
Required Internal Transfers 

 

3.1  Purpose   

 

The Regulations require the Co-op to set policies and procedures for internal transfers of 

geared-to-income households. These policies and procedures must comply with 

Government Requirements. They are different from the Co-op’s earlier policies as stated 

in its by-laws.  

 

3.2 Relation to Other By-laws 

 

The policies and procedures set out in this Policy are intended to work with the Co-op’s 

existing by-laws. If there is a conflict, this Policy governs.  This Policy covers only required 

moves for:     

      households paying a geared-to-income housing charge who have        

requested an internal move and have been given special priority          

status by the Co-op, and 

 

$ special needs households who have requested an internal move 

and have been given special priority status by the Co-op, and 

 

$ households who pay a geared-to-income housing charge and are 

overhoused under applicable occupancy standards (see section 

3.6) and   

 

$ households who live in a special needs unit and are no longer 

eligible for special needs housing.  

 

3.3  Internal Waiting List  

 

The Co-op will have a waiting list for internal transfers. The Internal Waiting List will 

include transfers required under this By-law and all other transfers.  

 

3.4 Existing Waiting List 

 

The Co-op’s internal waiting list at the time this By-law is confirmed will be continued as 

the Internal Waiting list referred to in this By-law.  It will be adjusted as necessary to fit 

the categories and rules stated in this By-law.   

 

3.5  Priority  

 

3. This section states the order of priority for allocating a unit when it 

becomes vacant. It is subject to all Government Requirements and the specific 

provisions set out in this By-law.    



(b) The board of directors will offer the unit in the following order:    

 first, to geared-to-income or special needs members who have requested 

an internal transfer and been given special priority status by the co-op  

 

$ second, to members who have to make a required transfer under this By-

law. They will be ranked in the following order: 

 

section 3.9   (Overhoused Geared-to-Income)  

section 3.10 (Special Needs - Modified Units)  

section 3.11 (Special Needs - Support Services)  

 

$ third, to members on the Internal Waiting List who are required to transfer 

under the Co-op’s by-laws;  

 

$ fourth, to members who have requested an internal transfer;  

 

$ fifth, to external applicants.   

 

 

3.6  Applicable Occupancy Standards 

 

In this By-law applicable occupancy standards mean the occupancy standards in 

Government Requirements that are used to determine the size of unit that a geared-to-

income household can occupy.  

 

 

3.7 Special Priority Status for Members Requesting an Internal Transfer 

 

(1) This category is made up of geared-to-income or special needs 

households who have been given special priority status on the internal 

waiting list due to abuse by another member of the household or 

immigration sponsor.  Geared-to-income households are included if the 

co-op has at least one unit where the household would not be 

overhoused. 

 

(2) Households paying a geared-to-income housing charge who have been 

given special priority status by the Co-op and have requested an internal 

transfer will be offered units of a size and type for which they are eligible 

under applicable occupancy standards regardless of preference. 

 

(3) Applicable occupancy standards do not apply to special needs households. 

 

(4) Within this category, priority will be as stated in Government 

Requirements. 

 

Note: The household can also apply for special priority status from the 



Service Manager and be added to the centralized waiting list.   

 

3.8 Required Transfers 

 

(a) Sections 3.8 to 3.14 state rules for priority in offering units to households 

that must move to another unit according to Government Requirements.  

In this By-law these moves are called required transfers.  For other transfers 

refer to the Co-op’s Internal Transfer By-law.   

 

3.9  Overhoused - Geared-to-Income Households 

 

(a) This category is made up of households paying a geared-to-income 

housing charge who have received a notice that they are overhoused from 

the Service Manager (or the Co-op on behalf of the Service Manager) if the 

Co-op has at least one unit where the household would not be 

overhoused. If the Co-op is giving the notice that a household is 

overhoused, the Co-op can use Form D, Notice of Geared-to-Income or 

Special Needs Decision with the Right to Internal Review.     

 

(b) Within this category, priority will be based on the date of application for 

geared-to-income assistance. If a household has applied more than once 

for geared-to-income assistance, the Co-op will use the last date they 

applied to set priority.   

 

 

3.10 Special Needs - Modified Units 

 

(a) This category is made up of households who occupy modified units and 

who are no longer eligible for this type of special needs housing. The 

board can give them a Notice to Transfer. These households are no longer 

considered special needs households so applicable occupancy standards 

apply to them.    

 

Note:  A Notice to Transfer is given after the household has already 

received notice that they are no longer eligible for special needs 

housing.  To give notice that a household is no longer eligible for 

special needs housing the Co-op can use Form D, Notice of Geared-

to-Income or Special Needs Decision with the Right to Internal 

Review. 

 

(b) Within this category, priority will be based on the date of delivery of the 

Notice to Transfer.  

 

(c) A household will not lose eligibility for special needs housing only because 

its relationship with a support services agency has ended.  

 



3.11  Special Needs - Support Services 

 

(a) This category is made up of households who occupy special needs units 

that are not modified and who are no longer eligible for special needs 

housing. If households are no longer eligible, the board can give them a 

Notice to Transfer under clause (b) or clause (c), if applicable.    

 

Note:  A Notice to Transfer is given after the household has already 

received notice that they are no longer eligible for special needs 

housing.  To give notice that a household is no longer eligible for 

special needs housing the Co-op can use Form D, Notice of Geared-

to-Income or Special Needs Decision with the Right to Internal 

Review. 

 

 

(b) These households are no longer considered special needs households so 

applicable occupancy standards apply to them. The board can give them a 

Notice to Transfer if they do not meet applicable occupancy standards.     

 

(c) Even if a household that is no longer a special needs household meets 

applicable occupancy standards in the special needs unit, the board can 

give them a Notice to Transfer if: 

 

$ the specific unit that they occupy is part of an arrangement with a support 

services agency, and  

 

$ another unit cannot be substituted in the arrangement with the support 

services agency without breaking the Co-op’s agreement with it or causing 

significant trouble for it. 

 

(d) A household will not be given a Notice to Transfer only because its 

relationship with a support services agency has ended.   

 

(e) Within this category priority will be based on the date of delivery of the 

Notice to Transfer.  

 

3.12  Procedure for Required Transfer 

 

(a) This section applies to Notices to Transfer under sections 3.9 to 3.11. It 

replaces any notice requirements or other procedures relating to these 

notices in the Co-op’s other by- laws. 

 

(b) The decision to issue a Notice to Transfer must be made by a board 

motion recorded in the minutes of the board meeting.  It should be in the 

confidential minutes.   

 



(c) The household will be entitled to an internal review of the decision to issue 

a Notice to Transfer.  See Article 6 (Procedures for decisions, internal 

reviews and notices). 

 

3.13  Alternative Procedures 

 

(a) The board does not have to issue a Notice to Transfer even if a household 

is within sections 3.8 to 3.10.  For example, the board might not give a 

Notice to Transfer if:  the household misrepresented its household size or 

situation in order to get its present unit there is no member occupying the 

unit because the member has died or left the unit. 

 

(b) In these circumstances, the board can decide not to issue a Notice to 

Transfer. It can start eviction proceedings under the Occupancy By-law.  

 

(c) Giving a Notice to Transfer does not waive any of the Co-op’s other rights. 

The board can both give a Notice to Transfer and start eviction 

proceedings.    

 

     

3.14 Effect of Refusals - Special Priority Households 

 

Households within section 3.7 may refuse the first two appropriate units that are offered 

to them. If they refuse to transfer to the third appropriate unit that is offered to them, 

they will be removed from the internal transfer list. 

 

Note: three refusals is the standard for losing eligibility set by the Government 

Requirements for overhoused households who pay a geared-to-income housing charge. 

This standard will apply to other required transfers.    

 

           

3.15  Effect of Refusals - Overhoused Geared-to-Income Households 

 

Households within section 3.9 (Overhoused Geared-to-Income Households) may refuse 

appropriate units as allowed under the Government Requirements.    If a household has 

not moved and is still overhoused, they will be removed from the Internal Waiting List 

when required under Government Requirements. This could result in the household 

being put on the Service Manager’s centralized waiting list or the household losing 

geared-to-income assistance.   If the household has been removed from the Internal 

Waiting List for a required transfer, the household may apply for a voluntary transfer.  

 

 



3.16  Effect of Refusals - Special Needs Households 

 

Households within sections 3.10 and 3.11 may refuse the first two appropriate units that 

are offered to them. If they refuse to transfer to the third appropriate unit that is offered 

to them, they may be evicted. Procedures for eviction are stated in the Occupancy By-

law.   

 

Note: Three refusals is the standard for losing eligibility set by Government Requirements 

for overhoused households who pay a geared-to-income housing charge. This standard will 

apply to other required transfers. 

 

 

3.17  Role of Staff in Making Offers 

 

(a) Co-op staff are authorized to make offers to households that are required 

to transfer under this By-law without referring them to the board.   

 

(b) Co-op staff and directors will keep the board up to date on information 

they may have regarding potential move-outs and internal transfers. This is 

to permit offers to be made quickly.   

 

  

3.18  Serious Damage to Unit 

 

Despite anything in the Co-op’s by-laws, if the board determines that a household is 

required to move because of fire or other serious damage to their unit or contamination 

of their unit or any other reason that requires the unit to be vacant, the board can offer 

any vacant unit to that household. When the household’s original unit is repaired, they 

will move back. The board can decide to give them the option of staying in the new unit. 

If they agree to stay in the new unit, the original unit will be available for an internal 

transfer.   

 

3.19  Priority if Member Unavailable 

 

If the Co-op is unable to contact the member with priority on the Internal Waiting List 

within 48 hours, the unit will be offered to the next eligible member. The original 

household will retain its priority on the Internal Waiting List.   

 

 

3.20  Notification of Acceptance 

 



(a)  Members must notify the Co-op office within 48 hours of being offered a 

unit whether they wish to accept the unit. If they fail to do so, they will be 

considered to have refused the unit. 

 

(b)  Once a member on the Internal Waiting List has accepted a unit, the 

member must vacate his or her existing unit and move into the new unit 

on the date specified when the unit was offered. Acceptance of the unit 

may not be withdrawn without the consent of the board.  Members of the 

household cannot appeal the board’s decision.  

 

(c)  When a member accepts a unit, they must come into the office and sign a 

form provided by the Co-op accepting the unit and agreeing to move 

and/or a new Occupancy Agreement.  This should be done within the 48 

hours, but can be postponed by Co-op staff if it is a weekend or is 

inconvenient for other legitimate reasons.   

  

3.21  No Liability 

 

Anything in the Co-op’s by-laws, or any commitment made by anyone that is not 

authorized by the board, will not create liability for the Co-op. The Co-op will not be 

liable to anyone for: 

     

$ any error, omission, or mistake concerning the Internal Waiting List 

 

$ the allocation of units or geared-to-income assistance   

 

$ the failure to allocate units or geared-to-income assistance to persons on 

the Internal Waiting List.  

 

 

3.22  Things Not Stated in By-laws 

 

The board will decide anything relating to the Internal Waiting List not stated in this By-

law or in the Co-op’s other by-laws or in Government Requirements. 


