policy Manual – Finance

SPENDING

page 35 of 90


No committee may overspend in any one budget category by more
than 10% without board approval.



No committee may overspend its annual budget without board
approval.



Where a committee member is authorized to spend any part of the
committee budget, the member’s name and the dollar amount
authorized shall be recorded in the committee’s minutes.

Purchases
7.

Authorized major purchases for the co-op must be made using one or
more of the following:


tendering process



8.

written co-op authorization to a selected supplier or contractor

Management Staff must notify the Finance committee at least one month
prior to the renewal of any existing contract.

Payment
1.

Payments must be made following procedures set by the co-op.

2.

Persons who authorize a purchase or payment by cheque requisition or
other method cannot sign the cheque nor be the payee.

3.

There must always be two signatures on a cheque. As much as possible,
none of the signees will be the payee.

th

Policy approved by the Board: March 25 , 2008

Mau Dan Gardens
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Purpose of the policy
!

To set out members’ rights and responsibilities for receiving housing charge
assistance.

!

To establish a framework for:
"
Managing and allocating the subsidy pool and subsidy surplus fund in a
fair and consistent way in compliance with the CMHC operating
agreement under Section 95 (56.1).
"

Monitoring and assessing the impact of any policy application on all
member households and on the economic viability of the co-op, and

"

Planning for changes in subsidy and housing charges in response to
household changes.

Policy
The process for members and the co-op
1.

The co-op will verify household income and assess housing charges
(income testing) once per year and when needed as households report
changes in income or make new applications for assistance.

2.

Households applying for annual assistance must complete the co-op’s
subsidy assistance application form and provide the required proof of
household income. For example a form of proof of income is your Annual
Notice of Assessment from Revenue Canada.

3.

Households that do not submit an application form will be assessed the
maximum housing charge for the unit.

4.

The co-op may ask for further proof of income as required.
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Management staff will:
"

verify that applicants qualify for assistance

"

calculate the amount required for each applicant

"

notify the applicant of the assessed housing charge, and

"

administer the subsidy waiting list.

6.

After the annual income testing, the co-op will give 30 days’ notice of the
assessed housing charge.

7.

The co-op may stop providing housing charge assistance to a household
for any or all of the following reasons:

8.

"

an increase in income disqualifies the household

"

failure to report increases in household income at the annual income
testing

"

wilful falsification of the housing charge assistance application form
or proof of income, and

"

failure to abide by the housing charge assistance policy.

Any member denied assistance or disputing the amount of assistance
granted may first appeal the decision to the Finance Committee, and if
not satisfied with the decision appeal to the Board. The decision of the
board is final.

Planning and managing housing charge assistance
9.

The co-op will use the annual income testing and an estimate of
members’ changing needs and demographics to develop annual and
longer-term plans for:
■
■
■

10.

use of housing charge assistance
ability to fill vacant units with members requiring assistance, and
possible ways to create more funds for the subsidy pool.

The co-op will monitor the subsidy status reports monthly. The finance
committee will make recommendations to the board about the amount of
funds available in the subsidy pool and subsidy surplus fund to be
considered sufficient.
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11.

If there is not sufficient subsidy available, the co-op will consider changes
to the housing charge assistance policy to limit use of the subsidy and/or
to create more funds for the subsidy pool in accordance with the co-op
rules and with 60 days notice.

Assessing housing charges
12.

The co-op will use 32% of gross annual household income to calculate
assessed housing charges. If there is not sufficient subsidy, this
percentage may be changed with the approval at a general meeting.

13.

Member households receiving social assistance or family benefits shall
pay the shelter component of the assistance or family benefit with
adjustments for utilities (refer to Schedule B of the CMHC operating
agreement).

Changes in Income
14.

Members must advise the co-op of any change in source of income or
any increase in gross household income within 30 days of the increase.
Members who fail to notify the co-op of an increase in gross household
income will be responsible for repaying the co-op for extra subsidy
received.

15.

Members have the choice of advising the co-op of any decrease in gross
household income so that their housing charge may be decreased,
provided that there are sufficient funds in the subsidy pool.

16.

The co-op will provide notice of any change in housing charge resulting
from a change in income.
For an increase in housing charge: 30 days’ notice, the time being
calculated from the last day of the month in which the income increase
occurred. For example, if a household’s increase in income was in midSeptember, the housing charge increase would take effect on November
1st.
For a decrease in housing charge: the decrease will take place on the first
day of the month after the change is reported.
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When households apply for assistance, the co-op will allocate assistance:
■
■

Only if sufficient funds are available in the subsidy pool or subsidy
surplus fund.
On a first-come, first-served basis.

Subsidy waiting list

18.

When there are not sufficient funds in the subsidy pool and households
paying full housing charge apply for assistance, the co-op will establish a
subsidy waiting list of members who are eligible for assistance.

19.

Households on the subsidy waiting list will receive assistance when it
comes available. Assistance will be given in the following order of priority:
1. Households that comply with the over- and under-housing policy
2. On a first-come, first-served basis.

Policy approved at Board meeting: June 24, 2008
Item 12 modified 2014
changed in policy book by board motion January 7, 2015
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Maintenance Committee
job description
Purpose of the policy
To ensure the maintenance and upkeep of co-op property over the life of the co-op

Source of authority:


committee members are approved by the board (refer to Rule 20)



the committee is accountable to the board



the committee reports to the board monthly and the general membership at general
meetings.



committee members may be removed by the board

Committee size: minimum of four, maximum of nine
Term of office for Chair:
one year, no greater than a continuous period of three years

Chair: the members of the committee elect the chair annually, in January
Members of the committee are not restricted in their term of membership

Quorum: three committee members
A member will be able to vote on committee matters after having attended at least two
meetings in advance
Members missing three meetings in a row without sending regrets will no longer be on
that committee
Committees are responsible for their budget and must receive approval of the Board for
any single expense of more than $ 500.00
with the exception of the Maintenance Committee whose limit is $ 5,000
Committees and Committee Chairs are encouraged to co-operate with other committees
and Chairs and share their information and minutes of their meetings within PIPA
guidelines
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Duties and responsibilities
Co-ordination/implementation
1.

Develop a plan to respond quickly and appropriately to maintenance
emergencies

2.

Conduct tri-annual unit, building, and move-in and move-out inspections as per
co-op policy and keep appropriate records

3.

Develop and implement an annual maintenance plan, including routine and
preventative maintenance and special projects

4.

Co-ordinate maintenance work with management staff

5.

Delegate and co-ordinate volunteer tasks

6.

Keep confidential all applicants’ and members’ personal information, except
where that information is required by a committee member, the board or other
committees to carry out their responsibilities. Each committee member will sign
the confidentiality agreement

Finance/planning
7.

Monitor maintenance operating, replacement reserve and capital expenses
regularly

8.

Work with the finance committee to develop the draft annual maintenance and
capital budgets for approval at a general meeting

9.

Develop and implement a long-term maintenance plan

10.

Review and make recommendations for revision to the co-op replacement
reserve plan and other capital plans
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Policy implementation
11.

Adhere to co-op policy, procedures and budget when purchasing, tendering and
issuing work orders, etc.

12.

Review requests for improvements or alterations to units and make
recommendations to the board as required

13.

Administer maintenance-related policies and make recommendations for
revisions or new policies

Training
14.

Provide training for maintenance committee members and educate members
regarding co-op maintenance

Approved 20 September, 2007
replacing policy of 25 April, 2007
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Building and Exterior Maintenance
Purpose of the policy
To identify the responsibilities of members and the co-op in keeping building
exteriors and property in good repair and marketable.
To prolong the life of co-op buildings and property through routine and
preventative maintenance.

Member responsibilities
1.

Members must immediately report any building or property damage or needed
repairs that may pose a health, safety or financial risk to the co-op.

2.

Members are responsible for routine exterior maintenance of their unit
including: cleaning window wells, sweeping sidewalks, keeping building
foundations free of plant growth, snow removal and the clearing of debris.

3.

Patios, balconies, decks, entranceways, garage and parking areas must be
kept clean and tidy.

4.

Permanent changes to unit exteriors such as signs, fixtures, painting or fixed
structures, cement or asphalt may not be made without advance written
permission from the board. The use of nails, screws, etc. on exterior walls and
roofs is not allowed.

5.

Garbage and recycling must be stored and disposed of in designated areas.

6.

Members must obey municipal regulations regarding emergency access; fire
codes; the storage, use and disposal of hazardous materials; etc.

7.

Members are responsible for their individual courtyards.

Mau Dan Gardens
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Co-op Responsibilities
8.

The co-op will keep buildings and property in a sufficient state of upkeep and
repair to make sure that there is:
■ No health or safety risk to people or undue financial risk to the co-op.
■ A reasonable life expectancy for buildings and co-op property.
■ An enhanced and continued marketability of the co-op.

9.

Co-op tools and equipment will be kept in working order and useable
condition.

10.

The co-op will clean, paint, maintain, repair or replace co-op property and
building exterior items according to the co-op maintenance and replacement
reserve plan schedules or to ensure the health, safety and marketability of the
co-op.

11.

The co-op will establish and follow a regular schedule of inspection and
preventative maintenance routines for major building components, machinery
and fire protection equipment.

12.

The co-op will conduct co-op property and building exterior inspections at
least every three years, to identify and schedule necessary maintenance.

13.

The co-op will use licensed professional trades people for necessary
plumbing, electrical and other work as required by building codes.

14.

The co-op will use professional trades people for gutter cleaning, parking area
repair, resealing, line painting, power washing, painting and staining or fence
repair as specified in maintenance warranties.

Approved 20 September, 2007
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Paint and Alterations (units)
Purpose of the policy
To maintain co-op property and set out co-op requirements for members who
wish to paint, alter or improve their units.
Wall treatments
1.
Members must use latex paint types and neutral colours specified by the
co-op
2.

Strippable wallpaper is permitted. Members are responsible for removing
paper and preparing walls for painting on move-out

3.

Members can apply to have their units repainted once every ten years

4.

On move-out, the co-op will paint units as necessary, using professional
painters

Minor alterations
5.
Members may attach pictures, paintings, shelving and other objects to the
unit’s interior. Members will be responsible for any repair or re-painting
resulting from installation or removal of minor alterations or
improvements, as required by the co-op
Major alterations and structural changes
6.

Any major alterations or structural changes must comply with the
Occupancy Agreement Sections 10 Alterations to Property
and 11 Interior Maintenance and Repair of Unit

Policy approved: 4 April, 2007
Replaces policy in “The Red Book”

Mau Dan Gardens
Housing Co-operative

Page 1 of 1

Policy Manual - Maintenance

UNIT ASSESSMENTS

page 49 of 90

Unit Assessments
Purpose of the policy
To set up consistent, standardized unit assessments
To identify and complete maintenance needed to keep units in good repair.
To establish a tool that ensures members are aware of their own unit
maintenance responsibilities.
To gather the information necessary to:
 Help prepare the annual maintenance plan and budget
 Review, when needed, the capital replacement plan and funding of the

co-op replacement reserves.
1.

Each unit will be inspected a minimum of every 3 years.

2.

Members will be provided with a Unit Self Assessment form to complete,
prior to the independent unit assessment.

3.

Assessments will be conducted by an independent contractor.

4.

The co-op will provide at least two weeks’ written notice prior to unit
assessment.

5.

The co-op will make reasonable effort to conduct inspections at a time
convenient to the member and with the member present.

6.

Members may agree that a unit assessment be done in their absence, but
they must provide written permission.

7.

If a member fails to respond to two attempts to schedule a unit assessment,
the co-op will give 24 hours’ written notice that access is required (refer to
Occupancy Agreement Section 25.03). The co-op will inspect the unit at the
date and time specified in the notice.

8.

The co-op will provide the member with a copy of their completed unit
assessment form.

9.

The co-op will provide the member with a list showing the maintenance
responsibilities of the member and of the co-op.

Approved: 27 June, 2006
Replaces policy in “The Red Book”
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Purpose of the policy





To assess and schedule necessary maintenance including cleaning, repairs,
changes, alterations, and restorations upon move-out.
To identify who is responsible for maintenance and maintenance charges.
To make sure units are in good condition on move-in.

1. The co-op will conduct a minimum of two move-out inspections. The first unit
inspection will take place within seven days after a member gives notice.
2. The inspection team will be made up of two people.
3. The co-op will make reasonable effort to conduct move-out inspections at a
time convenient to the member, and with the member present.
4. Members may request that a move-out inspection be done in their absence.
They must provide written permission to the co-op with the purpose, date and
time of access specified.
5. If a member fails to respond to two attempts to schedule a unit inspection, the
maintenance coordinator will give 24 hours’ written notice that access is
required (refer to Occupancy Agreement 25.03). The co-op will inspect the
unit at the date and time specified in the notice.
6. Within two days of the first unit inspection, the co-op will give the member a
copy of the move-out checklist detailing the member’s responsibilities to be
completed before move-out.
7. Within two days of the first unit inspection, the maintenance coordinator will
provide a written list of work the co-op must do. Timelines for work completion
will be set.
8. A final unit inspection will be done with the member upon move-out to check
the condition of the unit and assess whether satisfactory work has been done
by the member as identified in the move-out checklist.
9. The outgoing member and the co-op will sign the final move-out checklist to
indicate that they concur with the accessed condition of the unit at the time of
move-out.
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10. The co-op will provide the outgoing member with a detailed list of total
charges due and payable which may be deducted from the member’s share
(refer to Occupancy Agreement 11.08).
11. The co-op will not charge a member for:
 the replacement or repair of items which are at the end of normal
useful life, regardless of condition at move-out.
 reasonable wear and tear as defined in maintenance procedures
criteria (see Share Reconciliation Procedure for criteria).
12. The co-op will charge a member for unit damage caused by negligence and/or
wilful damage.
13. Carpets must be cleaned by a professional carpet-cleaning firm upon moveout. Arrangements can be made with the co-op or on the member’s own.
14. An incoming member and the co-op will sign a move-in checklist to indicate
that they concur with the assessed condition of the unit at the time of move-in.
15. A member may appeal disagreements to the board.

Note: Sections 10 and 11 of the Occupancy Agreement cover a number of issues
related to this policy.
Policy approved: July 27, 2010
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Purpose of the procedure


This procedure is developed to enable the Maintenance coordinator to
assess the unit and charge the outgoing member the appropriate amount
and to standardize the process. Based on the move in/ move out form.

Procedure
The process for members and the co-op

Painting (10 years)
•
•
•

•

If a member has been here for more than 10 years they will not be
charged for replacement painting from their share.
If a member has been here for less then 10 years they will be charged at
a rate of 10 % per year of declining balance for cost of repainting.
In situations where a member painted an extreme colour, such as red or
black, they will be charged the full cost of painting, including walls and
trim.
If wall paper was used then the member will be charged the cost of
removal and re-painting of walls.

Flooring (carpet 10-15 years) (vinyl 12-20 years)
•
•
•

•

If the flooring is damaged through extra wear or willful damage, the
member will be charged to correct the damage.
If the vinyl flooring is past its life span and in need of replacing then the
member will not be charged.
Carpet will be assessed an approximate 10 year lifespan. If the carpeting
is older than 10 years and requires replacing the member will not be
charged.
Other floor surfaces such as wood or laminate will be judged on their
expected life span.

Doors including closet door (15-20 years)
•
•
•

If a door in the unit has been damaged from extreme wear then the
member will be charged for replacement.
If a door has worn out from normal wear or is older than 20 years it will be
replaced at Co-op’s expense
If a door was missing when the unit was first occupied by the member
then they will not be charged for replacement.
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Interior walls
•
•

If members damage walls they will be charged for repair.
If damage is caused from external damage to the unit then the member
will not be charged for repair.

Cabinets and counters (20-25 years)
•

If the member has damaged a counter or cabinet, the member will be
charged with repair or replacement.

Appliances, Plumbing fixtures, Lights, Mirrors
•

If the member has caused damage to the above items they will be
charged to repair or replace.

Cleaning of Unit
•
•

On move out a member will be charged for the cleaning of the unit if left in
a dirty state.
This includes courtyards, balconies and parking space.

Procedure approved at Board meeting: January 29, 2013
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Membership Committee
job description
Purpose of the policy
To ensure the co-op has in place an equitable and consistent process for applying
member selection criteria, managing waiting lists, and allocating units

Source of authority:


committee members are approved by the board (refer to Rule 20)



the committee is accountable to the board



the committee reports to the board monthly and the general membership at general
meetings.



committee members may be removed by the board

Committee size: minimum of four, maximum of nine
Term of office for Chair:
one year, no greater than a continuous period of three years

Chair: the members of the committee elect the chair annually, in January
Members of the committee are not restricted in their term of membership

Quorum: three committee members.
A member will be able to vote on committee matters after having attended at least two
meetings in advance
Members missing three meetings in a row without sending regrets will no longer be on
that committee
Committees are responsible for their budget and must receive approval of the Board for
any single expense of more than $ 500.00
with the exception of the Maintenance Committee whose limit is $ 5,000
Committees and Committee Chairs are encouraged to co-operate with other committees
and Chairs and share their information and minutes of their meetings within PIPA
guidelines
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Duties and responsibilities
1. Applications
Recruit, receive and maintain applications for membership in co-operation
with staff

2. Applicant, external and internal lists
Maintain, monitor, and manage an applicant list in co-operation with staff

3. Orientation and interviews
Conduct interviews as necessary
Review interview results and recommend applicants to the board including
their appropriate member status (principal, associate, joint)
Make sure new members receive a proper introduction to the co-op

4. Member selection
Offer new members suitable units based on the co-op member selection
criteria

5. Make recommendations for revisions or new policies
6. Provide training for membership committee members.
7. Comply with the Personal Information Protection Act (PIPA) in the member
selection process and the collecting, processing, storing and disposing of
member selection materials

8. Keep confidential all applicants’ and members’ personal information, except
where that information is required by a committee member, the board or other
committees to carry out their responsibilities

9. Each committee member will sign a confidentiality agreement
Approved 20 September, 2007
replacing policy of 28 March, 2006

Page 2 of 2

Mau Dan Gardens
Housing Co-operative

Policy Manual – Membership

MEMBER SELECTION

page 57 of 90

Member Selection
Note: This policy only refers to the selection of members
A separate policy deals with the allocation of units
Another policy deals with over-housing and under-housing

Purpose of the policy
To select members in an efficient manner in order to keep vacancy loss to a minimum
To establish a framework for recruiting, receiving and maintaining applications for the
membership in the co-op
To establish a process for accepting new members by applying member selection criteria
in a fair and consistent manner, and in the best interests of the co-op as a whole
To encourage diversity in member selection

Definitions
Internal Applicant for membership: a person who is currently living in the coop but who
is not a member. For example, a roommate, family member, or partner. The applicant
must have had visitor status with a member for a minimum of 60 days. (as per Section
24.01 [d] of Mau Dan Gardens Co-op Occupancy Agreement)
External Applicant for membership: a person who is not currently living in the co-op.
External applications expire after six months unless renewed. Unsuccessful external
applicants may appeal this decision or reapply
Principal Member: a voting member living in the co-op who holds the whole share
purchase for the unit. When this member moves from the unit, for whatever reason, the
other people living there must also vacate at the same time. The principal member is
responsible for housing charge and other payments owing for their unit
Associate Member: a voting member associated with a principal member living in the
same unit. This member will make “a payment equal to the purchase price of one fully
paid share.” (as per Mau Dan Gardens Rule 2.2)
Joint Member: A voting member living in the co-op with one or more other joint members
all of whom hold the share purchase jointly. Should one of the joint members vacate the
unit the other(s) would resolve the ownership of the share purchase between themselves.
The other joint member(s) would not necessarily have to move as a result
1. Internal Applicants will be reviewed by the Membership Committee when they
are received. Internal Applicants must have been a registered guest in the co-op
for a minimum of 60 days in order to take advantage of this policy
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2. External applicants generally are not reviewed until an appropriate sized unit
becomes available.
3. The selection criteria and all aspects of the member selection process will be
applied equitably, consistently and in compliance with human right laws.
4. All new members will have been interviewed by three co-op members in good
standing.

5. Interviews must conducted by impartial members. No applicant will be
interviewed by a friend or relative.
6. Applicants will be considered in the order in which their applications were
received.
7. Applicants may indicate their preference of becoming either principal, associate
or joint members, but the allocation of membership status will be decided by the
board upon recommendation by the Membership Committee.

8. External applications will expire six months following receipt, unless the applicant
requests to remain on the list before this deadline.
9. Member selection criteria are based on the following:



Household income and size meet the co-op requirements



Understands & demonstrates a commitment to participation in the co-op



No external applications for membership will be accepted from households
requiring subsidy at this time.

10. Applicants must receive positive references from the following to be eligible for
recommendation to the board as members:
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Previous landlord (s) or Co-op coordinator



Employment



Personal reference



Credit check rating
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11. Mau Dan Gardens Rule 2.3 Approval by the Directors
The Directors may, in their discretion, approve or refuse any application for membership
or may postpone making a decision about any application for membership.
Amended 25 August, 2009
Approved 25 July, 2006
Replacing an undated Membership Criteria Policy 6. From the “Red Book”
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Unit Allocation
Note: This policy only refers to the allocation of units. A separate policy deals with the
selection of members. Another policy deals with over-housing and under-housing.

Purpose of the policy
To establish a framework for allocating units to co-op members, whether from outside the
co-op or within, applying this policy in a fair and consistent manner with the best interests
of the co-op as a whole in mind.
To ensure that the most appropriate member moves in to any unit that becomes
available.
To allocate units in an efficient manner in order to keep vacancy loss to a minimum.

Definitions
Internal move: A move by a member within the co-op
Internal transfer: A move by a member in the co-op which results in their original unit
becoming available for another applicant
Internal unit request list: List of members who have requested in writing a move to
another unit within the co-op. Each request must be dated on receipt
Over-housing: A situation where there is fewer than one person per bedroom in a unit.
Not approved in CMHC’s guidelines
Under-housing: a situation where there are more than two people per bedroom in a unit.
Not approved in CMHC’s guidelines
1. There will be at least one member in 80% of the units as per the Rule 2.8
2. No one will be moved into a unit over-housed, or under-housed as outlined in the
National Housing Act
3. As per the National Occupancy Standard, the co-op will maintain

■
■
■
■
■

no more than two residents per bedroom
no fewer than one resident per bedroom
parents do not have to share a bedroom with a child
one bedroom for each child of the opposite sex aged five or over
one bedroom for each dependent aged 18 or over
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(See also Over- and under-housing policy)
4. The co-op will offer vacant units in the following order of priority to:
i.

Members on the internal move waiting list who are either overhoused, under-housed or in distress.

ii.

Members on the internal move waiting list.
External applicants who have been approved for membership.

iii.

Application for an internal move must be received by the Co-op Coordinator in
writing and the applicant must have resided in their unit for six months before
making an application to move to another unit.
5. Requests to move will be processed in the order in which they were received
within the above categories.

6. To be considered for an available unit, the transfer request must have been
received prior to a unit’s vacancy notice.
7. Allocation of units for internal moves will be at the discretion of the Board in
consultation with the maintenance, finance, membership committees and staff,
when necessary.
8. Internal moves will be offered using the following criteria:



Inspection of the member’s present unit indicates that it has
been well maintained.



A positive reference from the co-op’s Book-keeper, ie. credit
check is positive.



A positive reference from the co-op’s coordinator



The applicant understands & demonstrates a commitment to
participation in the co-op

Approved 20 September, 2007
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Purpose of the policy
To make sure that members live in suitable units of appropriate size
To maintain the economic viability of the co-operative
To balance member households’ needs with the co-op’s objective to provide
affordable and well-maintained housing
To ensure that over- and under-housing situations are not created

Definitions
Over-housing means having too many bedrooms for the size of the household
Under-housing means having too few bedrooms for the size of the household
Maximum Housing Charge is the full market rate for a unit
1. The co-op will use the following National Occupancy Standards in
determining the appropriate unit size for each household as follows:
! no more than two residents per bedroom
! no fewer than one resident per bedroom
! parents do not share a bedroom with a child
! one bedroom for each child of the opposite sex aged five or over
! one bedroom for each dependent aged 18 or over
2. Under-housed members:
! Must accept the offer of the first available, appropriate-sized unit
The household will be permitted to stay in the current unit until that time
! For whom no appropriately sized unit is available, or who refuse the offer of
an appropriately sized unit, will be given two months notice to vacate
3. Over-housed members:
! Will be subject to an over-housing charge per empty bedroom per month the
amount of which is be determined by the board of directors on the advice of
the finance committee.
! No one will pay more than the market value rate, the maximum housing
charge allowable, for their unit
! Over-housed members who have not previously refused an offer for the first
available appropriately-sized unit may complete an Internal Unit Request
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form and not pay the over-housing charge while on the waiting list

!

Members who have previously been offered and have refused an available
appropriately-sized unit must pay the over-housing charge, whether or not
they submit another Internal Unit Request

4. Members will be exempt from the over-housing charge if they house:
! Children on a part-time basis (at least 50 % of the month) due to formal
custody arrangements
! Foster children or family members on an interim basis, at least 50 % of the
year
5. Members must provide documentation acceptable to the co-op to support
exemptions listed in Point 4
6. Members must advise the co-op promptly of any change in household size,
as required by Section 24 of the Occupancy Agreement
7. The board may approve a request by an over-housed or under-housed
member for an exemption to the requirement to move as follows:
! Where age or poor health make a move medically inadvisable
! For care-givers of members with documented special needs
! For members with documented medical conditions requiring an additional
bedroom
! For 18 months following a bereavement
! For other reasons at the discretion of the board
8. Any exemption approved by the Board must be recorded in the Board
minutes as follows:
! Listing the reasons for the exemption
! Stating either a termination date for the exemption, or a means to regularly
confirm its continued need
! Relevant supporting documentation for the exemption should kept in the
member’s file
Approved 28 August 28, 2007
Replaces policy dated: May 23, 2006
Item 3 modified by board motion January 7, 2015
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Gardening Committee
Job Description
Purpose of the Policy


To protect and extend the life of the grounds and landscape materials



To enhance the co-op and increase its marketability



To ensure the security and sustainability of the co-op’s green spaces



To ensure the plantings in the co-op are appropriate, and will not cause future
damage to the buildings

Source of authority:


Committee members are approved by the board (refer to Rule 20)



The committee is accountable to the board



The committee reports to the board monthly and the general membership at general
meetings.



Committee members may be removed by the board

Committee size: minimum of four, maximum of nine
Term of office for Chair:
one year, no greater than a continuous period of three years

Chair: the members of the committee elect the chair annually, in January
Members of the committee are not restricted in their term of membership

Quorum: three committee members.
A member will be able to vote on committee matters after having attended at least two
meetings in advance
Members missing three meetings in a row without sending regrets will no longer be on
that committee
Committees are responsible for their budget and must receive approval of the Board for
any single expense of more than $ 500.00
Committees and Committee Chairs are encouraged to co-operate with other committees
and Chairs and share their information and minutes of their meetings within PIPA
guidelines
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Duties and responsibilities
Co-ordination/implementation
1.

Schedule and facilitate regular co-op garden and clean-up days.

2.

Delegate and co-ordinate volunteer gardening tasks.

3.

Develop and implement an annual gardening plan, including routine maintenance
and special projects.

4.

Coordinate with the co-op coordinator the supervision and hiring of grounds staff.

5.

Manage the co-op’s gardening equipment inventory.

Finance/planning
6.

Work with the finance committee to develop the draft annual gardening and
landscaping budgets for approval by the Board of Directors.

7.

Develop and implement a long-term gardening plan.

Policy implementation
8.

Adhere to co-op policy, procedures and budget when purchasing, tendering and
issuing work orders, etc.

9.

Review requests for improvements or alterations to units’ courtyard gardens and
make recommendations to the board as required.

10.

Administer gardening related policies and make recommendations for revisions
or new policies.

Training
11.

Provide training for gardening committee members and educate members
regarding the co-op’s best gardening practices.

Approved 26 February, 2008
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Garden maintenance
Purp ose of the policy
To manage and maintain co-op grounds to:




ensure the health, safety and comfort of members
protect and extend the life of the grounds and landscape materials, and
enhance the co-op and increase its marketability.

Policy
Member responsibilities

1.

Members are responsible for the care and upkeep of the grounds and landscape
materials in interior courtyards and balconies attached to units.

2.

Members are responsible for participating in general Clean-up and Gardening
Days tasks as assigned by the co-op.

3.

Members may be assigned responsibility for the care and upkeep of the grounds
and landscape materials in co-op common areas.

4.

Garden refuse and compost must be stored and disposed of as defined in grounds
procedures.

5.

Members must comply with all city bylaws pertaining to the use of landscape
chemicals.

6.

In co-op common areas, members must receive written permission from the
gardening committee for tree or shrub plantings or removal, tree pruning,
installation of fish ponds, erection of structures like latticework, sheds or gazebos
on any co-op property.

7.

Members must obey municipal regulations regarding plantings, tree removal, use
of chemicals, etc.

8.

In private areas, members may not plant trees that will grow in excess of three
meters, and require permission from the committee to plant trees.

9.

Members are not permitted to plant vines that will attach to building exteriors in
either common areas or private gardens.

10.

Members are not permitted to cover private gardens with roofs, cement, or other
forms of “landscaping” without permission from the board.

Mau Dan Gardens
Housing Co-operative
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Co-op responsibilities

11.

The co-op will purchase grounds materials as per the co-op landscape plan and
budget.

12.

The co-op will comply with all municipal bylaws in their use of landscape
chemicals.

13.

The co-op will strive to use only environmentally sustainable products.

14.

The co-op will put procedures in place for the storage and removal of garden
refuse.

15.

The co-op will use professional landscape trades people for tree removal when
required.

16.

The co-op will conduct grounds inspections to identify and schedule necessary
garden maintenance.

17.

The co-op will provide, maintain and inventory all garden tools.

18.

The co-op will organize and notify members of clean-up days.

19.

The Co-op will normally supply written notification at least two weeks in advance
of any significant alterations to Co-op grounds. This includes any removal or
significant pruning of plants, or the addition of new plants that will change the
appearance of an area.

Policy approved:

April 28, 2009

Replaces policy dated: 29 April, 2008
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Participation
Purpose of the policy
To emphasize that members have an obligation and responsibility to share in the
management and operation of the co-op.
To remind members that Mau Dan Co-op would not exist without member
participation.

1.

All co-op members are strongly encouraged to participate.

2.

The co-op recognizes that members may have different abilities, skills,
limitations and availability. The co-op encourages and fosters member
participation and provides opportunities for participation that are
appropriate to the member.

3.

In order to meet their obligations under the Occupancy Agreement
members must contribute at least four hours per month.
For example:

4.



serving on a committee or the board of directors



doing assigned tasks



participating in clean-ups and maintenance work parties



planning



distribution of notices



contribution to social events



childcare

The co-op will make an effort to acknowledge member participation.

Approved 25 July, 2006
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Website Administration
Purpose of the policy
To outline the role and responsibilities of the webmaster
To provide a guideline for acceptable website content

Purpose of the Website
To advertise the co-op to prospective members
To enhance communications among Mau Dan Co-op members, and to
maintain open lines of communication
To encourage participation within the co-op
To support the co-op principals

Webmaster Job Description
The Webmaster is appointed by the board and is responsible for:


Managing an annual budget to cover expenses for website
services. (eg. Web hosting, domain name)



Updating the website in a timely manner, as requested in writing
by the Board or committees



Designing the website



Confirming with the Board, prior to posting any materials not within
the policy guidelines



Maintaining the members’ access list

The Webmaster is not responsible for content development.

Mau Dan Gardens
Housing Co-operative

Page 1 of 3

WEBSITE ADMINISTRATION

Policy Manual – Community

Website Content
1. All website materials must comply with the Mau Dan Personal Information
Privacy Policy
2. The website will not be used for profit
3. No illegal materials, profanity, or pornography are permitted on the website
4. Chinese text will be used when possible
5. All downloadable documents are posted in a PDF format
6. The website will have a Public Access section and a Members-Only section
7. The Public Access Area must include:


Current housing charges and share purchase price



Application forms, and how to apply



Information about Mau Dan Gardens
o Mission statement, values, co-op principals
o Explanation of what a housing co-op is about
o A location map
o Images of Mau Dan



Contact information



Links to co-op resources



Neighbourhood information/resources (Optional)
NOTE: Personal information about individual members is not permitted

8. The Members-Only Access Area includes:


News and Announcements (e.g upcoming meetings, renovation
developments, community events, appreciations)



Primary Contact Information
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o

Co-op Coordinator

o

Co-op Bookkeeper
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o

Emergency Numbers

o

Committee and Board Information including:

o

Info on each committee, what they do, who they are

o

Contact Information

o

Meeting times

o

Meeting minutes



Mau Dan Co-op Policy



Other topics may be added, as decided by the committees and the Board

Approved 27 September, 2006
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Purpose of the policy
To ensure the co-op maintains the security of the co-op’s grounds, members and
data
To ensure that the co-op is prepared for a disaster

Source of authority:






committee members are approved by the board (refer to Rule 20)
the committee is accountable to the board
the committee reports to the board monthly and the general membership at
general meetings.
committee members may be removed by the board

Committee size: minimum of four, maximum of nine
Term of office for Chair:
one year, no greater than a continuous period of three years

Chair: the members of the committee elect the chair annually, in January
Members of the committee are not restricted in their term of membership

Quorum: three committee members.
A member will be able to vote on committee matters after having attended at
least two meetings in advance
Members missing three meetings in a row without sending regrets will no longer
be on that committee
Committees are responsible for their budget and must receive approval of the
Board for any single expense of more than $ 500.00
with the exception of the Maintenance Committee whose limit is $ 5,000
Committees and Committee Chairs are encouraged to co-operate with other
committees and Chairs and share their information and minutes of their meetings
within PIPA guidelines
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Duties and responsibilities
1. Research current developments in Security and Emergency
Preparedness
2. Develop long-term plans for Security and Emergency Preparedness
3. Educate the members of the co-op on matters of Security and Emergency
Preparedness
4. Maintain a good relationship with the Police and neighbourhood
community policing groups
5. Maintain a good relationship with Municipal Emergency Preparedness
organizations
6. Establish and maintain a communication system for the purpose of better
security and emergency preparedness within the co-op
7. Establish and maintain a system to assist vulnerable co-op members in
the event of a disaster
8. Encourage Block Watch systems within the co-op
9. Work with the Maintenance Committee and staff to Monitor the
effectiveness of the locks on the gates, apartment building, office and
garage entrances and ensure they are in good working condition
10. Work with the Maintenance Committee and staff to Monitor the
effectiveness of the lighting on the grounds, in the parking garages and in
the public areas of the apartment building
11. Ensure that the Co-op Coordinator maintains current and accurate
records for all electronic locks
12. Work with the PIP officers to ensure that computer data systems are
secure
13. Make recommendations to the board regarding matters of security
14. Make recommendations to the board regarding matters of emergency
preparedness
15. Research grants and alternate forms of funding for the above projects
16. Administer the committee budget
Approved 20 September, 2007
To replace policy approved 25 April, 2007

Page 2 of 2

Mau Dan Gardens
Housing Co-operative

Policy Manual – Community

SOCIAL COMMITTEE JOB DESCRIPTION

page 77 of 90

Social Committee
job description
Purpose of the policy

To ensure the co-op has a structure to facilitate social interaction among its members,
taking into account the diversity of the membership, in order to deepen a sense of
community.

Source of authority:


committee members are approved by the board (refer to Rule 20)



the committee is accountable to the board



the committee reports to the board monthly and the general membership at general
meetings.



committee members may be removed by the board

Committee size: minimum of four, maximum of nine
Term of office for Chair: one year, no greater than a continuous period of
three years

Chair: the members of the committee elect the chair annually, in January
Members of the committee are not restricted in their term of membership

Quorum: three committee members.
A member will be able to vote on committee matters after having attended at least two
meetings in advance
Members missing three meetings in a row without sending regrets will no longer be on
that committee
Committees are responsible for their budget and must receive approval of the Board for
any single expense of more than $ 500.00
with the exception of the Maintenance Committee whose limit is $ 5,000
Committees and Committee Chairs are encouraged to co-operate with other committees
and Chairs and share their information and minutes of their meetings within PIPA
guidelines
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Duties and responsibilities
1. Welcome and orient new members in the co-op in partnership with the
Membership Committee
2. Organize social events open to all members of the co-op
3. Solicit members’ suggestions for social and recreational activities and support
their development
4. Maintain and circulate a calendar of up-coming social events
5. Administer the committee budget

Approved 20 September, 2007
To replace policy approved April 25, 2007 and May 23, 2006
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Parking
Purpose of the policy
To provide members, guests and visitors with the appropriate use of co-op
parking stalls.
1.

The co-op will assign one parking stall per household to members who own
vehicles (Occupancy Agreement 3.01). Members must register their vehicles
at the co-op office.

2.

All vehicles parked on co-op property must be insured.

3.

If not in use, vehicles must be insured for storage. A copy of the storage
insurance must be submitted to the co-op office and a copy stored in a
member’s parking stall for a maximum of 12 months.

4.

Parking stalls are for vehicles only. All other items may be removed by the
co-op at the member’s expense with 7 days written notice.

5.

Members are responsible for maintaining the cleanliness of their assigned
stall(s). The co-op may clean stalls at the member’s expense with 7 days
written notice.

6.

Members with assigned parking stalls will be permitted access to the garage
with key fobs. Members must immediately report lost or stolen key fobs to
the co-op office.

7.

Members may be assigned an additional stall if requested, subject to
availability. There is a monthly fee for additional stalls.

8.

Members may only park in their assigned stall(s). Members’ vehicles parked
in stalls assigned to another member or visitor parking will be towed at the
owner’s expense. The co-op may assign or re-assign parking stalls based
on member needs.

9.

Visitors may only park in stalls designated as visitor parking. Visitor stalls
are available on a first come first served basis. Members may not park in
visitor or guest stalls.

10. All visitors’ vehicles parked in a Visitor stall must display a Mau Dan parking
pass or they will be towed at the owner’s expense.
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11. One parking pass will be issued to each unit and it must remain with the unit
when the unit is vacated. A $5 replacement fee will be charged for passes
lost or not returned upon move out.
12. Members may reserve for a visitor an overnight parking stall through the coop office. These stalls are subject to availability and vehicles must display a
visitor’s parking pass.
13. The co-op will tow vehicles, at the vehicle owner’s expense, for the following
reasons:
Vehicles parked in fire lanes
Illegally parked vehicles
Vehicles parked in stalls assigned to another member
Visitor’s vehicles not displaying a visitor pass
Vehicles without insurance.
14. Parking stalls may be used for minor repair or maintenance of vehicles. Oil
changes are not permitted.
15. When there is not enough parking for all households requiring parking, the
co-op will assign or re-assign stalls on the basis of need and availability.
16. Members must adhere to the city of Vancouver bylaw which prohibits
parked vehicles from idling for more than 3 minutes.
17. When entering or leaving the gated parking areas all vehicles must stop and
wait for the security gate to close before proceeding.

Policy approved: December 13, 2007
To replace Parking Policy in the “Red Book”
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Pet Policy
Purpose of the policy


To set out members’ rights and responsibilities for pet ownership.

Policy
1. Mau Dan Housing Co-op will be guided by the current City of Vancouver
animal by-laws. http://vancouver.ca/bylaws/9150c.PDF
2. Pet owners are responsible for any and all damages to Co-op property caused
by their pets.
3. Members with small pets such as rabbits, gerbils, hamsters, guinea pigs,
domestic mice or ferrets must keep them in properly secure housing.
4. Vicious dogs, as defined by the current City of Vancouver by-laws, will not be
permitted.
5. Exotic pets as defined by the current City of Vancouver by-laws will not be
permitted.
6. All cats and dogs must be spayed or neutered.
7. Litter boxes must be kept inside the member’s unit, which does not include the
deck area.
8. Collection and disposal of pet waste is required for all pets. All dogs must be
walked outside the Co-op grounds and bags of waste must be disposed of in the
appropriate Co-op garbage bins.
9. Dogs must be under the members control while on Co-op grounds.
10. Excessive noise by pets will not be tolerated as per City of Vancouver bylaws.
11. Members must not leave dogs outside their units unattended when not at
home.
12. Only one four legged animal will be allowed per unit. Currently existing
multiple pets in one unit will be grandfathered, or exempted, but must not be
replaced.
Policy approved by the board: June 28, 2011 - Replaces policy from the Red Book
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A brief history of Mau Dan
The Mau Dan Gardens Co-operative was established in October 1981,
the last of five projects initiated by the Strathcona Area Housing Society
(SAHS) to provide housing for the residents of the Strathcona area whose
homes were expropriated and demolished in the urban renewal clearance
scheme of 1965.
The land is owned by the City of Vancouver. In 1972, after protest by the
local community, the city abandoned its plan to build a municipal firehall
on the vacant site and reserved the property known as site “C & D” for
family housing. The land is now leased to the Mau-Dan Gardens Cooperative Housing Association.
This housing co-operative has 128 units. The project was developed by
SAHS, designed by Spaceworks Architects and Joe Y. Wai, and built by
Turnbull and Gale construction company. Financial assistance and
mortgage assurance were provided by the Canada Mortgage and
Housing Corporation (CMHC), with which the Co-operative has a thirtyfive year Operating Agreement. The mortgage is presently held by the
Bank of Montreal.
The founding membership of the Co-operative was predominantly of
Chinese ethnicity, but included families of Vietnamese, Cambodian,
Japanese, and Canadian origin.
from the original Mau-Dan Gardens Housing Co-operative Member Manual
aka the “Red Book”
Note that the mortgage is now held by CMHC.
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Shared costs preamble
page 87 of 90
Strata VR 1068 (the strata) benefits from various services paid for by Mau Dan
Gardens Co-operative Housing Association (the Co-op). These include garbage
collection, security gates along the perimeter and for the garages, the lease of the
Dunlevy mall, common area lighting and pest control. The value of these services
to the Strata has been calculated at approximately $10,000 per year.
The strata also has a claim on a share of the income generated by the laundromats
in the Co-op. This has been calculated at approximately $700 per year.
The net benefit to the Strata, and cost to the Co-op, is approximately $9,000 per
year. The payment of this cost would be reflected in increased strata fees.
Since the Co-op pays 90 percent of the strata fees, 90 percent of this figure would
be paid by the Co-op, to the Co-op.
The actual benefit/cost is only to the four private owners and is about $900 per
year.
The cost to the Co-op in staff and member time to calculate, record and collect
this amount is considerably more than this.
Consequently, the Co-op offers, and the strata agrees to accept the value of these
services with the following agreement.
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