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Welcome to View Court!

View Court has operated as a co-op since 1981.

We hope you will enjoy living here.

View Court Housing Co-operative

Member Handbook

Introduction

This handbook has been designed to assist members in familiarizing themselves with the structure, procedures, policies and guidelines to living at View Court Housing Co-operative. It is also designed to acquaint members with their various rights and obligations, and is intended to be used as a resource book. It seeks to clarify issues, concerns, and questions that have often arisen at View Court. It is thus a record that references existing policies (these can be found on the View Court website at  http://viewcourt.vcn.bc.ca/ ) and is therefore not a list of suggestions; these guidelines must be adhered to.

This handbook is a supplement to the Memorandum, Rules, and Regulations and the Occupancy Agreement (i.e. the ‘Pink Book’) that govern all co-op members. Each member is entitled to their own copy of the Memorandum, Rules, and Occupancy Agreement, which is a legal document that spells out the rights and responsibilities of the Co-op as a whole and of the individual member. Copies are available from the Finance Committee. 
The governing of the co-op takes place through member participation. Rules can be changed when necessary, by majority decision, at any general membership meeting. 
History of View Court

The View Court building was built in 1911 by Cal Ryan of Ryan’s Construction Company, the same firm that built the Hotel Vancouver. Known first as Ryan Court, this building and the duplex that is now 2617 and 2619 Ontario Street, both underwent considerable renovations in 1936. This was in part due to damage caused by a large fire, which destroyed the church across the street. It was at that time that this building was renamed View Court, for when the ruins of the church were cleared away, all the suites on the north side of the building had a magnificent view of the city.

In 1981, the residents of View Court successfully carried out plans to reorganize from a private to a resident owned co-operative. View Court Housing Co-operative acquired the adjacent duplex at 2617 and 2619 Ontario St., adding two 2-bedroom suites to the co-op’s already existing 30 units. 

Introduction to Committees and Participation in the Co-op

View Court Participation

Survival of a co-op depends upon members’ participation in the running of the building. 

Members are expected to join a committee within 2 months of their arrival at View Court. 
Co-op members are responsible for contributing in three ways:

· By becoming a member of a least one of the operating committees (described on the following page). Failure to join a committee or failure to attend 3 consecutive committee meetings without giving regrets will constitute non-participation and be considered a breach of Co-op rules. Failure to attend 3 consecutive committee meetings without giving regrets will result in cancellation of membership on that committee. In addition, membership on a committee is subject to cancellation after a member has missed 50% of meetings over a six month period (with or without regrets) without giving adequate explanation or arranging alternate forms of participation.

· By carrying out assigned chores. On the front hall bulletin board there is a list of co-op chores. Members are assigned chores as individuals, and each member generally receives one chore to do every other month. These are carried out for a month’s duration. Chore cards are distributed to members. The cards have a description of the task and the required number of times the chore must be carried out during the month. Members are asked to return chore cards to the chore box (on the same bulletin board) at the end of the month. Members who do not carry out their assigned chore are charged a fine. Any questions pertaining to chores should be directed to the Maintenance Committee chore co-ordinator who monitors the chore system.

· By participating in periodic work parties organized to carry out small jobs (such as yard clean up); these are generally held once in the spring and once in the fall. Members are responsible for participating or giving specific regrets.
· By taking a turn at participating on the Board of Directors. These directors alternate their starting years to ensure knowledge continuity amongst the leaving and incoming Board members. 
General Membership email address: view-court@vcn.bc.ca
Finance Committee (Email: vc-finance@vancouvercommunity.net) 
The Finance Committee is responsible for preparing an annual budget and presenting this for approval to the general membership at the Budget General Meeting in March of each year. In addition, the committee is responsible for:

· Ensuring the co-op acts in a financially responsible manner so as to avoid undue costs and risks

· Reviewing monthly financial statements, monitoring spending, reviewing invoices, and cheque signing at monthly meetings

· Dealing with arrears problems

· Managing the income-tested subsidy fund and collecting income verification from income-tested members for the audit

· Collecting shares from new members and meeting with new members to review the Memorandum Agreement (Pink Book) 
· Re-negotiating the mortgage (for remediation activities)
· Collecting laundry coins and depositing them in the Co-op’s VanCity bank account

Membership Committee (Email: vc-membership@vancouvercommunity.net) 
The Membership Committee is responsible for finding suitable new members for the co-op. The Membership Committee regularly advertises, interviews, and selects new members and maintains an ongoing waiting list for suites. In addition, the Membership Committee coordinates suite switches among members and mediates in co-op related issues of grievances, which may arise between co-op members. This committee also organizes social events. 
Maintenance Committee (Email: vc-maintenance@vcn.net)
The Maintenance Committee is responsible for the general upkeep and repair of the building and the suites. Maintenance sometimes organizes work parties to carry out tasks, which arise in the course of up-keeping the building and the grounds. Preventative maintenance, conducted by the Maintenance Co-ordinator who reports to Maintenance, is essential in keeping the operating costs of the building down. The age of the building demands that small repairs be attended to before they mushroom into costly and significant renovations.

The Board of Directors (Email: vc-board@vancouvercommunity.net)
The Board of Directors is made up of a minimum of three members but it is preferable to have four or five. All Co-op members in good standing are eligible for election to the Board. A member can only serve on the Board for four consecutive years, although there is no limit to the number of times a member can serve on the Board. There are four executive positions on the Board itself: President, Vice-President, Secretary and Treasurer. While it would be beneficial to have a Board member with previous experience from each committee, this is not always possible. All Board members are elected at the Annual General Meeting by the general membership, usually for a two-year term. The Board is legally responsible for the operation of the Co-op during its term of office, but ultimate authority rests with the general membership. The Board receives recommendations from the various committees regarding new or revised co-op policy, and makes policy recommendations to the general membership.
All Co-op members in good standing are eligible for election to the Board and it is expected that each member periodically take a turn in this important role. 
Moving in and Co-op Amenities
Moving In

Before you moved in, your suite will have been inspected twice. When you move in, a representative from the Maintenance Committee will ask you to approve the inspection of your suite. If there are problems which you feel need attention, these should be noted before signing the move-in inspection form. Once the form is signed, the condition of the suite becomes your responsibility. Especially important is the paint policy, described later in this booklet.

When moving in or out of suites on the second or third floors, the east staircase (Ontario Street) must be used. There is a fifty-dollar ($50.00) fine for using the main staircase. Using the east staircase is easier, because the handrails dismantle in order to facilitate the moving of large objects. If you have any problems or questions when moving in or during your first few days, please contact the Maintenance Co-ordinator or anyone on the Maintenance Committee.

Insurance

All members are required to have content and liability apartment/home insurance (standard fire and comprehensive insurance, for a minimum of $1 million). This is required within one month of moving in and is to be renewed annually. The Board will request proof of renewal around the beginning of each calendar year. Housing co-op members receive a reduced rate through The Co-operators Insurance. 

The following information about the building is required when one buys home/apartment insurance:

Construction: The apartment building (built 1911) is timber frame, brick on North and East sides, stucco on south and west sides. The house (built 1908) is masonry.

Foundation: poured concrete and brick

Heating: Boiler (replaced in 2012)

Roof: flat roof, tar and shingle; replaced in 2006 (house), 2007 (apartment)

Upgrading: sprinkler system installed
Electrical: Emergency systems replaced in 2012; full electrical upgrading in 2014
Partial plumbing upgrading; hot water tanks (house and apartment) replaced in 2012

Co-op Amenities

Laundry Room

The Co-op has two washers and two dryers located in the West Basement. Hours of operation are 9 a.m. to 9 p.m. on weekdays and weekends. Please respect the laundry hours for the sake of the members living above the laundry area. Use is on a first come first serve basis. In the event of a malfunctioning machine, please contact the Maintenance Coordinator.

Parking

Parking along 10th Avenue and Ontario Street is on a first-come, first-served basis; please watch the parking signs, as requirements change periodically. Resident parking in the form of a parking decal/permit from City Hall is available. 
West Basement

The West Basement is currently used as a laundry room, meeting area, and work area, and we use the boiler room as a bicycle parking area for regular riders. Please avoid excessive noise in consideration of other members. The co-op recycling centre is also located in the West Basement. Please see separate section of this handbook for details. The West Basement also houses a “free area” wherein members may leave unwanted but still useful clothing and other household items. It is the responsibility of the donating member to retrieve and recycle items not claimed after two weeks. 

Storage of bikes next to the boilers is not permitted. Only bicycles used regularly are permitted to be stored in the boiler room and only on the east side of the room. When leaving the boiler room, make sure to lock the deadbolt behind you.

East Basement

The East Basement is designed exclusively for the storage of co-op members’ belongings.  Each member is provided with a storage locker. Hallways must be kept cleared and regular clean up of hallways will remove items not stored in lockers. Tampering with the sprinkler system is prohibited. Flammable liquids, explosives, and firearms are not allowed in suites or lockers.

Paint and other supplies are kept in the co-op locker. Agreement to use these must be received from the Maintenance Co-ordinator or from the committee.

Backyard

Our backyard is available for members’ enjoyment and is maintained by the Maintenance committee, individual members, and by semi-annual work parties. The backyard is part of the common space and all regulations governing common use, time limitation and noise restrictions apply. Please respect your neighbours.  

Storage/ Tool Closet

The vacuum cleaner, some cleaning materials used by members to complete their chores and stepladders are currently stored in the closet beneath the main stairway on the first floor. Tools must be signed out before use. Please read all posted notices.

Garbage

All garbage must be placed in durable plastic bags, tightly sealed and deposited inside the metal garbage bin on Ontario Street.  There is a compost bin in the backyard and recycling bins in the West Basement available for members to reduce their waste.  Please refer to separate recycling page for details on what can be recycled. 

Pets 

Size, noise and cleanliness are the limiting factors in determining what pets co-op members may keep. Cats, gerbils, hamsters, budgies and goldfish are welcome; dogs, skunks and pet cougars are not allowed. A limit of two cats per member now exists. 

Pets are not allowed in the hallways. 

Members are ultimately responsible for the safekeeping, upkeep and behaviour of their pets and are also liable for any damage done to the Co-op by their pets, including flea infestations. The Board can at any time determine an upper limit on the animal population at View Court. Construction of cat ladders must be approved by the Maintenance Committee.  

View Court Committees & Related Policies 

Members are expected to join a committee within 2 months of their arrival at View Court. Below is a detailed description of the committee responsibilities and activities at View Court. Please do not hesitate to contact any one of the members to ask questions about the committees. New members are encouraged to attend meetings in order to get a sense of the committees before making a choice as to which to join. 

Co-op Policies and Procedures 

The most current version of the various committees’ policies can be found online at: http://viewcourt.vcn.bc.ca/policy. 

· Click on the committee name on the left-hand side of the page to find the various policies that are overseen by that committee.

View Court Finance Committee Policies:

Our finances are managed by COHO Management Services Society, a non-profit affiliate of CHF/BC. COHO does our bookkeeping, receives post-dated housing charge cheques as requested from View Court members, manages View Court banking, does some audit preparation, and provides the Board and Finance Committee with monthly financial statements and Management Reports.
The View Court Board of Directors employs a Finance Coordinator who becomes a member of the Finance Committee, acts as the Finance liaison to COHO, and reports regularly to the Board. The Finance Coordinator also receives any requests for late payments of housing charges from members and also monitors members' arrears.  

The View Court Finance Coordinator participates in the annual financial review with View Court Committees and with the View Court Board and works with our professional audit reviewers as well as keeping in contact with the COHO View Court Coordinator. Our contracted professional financial reviewers attend our annual Budget AGM to present the Financial Report and to answer questions from View Court members. Each View Court member is entitled to a copy of the final, reviewed Financial Statements every year.

Finance Regulations:

1. Post-dated cheques, for members paying full housing charges, must be sent to COHO as requested annually by the COHO Coordinator. 
Post-dated cheques, for income-tested members receiving reduced housing charges,  are also to be submitted every 6 months, as requested by the View Court Finance Coordinator.  

2. Housing-charge cheques are payable on the first day of each month. Any late payment of housing charges must be prearranged with the View Court Finance Coordinator. To apply for a late housing charge payment, the View Court Finance Coordinator must be contacted in writing by the requesting member before the 25th day of the preceding month. Late payments are usually approved unless a member is already in arrears. Members may ask for housing charge cheques to be held no more than 4 times in 12 months.

3. Any late payment without the approval of the View Court Finance Coordinator will incur a late charge payable to View Court Co-op that must be paid by the end of that due month.

4. Members whose cheques are returned NSF will be charged bank charges. In

addition, COHO charges a fee to inform a member of a NSF cheque.
5. If a member’s payment is not received by the 10th day of the due month and no late 
payment arrangements have been made with the Finance Coordinator, that member will 
be in breach of her/his lease with View Court Co-op. At that time, the Board of Directors 
can require the member to appear at a meeting of the Board; if payment is not 
forthcoming immediately, the Board can begin eviction procedures.
6. Each principal member of View Court Housing Co-operative must purchase a 
$1,000 share from View Court Housing Co-operative. Full payment of the share 
deposit is required upon occupancy unless the member has made arrangements for 
partial payments with post-dated cheques (initial payment of 1 full housing charge, with

balance paid off within 4 months). Arrangements for a share loan may also be made 
with CCEC Credit Union on Commercial Drive in Vancouver before occupancy. The 
share deposit is non-refundable in the event that the individual does not move in to their 
suite and the Co-op cannot find anyone to replace them within three full calendar 
months. 

7. The $1,000 share is refundable when the Principal member moves out as long as 
there is no damage to their suite, there are no arrears, and there are no chore charges 
remaining.

Housing Charge Subsidies

Overview

1. View Court Housing Co-operative has a membership-supported fund in the View Court Annual Budget to provide needed housing-charge financial assistance to Principal Members who are in good standing and have been full and participating members of View Court Housing Co-operative for at least one year. 

2. The Reduced Housing Charge Fund is to be used to assist View Court Members make their housing-charge payments should their income fall below the minimum housing charge set at the yearly View Court Co-op Budget General Meeting.

3. To receive reduced housing charges, the Principal member must apply to the Finance Coordinator in writing, with details explaining the need for reduced housing charges.

Income Verification for Subsidy

View Court Co-op uses a four-month forward averaging system for calculation of subsidy for housing charges. The Finance Committee determines subsidized housing charges based on a percentage of gross income or a percentage of the market housing charge, whichever is higher. 

For members with a stable income, verification is requested once a year in May. For members with a varying income, verification is required every four months. All members on subsidy need to provide a copy of their income tax return and Notice of Assessment.
Any questions about the income verification procedure or about subsidy can be answered by the Finance Assistant. 

Income Assistance from Social Services

If a member’s income comes from Income Assistance (IA), housing charges for each month on IA will be set at the maximum shelter allowance minus telephone costs.

Please note that at any time a member goes on or off IA support, he or she should notify the Finance Assistant IMMEDIATELY in writing, as housing charges could change immediately.

Unemployment Income

For income verification of Unemployment income, please attach photocopies of pay stubs. Please do not give the originals if you would like them to be returned. Be sure to highlight the gross amount rather than the net.

Self-employed Income

A member who is self-employed should provide a statement of the amount paid to himself/herself each month, along with some supporting documents (e.g. a statement of business accounts receivable and expenses). In May of each year, please have the whole file notarized. A copy of the most recent income tax declaration and Notice of Assessment should be included.

Employment Income

Either a letter from the employer stating the exact amount paid each month (gross, not net, income), or a photocopy of each pay stub is fine.

Student Loan Income

Student loans are not considered income since they have to be paid back. Students receiving subsidy must provide photocopies of student loan agreements and the budget that was sent with the student loan application.

Variety of sources

If income comes from a variety of sources, please include complete documentation from all sources.

Additional Information

CMHC guidelines state that anyone who is a member of the co-op for all of the fiscal year, and receives subsidy for all or part of the year, must provide documentation for the entire 12-month period.

Members who move out of the building during the fiscal year must only give verification for the part of the fiscal year when they lived in the building.
Move-In / Move-Out & Suite-Switch Policies 
To facilitate communication between our committees and to ensure accurate financial accountability and reporting regarding member moves. 
1. New members moving into View Court
· The finance new member orientation coordinator is the Finance Committee contact person whose responsibility is to meet with new members before they move into View Court to orient them to finance matters in our co-op, and to obtain their signature giving permission for a credit check on their financial performance history. The Membership Committee should be in touch with her regarding pending new member moves into View Court. The finance move-in/move out coordinator is responsible to inform the management service about new member move-ins and should also be notified by the Membership Committee when a new member is scheduled to move in to our co-op. 

· Ensure new members sign a form to show receipt and acceptance of the Rules and Occupancy Agreement before they move in (Board 11-20-07)

Share and housing-charge cheques 

· At least forty days before moving into View Court, a new member is to pay one month's housing charge by certified cheque or money order. This is a non-refundable security deposit to View Court if the new member does not move in and another person is not found to move in for the same date. It will be used as payment on the share purchase when the member moves in.  This cheque/money order is to be sent right away to the management service along with a payment plan agreement by the new member to pay the share balance in full upon move-in or by divided payments not to exceed ten months from move-in.  (There is a roll-over form for this).

· At least three days before moving in, the new member must provide a certified cheque/money order for the full first month's housing charge. This is sent right away to the management service. The new member's income verification is checked for accuracy at this time and the verification document is given to the Finance Assistant.

· After these cheques/money orders are sent in to the management service, they are is responsible for collecting the continuing housing charge cheques and share purchase payments if any. (Draft amended August 21, 2007 pr) 
2. Member moves within View Court
· When a member moves from their suite to another suite within View Court, the finance move-in/move out coordinator should be notified before the switch takes place so the management service can be informed about the change. This is necessary for financial records to be kept accurate. This is all the information needed by Finance regarding suite-switches. 

3. Member move-out of View Court
· As soon as a member gives notice to move out of our co-op, the finance move-in/move out coordinator should be notified so the management service can be informed of the impending move-out. The move-out date is always for the last day of the month.

· Within the two weeks preceding the move-out date, the finance move-in/move out coordinator will give Membership and Maintenance contacts each a form to be completed and returned to the Finance Committee via the Finance Box. These forms must be completed accurately with all of the information requested, signed by two members of each committee and both completed forms returned to the Finance Committee before any processing of charges to a member's Shares and/or Share refunds can be calculated by Finance.

· The finance move-in/move out coordinator sends the information to the management service for a Share refund/debit based upon the information provided.

If all is done correctly and all goes smoothly, it usually takes two to three weeks between the financial information being sent by the finance move-in/move out coordinator to the management service, the receipt by the Finance Committee of the cheque from the management service and the obtaining of signatures from View Court signing officers and the cheque being available to the former member. The finance move-in/move out coordinator then sends the completed forms with the membership, maintenance and financial information including the cheque number to the Board for their signatures. Unless there is a serious question about the finances regarding the member move-out, the former member can receive their refund cheque before the Board receives and signs the move-out form. 
Membership Committee

Application Procedure

Individuals who are interested in applying for membership must first complete an application form, which may be submitted on the co-op website. Once the completed application has been received, it will be reviewed and filed according to date of application. 

Several times a year the Membership Committee will contact applicants on file to attend a tour and Q&A session. At this meeting applicants will be given an overview of co-op living and shown a suite. They will then be interviewed 1-6 months later to determine suitability for co-op membership. Once an applicant has been accepted for membership, he/she will be placed on a waiting list. As suites become available, applicants on the waiting list are notified. This is usually done 30 days prior to the actual vacancy date of the suite. It is the responsibility of applicants to ensure that their contact information is current.  

Keys 
Every Co-op member needs at least seven keys - two for their suite, two for the main doors, one for their post box, one for the dumpster, one for the storage/tool closet, and the appropriate number of keys for security bars on suite windows. If a key is lost, the Maintenance Coordinator can be contacted in order to obtain a spare. This can be used to have a copy made, with the original then being returned to the Maintenance Coordinator. The main door keys are marked DO NOT COPY and cost extra for replacement.  Speak to the Maintenance Co-ordinator for more details. 

Phone List & Email List-Serves
The Membership Committee maintains, updates, and distributes a Member phone list, as well as manages the co-op wide email listserve. These are updated periodically as members move in and out. 
Be sure to advise of changes to your email address to the moderator on your committee responsible for committee-listserve changes. 
Suite Switches

Members are eligible for a suite switch only after having been a Co-op member in good standing for 6 months. To apply, please submit a suite switch request form, available through the Membership Committee, to a committee member. Your request should provide the following information:

· size of suite you want

· reason you want or need to change suites

· your level of participation in the Co-op

· length of time you have resided in the Co-op

Your request will be maintained in our files. You will be notified when an appropriate suite vacancy occurs. Decisions are made primarily on the basis of date of application, and may consider the member’s need for a different suite size, participation, length of time at View Court, and subsidy requirements. 

Grievances

If a member has a complaint about another member, they are first requested to attempt to work it out by speaking to the person with whom there is a difficulty. If this does not resolve the conflict, then a member may file a formal grievance with the Membership Committee. The Membership Committee will then set up a Grievance Committee in accordance with the requirements outlined in the Co-operative Association Act, which will then hear both sides of the issue and facilitate a resolution.  A member may also choose to have outside mediation to resolve an issue.  This can be especially useful if the grievance procedure is unsuccessful.  

The structure for a Grievance Committee is as follows. Each individual involved in the grievance selects a representative to the hearing panel. The two representatives then select a third panel member. The panel then listens to both sides and determines a ruling, which is binding and legal in civil court. 

Sublet Policy

There is a policy for subletting at View Court Co-op. It takes into consideration the need for members to take time for education, travel, and work outside of the city for periods of time. The policy is as follows:
1. The Membership Committee may permit members to sublet their suite for up to one year in each five years, after six months of active membership in the co-op. 

2. Individuals who will reside in the suite must be approved by the Membership Committee.

3. The member remains responsible for housing charges, chores, condition of the suite and any damage to the co-op throughout the sublet. 

4. Subletees are not members and cannot sublet. 

5. No more than 20% of suites can be sublet concurrently. (2008-1-29)
Procedures for this policy include:
· The member must apply in writing to the Membership Committee to request approval before subletting. Approval is based upon the number of members currently subletting and the other requirements as outlined above.
· The potential sublettee must meet with and be approved by the Membership Committee.

· Both the member and the sublettee must sign a sublet agreement.

· The member remains responsible for housing charges, chores, condition of the suite and any damage to the co-op throughout the sublet.

· The sublettee is invited to join a committee and is required to assume the assigned chores of the sublettor.
· If a member has had a short sublet, the member must be active in the Co-op and reside here after her/his return for at least as many months as the previous sublet. For example, if a member sublets for 5 months, she/he must be an active member for 5 months after she/he returns before she/he may request another sublet. Again, the maximum sublet in a 4 year period is 12 months. 

Guests

It is co-op policy that members “shall cause their guests to observe the terms and conditions of the Occupancy Agreement.” Also, co-op members should inform the Board of Directors when they have guests staying in their suite for an extended period of time. 

Maintenance Committee

Maintenance Co-ordinator

The position of Maintenance Co-ordinator was created by the general membership. It is contractual and is open to application by co-op members. The Maintenance Co-ordinator inspects the grounds and building on a regular basis and reports to the Maintenance Committee. 

Electricity

Notify the Maintenance Committee if you are experiencing electrical problems. Do not do any electrical work in your suite, even if you know how to build rocket ships.

Maintenance Problems

All maintenance problems should be reported to the Maintenance Committee in writing via the Maintenance Committee's mailbox in the foyer, or in an email to 
vc-maintenance@vcn.bc.ca. For urgent problems, eg. leaking water, refer to the View Court phone list.

Suite Alterations

Members wishing to make alterations to their suite should refer to the Member Initiated Suite-Improvements Policy. If a member undertakes an unauthorized alteration, he or she may be asked to return the suite to its original condition at their own expense. The co-op will not pay for any alteration unless it has been approved in writing by the Maintenance Committee beforehand. No changes or additions can be made to an authorized project without further approval in writing from the Maintenance Committee. 

Wall Treatments Policy
When moving out

Any wall treatment in good condition, clean and accepted by the in-coming member, need not be removed or repainted. If the unit, or part of the unit, has a decor that is highly individualistic or different from the co-op accepted colour scheme, the out-going member will be required to restore their suite to co-op colours at their expense. Out-going members must follow the recommendations of the Move in-Move out Committee and refer to the Maintenance Wall Treatments Policy for guidance. If the new member accepts a unit with an individualistic decor that is not in approved co-op colours, the member then has the same responsibilities outlined above when moving out.

Painting

Please be advised that the Maintenance Committee policy prohibits members from wallpapering their suites. Suites become eligible for re-painting at the co-op's expense (in co-op approved colours only) every 8 years. If you would like to paint your suite, please contact the Maintenance Committee in writing via the Maintenance Committee Mailbox in the foyer. 

Window Boxes

No window boxes may be installed over doorways. All window boxes including proposed anchoring must be pre-approved by the Maintenance Committee. The Maintenance Committee has the authority to remove window boxes for safety reasons.

Inspections

All suites and common areas are inspected annually. Records of these inspections are kept in order to budget for and track maintenance expenditures. When a member gives 2 months’ notice, a preliminary inspection is conducted. A second and normally final inspection takes place on or around the last day of the member’s residence. Any repair of damages or restoration that had been specified at the preliminary inspection must be completed by this time.
A Guide for Cleaning

This guide was prepared to help you know what is expected in the cleaning of your suite before departure and, we hope, will assist you to make the job of cleaning and fixing easier. If the suite is not cleaned to co-op standards, a cleaning company will be hired at your expense to complete the job. 

Door Hardware - tighten all screws in the door handles. Adjust and tighten strike plates for easy opening and closing. Wipe down handles with damp cloth. 

Clean hinges and automatic door-closers on front door.

Rugs - must be steam cleaned by a professional company. Shampooing is not sufficient. 

Lighting Fixtures - replace all burnt-out bulbs. Remove fixtures, wash, and replace. Wash all fixtures on top and inside to remove dust and grease.

Walls - wash with liquid, non-abrasive diluted cleanser. Rinse with cool water and a sponge.

Walls - pull all nails and screws. Patch by trowel with spackle. DO NOT USE POLYFIL. Allow to dry. Sand. Repeat if necessary. Touch up with paint.

Woodwork - (Doors, baseboards, door frames, window sills) - Wash with non-abrasive diluted cleanser on door front, top, and sides. Rinse with cool water and a sponge.

Linoleum Floors - wash with non-abrasive cleanser. Clean corners. Rinse. 
Pull appliances from wall. Clean walls, appliance sides, and floor. 

Windows - wash windows inside with an ammoniated window cleaner or equivalent.

Stove - Clean oven with oven cleaner. Remove stovetop rings and clean. Remove stovetop pan and clean stove surface below pan.

Clean stove sides and back with non-abrasive liquid cleanser when stove is pulled out. Clean and remove stains from oven rack and pan. Use oven cleaner if necessary on pan. Do not use abrasive. Clean sliding drawer. Clean edges of oven door. Clean upper surface and dial face and knobs. Remove knobs to get behind them.

Fridge - Clean top and sides with non-abrasive liquid cleaner. Remove and clean all racks and drawers in detergent solution. Rinse. Clean inside surfaces and freezer with baking soda and rinse with damp cloth or sponge. Clean ice cube trays if you have them.

Pull fridge out and vacuum back grill. Remove bottom drain pan and empty. Clean in warm water.

Report any broken shelves, guides, or shelf covers.

Closets - remove marks from walls with non-abrasive liquid cleaner. Touch up with paint if necessary after following procedure for “walls” above. Clean shelves with a damp sponge.

Kitchen and bathroom cabinets - clean all sinks, countertops, shelves, doors, and hardware with non-abrasive liquid cleaner. Be sure to clean top of hung cabinets. Report any water damage under sink.

Toilet and bathtub - clean the bathtub with a non-abrasive liquid cleaner. Clean the toilet with a brush and detergent on inside of bowl to the floor. Check to see if fixture is leaking. Report any leaks.

Bathroom tiles (if applicable) - clean all tile and faucets with a non-abrasive liquid cleaner. Scrub grout. Report any damage to grouting.

Lockers - remove all contents from basement lockers. Sweep clean.


Hardwood Floors - vacuum and damp mop floors to remove dust.

Structure of General Membership Meetings
Before the Meeting:

· General membership meetings will be called by the Board when there is sufficient and/or pressing business for an agenda.

· General membership will be given 14 days notice of meetings to allow committees and members time to formulate motions and reports. In an emergency, less time may be given (according to the by-laws of the co-op). All members must attend GMs or give written regrets with a substantial reason for her/his absence.

· Motions and committee reports must be presented in writing to the chairperson or their designate at any time up to 14 days before a general membership meeting.

· Any member or committee may bring a motion regarding policy or expenditures to a general membership meeting provided they follow procedures outlined above for getting motions on the agenda.

· Members or committees who want help in the preparation of motions or reports are encouraged to consult either the chair or the appropriate liaison person on the Board. This is to best enable your motions to be discussed and voted upon without tabling due to insufficient information.

· Business will be presented to general membership in the form of an agenda that will be posted 2 weeks in advance of the meeting.

· All committees are expected to prepare reports for general membership meetings. The absence of a committee report will be noted on the agenda and in the minutes.

· Any information submitted with reports will be posted with the agenda, if the information is an aid in discussion at the meeting.

During the Meeting:

1.
The first item of business at a general membership meeting is establishing that a quorum is present. A quorum is 33% of the membership. Following is the adoption of the agenda. It is at this point that members can propose any amendments to the content and order of the proposed agenda. Agenda items should have time duration against each one. AN AGENDA IS APPROVED BY ALL SO THAT ALL MAY ABIDE BY IT.

2.
If allotted time for an issue is used up, the chair will call a vote to determine whether more time should be taken. Majority consent is necessary. If consent is not given, the chair will move that the issue be tabled appropriately.

3.
Committee reports will be followed by questions from the floor to the reporter, then a motion to accept the report.

4.
Motions must be made and seconded before they can be discussed. Unless there is a motion on the floor, there is not discussion of an issue. This allows the discussion to be focused and precise.

5.
Discussion should be directed to the chairperson; if member “X” wants to tell “Y” to take a leap, she/he will have to do it in another forum, as such comments are not appropriate to address to the chair.

6.
The chairperson, for the good of the meeting, shall only allow discussion directly relating to the motion on the floor. Any other discussion will be ruled out of order by the chair. If the membership wishes that the discussion continue, a motion can be made from the floor to overrule the chair. If it is seconded and passed by majority vote, the chair stands overruled, and the person will be allowed to continue their discussion. A member who is continually out of order can be ejected on a point of order moved from the chair, and seconded and passed by a majority vote of members present.

7.
AMENDMENTS TO MOTIONS will be allowed from the floor during the course of the discussion. The chair, as well, may propose amendments when she/he deems that the group wishes changes.



FRIENDLY AMENDMENTS are amendments that the mover accepts; they do not need to be put to a vote.



Amendments are voted on before the main motion is again discussed. If the amendment to the motion is DEFEATED, discussion returns to the motion as originally moved.



If the amendment PASSES, the discussion relates to the amended motion and the original motion is no longer used.



SUBSTITUTE MOTIONS will be permitted as amendments of the first motion.



ADDITIONAL MOTIONS on related issues will require an amendment of the agenda in mid-meeting and majority vote: without this consent the business will be tabled. If the chair senses general approval for the agenda amended, she/he can declare it amended; dissenters can call for a vote at this time (if they don’t wish the amendment).



This is necessary due to time constraints. If we all agree that extra time should be taken, it will be.

8.
Points of order or motions relating to the conduct of the meeting take precedence over the business on the floor (MEANING THE BUSINESS ON THE FLOOR IS INTERRUPTED, AND NO AMENDMENT TO THE AGENDA IS NECESSARY, TO SECOND AND VOTE UPON THE POINT OR ORDER. THERE IS NO DISCUSSION OF POINTS OF ORDER, UNLESS TO CLARIFY THE RULE TO MEMBERS).

9.
Items on the agenda that lack sufficient information to enable discussion will be tabled by a vote to ad-hoc committees. THIS ALLOWS NEW ISSUES TO BE OPENED UP BY MEMBERSHIP WITHOUT MAKING IT INCUMBENT ON THE MOVER TO PROVIDE ALL INFORMATION.

10.
The chair will designate a member to keep a speaker’s list, whose order shall only be changed by the chair in long debates where the opposing side has not been heard. In these cases, the chair can ask if anyone on the list is addressing the opposing side of the issue and move to that person before going back to the original order of the list. When members feel that there has been sufficient discussion of the motion (and the chairperson has ensured that at least two people have spoken for and against…unless no one volunteers for this), they can call the QUESTION by simply calling out QUESTION. When the “question” is called, the chair will take a vote on the motion.

11.
The chair will ensure that the Co-op copy of Roberts Rules of Order is present at all General Meetings to be used to resolve disputes in matters regarding motions, votes and orderly procedure.
Emergency Procedures

Safety is a co-operative responsibility.

Fire Safety 

Smoke detectors in suites must not be disconnected or otherwise tampered with. Hallways must not be blocked so as to inhibit the line of exit during fire emergency. Hallway fire doors prevent the spread of fire and must not be blocked open. Fire indicator panels are located in the front lobby and the West Basement and are not to be touched except by the fire department. Pull stations are located in the hallways throughout the Co-op. Read fire instructions posted near pull stations and fire extinguishers and familiarize yourself with the location of pull stations and dry chemical extinguishers.

Each floor of the building has a resident who has volunteered to be a Floor Warden and will, if possible, attempt to alert members on their floor to exit the building as quickly and safely as possible.  

Instructions to Occupants in Case of Fire

(May be used as written for most buildings and posted on all floors according to law)

1.
Immediately sound the FIRE ALARM by activating the alarm switch in the corridor.

2.
DIAL 911 (Vancouver Fire Department)
1. 
State your name.

2.
Give the address where fire is and the nearest intersection if possible (View Court is at the Southwest corner of West 10th Avenue and Ontario Streets).

3.
Information about the fire i.e. what floor, how fast the fire is spreading, people trapped.

3.
Attempt to control the fire with available fire equipment.

4.
If you cannot control the fire, isolate it by closing the door, then get out by the nearest exit.

5.
If fire is in your area of the building, contact and assist Floor Warden. Obey instructions of floor wardens to assure safe evacuation.

6.
WALK…DO NOT RUN. Shut all doors behind you and proceed along corridors and down stairways in a quiet, orderly manner. When you leave the building, move away from doorway to allow others behind you to emerge from the exit. Assemble in front of ALLIANCE CHURCH so floor wardens can assure building has been evacuated.

7.
DO NOT GO BACK INTO THE BUILDING FOR ANY REASON, until you have been advised to do so by your floor warden or fire safety director.

8.
Meet the fire department at the entrance to the building to give updated information and assist as a resource person.

Assembly point: ALLIANCE CHURCH (ACROSS 10TH AVE)

Gas
If you smell gas in your suite it may mean that the pilot light on one of your stove burners or your oven has gone out. To re-light the pilot light, lift the top of the stove by pulling up on the edge above the on/off knobs. The pilot light will be found halfway between the front and back burners. There are two pilot lights, one for each pair of front and back burners. If the pilot light does not light, the burners may need to be cleaned.

The pilot light for the oven is found approximately three-quarters of the way towards the back of the oven and just right of the centre on the top of the broiler. It is a good idea to check out the location of the oven pilot light when it is on. Members are expected to keep their stoves clean. This includes cleaning the heads and the jets when they become plugged.

If you suspect that you are experiencing a gas leak, turn off the main gas valve to the oven, found on the back of the stove.   On: handle is in line with the hose. Off: handle is at a 90-degree angle to the hose.  Call BC Gas Leaks and Odours at 1-800-663-9911 in order to have them check the situation.  Contact the Maintenance Coordinator or someone on the Maintenance Committee.

The main gas turnoff to the building is located on the west side of the entrance to the front courtyard. The main gas turnoff to the house is located to the north of the main staircase. BC Hydro Gas Department (24 -hour emergency number) can be reached at 1-800-663-9911.
Water

Burst pipes should be reported immediately to the Maintenance Co-ordinator or a member of the Maintenance Committee. The main valve shut-off is located in the West Basement, to the right of the laundry area on a U-shaped pipe.
Security

If you see a prowler on the premises or a break and enter occurring, call the police immediately. Deterrents such as floodlights, fencing etc. are not as effective as a quick response by a Co-op member. 

Do not let strangers into the building: know the people you buzz in via the intercom. When possible, it is good to meet your guests at the door (especially if you do not know them well). 

· All Co-op windows must have window locks.

· Switches for the back yard floodlights are located in suites #6, #7, #29 and in the west hall closet on the third floor.

· The expense of replacing lost or un-returned keys and the resulting necessity of replacing locks will be borne by the member responsible. All suites must be accessible (in case of emergency) to the Maintenance Co-ordinator.

· If a member changes their lock without the permission of the Board, the member will be responsible for the cost of having the lock re-keyed.

Earthquake

In case of earthquake, vacate the building as soon as things stop moving. To avoid falling objects in the building during an earthquake, stand in doorways or under a table. If outside, stand clear of the building where there may be falling bricks, glass, wires, or other debris. Once outside, turn off the outside main gas valves.
Co-operative Principles 

These seven co-operative principles are guidelines by which all co-operatives put their values into practice (adapted from CHF/BC and the International Co-operative Alliance).

Voluntary and Open Membership


Co-operatives are voluntary organizations, open to everyone willing to join who accepts the responsibility of membership, without racial, gender, social, political, or religious discrimination.

Democratic Member Control


Co-operatives are democratic, run by the members for the members. No decisions are made without member support. All members have an equal say in managing and operating the co-op.

Member Economic Participation
Members contribute equitably to and democratically control the capital of the co-operatives. Members receive limited compensation, if any, on shares. Surpluses are used for the following purposes: developing the co-operative, possibly setting up reserves, and supporting other activities approved by the membership. No member can profit on money invested in the co-operative.

Autonomy and Independence



Co-operatives are autonomous, self-help organizations controlled by their members. If they enter into agreements with other organizations, including governments, they do so on terms that ensure democratic control by their members and maintain their co-operative autonomy.

Education, Training and Information


Every co-op member has the right and responsibility to participate, to help make decisions and give leadership. Co-operatives have the responsibility to provide education, training, and information for their members so they can contribute effectively to the development of the co-op.

Co-operation among Co-operatives


Co-operatives serve their members most effectively and strengthen the co-operative movement by working together; co-ops share ideas and co-operate with other co-ops, working together to help each other solve problems and have a greater political voice at federal, provincial, and municipal levels.

Concern for Community
While focusing on member needs, co-operatives work for the sustainable development of their communities through policies accepted by their members.
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