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Mission Statement

We are a diverse and affordable housing community that promotes a 

safe and healthy environment.

We depend on each other to contribute to the organization and the 

life at the Co-op.

We balance the needs of our community with the needs of each individual.

We maintain our strong community and responsible relationship with the larger community by using 

co-operative principles and by effectively resolving conflicts.

We treat each other with kindness and respect.

TERMS USED IN THIS POLICY MANUAL

The Co-op is the Links Housing Co-operative.

A Member is the person who signs an Occupancy Agreement with the Co-op.

Full Membership is the condition and rights granted to a person who has become a Member of the Co-op.

An Associate Member is any person who resides in the Co-op and purchases an Associate Membership.

Associate Membership is the condition and rights granted to any person who becomes an Associate Member of the Co-op.

Membership shall mean either Full Membership or Associate Membership without distinction between the two.

General Membership shall mean those Members of the Co-op who attend a General Meeting.

A Primary Resident is the resident of any unit in the Co-op who is a Member of the Co-op.

An Occupant is any person who resides in any unit of the Co-op.

The Board is the Board of Directors.

A Committee is any Board-appointed committee of the Co-op.

The Administrator is the person who is hired by the Co-op to act as administrator of the Co-op.

An Approved Notice is a written notice advising a Member that the Member is accused of contravening policies contained in this Policy Manual.

Housing Charges are monies payable in full to the Co-op each month in return for occupancy rights in a unit.

Charges shall mean any fee, bill of charges, or fine imposed by the Co-op upon a Member.

A Unit is a place of residence in the Co-op.

Common Areas are places on Co-op property which are generally available for use by all Members and Occupants.

Over-Housing means having more bedrooms in a unit than necessary. 
Under-Housing means not having enough bedrooms in a unit.

1) MEMBERSHIP

Policy 
1.1 Any person who is granted rights to occupy a unit in the Co-op shall be entitled to Full Membership in the Co-op.

1.2 At least one person residing in every Co-op unit must be a Member of the Co-op.

1.3 Every person who resides in the Co-op and who is not a Member may acquire an Associate Membership.

1.4 No person may retain Membership in the Co-op after ceasing to occupy a unit in the Co-op.

Procedures

1.5 The Administrator will conduct all transactions necessary for the purchase of all Memberships.

2) SHARE PURCHASES

Policy 
2.1 Any person who becomes a Member of the Co-op must first purchase seventy-five shares in the Co-op.

2.2 No fees or penalties may be deducted from a Member’s share while the Member remains a legal occupant of the Co-op.

2.3 Any and all monies owed by a Member to the Co-op when the Member’s occupancy in the Co-op is terminated may be deducted by the Co-op from the Member’s share.

2.4 The remaining value of a Member’s share after monies owed by the Member to the Co-op have been deducted shall be returned to the Member.

Procedures

2.5 Persons who wish to obtain Membership in the Co-op but cannot immediately pay the full value of a share may, pending credit approval, receive assistance from the Co-op in the form of a loan guarantee at a local financial institution.

2.6 Shares are priced at ten dollars ($10.00) each.

2.7 The remaining value of a share will be returned to a former Member no more than ninety (90) days following the termination of that Member’s occupancy in the Co-op. No interest will accrue to the value of the share.

3) PARTICIPATION

Policy
3.1 Every Member of the Co-op is required to contribute a minimum number of hours of volunteer work to the Co-op each month, except as noted in Section 17.2

3.2 Members may pay to the Co-op a fee in lieu of any month’s volunteer work. Such fee will be attached to the Member’s housing charge.

3.3 Volunteer work may encompass a wide range of tasks, including, but not limited to, service on the Board of Directors or one of the following committees: Maintenance, Member Selection, Social, or Finance.

3.4 Attendance at General Meetings, or at any meeting of an approved Co-op Committee, will be considered volunteer work.

3.5 The Administrator will assign all volunteer work duties that are not assigned by an approved Committee. Only work that is assigned by the Administrator, by an approved Committee, or that is carried out on behalf of an approved Committee or the Board of Directors, will be considered in fulfillment of a Member’s responsibility to contribute volunteer work hours.

3.6 The Co-op may compensate Members for reasonable baby-sitting costs when those costs are incurred for no other reason than to permit a Member to participate in volunteer work within the Co-op.

3.7 Any Member who fails to contribute volunteer work to the Co-op, or in lieu of volunteer work to pay the full amount of a fee, may be evicted from the Co-op.

3.8 Any Member who because of illness or some other incapacitating condition is likely to suffer undue hardship, may, at the Board’s discretion, be excused from volunteer work. When a Member is excused, no fee in lieu of work will be charged.

Procedures

3.9 A task list will be posted on the Office bulletin board. Members may choose tasks from this list.

3.10 Members who wish reimbursement for baby-sitting costs should contact the Administrator.

Any Member who fails to participate in volunteer work for more than 30 days and who also fails to pay a fee in lieu of work will be notified that housing charges are in arrears.

Fees-in-lieu of volunteer work are set by the Board of Directors and approved by a vote of the General Membership.

4) SUBSIDIES, OVER-HOUSING, AND UNDER-HOUSING

Policy
4.1 Policies of the Links Co-op regarding over- and under-housing and eligibility for housing charge subsidies will conform to regulations, policies, and occupancy standards of BC Housing and, when applicable, CMHC.

4.2 No Member who receives a subsidy for housing charges may be over-housed for more than six consecutive months.

4.3 Members who receive subsidies for housing charges may, when moving from one unit to another within the Co-op, keep their subsidy.

4.4 Any Member who is over-housed and who receives a subsidy for housing charges must complete a BC Housing transfer request form without delay, and will be placed on the Co-op’s internal wait list for an appropriately-sized unit.

4.5 Any Member who is over-housed and who receives a subsidy for housing charges, and who does not accept the first available, appropriately-sized unit, in the Co-op or in another BC Housing facility within the community of Nelson, will forfeit the Member’s housing subsidy. 

4.6 No increase in the number of occupants for a unit in a condition of over-housing will be considered valid until such increase has been in effect for three (3) consecutive months, and any increase in the number of occupants for a unit may be considered invalid if, before one year from the date of increase, the number of occupants of the affected unit is reduced.

4.7 No Member may be under-housed by more than one bedroom in any unit within the Co-op.
Procedures

4.8 Any unit that is kept in an over-housed condition for six months will become a market unit. Members in such units may choose to remain in the units and pay market housing charges.

4.9 The Board may grant an  extension of up to two (2) consecutive months for an over-housed Member who receives a subsidy for housing charges, in the event that the Co-op receives notice of vacancy of a suitably sized unit near the six-month deadline for that over-housed Member’s unit to become a market unit.
4.10 When the number of people occupying a subsidized unit changes, the Member for that unit must complete a standard form describing the change in household composition.

4.11 If a change in composition results in an over-housing condition, the Member will be notified that within six (6) months the subsidy for that unit may be terminated.
5) AUTONOMY AND SOVEREIGNTY

Policy 

5.1 Every Member shall be guaranteed certain rights of autonomy and sovereignty over his or her unit and attached grounds:

5.1.1 Every Member shall have the right to determine, within reasonable limits, the nature, quality, and frequency of landscaping, including the mowing of lawns, for the grounds attached to that Member’s unit.

5.1.2 Every Member shall have limited rights to place attachments upon his or her unit.

5.1.3 Every Member shall have the right to restrict or limit entry, within reasonable limits, onto the grounds attached to his or her unit. 

5.1.4 Every Member shall have the right to restrict or limit entry, within reasonable limits, into his or her unit.

5.1.5 Every Member shall have the right to determine, within reasonable limits, the nature, quantity, and quality of items that may be placed on grounds attached to that Member’s unit.

5.2 No Member or Occupant may obstruct any other Member’s right to autonomy and sovereignty.

5.3 The Board of Directors shall retain the right to determine the meaning and extent of “reasonable limits” and “limited rights” within the context of this policy manual.

5.4 The Board of Directors shall not interfere with any Member’s right to sovereignty and autonomy except when the exercise of such rights poses a risk of harm to Co-op property or to persons or animals on Co-op property, or when the exercise of such rights may reasonably be presumed to be seriously detrimental to the quality of living enjoyed by Members of the Co-op.
Procedures
5.5 Except in the case of an urgent safety matter requiring immediate entry onto the grounds or into the unit of a Member, the Administrator will notify the Member in writing when the Board of Directors has determined that a breach of this section of the policy has occurred or may occur.

5.6 When the Board of Directors has determined that corrective action to a unit or attached grounds is necessary, the Member will be given a reasonable length of time to perform such action. If the Member fails to perform such action in accordance with the Board’s wishes, the Board of Directors may hire out the work, and apply all costs to the Member’s housing charge.

6) MOVE OUT & MOVE IN

Policy

6.1 Normal move-out time is 2 p.m. on the last day of the month. The move-out time may, in special circumstances, be adjusted by the Administrator, but Members who remain after that time without consent of the Administrator may be charged additional fees.

6.2 When a Member moves out prior to the last day of the month, no portion of that month’s housing charge will be returned to the Member. 

6.3 Normal move-in time is 4 p.m. on the first day of the month. The move-in time may, in special circumstances, be adjusted by the Administrator, but Members who move in prior to that time without consent of the Administrator may be charged additional fees.

6.4 When the Co-op makes a unit available for occupancy after the first day of the month, the housing charge for that month will be reduced.

6.5 Members must return all unit keys and maintenance manuals to the Administrator upon move-out. Fees will be charged to the Member for any items not returned in good condition.

6.6 Any debts owed by the Member to the Co-op after the Member has vacated a unit will be deducted from the full value of the Member’s share. 

6.7 Debts owed by a Member to the provider of a utilities service, which may be attached to the unit, may be deducted from the Member’s share.

6.8 Any value remaining in a share after the Co-op has deducted all monies owed will be forwarded to the member not more than 90 days after the Member has vacated the unit. 
Procedures
6.9 Before returning any remaining value of a share to a Member, the Administrator will contact any necessary utilities providers to ensure that no debts are owed by that Member.

6.10 The Administrator will issue a cheque for the remaining value of a share to a Member who has vacated a unit only after any necessary repairs have been completed in the unit and charges to the Member have been calculated and deducted from the share, or otherwise paid by the Member.

6.11 The Administrator will make contact with a new Member for the purposes of having documentation signed, arranging a move-in time, collecting payment for a Co-op share, and collecting the first month’s housing charge.
7) HOUSING CHARGES AND ARREARS

Policy 

7.1 Housing charges are based on a monthly term, which begins and ends for each month on the first and last day of that month.

7.2 Housing charges for each month are due on the first day of that month.

7.3 Any Member whose housing charges become more than 30 days overdue will be given a Notice of Eviction.

7.4 In the event that a Member shall be unable to submit a housing charge by its due date, that Member shall provide written notice to the Administrator that the housing charge will not be paid when due.

7.5 Additional fees will be added to housing charges that are paid more than 48 hours after their due date. Late-payment fees are set annually by the Board of Directors.

7.6 Additional fees will be added to housing charges paid by cheques which are returned due to insufficient funds by the Co-op’s financial institution.

7.7 No Member may become more than 30 days delinquent in payment of any portion of housing charges for any one-month period, except where a Member’s housing charge subsidy has been reduced by 50% or more, in which case the Board of Directors may approve a payment plan for that Member’s delinquent housing charges lasting no more than one year.

7.8 Cancellation of Membership or Notice of Eviction due to unpaid housing charges will not dissolve a debt owed for housing charges.
Procedures 

7.9 Housing charges for all Co-op units are set annually by the Board of Directors and approved by the General Membership at the Annual General Meeting.

7.10 The Co-op Administrator will issue receipts for all housing charge payments received and deliver them to each member who has paid a housing charge for that month by the second day of the month. Cash receipts will be issued immediately on receipt of cash payments.

7.11 Housing charges should be tendered on the last business day of the preceding month. Cheques may be post-dated for the first day of the month for which housing charges are due.

7.12 Notices of nonpayment should be tendered one or more days prior to the date on which housing charges are due.

7.13 Payments should be made by cheque or money order. The office will accept cash only by prior arrangement with the Administrator and only when the Administrator is present to issue a receipt. The office will not provide change. If more cash is paid than is required, overages will be recorded and applied to the following month’s housing charge for that unit. 

7.14 Members are encouraged to provide the Co-op office with post-dated cheques covering housing charges for a period of six months.

7.15 The Administrator will serve on the first day of the month a Notice of Overdue Housing Charges to any Member whose housing charge has not been submitted and who has not given prior notice of late payment to the Administrator. 

7.16 Housing charges submitted after their due date, and housing charges which are paid by a cheque that is dated past the due date or which the Member requests be held past the due date, will be subject to a $4.00 late fee if the Co-op office has received proper and timely written notice or if the Member replies to a Notice of Overdue Housing Charges within 24 hours. 

7.17 Housing charges submitted after their due date, and housing charges which are paid by a cheque that is dated past the due date or which the Member requests be held past the due date, and for which proper and timely written notice has not been received by the Co-op office, will be subject to a $10.00 late fee if the Member has not responded to the Administrator within 24 hours of receiving a Notice of Overdue Housing Charges.

7.18 The Co-op office will charge a fee of $4.00 to any Member whose cheque for housing charges is returned NSF on the first occasion, and $10.00 on the second occasion. Any Member who issues two NSF cheques for housing charges in any 12-month period will be required to pay all subsequent housing charges by cash, money order, or certified cheque for a period of 12 months following the return of the second NSF cheque.

7.19 Members who receive reminder notices to pay their housing charges and who do not contact the Administrator within twenty-four hours of receipt of such notice will be served by the third day of the month a second Notice advising of overdue housing charges. Three days after issuing a second Notice of Overdue Housing Charges, if the delinquent Member has not replied to the Administrator with full payment of overdue housing charges or with a satisfactory payment proposal, the Administrator will issue to the Member a Notice to appear before the Board of Directors.

7.20 Following a meeting with a Member whose housing charge has become delinquent, the Board of Directors will vote on a course of action. Actions available to the Board of Directors will include only: termination of Membership for the delinquent Member, or enforcement of a payment plan constructed by the Board.

7.21 Any Member who is served a Notice to meet with the Board of Directors and who fails to appear at such meeting, or to provide the Board with a satisfactory alternate meeting date, or who fails to meet with the Board on the first alternate date, shall be subject to termination of Membership.

7.22 When a Member fails to comply with the provisions of a payment plan, the Member will be served a Notice to appear before the Board of Directors. The provisions of clause 10.18 shall apply to this Notice.

7.23 Any Member whose housing charge or any portion thereof becomes more than 30 days overdue shall be subject to Termination of Membership.

7.24 In any case where a Member suffers serious illness, death in the family, hospitalization, or other grave debilitating condition, the Board of Directors may, at its discretion, waive penalties for overdue housing charges or for failure to meet with the Board. The Board of Directors may require proof of such condition.

7.25 When a Member is evicted, the Co-op will remove from that Member’s share in the Co-op any unpaid housing charges up to the full value of the Member’s share, prior to returning any remaining portion of the share value to the evicted Member.

7.26 At each monthly Board meeting the Administrator will compile a report listing all households in arrears, current amount outstanding, amounts outstanding for more than 30 days, payment plans arranged, and numbers of late notices sent. The arrears portion of each meeting shall be held in camera and numbers and letters shall substitute for the names & unit numbers of Members in arrears. The Board may request that the Administrator supply In Camera any name or unit number of any Member in arrears.

8) BILLS AND PENALTIES
Policy 
8.1 Additional charges imposed by the Co-op on a Member will be added to the Member’s housing charge.

8.2 No charges may be imposed upon any person who is not a Member of the Co-op.

8.3 The Board of Directors regains the right, at all times, to impose charges as set out in this policy manual. No other body or person may impose charges, except the Administrator, who may impose charges under conditions specified in this policy manual.

8.4 All charges, once added to a Member’s housing charge, will become part of the same housing charge.

8.5 Every Member may appeal any charges.

8.6 The decision of the Board of Directors, when voting on an appeal of charges, shall be final.

Procedures
8.7 Except where specified in this policy manual, charges will only be imposed following a majority vote on the matter by the Board of Directors.

8.8 The Administrator will notify in writing any Member upon whom charges are imposed.

8.9 Members may appeal charges by writing to the Board of Directors.

8.10 The Administrator will notify in writing any Member who has appealed charges of the decision of the Board of Directors.

9) WAITING LISTS

Policy 

9.1 An internal waiting list and an external waiting list shall be separately maintained by the Administrator, and shall be consulted first whenever a member is sought for occupation of a Co-op unit.

9.2 All members whose names appear on the internal waiting list shall have precedence over any person on the external waiting list.

9.3 Members who wish their names to be added to the internal waiting list shall provide a written request to the Administrator. No member shall be refused inclusion on the internal waiting list without due cause.

Procedures 

9.4 Requests by members to be included on the internal waiting list will be filed according to the date of receipt of such requests.

9.5 The member whose name appears at the top of the internal waiting list shall be notified of the availability of a suitable unit within seven days of receipt of notice of vacancy provided by the occupant of that unit.

9.6 If a member on the internal waiting list declines to accept a unit, the unit will then be offered to the member whose name appears next on the internal waiting list.

9.7 If a member whose name appears on the internal waiting list declines to accept two units consecutively, that member’s name shall be removed from the internal waiting list.

9.8 Approval by the Board of Directors shall be required before any member transfers to another unit. Approval by the Board of Directors will not be refused without due cause.

10) PRIVACY & EXCESSIVE NOISE

Policy 
10.1 Each Member, and every household, shall be afforded reasonable rights to privacy and enjoyment of the Member’s unit.

10.2 Every Member, and every resident of the Co-op, must at all times abide by the terms of the Good Neighbour provision in the Membership Agreement.

10.3 The right of a Member to privacy in the Member’s unit may only be breached when the Board of Directors has determined that a serious risk to Co-op property or to persons or animals on Co-op property may exist and that a unit must be entered in the interests of safety.

10.4 No household may create noise that interferes with any other Member’s right to enjoyment of his or her unit.

10.5 Between the hours of 11 p.m. and 7 a.m., increased noise restrictions shall be observed on Co-op grounds. 

10.6 No person may spy or eavesdrop on any person who is resident in another unit of the Co-op.

10.7 Disagreements between residents of the Co-op will remain the private matter of those residents until reasonable efforts to make peace have been exhausted.

Procedures
10.8 Any resident of the Co-op who objects to noise or other behaviour arising in another unit should first attempt to address the matter in person.

10.9 Residents of the Co-op should practice reasonable civility when addressing issues of disagreement with residents of other units.

10.10 Any Co-op resident who fails to bring about a satisfactory outcome by personal discussion with a person resident in another unit may submit a letter outlining complaints to the Board of Directors.

11) GUESTS

Policy

11.1 Any guest who stays for more than 29 days must be reported in writing to the Board of Directors. 

11.2 Every member shall bear the sole responsibility for the prompt reporting of any changes in that member’s family size to the Administrator.

11.3 No member shall be responsible for ascertaining the family size or presence of guests of another member’s household. “Spying” on other members is prohibited.

11.4 SUBSIDIZED UNITS: After a stay of 30 days a visitor must provide the Administrator with income verification, which will be used in making a determination of housing charges for the affected unit.

11.5 MARKET UNITS: after a stay of 30 days, a visitor must provide the Administrator with income verification to ensure the household is in compliance with CMHC guidelines. 

11.5.1 The visitor’s income will be included in the household income figure for the member occupying that unit. 

11.5.2 If a household income figure rises above the Co-op’s market unit income ceiling, a surcharge will be added to that unit’s housing charge.

11.6 Any visitor, whether to a subsidized unit or a market unit, who occupies that unit for more than 21 days over any 30 day period shall be deemed to have stayed for 30 days.

11.7 Only a member of the Co-op can request that a visitor be accepted as a member of the Co-op.

Procedures

11.8 If a member has a guest for more than 29 days, that member shall write a letter within two days of the visitor’s 29th day of stay, requesting Board approval for the visitor. If the rules of Section 7.6 are used to determine the length of stay of a visitor, the member shall be required to write such letter no sooner than 30 real days after the arrival of the visitor.

11.9 If a member wishes to enroll a visitor as a member of the Co-op, the member shall write a letter to the Board requesting this. The Member Selection Committee will promptly interview the prospective member and make a recommendation to the Board.

11.10 Neither the Board, nor the Member Selection Committee, will reject an application for membership of a visitor occupying another member’s unit without due cause.

11.11 If a visitor is accepted for Co-op membership, he or she will be invited to join the Co-op as an associate member and will provide income documentation to the Administrator.

12) CHILDREN’S BEHAVIOUR 
Policy 
12.1 It shall be the responsibility of each child’s parents or legal guardians to ensure that children respect the rights of other co-op members at all times while on co-op property. Visiting children shall, while they are on co-op property, be the responsibility of a host parent or guardian who is a member of the co-op.

12.2 The Co-op shall have the right to involve itself with the behaviour of children if such behaviour constitutes a danger to Co-op property or an unreasonable detriment to the quality of living for members of the co-op.

12.3 Children shall not climb on or over the Co-op fence or netting, in or on other persons’ vehicles, or onto the roofs of sheds and other co-op buildings. 

12.4 Children shall not play or loiter in members’ garden areas or yards, or take materials or objects from garden areas or yards, without permission of the members whose unit abuts that property. 

12.5 Children shall not make excessive noise at any time.

12.6 In Policies 11.2 through 11.5, the term “children” shall mean persons of any age.

Procedures

12.7 Any member who wishes to address the behaviour of a child on co-op property may speak directly with the child, provided the member acts in a civil manner. Members may also discuss such issues with the parents or legal guardians of children, and if the Member feels it is necessary, with the Board.

12.8 If reasonable efforts to resolve a dispute involving children fail, the Board may seek a resolution.

13) COMPLAINTS & GRIEVANCES

Policy 

13.1 All members of the Co-op shall have recourse in policy to deal with a grievance, whether the grievance is with the Co-op itself or with another member of the Co-op.

13.2 All matters of grievance brought in writing to the board of directors shall be dealt with fairly. 

13.3 No complaint against the actions of other members shall be considered by the Board or the Administrator unless it is in writing and signed by the member making the complaint.

13.4 Any member accused of misconduct in a written complaint shall be informed of the complaint.

13.5 Approved Notices shall be delivered without delay to the Member for whom the Approved Notice is intended. 

Procedures

13.6  A member wishing to issue a complaint against another member shall write a letter outlining the details of the complaint and shall provide documentation if available.

13.6.1 The letter shall be copied and forwarded to the Board of Directors. The original copy shall be placed in the member’s file.

13.7 When a complaint of misconduct is made against a member of the Co-op, a full and complete copy of the complaint shall be placed in the file of the member complained against and made available to that member upon request.

13.8 Any member of the Co-op who is accused of misconduct in a written complaint shall, unless the Board dismisses the complaint, be notified of the complaint by the Administrator within 24 hours of review of the complaint by the Board of Directors.

13.9 When a dispute involves two or more members, if the Board of Directors is unable to resolve the matter, the involved members may meet with the Board at the next Board meeting. 

13.10 In a dispute between two or more members, the Board of Directors may appoint an arbitrator who will attempt to find a solution with the involved parties.

13.11 If the grievance involves a legal matter, the Board of Directors may approve the hiring of a lawyer to pursue necessary actions.

13.12 If a grievance between members involves legal matters in which the Co-op is not alleged to be liable, the matter shall be regarded as private among those members, unless one or more of the involved parties petitions for the involvement of the Board of Directors. In that case, the Board may appoint a mediator from among its members.


14) GARBAGE

Policy

14.1 Every adult co-op resident shall bear responsibility for the prompt and proper disposal of garbage
 removed from his or her unit and ultimate responsibility shall rest with the signee of that unit’s occupancy agreement.

14.2 Garbage shall not be left outside a unit
 unless it is placed in a secure container with a lid and if placed outside must remain on the property of that member’s unit until placed in the dumpster.

14.3 All garbage must be contained in a suitable bag or other container when being placed in the dumpster.

14.4 Each member using the dumpster shall take responsibility for keeping the area around the dumpster tidy and free of refuse.

14.5 All Co-op members shall abide by City of Nelson bylaws with respect to disposal of trash in the dumpster, such bylaws prohibiting the disposal in a dumpster of hazardous waste, tires, grass clippings, leaves, tree prunings, scrap lumber, logs, metal, stone, brick, concrete, car and truck batteries, recyclable oil, oil filters, recyclable corrugated cardboard, and old furniture.


14.6 Members of the Co-op shall make reasonable efforts to respect the City of Nelson’s trash disposal bylaw limit of one bag or one ordinary garbage can per household each week. Members are asked to use the Co-op’s recycling facility whenever possible for the disposal of recyclable materials.

14.7 No Co-op member, while preparing to relocate from the Co-op, may dispose of more than one bag or one ordinary garbage can of trash in the dumpster in the course of one week.

Procedures

14.8 Any member of the Co-op who consistently or frequently acts in contravention of the Co-op’s garbage policies shall be required to meet with the Board of Directors in order to discuss the matter.

14.9 The Board of Directors may take reasonable steps, including the imposition of charges, in order to correct the matter.

15) COMMON ROOM ACCESS

Policy

15.1 All members have access to the common room and will be issued a key upon request.

15.2 The common room may be used by individual members for parties and other social events.

15.3 The member who books the Common Room will promptly reimburse the Co-op for any costs associated with repair of the room for damage incurred during that member’s use of the room, and for repair or replacement of any Co-op property within the room which is damaged during that member’s use of the room. The member who books the Common Room will leave it in clean and tidy condition after its use.
Procedures

15.4 Any member wishing to use the Common Room must contact the Administrator at least 3 days in advance to ensure to book its use.

16) FILE ACCESS

Policy

16.1 Access to personal files shall be strictly limited to the member whose file is being viewed, the Administrator, the Auditor, CMHC representative, BCHMC representatives and the Chair or designated member of the Board of Directors.

16.2 Members may only view files in the presence of the Administrator or a designated Board member. 

16.3 Members may remove one photocopy of their personal file or any portion thereof from the office each time that file is viewed. Members may not remove the original file or any of its contents from the office at any time.

Procedures

16.4 Members may only view their files by appointment with the Administrator.

16.5 Board members, including the Chair, may only view the personal files of other members with the majority consent of the Board.

16.6 Members may only view personal files during the Administrator’s normal office hours, and not more than once in each monthly period.

16.7 The Administrator will provide a photocopy of a member’s personal file or any of its contents to that member, when requested, only when the member is viewing the file.

17) KEYS AND LOCKS
Policy 

17.1 Keys for the Co-op’s private office will be kept only by the Administrator and the Chair of the Board of Directors.

17.2 Keys for the office filing cabinet, petty cash box, and desk will be kept only by the Administrator.

17.3 Master keys will be kept only by the Administrator, one Board-designated member of the Maintenance Committee, and one other Board-designated Member of the Co-op.

17.4 One mail key and one unit key will be kept for each unit in the Office. 

17.5 When a Member loses a key, a key for that Member’s unit or mailbox will be loaned to the Member for no more than 48 hours.

17.6 If a key loaned by the Office to a Member is not returned to the Office within 48 hours, a ten dollar ($10.00) fee will be attached to that Member’s next monthly housing charge. If a key loaned by the Office to a Member is not returned to the Office within 30 days, the Co-op handyman will replace the locks for that unit and the Member will be billed all expenses.

17.7 In the event that a locksmith is called to open a unit’s door or to replace a lock, the Member housed in that unit will pay all locksmith’s fees and charges.

17.8 No lock or security device may be installed or changed or altered without prior written consent if the Co-op. In the event that such consent is given, one key for each such lock or device must be provided to the Co-op within twenty-four hours of installation. Any costs incurred by the Co-op in order to gain entrance to that unit because of altered locks or security devices will be attached to the Member’s next monthly housing charge.

17.9 No lock may be attached to any exterior door on any unit that cannot be opened with the Co-op’s master key. Any such nonconforming lock will be replaced by the Co-op and all expenses will be charged to the Member.

Procedures

17.10 A Member who loses a key and cannot gain access to his or her unit may contact the Administrator during regular office hours. The Administrator will immediately issue a spare key and require the Member to sign a notice stating the time and date that such key was loaned. The Member will be advised that the key must be returned within 48 hours or fees will be charged to the Member. If the Office is not open at a time within 48 hours when the Member chooses to return the loaned key, the Member will be responsible for gaining access to the outer office and sliding the loaned key under the inner office door.

17.11 A Member who is temporarily locked out of his or her unit but has not lost a key may contact a Board-designated holder of a master key between eight o’clock in the morning and eleven o’clock at night and may borrow a master key for no more than 10 minutes. Master keys may not be loaned to any Member outside those hours.

17.12 Master keys may not be loaned to anyone under eighteen years of age, and may not be loaned to any person who is not a resident of a unit in the Links Co-op. Master keys may not be loaned to visitors. In the event that a resident under the age of eighteen years requires use of a master key, the Board-designated holder of that key will accompany the resident to the unit and open the door with it.

17.13 Free use of a master key by any resident of the Links Co-op will be limited to two times in any calendar year. Charges of ten dollars ($10.00) will be imposed each time for any further use.

17.14 A Member who fails to return a master key within ten minutes will not be loaned a master key again. A Member who fails to return a master key to the person from which it was borrowed within twenty-four hours will be subject to charges of five hundred dollars ($500.00) applied to that Member’s next monthly housing charge.

17.15 Any Member who borrows a master key will sign a declaration stating the Member understands the conditions set out herein prior to borrowing the key.

18) HOME BASED BUSINESS

Policy 

18.1 Any member may operate a home-based business or conduct home-based employment in that member’s unit, provided impacts on Links Coop property and members from the conduct of such business or work are minimal.

18.2 No member may conduct home-based employment activities that involve excessive noise, traffic, or visits to the Co-op. No employment activity may be conducted on Co-op property that brings dangerous goods, dangerous animals, or dangerous persons onto Co-op property. No employment activity that contravenes any law or bylaw of Canada, the Province of British Columbia, or the City of Nelson will be permitted on Co-op property. No employment activity that may reasonably be deemed to threaten the peace and security of any Co-op member or Co-op property may be conducted on Co-op property.

Procedures

18.3 Any member who wishes to conduct employment activities on Co-op property must provide a written statement describing the proposed business or employment activities to the Board of Directors not more than twenty-four hours after beginning such activities.

18.4 The Board of Directors, at its discretion, may determine that a business or employment practices conducted on Coop property are in contravention of Coop policies, and may require, at the Board’s discretion, changes in practices, or the cessation of such practices. In making such determination, the Board will be guided by principles outlined in Section 8.1 and 8.2.

18.5 When the Board of Directors makes a determination that any business or employment practice carried out on Coop property must cease, written notification will be provided immediately to the Member responsible for the involved unit. That member may, within seven days, appeal such decision. The Board of Directors may, at its discretion and notwithstanding any appeal, require that such business or employment practices cease immediately.

19) PARKING & VEHICLE MAINTENANCE

Policy

19.1 Every unit in the Co-op shall be provided with one (1) parking space. Attached carports shall count as parking spaces. Every unit that does not have an attached carport shall be allocated one parking stall adjacent to the roadway, in reasonable proximity to the unit.

19.2 No Member may use another unit’s parking stall without express permission from the Member in charge of the unit to which that parking stall was allocated. 

19.3 A Member may, with consent of the Administrator and the Board of Directors, rent a parking stall to another Member, but such rental charges must be declared by the renting Member as income. Parking stalls may not be rented to persons who are not resident in the Co-op.

19.4 No Member may park a vehicle in any parking stall allocated to visitors unless prior consent has been given by the Administrator and the Board of Directors.

19.5 No person may use the Co-op roadway as a parking place, except for brief periods of time for the purpose of unloading groceries or similar activities.

19.6 One parking stall shall be reserved for repair and maintenance work. Vehicle repairs of a more serious nature may be performed in this space, but no vehicle or repair job may occupy the space for more than two weeks at any one time, unless prior permission is granted by the Board of Directors.

19.7 Only vehicles owned by Co-op residents may be repaired in the defined repair stall.

19.8 Minor vehicle repairs may be carried out in parking stalls and in carports, but parts, tools, and detritus may not be accumulated near the vehicle for long periods of time. Spilled fluids must be effectively removed promptly.

19.9 The definition of “minor vehicle repair” shall be flexible, but at all times the Board of Directors shall have authority to determine a reasonable limit for a minor repair. The Board of Directors may remove from Co-op property, at the vehicle owner’s expense, any vehicle when repairs to that vehicle exceed reasonable limits.

19.10 Members who use parking stalls shall be responsible for maintaining a general condition of tidiness in the stall.

19.11 The Board of Directors may elect to clean, at the expense of the Member for whom a parking stall is located, any parking stall that is kept in a state of untidiness or on which spilled fluids are allowed to remain.

19.12 Derelict and unlicenced vehicles may not be stored on Co-op property, except in a parking stall allocated to the unit in which the vehicle owner is resident. Storage of unlicenced or derelict vehicles may not exceed thirty (30) days, unless consent is given by the Board of Directors. The Board of Directors may remove from Co-op property, at the vehicle owner’s expense, any unlicenced or derelict vehicle that is parked or stored in contravention of these by-laws.

19.13 More than one vehicle may be placed in a parking stall, provided no part of any vehicle extends beyond the limit of the stall.

19.14 Unlicenced seasonal vehicles such as snowmobiles, boats, and motorcycles may be placed in parking stalls for more than thirty days.

Procedures
19.15 A Member who wishes to change a parking stall allocation should submit a request in writing to the Board of Directors.

19.16 When a parking stall is found to be in an unacceptable condition, the Board of Directors will serve the Member responsible with a written request that the area be cleaned or that other steps be taken by a specified date.

19.17 When a Member fails to comply by the specified date with a first written request for clean-up or other corrective action in the Member’s parking stall, the Board of Directors will notify the Member in writing that the Co-op will carry out such work at the Member’s expense.

19.18 Members who wish to park any unlicenced or derelict vehicle, or to perform repair work that may be considered to exceed reasonable limits, should first submit a written request describing the unlicenced vehicle or the proposed repair work to the Board of Directors.

19.19 The Board of Directors may have towed away without warning any vehicle that contravenes parking policies.

20) MAINTENANCE
20.1 Annual Inspections

Policy






20.1.1 The Co-op will inspect the interior of each unit and the attached grounds and structures annually.

20.1.2 If, during any inspection, damage beyond normal wear and tear is found in or about a unit, the Member for that unit will be financially liable for all costs of repairs to such damaged items or property. 

20.1.3 Repairs and maintenance to be carried out by the Co-op will be addressed in a timely manner according to the following priorities: 1. Items affecting safety of individuals or property; 2. Items deemed the responsibility of the Co-op; 3. Items deemed the responsibility of the Member.

20.1.4 Any repair or maintenance task which is considered by the Co-op to be required as a matter of safety and which is deemed the occupant’s responsibility must be carried out promptly.

20.1.5 The Co-op will attempt to carry out maintenance and other inspections of each unit in the presence and with the consent of the Member occupying that unit, but may, with the approval of the Board of Directors, conduct any inspection without the consent or presence of the Member, when any of the following conditions are met:

1) An inspection has not been conducted because two consecutively scheduled inspections have been refused by the Member.

2) The Board of Directors believes an immediate inspection is necessary for the safety of the Co-op and Members.

3) A Member has failed to provide to the Co-op, at least twenty-four hours in advance of a scheduled inspection, written notification that the Member wishes to change the time and/or date of the inspection.

20.1.6 Any Member who prevents the entry of persons into his or her unit for the purpose of carrying out a duly approved inspection may be evicted from the Co-op.

Procedures

20.1.7 Members will be given written notification of the time and date proposed for any planned maintenance inspection of their unit, at least one week prior to such inspection.

20.1.8 A Member who wishes to change the time and/or date of a maintenance inspection may do so by notifying the Co-op at least twenty-four hours in advance of the time and date proposed by the Co-op. Failing to do so constitutes an agreement by the Member that the Co-op may conduct the scheduled inspection without the Member’s approval and/or presence.

20.1.9 Unit inspections will be conducted by two members. Only the Administrator, members of the Board of Directors, and members of the Maintenance Committee may conduct unit inspections. 

20.2 Fire Safety Inspections

Policy

20.2.1 Each unit will be inspected at least once annually for fire safety.

20.2.2 Damage to fire safety equipment that is noted during an inspection will be promptly repaired by the Co-op at the expense of the Member responsible for that unit. The cost of repairs will be added to that Member’s next monthly housing charge.

20.2.3 Any fire safety equipment that is not left in working order in a unit when a Member moves out of the Co-op will be replaced by the Co-op, with all costs billed to the Member and applied against the Member’s share, if necessary.

20.2.4 Smoke alarms may only be disconnected in the case of malfunction, and only for a length of time in which repairs can reasonably be expected to be performed.

20.2.5 The Co-op will immediately replace without cost to the Member any malfunctioning fire safety equipment that has not been obviously damaged.

20.2.6 Failure to comply within twenty-four hours with a Board of Directors request to reconnect a smoke alarm constitutes grounds for termination of Membership.

20.2.7 Combustible materials such as gasoline and propane may only be stored on Co-op property or within units in small amounts and in CSA approved and tightly sealed containers.

20.2.8 The Board of Directors may, at its discretion, require the removal of combustible materials from any unit or other Co-op property. Failure to comply with such a request within twenty-four hours will constitute grounds for termination of Membership.

Procedures

20.2.9 Fire safety inspections will be conducted by certified fire safety inspectors, in the presence of the Administrator or a member of the Maintenance Committee or the Board of Directors.

20.2.10 Fire safety inspections will include testing all smoke alarms, servicing the fire extinguisher and ensuring that combustible materials are not stored near heat sources.

20.3 Move-In & Move-Out Inspections

Policy

20.3.1 Units shall be inspected prior to the move-in of new Members, and existing damage shall be noted on a Unit file. 

20.3.2 Every Member who moves into a unit shall be given a copy of the inspection report on their first day of occupancy. The report shall be returned to the Co-op office within forty-eight hours, bearing the signature of the Member and the Member’s note of any additional damage found in the unit.

20.3.3 A decision regarding any notes made by a new Member on an inspection form will be promptly rendered by the persons who conducted the prior inspection, and taken to the Board of Directors for final approval. If the form was not returned to the Co-op office within forty-eight hours after the Member has received it, the Board of Directors may invalidate any and all notes made by the Member on the form respecting additional damage noted in the unit.

20.3.4 A unit which will be vacated shall be inspected twice: once two weeks prior to the last day of occupancy of the Member, and once immediately after the Member has moved out but before the unit is again occupied. The second (post-occupancy) inspection shall be the inspection referred to in 12.3.1. 

Procedure

20.3.5 The Administrator shall provide the new Member with a copy of the most recent unit inspection report. 

20.3.6 The new Member may return the inspection report to the Administrator, or by sliding it under the inner office door if the Administrator is not present.

20.3.7 The Administrator will determine whether the inspection form has been returned within the allotted time.

20.3.8 The persons who conducted the pre-occupancy inspection will both initial the returned inspection form and will make notes on it regarding the validity of any additional statements. The same persons may conduct a second inspection of the unit in consideration of such notes.

20.3.9 Move-out inspections will be conducted with reference to the unit file of the most recent pre-occupancy inspection.

20.3.10 The Administrator will contact a Member who has given notice in order to arrange an initial, informal inspection of the premises.

20.3.11 A Member who vacates a unit should contact the Administrator or a designated member of the Maintenance Committee to arrange the final inspection.

20.4 Common Area Inspections

Policy

20.4.1 The Co-op will inspect all Common Areas at least once a year.
Procedures

20.4.2 The Maintenance Committee will designate persons who will inspect Common Areas and will set times and dates for such inspections.
20.4.3 The Maintenance Committee will prepare a brief report for the Board following Common Area inspections.
20.5 Wear & Tear

Policy

20.5.1 Normal wear & tear shall be considered items which indicate ordinary aging of the unit and minor damage that has occurred while the Member has exercised reasonable care with the unit.

20.5.2 Holes in walls, burns, stains, or cuts in carpeting, deep cuts in flooring, broken windows, broken mirrors, broken doors, damaged window blinds, and other forms of damage involving cutting, breaking, unapproved or careless painting, burning, removal of items or portions of items, altering items without approval, staining, puncturing, and failure to report malfunctioning items in a timely manner may be considered as damage inflicted by the Member.

Procedures

20.5.3 The Maintenance committee will make the determination whether a unit is in acceptable condition when a member moves out.

20.5.4 When damage is found, the Maintenance Committee will promptly notify the Administrator, who will review the unit file to determine weather such damage was not pre-existing.

20.5.5 The Member may choose to repair the damage. If the Member chooses not to repair the damage, the Maintenance Committee will effect repairs, and costs will be billed to the Member. 

20.5.6 If a Member effects repairs, the Maintenance Committee will inspect such repairs and make a report to the Administrator. Any repairs found by the Maintenance Committee to be unsatisfactory will be repaired by the Co-op and all costs will be charged to the Member.

20.6 Outdoor Areas Attached to Units

Policy

20.6.1 The Co-op will conduct inspections of all grounds, both those attached to units and those considered “general” areas.

20.6.2 Each Member is responsible for reasonable upkeep and tidiness of grounds attached to his or her unit. Such upkeep includes but is not limited to mowing lawns, trimming trees and bushes, removing weeds, removing trash, shoveling snow from sidewalks and carport areas, and cleaning the exterior surfaces of units.

20.6.3 Any Member who by physical or mental disability is rendered incapable of performing upkeep around his or her unit may seek assistance from the Co-op or other Members. The Co-op retains the right to charge costs to the Member, but will attempt to secure voluntary labour for that unit.

20.6.4 Unwanted items such as furniture or appliances may not be kept in a carport or outside a unit for more than one week. Recycling materials may be kept in carports, provided they are properly disposed of at least weekly.

20.6.5 Garbage may not be kept outside a unit except in a sealed container designed for such a purpose. No garbage or composting materials may be kept outside in a manner that permits access by dogs or other animals.

20.6.6 Any Member who fails to comply within one week of a request by the Board of Directors to perform cleaning or upkeep on or around his or her unit, or to remove refuse or other materials from grounds attached to his or her unit, may be subject to a fee of five dollars ($5.00) for each day from the seventh day after the request was given to the Member until the requested work is done.

20.6.7 The Co-op may at any time after the seventh day following a request to perform cleaning or upkeep on or around a unit, or to remove refuse from grounds attached to a unit, carry out such work, and bill the Member responsible for that unit for all costs.

Procedures

20.6.8 Following outdoor inspections, the Board of Directors will send a letter requesting that necessary work be done to any Member whose unit or grounds is found to be in an unsatisfactory condition.

20.6.9 The Board of Directors will send a second letter to any Member who has not performed requested work on or about his or her unit one week following a first letter. The second letter will inform the Member that the work requested by the Board may be done at any time by the Co-op and that the Member will be held financially liable for all costs incurred.

20.7 Unit Interiors
Policy

20.7.1 Every Member is solely responsible for maintaining his or her unit in a generally tidy condition.

20.7.2 Every Member shall see to it that the following are carried out at least once annually in his or her unit: cleaning bathroom fan, cleaning range hood fan, cleaning flooring under kitchen appliances, replacing furnace filter if unit is equipped with a furnace, cleaning heavily-used portions of carpet.

20.2.11 Every unit must be equipped with at least two working CSA approved smoke alarms, at least one CSA approved fire extinguisher, and, for units with upper floors, one CSA approved emergency exit device.

20.7.3 Members may paint or wallpaper their units, but must first sign a Declaration for Painting.

20.7.4 The Co-op may impose charges on any Member who paints for wallpapers a unit and who does not sign a Declaration for Painting.

Procedure

20.7.5 Members should report any malfunctioning appliances, hardware, or window blinds promptly.

20.7.6 Members may seek guidance from the Co-op concerning upkeep procedures and tasks.

20.7.7 Declaration for Painting forms are kept in the Co-op office.

20.8 Common Area Maintenance

20.8.1 The Co-op will generally rely on volunteer labour for maintenance of common area grounds in warm seasons. The Board of Directors may elect to hire-out some lawn-mowing and other tasks for common areas.

20.8.2 The Co-op will provide, to the best of its ability, snow removal and sanding services for all common roadways.

20.8.3 Members whose units are attached to common sidewalks are encouraged to remove snow from those areas.

20.9 Unit Repairs

Policy
20.9.1 The Co-op will bear sole responsibility for the repair of any malfunctioning device or appliance that is normally included with in unit and that has been damaged only by normal wear & tear.

20.9.2 All costs of repairing any damage that is not the result of normal wear & tear and that is inflicted by any persons or other living things to a unit, to items within a unit that are owned by the Co-op, or to grounds attached to a unit will be charged to the Member responsible for that unit.

20.9.3 Damage that is inflicted by living things for which the Member is not presumed to have responsibility, such as birds, bears, and burglars, or by objects for which the Member is not presumed to have responsibility, such as golf balls entering the Co-op grounds from the golf course, or hail, may be considered as normal wear & tear.

20.9.4 When a Member makes arrangements for repairs without the consent of the Administrator, the Member will bear the costs of those repairs.

20.9.5 When an emergency repair is required, such as repair to water or electrical services after normal working hours, the affected Member must first notify an Emergency Contact Person who is a Member of the Co-op.

20.9.6 Emergency Contact Persons may authorize repairs in special circumstances. In such cases, responsibility for the costs of such repairs will be determined by the Administrator at a later time.

20.9.7 Financial responsibility for the cost of repairs to damage that is not specifically mentioned in this policy manual will be determined on a case-by-case basis by the Board of Directors.

20.9.8 In all cases where a Member is presumed responsible for damage, the Member shall have good opportunity to present information to the Board of Directors before fees or charges are administered.

Procedures

20.9.9 Any Member who finds an item or a part of his or her unit that requires repair must first submit a request in writing to the Administrator.

20.9.10 The Administrator will determine whether costs of repairs requested by a Member will be charged to the Member.

20.9.11 For repairs that are to be completed by the Co-op, the Administrator will assign the repair work to an appropriate person or agency.

20.9.12 The Administrator will prepare a maintenance work order for needed repairs, and will file a copy of the work order and a copy of any invoice or statement for the repair work in the unit file.

20.9.13 If the Administrator determines that a Member will be held financially liable for the costs of any repairs, the Administrator will provide a written explanation for such decision to the affected Member.

21) PETS

Policy

21.1 Allowable pets shall mean dogs, cats and caged animals such as birds, hamsters, fish etc.

21.2 No aggressive animals shall be allowed.  These include, but are not limited to, Rotweillers, Pit Bulls, Dobermans, etc.. Any animal found to be aggressive shall be removed immediately at the owner’s expense.  The will be no exceptions to this policy.  
21.3 No outside penned animals or poisonous animals allowed.  For example:  rabbits, cows, chickens, goats, etc.

21.4 Cats and dogs must be spayed or neutered at the earliest possible date.  Proof must be submitted to the Co-op office.

21.5 Cats and dogs must be immunized with all shots including rabies and keep up to date with all necessary booster shots.  Proof must be submitted to the Co-op office.

21.6 One (1) pet shall be allowed other than pets of the caged variety.  Upon Board approval up to two pets may be permitted, depending on the situation.

21.7 Dogs must be licensed by the City of Nelson and proof must be submitted to the Co-op office. 

21.8 Owners are responsible for cleaning up after their pets immediately.

21.9 When dogs are outdoors on Co-op property they must be leashed. 

21.10 Pets shall not be left unattended outdoors (cats & dogs).

21.11 Cats must be litter trained.

21.12 All pet owners are responsible for any damage to their unit or other property due to their pet. 

21.13 Members that have water holding aquariums over 2 gallons must have water insurance and submit proof to the Co-op office annually.  

21.14 Pets visiting a unit for longer than 24 hours must be registered at the Co-op office and a copy of the pet policy must be signed by the member.   If a pet will be visiting for more than one month a $150.00 surcharge will be required. 

21.15 Units that have uncaged pets must have their carpeting cleaned annually at their own cost.  Proof of cleaning to be submitted to the office annually. 

21.16 Surcharge of $150.00 will be required upon approval by the Board for a member to have a pet in their unit.  This may be paid at $50.00 per month.  

21.17 All pets must be registered with the Co-op and owners shall be required to sign the registration form agreeing to the pet policies, rules and guidelines.

21.18 Any Co-op pet found to be a nuisance to other co-op members or property in a way not outlines in this policy shall be dealt with on a case by case basis. Any  decision made by the Board on these matters shall be final.

21.19
Dogs must weigh less than 30 pounds.

Procedures

21.19 Liaison on the first occasion where a breach has taken place, the Board shall meet to discuss and resolve the situation.

21.20 On the second occasion where a breach has taken place, the member shall receive notice to appear before the Board to explain their resolution of the infraction. 

21.21 If there is a third breach, the member shall be given notice to remove the pet or face termination of their own membership in the Co-op.

22) CHILDREN’S COMMON AREAS

Policy 
22.1 Children up to the age of about twelve years shall be permitted in the Playground from eight o’clock in the morning (8 a.m.) until nine o’clock in the evening (9 p.m.) every day.

22.2 Adult residents of the Co-op may occupy the Playground at any time, but must, between the hours of eight o’clock in the morning (8 a.m.) and nine o’clock in the evening (9 p.m.), allow preference of use to any children who are present and who are residents of the Co-op.

22.3 Adults using the Playground after nine o’clock in the evening (9 p.m.) must keep noise to a minimum.

22.4 Use of the basketball court is prohibited between the hours of nine o’clock in the evening (9 p.m.) and eight o’clock in the morning (8 a.m.).

22.5 The Board of Directors may impose penalties upon any Members who use the Playground or the basketball court in contravention of these policies.

Procedures
22.6 Persons using the Playground or the basketball court in contravention to these policies must leave the facility upon request.

22.7 The Administrator will send a letter to any Member who is responsible more than two times for use of either the Playground or the basketball court in contravention to this Policy Manual.

23) ENVIRONMENTAL RELATIONS

Policy 
23.1 Every Member and every occupant of every unit in the Co-op shall, while on Co-op property, abide by rules and requests set out by the City of Nelson with respect to the grounds attached to his or her unit, the disposal of trash and unwanted items, the burning of items or material, the use of poisonous or noxious materials, the use of electrical power, the use of powered machinery, and the watering of lawns and gardens.

23.2 No herbicides may be applied to any part of the Co-op’s property, except in special circumstances, and only with approval of the Board of Directors.

23.3 Pesticides may be used on Co-op property when necessary for the safety or persons or animals, but will always be considered and used as a last resort.

23.4 Trees on Co-op property may only be cut down, moved, or planted with approval of the Board of Directors. Members may perform minor trimming of trees on grounds attached to their units. Trees on (General) grounds of the Co-op may only be trimmed at the direction of the Maintenance Committee or the Board of Directors.

23.5 Automobiles and other powered machinery with defective mufflers, or that produce excessive exhaust emissions, may not be operated on Co-op property.

23.6 Smoking tobacco is permitted on Co-op grounds at all times, with the exception that no smoking is permitted in the Children’s Playground during hours when children are permitted to use the Playground.

Procedures
23.7 Members and Co-op occupants who act in contravention to this section of the Policy Manual will be notified in writing that such actions may constitute grounds for eviction and that such actions must cease.

23.8 Any Member or occupant of the Co-op who continues to act in contravention of sections 22.1 through 22.4 and 22.6 of this Policy Manual any time after an approved notice has been submitted to the Member or occupant will be notified in writing that eviction proceedings will begin. 

23.9 Any Member or occupant of the C o-op who continues to act in contravention of section 22.5 of this Policy Manual three days after an approved notice has been submitted to the Member or occupant will be notified in writing that eviction proceedings will begin.

24) SMOKING

Policy 
24.1 Smoking tobacco by adult persons is permitted on Co-op grounds at all times, with the exception that no smoking is permitted in the Children’s Playground during hours when children are permitted to use the Playground.

24.2 No person may smoke tobacco on grounds attached to any non-smoking unit except by permission of the Member responsible for that unit.

24.3 Residents who smoke tobacco in units in November 2003 may continue to smoke tobacco in their units as long as they reside in those units. Smoking is not permitted in units in which no resident smoked tobacco as of November 2003, and in units in which primary occupancy changed after November 2003.

24.4 The Member responsible for any unit shall be responsible for the adherence to Smoking Policy rules of every occupant of that unit.

24.5 Cigarette butts and other smoking refuse may not be deposited on Co-op grounds, except in fireproof containers put out for that purpose and located on grounds attached to units.

24.6 The Board of Directors may terminate the Membership of any Member who is responsible for the persistent contravention of Smoking Policy.

Procedures

24.7 The Co-op administrator will make and keep a list of smoking units as of November 2003.
24.8 Complaints regarding improper smoking activities may be submitted in writing to the Co-op office.
24.9 On the first occasion of an infraction of Smoking Policy by a resident, the Administrator will forward a letter to the Member responsible for that resident’s unit advising that such activities are in contravention of Co-op policies.
24.10 On a second occasion of an infraction of Smoking Policy by a resident, the resident and the Member responsible for the unit in which the resident lives will be invited to meet with the Board of Directors.
25) POLICY EXEMPTIONS AND WAIVERS

Policy 
25.1 Any policy in this Policy Manual may be waived by the Board of Directors when enforcement of that policy appears likely to cause serious harm.

25.2 No waiver or exemption from a policy in this Policy Manual may extend beyond the immediate and particular case for which the waiver or exemption is considered.

25.3 Any policy in this Policy Manual may be changed or deleted when it becomes apparent that such policy in ineffective or harmful.

25.4 Any Member may petition the Board for exemption or waiver of any portion of this Policy Manual.

Procedures

25.5 Policy waivers and exemptions must be approved by the Board of Directors, prior to the waiver or exemption, in a majority vote.

25.6 Changes to Policy sections of this Policy Manual will only take effect when approved by a majority vote of the General Membership at a General Membership meeting.

25.7 Changes to Procedures sections of this Policy Manual will only take effect when approved by a majority vote of the Board of Directors.

26) TERMS OF REFERENCE

26.1 Board of Directors

26.2 Maintenance Committee

26.3 Member Selection Committee

26.4 Social Committee

26.1 Board of Directors

26.1.1 The number of members of the Board of Directors of the Co-op shall be no fewer than seven and no more than nine.

26.1.2 The Board shall be elected by the general membership at the Annual General Meeting.

26.1.3 The executive positions of the Board will be determined at the first Board meeting.

26.1.4 The President of the Board of Directors shall hold office for a two year term and may be re-elected three (3) terms for a maximum of six (6) years.  

26.1.5 If a Board Member steps down, the Board position shall be filled at the discretion of the Board. The Board elected member must be formally approved at the next general meeting.

26.1.6 All Board members must sign and strictly adhere to the Co-op’s Code of Ethics Policy.

26.1.7 The Board shall meet at least monthly.

26.1.8 The Board shall review during each ordinary monthly meeting the financial statements of the Co-op regarding housing charges arrears.

26.1.9 Minutes of Board meetings shall be made available to all members upon request  and will be prominently posted in the common room. Minutes of In Camera sessions shall not be made available to any person who is not the Administrator or a member of the Board.

26.1.10 The general membership may attend a Board of Directors Meeting or may request items to be added to the agenda of any ordinary Board meeting for discussion by the Board.  All requests to attend or add items to the agenda must be made in writing.

26.1.11 No person who is not the Administrator or a member of the Board may attend an In Camera session of a Board meeting.

26.1.12 The regular meeting date for the Board of Directors is the first Thursday of each month at 7:00 PM.

� “Garbage” refers to any refuse, packaging, foodstuffs, or any other material that are no longer of use to the member and that may result in an unsightly or noxious environment if not disposed.





�  “Outside the unit” includes carports and all areas around the units.	





