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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 1  

Approval Date: Revised Date:  

Title: INTRODUCTION 

Activity Area: RGI 

The Regional Municipality of Waterloo is the owner of approximately 2,560 affordable 
housing units, and oversees the administration of an additional 5,500 Co-operative and 
Non-Profit housing units. A further 400 to 500 housing units are under contract with 
private landlords. 

When all of the publicly funded units are combined, the Region of Waterloo has a direct 
interest in housing approximately 20,000 people, or almost 5% of the Region’s total 
population. 

In order to ensure that households receiving rent geared-to-income (RGI) assistance in 
publicly funded housing units are treated consistently (in accordance with applicable 
legislation, policies and procedures), this administrative guide has been developed as a 
tool for housing providers to support and accommodate these households. 

This guide has been developed to assist housing providers in performing and 
understanding the rent geared-to-income related requirements identified in the Social 
Housing Reform Act, related regulations, and newly established policies and procedures 
in the Regional Municipality of Waterloo. 

In December 2000, the Province of Ontario proclaimed the Social Housing Reform 
Act (also referred to throughout this guide as the “SHRA” or the “Act”), to shift 
responsibility for publicly funded housing from the Provincial to the municipal level. The 
Act and its related regulations established a new operating framework, including the 
administration of rent geared-to-income assistance. The Regional Municipality of 
Waterloo was also made one of 47 service managers across Ontario, responsible for 
administering the transferred housing programs. 

On October 1, 2001, in accordance with the Act, the Region of Waterloo took on the 
administration of approximately 5,500 transferred Non-Profit and Co-operative housing 
units. 

The Housing Division of the Planning, Housing and Community Services Department 
currently fund and administer these programs, and are responsible for ensuring 
adherence to the Provincial legislation, including establishing any local policies and 
procedures. 
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The Act gave some flexibility to the Region of Waterloo to determine who should be 
responsible for managing the rent geared-to-income related functions, including 
verification of a household’s income and calculation of the geared-to-income rent or 
housing charge. In December 2000, the Region established a consultation process with 
social housing providers and other social service agencies to review the new 
requirements, and determine who should be responsible for performing these functions. 

Following the consultation process, it was determined that housing providers should 
continue performing all rent geared-to-income functions. In order to enable housing 
providers to continue to perform these functions, the Act required a signed Service 
Agreement be established between the Region and these providers. 

In signing these agreements, housing providers agreed to perform their duties in 
accordance with the Social Housing Reform Act, its related regulations and the Region 
of Waterloo’s associated policies and procedures. Where a housing provider fails to 
perform their duties accordingly, there are provisions in the agreement that allow for 
termination of the agreement with proper notice, and the re-assignment of these duties 
elsewhere. 

References to the Act, its related regulations and other Region of Waterloo policies 
and/or procedures are used throughout this guide. References to policies or procedures 
made throughout the guide will appear in bold italics, e.g. (See Section 5.2 - 
Residency Requirements), whereas references to the Act, provided to support a policy 
section of the guide, will appear at the end of the page of each policy section, in the 
following format: 

See Also: O.Reg. 339/01 Sec. 18 

In addition to the former Provincial programs, the Region of Waterloo also administers 
Non-Profit housing programs formerly funded and administered by the Canada 
Mortgage and Housing Corporation (CMHC). Some of these programs receive funding 
under the Ontario Community Housing Assistance Program (OCHAP) or Community 
Sponsored Housing Program (CSHP) rent supplement programs. Those units, for which 
the rent supplement funding is received, are also required to following the requirements 
identified under the Act and in this guide. 

The guide has been structured into distinct sections, each addressing a specific subject 
area. Each sub-section within the guide is formatted to be self-contained, and to enable 
easy replacement when changes or updates are provided, subject to provincial change 
regulatory changes. 
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Updates 

When updates or changes to this guide occur, the Region of Waterloo will provide 
copies of all revised sections or sub-sections of the guide directly to housing providers 
and Access Sites. The complete guide, in addition to all revised sections, will be 
available in electronic format on the Region of Waterloo’s web site at: 

www.regionofwaterloo.ca 

Questions? Comments? - Please contact: 

Supervisor, Access & Income Testing  
Region of Waterloo 

Community Housing Access Centre 
235 King Street East, 6th Floor 

Kitchener ON N2G 4N5 
Tel: (519)575-4833 Fax: (519) 893-8648 

E-mail: wrcas@region.waterloo.on.ca 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 2  

Approval Date: Revised Date:  

Title: CONFIDENTIALITY/FREEDOM OF INFORMATION 

Activity Area: RGI 

In order to apply for and receive Rent Geared-to-Income (RGI) assisted housing, 
households are required to complete an application form and provide a range of 
information that enables the Region of Waterloo Co-ordinated Access System and 
housing providers to assess each household’s eligibility and rent geared-to-income rent 
or housing charge, in accordance with the provincial requirements of the Social 
Housing Reform Act and its related regulations. 

Due to the confidential nature of the information collected on households receiving RGI 
assistance, all reasonable caution must be taken to ensure the privacy of these 
households, and that only information required to verify eligibility for RGI assistance, 
unit size required, eligibility for special needs housing and the determination of RGI rent 
or housing charges., is collected. 

In order to ensure that households are fully aware of the reason for the collection of the 
information and how the information will be used by housing providers and/or Regional 
staff, households are required to sign a declaration and consent. The declaration is the 
household’s assurance that the information provided is true and accurate; the consent is 
acknowledgement of the purpose for the collection of the information and permission for 
the information to be shared for the purposes identified. 

All members of the household who are 16 years of age or older are required to sign the 
declaration and consent section, or have it signed on their behalf by a designate as 
identified in Section 6 (6) of Ontario Regulation 298/01. 

All information collected through the income verification process is to be done in 
accordance with the Social Housing Reform Act, 2000 (Sections 162 – 166), its related 
regulations, the Freedom of Information and Privacy Act and the Municipal Freedom of 
Information and Protection of Privacy Act. 

All information collected with respect to an RGI household is to be contained in a 
household file, to be located at the provider’s site office. These files should contain the 
household’s original application form, annual verification forms and documentation and 
any other required documents or correspondence. (See Section 7 of this guide on 
Record Keeping.) 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3  

Approval Date: Revised Date:  

Title: ELIGIBILITY REQUIREMENTS FOR RGI UNITS 

Activity Area: RGI 

3.1 Eligibility Requirements (Revised: Dec 6/11) 

3.2 Age & Ability to Live Independently 

3.3 Changes in Residency Status 

3.4 Pursuit of Income (Revised: Dec 6/11) 

3.5 Misrepresentation of Income (Revised: Dec 6/11) 

3.6 Absence from Unit (Revised: Nov. 27/12) 

3.7 Divestment of Residential Property 

3.8 Social Housing Arrears (Revised: Dec 6/11) 

3.9 Occupancy Standards 

3.10 Over housed RGI Households (Revised: Nov. 27/12) 

3.11 Time Period for Reporting Changes (Revised: Nov. 27/12) 

3.12 Addition of new household members 16 years of age and 
older 

3.13 Visitors and Guests 

3.14 Income and Asset Limits 

  

  Rent Geared-To-Income 1345247 



 

HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.1 
Approval Date: Revised Date: 

Dec 6/ 2011 

Title: ELIGIBILITY REQUIREMENTS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the criteria that must be met in order for a 
household to qualify to receive RGI assistance. 

Eligibility Criteria 
In order for a household to qualify for RGI assistance, they must be assessed to ensure 
that they meet ALL of the following provincial requirements as prescribed by the 
Housing Services Act, 2011 and Ont. Reg. 376/11: 

• At least one member of household must be 16 years of age or older & able to live 
independently; 

• All household members must be a Canadian Citizen, Landed Immigrant, and 
Refugee Claimant or have been granted Refugee status; 

• No removal order has become enforceable against a member of the household 
under the Immigration & Refugee Protection Act Canada; 

• No household member received RGI assistance they were not entitled to receive, 
or misrepresented their income for the purpose of receiving RGI assistance; 

• The Household no longer owns residential property (suitable for year round 
occupancy) - must sell/have sold within 180 days of being housed 

• No current member of the household has outstanding Social Housing rental 
arrears in the Province of Ontario 

• Household continues to meet the occupancy standards for the unit in which it 
resides, or is on a waiting list for a suitable size unit 

• Household members have pursued required sources of income  

• Household is not absent from their unit for a period longer than is permitted by 
the Region of Waterloo's absence policy (See Section 3.6 - Absence Policy) 

• Changes in household income or composition were reported within the required 
time of thirty (30) business days. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), 
HSA Sec 42; O.Reg.367/11 Sec 23-41 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.2 

Approval Date: 

 

Revised Date: 

 

Title: AGE & ABILITY TO LIVE INDEPENDENTLY 
Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the age and level of independence required in order 
for a household to qualify to receive RGI assistance. 

Eligibility Criteria 

In order for a household to qualify to reside in a social housing unit and receive RGI 
assistance, at least one member of the household must be at least 16 years of age and 
able to live independently. 

Age is verified at the time the household applies to be placed on a waiting list for RGI 
housing by the Region of Waterloo Co-ordinated Access System (also referred 
throughout the manual as "ROWCAS"). Once an applicant household has been housed 
in an RGI unit, the household's eligibility must be monitored annually. Any household 
member, who turns 16 years of age following initial occupancy, must sign the lease or 
occupancy agreement. 

The ability of household members to live independently is also verified at the time of 
application to ROWCAS. In addition to the age requirement, at least one member of the 
household must be able to live independently, meaning able to perform the normal 
tasks of daily living such as bathing, cooking, shopping, laundry and housekeeping - 
being able to look after oneself and one's home. 

Where the only member of the household over the age of 16 requires support in order to 
live independently - accomplish their normal daily activities such as those identified in 
the previous paragraph, written documentation is required to verify the required 
supports are in place. Where the required supports are being provided informally, the 
documentation must also specify the time period for which the individual providing 
supports is committing to providing the required supports. For example, when a family 
member does meal preparation and housekeeping, the documentation should 
specify how long they will continue to provide these supports. 

*** All decisions made in accordance with this Section of the guide are subject to an 
Internal Review when requested. (See Section 9 – Community Housing Review 
System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), 
HSA Sec 42; O.Reg.367/11 Sec 24 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.3 
Approval Date: 

 
Revised Date: 

 

Title: CHANGES IN RESIDENCY STATUS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the age and level of independence required in order 
for a household to qualify to receive RGI assistance. 

Eligibility Criteria 

As residency status is one of the basic eligibility requirements to enable a household to 
qualify for receiving RGI assistance, any changes in the residency status of any 
household member could also impact the entire household's eligibility to continue 
receiving RGI assistance. In order for the household to continue to receive RGI 
assistance, all household members must continue to maintain legal Canadian residency 
status. 

Where an RGI household has a member/members with Refugee Claimant status, follow 
up must be done to determine the outcome of the refugee hearing. The original 
documentation provided to support a household member's status as Refugee Claimant 
only guarantees that they will get a hearing to determine if the status will or will not be 
granted. Should the outcome be to decline the Refugee claim, the household member 
no longer has legal residency status, and this outcome impacts the entire household's 
eligibility. Where the outcome is to assign the member a Refugee Claimant status, the 
household continues to be eligible to receive RGI assistance. 

Where it is determined that a household member no longer has legal residency status, 
he/she would need to leave the household in order for the remainder of the household 
to continue to qualify to receive RGI assistance. Should a household member who does 
not have legal residency status continue to reside with the household, the household 
should be issued a ninety (90) day written notice that the household ceases to be 
eligible to continue receiving RGI assistance. 

Households, who become over housed as a result of an ineligible member leaving, will 
be required to adhere to the requirements for over housed households. (See Section 
3.10 – Over housed RGI Households) 

*** All decisions made in accordance with this Section of the guide are subject to an 
Internal Review when requested. (See Section 9 – Community Housing Review 
System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 42 
O. Reg. 367/11 Sec 24, 25 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.4 
Approval Date: 

 
Revised Date: 

 

Title: PURSUIT OF INCOME 
Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how failure to pursue required sources of income 
can impact on a household's eligibility to receive RGI assistance. 

Eligibility Criteria 
In order for a household to qualify to receive or continue receiving RGI assistance, all 
members of the household aged 16 years of age or older, and who do not meet the 
definition of a student, must make a reasonable attempt to pursue the following 
available sources of income: 

• Basic financial assistance under the Ontario Works Act, 1997 

• Support under the Divorce Act (Canada), the Family Law Act or the 
Interjurisdictional Support Orders Act, 2002. 

• Unemployment benefits under the Employment Insurance Act (Canada). 

• A benefit under Section 2 of the Ontario Guaranteed Annual Income Act. 

• A pension or supplement under Part I or II of the Old Age Security Act (Canada). 

• Support or maintenance resulting from an undertaking given with respect to the 
member under the Immigration and Refugee Protection Act (Canada). 

The household will be expected to make every reasonable effort to pursue these 
income sources and verify the outcome with supporting documentation. For example, a 
letter from OW stating the household is ineligible for assistance and reason for 
this decision. 

During a household review, providers will determine if the household might be entitled to 
receive one of the prescribed sources of income, especially where the household has 
no identified source of income. 

Exemptions to pursue the above identified sources of income will be considered for 
Special Priority Households whose safety could be jeopardized in the pursuit of income, 
households who would incur tremendous costs in the pursuit of a support order or 
situations where there would be no recognizable cost benefit by the pursuit of the 
income. Documentation must be provided to support all requests for exemptions. 

Where a household does not meet the requirement to pursue a required source of 
income, a ninety (90) day written notice that the household ceases to be eligible to 
continue receiving RGI assistance, should be sent. 
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*** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 42 
O. Reg. 367/11 Sec 31 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.5 
Approval Date: 

 
Revised Date: 

December 6/11 

Title: MISREPRESENTATION OF INCOME 

Activity Area: RGI 

Policy Intent: 
To identify how misrepresenting a household’s income for the purpose of receiving RGI 
assistance can impact on a household's eligibility to be placed on the centralized waiting 
list for RGI assistance. 

Eligibility Criteria 
Where a member of an applicant household has been convicted of an offence or a 
crime under the Criminal Code (Canada) in relation to the receipt of RGI assistance, 
or has been found by the Landlord and Tenant Board (LTB) to have misrepresented 
his/her or their household’s income in relation to the receipt of RGI assistance, the 
household is not eligible to be placed on the centralized waiting list for RGI assistance 
for a period of up to five years. 

Operational Considerations 
• Applicant households, with a member who has been found to have 

misrepresented their income for the purpose of receiving RGI assistance, will be 
ineligible to be placed on the centralized waiting list until it is confirmed that their 
period of ineligibility has expired. 

• Housing providers should report all convictions or findings for misrepresentation 
to CHAC. Applicant households convicted or found to have misrepresented their 
income should be entered into the database with a status of Ineligible in order to 
track their period of ineligibility. 

• An applicant household ineligible for misrepresentation shall not be permitted to 
reapply for assistance for five years from the date of the offence, crime or the 
date of the misrepresentation.  

• Applicant households ineligible from applying for RGI assistance due to 
misrepresentation will be assigned a status of Ineligible in the ROWCAS 
database, until such time as their five-year penalty period has expired. 

• Applicant households reserve the right to appeal any decision relating to 
Misrepresentation of Income through the Co-ordinated Access and Income 
Testing Sub-committee of WRCHAC. 

Documentation Requirements: 
• A copy of a criminal court conviction or LTB finding is required from the housing 

provider to confirm the misrepresentation, before the household will receive an 
Ineligible status. 
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• Documentation verifying that the household’s period of ineligibility has expired is 
required before a household can have their name added to the centralized 
waiting list. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 42 
O. Reg. 367/11 Sec 36 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.6 
Approval Date: 

Nov. 27/12 
Revised Date: 

Nov. 27/12 

Title: ABSENCE FROM UNIT 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how a household’s extended absence from an RGI 
unit can impact on a household's eligibility to receive RGI assistance. 

Eligibility Criteria 
In order to continue to qualify for RGI assistance, a household can not have all 
members absent from the unit for more than ninety (90) consecutive days or ninety (90) 
days in total within a twelve (12) month period, without the approval of the Service 
Manager. 

Where not all members are absent from the unit for a period exceeding ninety (90) 
consecutive days; where the household has only one member who is absent for medical 
reasons; or, all other members need to be accommodated elsewhere because of one 
members absence for medical reasons, the household is not considered to be absent 
from the unit. For example, one spouse leaves the country to assist an ailing 
family member or a single person living alone is hospitalized. 

Approving absences in excess of ninety (90) consecutive days on a compassionate 
basis must be done by the Service Manager. The Service Manager will require 
documentation to support the household's request for an extended absence. 

Extended absences will only be given consideration where the request relates to the 
need to attend to/care for an ill or dying family member, deal with legal matters 
regarding a recently deceased family member or to seek required and life sustaining 
medical treatment not available in the Province of Ontario. 

The maximum period of time a household can be absent from the unit without Service 
Manger approval is 90 consecutive days. Any household absent beyond ninety (90) 
consecutive days with or without Service Manager approval, will be given a ninety (90) 
day notice that the household ceases to be eligible to continue receiving RGI 
assistance. When the absence is known (through notification from resident or other 
means) the notice should served immediately. 

Where a household wishes to be absent beyond ninety (90) consecutive days but less 
than 180 consecutive days, without Service Manager approval, they have the option of 
voluntarily suspending their RGI assistance for the duration of the unapproved absence. 
The household would need to notify their housing provider, and would be required to 
pay the market rate for the rent/housing charge for the period of the unapproved 
absence. 

  Rent Geared-To-Income 1345247 



Where a household opts to forfeit income prior to an absence, and a voluntary 
suspension of RGI does not apply, the RGI rent/housing charge for the household 
should remain at the pre-absence rate and be reviewed upon the households return. 
Where a household has forfeited all sources of income and reports no income upon 
their return, the requirements for “Pursuit of Income” should be applied. 

Housing providers must notify the household requesting an absence exceeding 90 days 
that they do not qualify for continued subsidy beyond 90 days without approval of the 
Service Manager. The household must make a written request to the Service Manager, 
attention, Supervisor Access and Income Testing. 

See Also: HSA Sec 42; O. Reg. 367/11 Sec 37 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.7 
Approval Date: 

 
Revised Date: 

 

Title: DIVESTMENT OF RESIDENTIAL PROPERTY 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how owning residential property suitable for year-
round occupancy can impact on a household's eligibility to receive RGI assistance. 

Eligibility Criteria 
All households receiving RGI assistance who own residential property suitable for year-
round occupancy must sell that property within six months of being housed, in order to 
continue to qualify to receive RGI assistance. 

Where a household receiving RGI assistance is not able to meet the requirement to sell 
residential property, they may qualify for an extension of this requirement. For example, 
the property is currently part of a legal action. (See CA Policy 5.7 - Extension on 
Divestment of Residential Property) 

Where a household refuses to sell residential property within the required time and does 
not qualify for an extension, the household should be given a ninety (90) day notice that 
the household ceases to be eligible to continue receiving RGI assistance.  

*** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 42 
O. Reg. 367/11 Sec 32 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.8 
Approval Date: 

 
Revised Date: 

December 6/11 

Title: SOCIAL HOUSING ARREARS 

Activity Area: RGI 

Policy Intent: 

The intent of this policy is to identify how owing social housing arrears to a former social 
housing provider in the Province of Ontario can impact on a household's eligibility to 
receive RGI assistance. 

Eligibility Criteria 
In order to qualify to receive or continue to receive RGI assistance, current household 
members can not have any outstanding social housing arrears with a social housing 
provider in the Province of Ontario. 

Outstanding arrears refer to amounts owing, that have not been paid in full or 
addressed through a repayment schedule, approved by the provider to whom the 
arrears are owed. Where social housing arrears exist and a repayment schedule 
established, all agreed upon payments must be made in order to qualify to continue 
receiving RGI assistance. (See CA Policy 5.4 - Social Housing Arrears) 

Where a household who is making payments through a repayment agreement defaults 
on payments or refuses to continue making payments, the household becomes 
ineligible to continue receiving RGI assistance and should be given a ninety (90) day 
notice that the household ceases to be eligible to continue receiving RGI assistance.  

*** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 42 
O. Reg. 367/11 Sec 26 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.9 
Approval Date: 

 
Revised Date: 

 

Title: OCCUPANCY STANDARDS 

Activity Area: RGI 

Policy Intent: 

The intent of this policy is to identify the requirements for households receiving RGI 
assistance that are living in a unit larger than what is qualified for under the occupancy 
standards. 

Eligibility Criteria 
In order to qualify to receive or continue to receive RGI assistance, a household will 
need to continue to meet the occupancy standards for the unit in which it resides or, 
qualify under one of the exceptions to the occupancy standards. (See CA Policy 5.8 - 
Occupancy Standards; Policy 5.9 - Exceptions to Occupancy Standards) 

Where a household no longer meets the occupancy standards and becomes over 
housed (resides in a unit that is larger than the size for which they qualify), they would 
be required to move to a suitable size unit in order to continue receiving RGI assistance. 
(See RGI Section 3.10 – Over housed RGI Households) 

Where a household has received notification from a housing provider that they are over 
housed, the household will have the option of appealing the decision through the 
Region of Waterloo’s Community Housing Review System. Should this process be 
invoked, the decision may only be overturned on review should it be determined that the 
household does in fact meet the occupancy standards or qualifies under the exceptions 
to the occupancy standards. 

Note: Occupancy standards do not apply to market rent households. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 43 
O. Reg. 367/11 Sec 38, Sec 42 

  

  Rent Geared-To-Income 1345247 



 

HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.10 
Approval Date: 

Nov. 27/12 
Revised Date: 

Nov. 27/12 

Title: OVERHOUSED RGI HOUSEHOLDS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the requirements for households receiving RGI 
assistance that are considered to be over housed. 

Eligibility Criteria 
Over housed households are identified as those that are receiving Rent Geared-to-
Income (RGI) assistance in a unit that is larger than they require under the local 
occupancy standards. Households who are determined to be over housed must be 
notified of the requirement to transfer to an appropriate sized unit. 

All reasonable efforts must be made by both the tenant/member household and the 
housing provider to ensure a timely transition to an appropriate sized unit. 

Where an over housed household's current housing provider does not have the unit 
size required under the occupancy standards, the household must make an application 
to the Region of Waterloo’s Community Housing Access Centre (CHAC) and select a 
minimum number of ten sites. 

If an over housed household fails to select the minimum number of sites required, they 
will be added to all available sites with the correct bedroom size, within their current 
geographic area. If there are not sufficient site options within the current geographic 
area, then they will be added to sites in the closest neighbouring area(s) until the 
minimum requirement has been met. 

Over housed applicants will be assigned an Over housed priority and will be ranked on 
the waiting list immediately following any SPP and/or Terminally Ill applicants in order of 
their applied date for their current housing unit. 

They continue to be eligible to receive RGI assistance as long as they remain actively 
on the centralized waiting list and maintain the minimum number of sites required. The 
Community Housing Access Centre reserves the right to require additional sites be 
selected where any of the selected sites have less than average turn over rates. 

Sites that have been identified as having less than average turnover rates will include 
but are not restricted to: 

• Shamrock Co-op (1 bedrooms) 
• Cambridge Kiwanis (1 bedrooms) 
• Luther Manor 
• Rent Supplement sites (with fewer than 5 of the required sized units) 
• Waterloo Region Housing (semi-detached and single family homes) 
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Where an over housed household's current housing provider does have the unit size 
required by the household in accordance with the occupancy standards, the household 
must be added to the provider's internal transfer list and additionally has the option of 
applying to the centralized waiting list at the time of notification. If the unit size required 
by the household does not come available within one year, the household must make 
an external application to CHAC. 

Over housed households, who do not wish to apply for a transfer and remain in their 
current unit, can voluntarily forfeit their RGI assistance and become a market rent 
household. 

Over housed households that have been added to a provider's internal transfer list are 
to be given priority over all other households on the provider’s internal transfer list, 
except for internal transfer households with Special Priority status. 

Over housed households will be allowed up to three (3) offers to transfer to an 
appropriate sized unit, after which they will cease to qualify to continue receiving RGI 
assistance.  

Over housed households who fail to meet any of the above requirements or refuse three 
(3) offers will be given a ninety (90) day notice that the household ceases to be eligible 
to continue receiving RGI assistance. A ninety (90) day notice can only become 
effective following the 12th month after a household has received notification of being 
over housed. 

Where extenuating circumstances can be verified such as a current serious medical 
crisis or the recent death of a member of the household, the household may apply to the 
Service Manager for a 6 month deferral on any actions required of an over housed 
household. Decisions will be made on a case by case basis. 

** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 43 
O. Reg. 367/11 Sec 38, Sec 42 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.11 
Approval Date: 

Nov. 27/12 
Revised Date: 

Nov. 27/12 

Title: TIME PERIOD FOR REPORTING CHANGES 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the time frame within which RGI households must 
report changes in order to continue to be eligible to receive RGI assistance. 

Eligibility Criteria 
All changes in household income or composition for a household receiving RGI 
assistance must be reported to the housing provider within thirty (30) calendar days of 
the change. This notification must be followed up with documentation within a 
reasonable time period, as determined by the housing provider. 

Failure to provide required documentation within the specified time period may result in 
a household having their RGI assistance removed, following the issue of a ninety (90) 
day notice. 

Where a housing provider is conducting a household review, information and 
documentation requested to enable the provider to undertake a review, must be 
provided in the time period specified by the housing provider. 

Where a household has not provided the required information within the required time 
frame, but subsequently provides the information, the housing provider has the 
discretion retroactively recalculating the household's RGI assistance to the time when 
the information should have been provided. (See Section 6.9 - Retroactive 
calculations / Re-imbursement of RGI overpayment) 

Where a household does not provide the required information within the required time 
frame, the housing provider may give a ninety (90) day notice that the household 
ceases to be eligible to continue receiving RGI assistance. 

See Also: HSA Sec 45, Sec 52; O. Reg. 367/11 Sec 28, Sec 29 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.12 
Approval Date: 

 
Revised Date: 

 

Title: ADDITION OF NEW HOUSEHOLD MEMBERS 16 YEARS OF AGE 
OR OLDER 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the process that must be followed prior to adding 
new household members age 16 years and older, in order for the household to continue 
to be eligible to receive RGI assistance. 

Eligibility Criteria 
Where an existing RGI household wishes to take on any new household member(s) 
over the age of sixteen, the member(s) wishing to be added to the household must 
make an application to the Waterloo Region Coordinated Access System (ROWCAS). 
Prior to being permitted to become a member of the household, each individual applying 
to join the household must be assessed by an Access site for eligibility. 

Where someone requesting to join the household has met all eligibility requirements, 
the housing provider could then screen for suitability. Providing both eligibility and 
suitability requirements have been met, they member would be permitted to join the 
household. 

Where someone requesting to join the household does not meet all eligibility 
requirements, the household would not qualify to receive RGI assistance should the 
ineligible individual begin to reside in the unit. 

Should a household wish to permit the addition of an ineligible member, the housing 
provider could permit them to do so, but the household would cease to qualify for RGI 
assistance and would become a market rent household. 

Where the household has had an addition of a new members aged 16 years of age and 
older, a new lease or occupancy agreement should be established, with the new 
member added. 

** All decisions made regarding the eligibility of individuals applying through ROWCAS 
to join a household are subject to a Review when requested. Any requests for reviews 
received under this section will be conducted by Community Housing Review System. 
(See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 44 
O. Reg 367/11 Sec 23-44 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.13 
Approval Date: 

 
Revised Date: 

 

Title: VISITORS AND GUESTS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the impact that visitors, boarders or guests may 
have on a household’s eligibility to receive RGI assistance. 

Eligibility Criteria 
Where a household is receiving RGI assistance, only those members of the household 
identified on the lease or occupancy agreement are permitted to reside in the unit. 

This is not intended to prevent RGI households from having overnight visitors or guests 
to their home, merely to ensure that new members are not added to the household 
without following the proper requirements. 

Where an RGI household wishes to have visitors or guests, providing the visitor or 
guest has their own primary residence elsewhere and intends to visit the household for 
a specified duration, there is not considered to be any change to the household's 
income or composition and therefore no impact on the household's RGI rent/housing 
charge or eligibility to continue to receive RGI assistance. 

Where an RGI household wishes to have visitors or guests who do not have their own 
primary residence elsewhere and who intend to stay for an unspecified duration, these 
individuals must be reported as new additions to the household and follow the 
requirements identified in the previous section, Policy 3.12 - Addition of new 
household member(s) 16 years of age and older. 

Failure to report changes in household composition resulting from the addition of visitors 
or guests as described in the previous paragraph or to follow the process for requesting 
the addition of a new household member may result in the household ceasing to qualify 
to continue receiving RGI assistance. The housing provider may give a ninety (90) day 
notice that the household ceases to be eligible to continue receiving RGI assistance. 

** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), 
HSA Sec 42, Sec 44; O. Reg. 367/11 Sec 23-44 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 3 Policy 3.14 
Approval Date: 

 
Revised Date: 

Sept 24/12 

Title: INCOME AND ASSET LIMITS 

Activity Area: RGI 

No Income and Asset Limits have been established locally at this time. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 4  
Approval Date: 

 
Revised Date: 

 

Title: CEASING TO QUALIFY FOR RGI ASSISTANCE 

Activity Area: RGI 

4.1 Criteria for Ceasing to Qualify for RGI assistance (Revised: 
Nov. 27/12) 

4.2 Consequences of Ceasing to Qualify for RGI assistance 

4.3 Notice Requirements for withdrawing RGI assistance 

4.4 Re-applying for RGI assistance after ceasing to qualify 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 4 Policy 4.1 
Approval Date: 

Nov. 27/12 
Revised Date: 

Nov. 27/12 

Title: CRITERIA FOR CEASING TO QUALIFY FOR RGI ASSISTANCE 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify under what circumstances a household may cease 
to qualify to receive RGI assistance. 

Eligibility Criteria 
Households receiving RGI assistance would no longer qualify to continue receiving RGI 
assistance under the following conditions: 
 Household did not meet an eligibility requirement (For example, it is 

subsequently determined that a household did not meet an initial eligibility 
requirement when they applied to be placed on the waiting list for RGI housing) 

 Household no longer meets an eligibility requirement (For example, a member of 
the household no longer meets residency requirements or defaults on an arrears 
repayment schedule) 

 Household has failed to pursue income as required (For example, a provider 
determines that a household has no identified source of income and the 
household refuses to pursue any potential income sources) 

 Household has failed to provide information, documents or signed consent for a 
review within specified time period (For example, during an annual income 
review a household fails to provide the requested information and documentation 
within the specified time for providing this information) 

 Household fails to sell residential property (For example, a household has 
refused to sell a property they own) 

 Household fails to report changes (that would impact their eligibility for RGI 
assistance, the amount of RGI they are entitled to receive and/or their unit size 
eligibility) within 30 days and provide required documentation (Note: Providing 
the household has reported the change, housing providers can allow a 
discretionary period for the household to follow up with any supporting 
documentation) 

 RGI household paying market rent for 12 consecutive months 
 An over housed household fails to meet the local requirements for over housed 

households (Policy 3.10 – Over housed RGI Households) (but only after 12 
months from the date of initial over housed notification)  

 An entire household has an unapproved absence from their unit in excess of 
ninety (90) consecutive days or ninety (90) days in total within a twelve (12) 
month period. 
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*** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: HSA Sec 42, 43, 45, 46, 50, 52; O. Reg. 367/11Sec 23-42, 22, 59, 60, 61 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 4 Policy 4.2 
Approval Date: 

 
Revised Date: 

 

Title: CONSEQUENCES OF CEASING TO QUALIFY FOR RGI 
ASSISTANCE 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the consequences a household can expect to face 
when they cease to qualify to receive RGI assistance. 

Eligibility Criteria 
Once a household ceases to qualify for RGI assistance for any of the reasons noted in 
the previous section, ninety (90) days written notice is to be provided to the household 
following which their RGI assistance is to be terminated. 

Households having their RGI assistance terminated will begin paying market 
rent/housing charge the first day of the month following the expiry of the ninety (90) 
days written notice. 

Households who have ceased to qualify and lose their RGI assistance would need to re-
apply through the Region of Waterloo Co-ordinated Access System and meet all 
eligibility requirements before being placed on the centralized waiting list for RGI 
assistance. 

*** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 42 
Sec 53; O. Reg. 367/11 Sec 24-44, Sec 61 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 4 Policy 4.3 
Approval Date: 

 
Revised Date: 

 

Title: NOTICE REQUIREMENTS FOR WITHDRAWING RGI ASSISTANCE 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the notice requirements to be provided before 
withdrawing a household’s RGI assistance. 

Eligibility Criteria 
When a decision has been made that would result in a household losing their RGI 
assistance, the household must received a written ninety (90) day notice within 7 days 
of the decision that the household no longer qualifies for RGI assistance. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 61 
O. Reg. 367/11 Sec 61 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 4 Policy 4.4 
Approval Date: 

 
Revised Date: 

 

Title: RE-APPLYING FOR RGI ASSISTANCE AFTER CEASING TO 
QUALIFY 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how changes in residency status can impact on a 
household's eligibility to receive RGI assistance. 

Eligibility Criteria 
Once a household has ceased to qualify for RGI assistance, providing the decision has 
not been overturned through a Review, the household must re-apply to the Region of 
Waterloo Co-ordinated Access System and have their name added to the common 
waiting list. 

Households applying to the common waiting list after ceasing to qualify for RGI 
assistance will be assigned an applied date as at the date their application is deemed to 
be complete, provided all eligibility requirements were met, and they have not been 
disqualified for misrepresentation. 

All households added to the common waiting list without Priority or Urgent status would 
wait chronologically for RGI assistance to come available. 

Households who have lost their RGI assistance that are not over housed could apply to 
receive RGI assistance in the unit they presently occupy. Where a household has 
specified their current site as the only building selection however, the amount of time 
they will wait before receiving RGI assistance will be increased. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 44 
O. Reg. 367/11 Sec 43, Sec 44 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5  
Approval Date: 

 
Revised Date: 

 

Title: INCOME VERIFICATION PROCESS 

Activity Area: RGI 

5.1 Reviewing ongoing eligibility (Revised: Dec 6/11) 

5.2 Verifying a Household’s Income, Assets and Household 
Composition 

5.3 Documentation Requirements 

5.4 Excluded Income (Revised: Nov 14/07) 

5.5 Income Producing Assets 

5.6 Non-income Producing Assets (Imputed income) 

5.7 Transferred Assets 

5.8 Use of Standardized Forms 

5.9 Working Dependents and Students 

5.10 Benefit Unit / Family unit 

5.11 Employment Related Income Exemptions 

5.12 Support Payments 

5.13 Self-Employment Income  

5.14 Households with No Income  

5.15 Immigration Sponsorships (New: Nov. 27/12) 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.1 
Approval Date: 

 
Revised Date: 

Dec 6/11 

Title: REVIEWING ONGOING ELIGIBILITY 

Activity Area: RGI 

Policy Intent: 
To identify the requirement to periodically review a household’s ongoing eligibility for 
RGI assistance. 

Eligibility Criteria 
Once a household has started to receive RGI assistance, the ongoing eligibility of the 
household must continue to be monitored. (See Section 3.1 – Eligibility 
Requirements) 

In order to ensure a household continues to meet the eligibility criteria for RGI 
assistance, a review of the household’s eligibility, income, assets and household 
composition must be conducted at least once annually. The review should 
correspond with the anniversary date of when the household began receiving RGI 
assistance. 

Where a household’s continued eligibility may be in question (they own residential 
property or have an arrears repayment schedule), housing providers may opt or need to 
review eligibility more frequently or as deemed necessary. 

Where a review of a household’s ongoing eligibility is done and it is determined that the 
household is no longer eligible to continue receiving RGI assistance, the provider must 
give a ninety (90) day notice that the household ceases to be eligible to continue 
receiving RGI assistance. 

***All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 – Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 52 
O. Reg. 367/11 Sec 59, Sec 60 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.2 
Approval Date: 

 
Revised Date: 

 

Title: VERIFYING A HOUSEHOLD’S INCOME, ASSETS AND HOUSEHOLD 
COMPOSITION 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the requirement to annually verify a household’s 
income, assets and household composition to determine ongoing eligibility for RGI 
assistance. 

Eligibility Criteria 
Before a household’s RGI assistance can be calculated, all household income and 
assets must be verified as well as the household composition, and should be 
accompanied by a signed declaration and consent. 
Verification of this information is essential to the proper completion of an RGI 
rent/housing charge calculation. Incorrect calculations can lead to a household receiving 
more or less RGI assistance than they qualify to receive. This could result in a 
reimbursement to the household from the housing provider or by the household to the 
housing provider. (See Section 6.9 - Retroactive calculations / Re-imbursement of 
RGI overpayment)  
This also allows the provider to confirm that the household continues to require RGI 
assistance and continues to meet the occupancy standards for the unit in which the 
household resides. 
Households receiving RGI assistance must report all changes in income, assets or 
household composition within thirty (30) calendar days of the change. (See Section 
3.11 – Time Period for Reporting Changes) 
*** All decisions made in accordance with this Section of the guide are subject to a 
Review when requested. (See Section 9 - Community Housing Review System) 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 52 
O. Reg. 367/11 Sec 59, Sec 60 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.3 
Approval Date: 

 
Revised Date: 

 
Title: DOCUMENTATION REQUIREMENTS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the documentation required by a household 
receiving RGI assistance to verify all sources of income and assets. 

Eligibility Criteria 
In order to verify a household’s income, assets and household composition, the 
household must provide documentation verifying this information. 
Prior to signing any lease or occupancy agreement, the housing provider must ensure 
that the household has declared all required information in writing for all members of the 
household who will be or are currently residing in the unit. 
This written verification of information should be provided in conjunction with a signed 
declaration from the household - declaring that the information is a true and accurate 
reflection of the household’s assets, income and household composition. In addition, a 
signed consent permitting the housing provider to verify the validity of the information 
provided by the household should also be required. A declaration and consent should 
be provided each time there is a change in the household’s income, assets or 
household composition. 
In order to verify a household’s composition, households with social assistance income 
will need to provide a copy of their drug or dental card which confirms the members in 
the household for whom this income source is received.  
For households with non-social assistance income, a signed declaration, proof of legal 
residency for all household members or court orders confirming custody are all options 
for verifying members of a household.  
Housing providers have the discretion to determine whether the documentation 
provided by a household is adequate and to request additional sources of 
documentation not directly specified in the following list and/or to request Income Tax 
documents such as a Notice of Assessment or Certified copy of the previous year’s 
return. 
Note: All members of the household should be listed on the lease or occupancy 
agreement and only those occupants listed should be permitted to reside in the unit. 
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Income Source Documentation Requirements 

Regular Employment Income • Completed employment verification 
form from employer indicating: 
- company name, address, phone 

# 
- employee’s name 
- pay period/frequency 
- gross pay amount 
- date employment commenced 

OR 
• Consecutive Pay Stubs for a 

minimum of a two month period 
indicating: 
- company’s name 
- employee’s name 
- pay period/frequency 
- gross pay amount 
- Year-to-date totals 

Strike Pay • Copy of cheque stub or letter from 
the union indicating gross amount 
and frequency of payment(s) 

Employment Insurance Benefits • Most recent EI cheque stubs 
indicating gross amount and 
frequency of payment(s) 

OR 
• Bank book or statement showing 

direct deposits and statement 
showing gross weekly amount and 
frequency of payment(s) 
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Income Source Documentation Requirements 
Irregular Employment Income • As regular employment income 

OR 
• Certified copy of income tax return 
OR 
• Average monthly gross of previous 

12 months earnings (Note: where 
income is averaged, no rent 
forgiveness will be permitted.) 

Tips/Gratuities/Commissions • Copy of pay stubs or T4 showing 
amount received 

OR 
• Certified copy of most recent tax 

return to verify amounts received 
from these sources 

OR 
• Statutory declaration (for amounts 

exceeding 10% of income) 
Note: Where above documentation not 
provided, a minimum of 10% of the gross 
income for the position where income 
received, will be included in RGI 
calculation. 

Student Income • OSAP assessment form 
AND/OR 
• Letter or information slip verifying 

amount and duration of any grant, 
scholarship or bursary 

OR 
• Certified copy of most recent tax 

return 
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Income Source Documentation Requirements 
Social Assistance Income  • Notice of Assistance Stub AND 

Drug Benefits Eligibility Card 
Annuity Income/Registered Retirement 
Income Fund Payments 

• Cheque stub(s) indicating gross 
amount and frequency of 
payment(s) 

OR 
• Letter from issuer confirming gross 

amount and frequency of 
payment(s) 

Workplace Safety & Insurance Board 
Income 

• Most recent cheque stub(s) 
indicating gross amount and 
frequency of payment(s) 

OR 
• Certified copy of most recent tax 

return 
OR 
• Statement stating gross amount 

and frequency of payment(s) 

Disability Payments  
• Most recent cheque stub(s) 

indicating gross amount and 
frequency of payments 

OR 
• Certified copy of most recent tax 

return 
OR 
• Bank book/statement showing 

direct deposits and annual 
disability statement 

OR 
• Letter/statement from insuring 

agency stating gross amount and 
frequency of payments 
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Income Source Documentation Requirements 
Pension Income • Most recent cheque stub(s) 

indicating gross amount and 
frequency of payment(s) 

OR 
• Bank book/statement showing 

direct deposit and annual pension 
statement 

OR 
• Pension fund statement showing 

gross monthly pension amount and 
frequency of payment(s) 

OR 
•  Certified copy of most recent tax 

return 

Self-Employment Income 
Note: Where a household member 
declares self-employment income, the 
following deductions are not permitted: 

1. Capital cost allowances for 
depreciation of equipment 

2. Rent paid by the member for the unit 
occupied by the member, where the 
member’s business is operated from 
the home 

3. Child care expenses 

• Audited financial statements 
OR 
• Certified copy of most recent tax 

return 

If self-employed less than one year: 
• Signed statutory declaration of 

anticipated income for next 12 
months or forecast from professional 
accountant 

• Subsequent verification by a certified 
copy of income tax return or audited 
financial statements 
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Income Source Documentation Requirements 

Support Payments Received • Copy of the support agreement or 
court order 

OR 
• FRO statement 
OR 
• Sworn affidavit of amounts received 

Support Payments Paid • Court order or agreement requiring 
support payments be made and 
copies of cancelled cheques 

• Documentation of garnished wages, 
etc. (if applicable) 

Training Allowances • Statement or cheque stub from 
granting organization indicating: 
- total gross amount and frequency 
- amounts for transportation, child 
- care, tuition, etc./ 
- duration of program/course 
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Income Producing Asset Type Documentation Requirements 
Term Deposits/Bonds/Debentures • Supporting documents indicating: 

- principal amount, interest rate, 
interest earned 

- name & address of financial 
institution 

- date of issue and term 
- identifying serial number 

OR 
• Letter from financial institution 

indicating the above 
Stocks/Shares/Mutual Funds • Cheque stubs, copies of cheques or 

T5's indicating: 
- amount of dividends received 
- company name 
- series or type of stock 
- number of stock shares 

OR 
• Annual statement 

Bank Accounts • Passbook / monthly statement 
indicating: 
- account number 
- name & address of institution 
- total interest earned in past year 

or 
- average monthly interest over 

past 12 months 
OR 
• T5 slip(s) issued by financial 

institution 
OR 
• Letter from appropriate financial 

institution indicating interest amount 
earned in past 12 months 
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Non Income Producing Type of Asset Documentation Requirements 
Cash or Non-Interest Bearing Chequing 
Accounts 

• Confirmation of annual average or 
most recent typical minimum monthly 
balance of account and the amount of 
cash 

Registered Retirement Savings Plans 
(RRSP) 

• RRSP statement indicating current 
balance and if locked-in 

Equity in Business or Investment • Confirmation of current equity 
Cab Plates (Taxi Licenses) when shared 
with other drivers 

• Confirmation of the percentage the 
plates/licenses are being used by 
other drivers 

Life insurance with a cash surrender 
value 

• Confirmation of the current cash 
surrender value plus accumulated 
dividends of the policy 

Residential Property • Confirmation of appraised value of 
property & mortgage outstanding 

Non-Residential Property • Confirmation of appraised value of 
property & mortgage outstanding 

Life Interest in Real Estate • Confirmation of value of life interest 

Solely-Owned Real Estate • Appraisal conducted by a qualified 
real estate appraiser 

Co-Owned Real Estate • Documentation indicating the names, 
addresses and portions of each of the 
owners. 
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Non Income Producing Type of Asset Documentation Requirements 
Non-Income producing 
Stocks/Shares/Mutual Funds 

• Confirmation of the current value of 
the asset 

Financial Holdings • Copy of bank book or other 
documentation detailing the non-
income producing holding 

OR 
• Letter from financial institution or 

profession in a field relating to the 
holding, indicating the current value 
and name and address of the 
financial institution (if applicable) 

OR 
• For life insurance policies - a letter 

from insurance company giving the 
policy number and current cash 
surrender value 

Transferred Assets • Confirmation of transfer date and 
appraised value of asset 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.4 
Approval Date: 

 
Revised Date: 

 
Title: EXCLUDED INCOME 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the sources of income that are to be excluded for 
the purpose of calculating a household’s RGI rent/housing charge. 

Excluded Income and Assets 
Once a household has verified all sources of household income by providing the 
required sources of documentation, the next step is to determine what should be 
included and what should be excluded. The following list outlines the excluded sources 
of income and assets as prescribed in the provincial regulations: 

• Ontario Disability Support Payments for children with severe disabilities 
• Payments from children's aid society on behalf of a child in care under Child and 

Family Services Act 
• Any income earned or received by a child in care under the Child and Family 

Services Act who is living with the household 
• Payments under clause (f) of Child and Family Services Act 
• Payment under subsection 2(2) of Developmental Services Act 
• Payment under Ministry of Community and Social Services Act 
• Payment, refund or credit received under Income Tax Act (Ontario) or Income 

Tax Act (Canada) 
• Death benefit under Canada Pension Plan 
• Payment from Department of Indian Affairs and Northern Development (Canada) 

or a band for board & lodging of student attending secondary school off the 
reserve 

• Payment received under Indian Act (Canada) other than funds for post-
secondary education 

• Incentive bonus payment by a band to a household member's child who is 
attending school 

• Payment under Order in Council P.C. 1977-2496 under section 40 of the Indian 
Act (Canada) 

• Payment under the Extraordinary Assistance Plan (Canada) 
• Grants received under the Employment Insurance Act (Canada) by Ontario 

Works recipient for approved training course 
• Canada Education Savings Grant paid into an RESP for a household member's 

child 
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• Payment from HRDC's "Opportunities Fund for Persons with Disabilities" if 
payment for costs of participation in employment related activities 

• A payment made by the Government of Canada under the Canada Disability 
Savings Act that is paid into a Registered Disability Savings Plan 
established for the benefit of a member of the family unit. 

• A gift or voluntary payment received for the purpose of making a 
contribution to a Registered Disability Savings Plan, if the gift or payment 
is contributed as soon as practicable into a Registered Disability Savings 
Plan established for the benefit of a member of the family unit.  

• Interest, dividends or any other income accrued in a Registered Disability 
Savings Plan established for the benefit of a member of the family unit. 

• Payments from a Registered Disability Savings Plan established for the 
benefit of a member of the family unit. 

• Capital Gain 
• Proceeds from the sale, liquidation or disposition of real or personal property 
• Interest accrued or received from prepaid funeral plan 
• Interest, dividends or any other income received from or accrued in a Registered 

Retirement Savings Plan (RRSP) or Registered Education Savings Plan (RESP) 
• Inheritance 
• Lottery winnings 
• Donation from religious, charitable or benevolent organization 
• Casual gift or casual payment of small value 
• Loan 
• Income received by a student in full-time attendance at a recognized 

educational institution who meets the criteria in clauses 49 (4) (a), (b), (c) 
and (d) if the institution is a primary, secondary or post-secondary 
institution and if the student: 

A. is a single student, as defined in Regulation 774 of the Revised 
Regulations of Ontario, 1990 made under the Ministry of Training, 
Colleges and Universities Act, and 

B. had not been out of a secondary institution for more than five 
years as of the start of his or her current study period in the post-
secondary institution. 

• An award or a grant received from the Ministry of Training, Colleges and 
Universities by a student enrolled in a post-secondary institution 

• Bursary under Education Act (subsection 8 (1), paragraph 18 for student in 
regular full-time attendance at a secondary school 

• Student payment from Canada Millennium Scholarship Foundation 
• Allowance for room and board for employment purposes away from primary 

residence 
• Allowance for employment travel expenses 
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• Allowance or payment for child care, transportation, tuition or other expenses 
relating to enrollment in job training or employment related programs 

• Veteran Affairs Canada benefit under Veterans Independence Program 
• Lump sum or periodic war reparation payment 
• Damages or compensation for pain and suffering for injury or death to household 

member or for reasonably incurred expenses relating to the injury or death 
• Lump sum insurance payment 
• Lump sum severance payment for dismissal from employment 
• Court ordered lump sum payment 
• Statutory Tribunal ordered lump sum payment 
• Payments received through The Helpline Reconciliation Model Agreement, Multi-

Provincial/Territorial Assistance Program Agreement or Grandview Agreement to 
which the Province of Ontario is a party 

• Payments under the Ontario Hepatitis C Assistance Plan 
• Monthly OAS spouse's allowance payments for ODSP recipients if equal to or 

less than monthly ODSP basic needs amount 
• Monthly CPP disability benefits for ODSP recipients if equal to or less than 

monthly ODSP basic needs amount 
• Monthly ODSP payments for OAS spouse's allowance recipients if ODSP basic 

needs is less than OAS received for the month 
• Monthly ODSP payments for CPP disability benefits recipients if ODSP basic 

needs is less than CPP received for the month 
• OW payments if the non-benefit income exceeds the threshold 
• ODSP payments if the non-benefit income exceeds the threshold 
• Payments under subsection 147 (14) of the Worker's Compensation Act- 

December 31, 1997 
• Lump sum payment under 1986-1990 Hepatitis C Settlement Agreement 
• Compensation payment from Government of Alberta as compensation for 

sterilization 
• Payment under Walkerton Compensation Plan 
• Payment under the Dr. Albert Rose Bursary Program 
• An extended care and maintenance allowance for a former Crown Ward received 

from a children’s aid society under the Child and Family Services Act 
• Special Allowance from Veterans Affairs Canada under the Veterans Affairs 

Disability Pension Program 
• A payment from a claim against the Government of Canada, a church or religious 

organization relating to an aboriginal residential school 
• A payment received under the Universal Child Care Benefit Act (Canada) 
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• Payments from a trust or life insurance policy, gifts or other voluntary payments 
used for expenses or services, education or training needed for a household 
member with a disability that would not be otherwise reimbursed 

• A child benefit under the Canada Pension Plan (Canada) paid to, on behalf of or 
for the benefit of a dependent of a disabled or deceased contributor 

• A payment received as a special allowance under the Resettlement Assistance 
Program established under the Immigration and Refugee Protection Act 
(Canada) 

• A payment received from the service manager or an entity approved by the 
service manager in conjunction with an initiative under which the service 
manager or entity commits to contribute funds towards the recipient’s 
savings goals. 

• A payment received under the Community Homelessness Prevention 
Initiative of the Ministry of Municipal Affairs and Housing. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec. 50(3) 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.5 
Approval Date: Revised Date: 

Title: INCOME PRODUCING ASSETS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how income producing assets should be included in 
the calculation of a household’s RGI rent/housing charge. 

Income Producing Assets 
Income producing assets are deemed to be any investment that generates interest, 
dividend or other income. Any income generated from these assets is to be included in 
the total household income for the purpose of calculating the households RGI rent or 
housing charge. 

Example: 
A household receives an insurance settlement of $35,000 which it invests in a 
Guaranteed Investment Certificate. The investment generates interest annually in the 
amount of $600. Therefore, the amount of $50 is added to the household=s monthly 
income for the purpose of calculating the households RGI rent/housing charge. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec. 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.6 
Approval Date: 

 
Revised Date: 

 

Title: NON-INCOMING PRODUCING ASSETS (Imputed income) 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how non-income producing assets should be 
included in the calculation of a household’s RGI rent/housing charge. 

Non-Income Producing Assets 
Non-income producing assets are deemed to be all assets, investments or holdings 
which generally increase in value as opposed to generating any type of income. 
For non-income producing assets and assets where the annual income is difficult to 
determine, an imputed income for these assets is calculated and included in the total 
household income for the purpose of calculating the households RGI rent or housing 
charge. 
The imputed rate is based on the most recent issue of Canada Savings Bonds, rounded 
down to the nearest percentage point.  
Imputed rates will be conveyed to housing providers on an annual basis, by the Region 
of Waterloo. 

Example: 
A household owns non-residential real estate with equity of $100,000, with the current 
imputed rate of return at 1%. $100,000 X .01 = $1,000.  
$1000/12 months = $83. Therefore the amount of $83 is added to the household=s 
monthly income for the purpose of calculating the household=s RGI rent/housing 
charge. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec. 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.7 
Approval Date: 

 
Revised Date: 

 

Title: TRANSFERRED ASSETS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how transferred assets should be included in the 
calculation of a household’s RGI rent/housing charge. 

Eligibility Criteria 
Households, who have transferred assets within the 36 months prior to applying for RGI 
assistance, will have the value of all transferred assets included as part of the RGI 
rent/housing charge calculation. 
An imputed rate based on the value of the asset (less $2,000 for each year that has 
passed since the transfer of the asset) will be included in RGI rent/housing charge 
calculation. 

Example: 
In 1998, John Doe applied to ROWCAS and transferred an asset valued at $80,000 to 
his daughter. In 2000, John Doe was housed in an RGI unit. The imputed income of the 
transferred asset was calculated as ($80,000 - (2,000 X 2)) = $ 76,000 X .01 = $760 
divided by 12 months = $63 to be included in his monthly income for the purpose of 
calculating his RGI rent/housing charge. This calculation is used annually until the value 
of the asset is diminished to <$0'. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.8 
Approval Date: 

 
Revised Date: 

 

Title: USE OF STANDARDIZED FORMS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the standardized forms that are available for use by 
housing providers in conducting a household review and/or calculating a household’s 
RGI rent/housing charge. 

In consultation with local housing providers, the Region of Waterloo has developed the 
following standardized forms available for use by all housing providers for the purpose 
of verifying a household’s income, assets and household composition. 
Form IT001 Household Income and Assets Review Form 
Form IT002 Definitions of Income and Assets 
Form IT003 RGI Assistance Worksheet 
Form IT004 Documentation Requirements 
Form IT005 Declaration of No Household Income 
Form IT006 Declaration of Tips and Gratuities 
Form IT006 Statutory Declaration 

All RGI related forms are available either on the Region’s website at: 
www.regionofwaterloo.ca or upon request from your housing coordinator. 

Please note this page requires updating – not all the forms listed on this page are 
currently available. If you require a form, please contact your housing coordinator 
for assistance. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.9 
Approval Date: 

 
Revised Date: 

 

Title: WORKING DEPENDENTS AND STUDENTS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify what constitutes a working dependent or student 
and how that household member’s income is to be included/ excluded from the 
calculation of a household’s RGI rent/housing charge. 

Working Dependents 
For the purposes of calculating the income of household members defined in clause 49 
(4) of the Ontario Regulation 298/01, a working dependent of the household is an 
individual with income who is: 

• a child of any member of the family unit; and 
• lives with and has always lived with the member mentioned above; and 
• does not have and has never had a spouse or same-sex partner; and 
• is not the parent of an individual living with the household containing the family 

unit. 
Students 
Ontario Regulation 298/01 of the Housing Services Act, 2011, identifies that the income 
of anyone deemed be a student in regular full time attendance at a recognized 
educational institution, is to be excluded from the household’s RGI rent/housing charge 
calculation if: 

• the student attends a primary or secondary institution 
• the student has not been out of a secondary school for more than 5 years since 

starting current studies and has attended a secondary or post secondary school 
for at least 12 months on 2 or more occasions 

• the student is considered a “single student”  

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec. 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.10 
Approval Date: Revised Date: 

Title: BENEFIT UNIT/FAMILY UNIT 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify what constitutes a benefit or family unit for the 
purpose of calculating a household’s RGI rent/housing charge. 

Benefit Unit(s) 
The term Benefit unit is used to describe a household or part of a household receiving 
a single Ontario Works (OW) or Ontario Disability Support Program (ODSP) payment. 
Example: 
A household consisting of a father, mother and their two children receiving a single 
Ontario Works payment, is considered a single benefit unit. 
A household consisting of a mother receiving a single OW payment, living with her 
daughter and the daughter=s child who also receive a single OW payment, is 
considered to consist of two (2) benefit units. 
Family Unit 
The term Family unit is used to describe a household or part of a household 
whose members are related. The family unit may or may not include a benefit unit 
within it. 
Example: 
Two unrelated single mothers, each with a single child of their own, share a unit. The 
household is considered to consist of two (2) family units. 

See Also: O.Reg.298/01 Sec 48, Sec 49 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.11 
Approval Date: 

 
Revised Date: 

 

Title: EMPLOYMENT RELATED INCOME EXEMPTIONS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the exemptions available to reduce a household’s 
gross monthly income for the purpose of calculating the household’s RGI rent/housing 
charge. 

Eligibility Criteria 
The following sources of income are considered sources of employment related income: 

• Regular and irregular employment income 
• Tips, gratuities, commissions and bonuses on employment related income 
• WSIB payments intended to replace employment income (i.e. short term 

payments, not pension) 
• Employment insurance benefits intended to replace employment income 

Where a household has employment related income, the following exemptions are to be 
applied: 

• $75 for a family unit with no children and only one person with employment 
related income 

• $150 for a family unit with at least one child and at least one individual with 
employment related income OR a family unit with at least two individuals with 
employment income 

Note: There is no MAXIMUM employment deduction per household. The exemptions 
are based on the family units.  

See Section 6.2, example 2 on applying the employment related income 
exemption. 

See Also: O. Reg. 298/01 Sec. 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.12 
Approval Date: 

 
Revised Date: 

 

Title: SUPPORT PAYMENTS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how support payments made and received are to 
be considered in the calculation of a household’s RGI rent/housing charge. 

Support Payments Made 
Support payments made by a household to comply with an order under the Divorce Act, 
Family Law Act or Enforcement of Support Orders Act is deducted from the household's 
gross income before calculating their RGI rent/housing charge. The amount of support 
being paid must be verified by documentation as outlined in Policy 5.3 - 
Documentation Requirements. 

Support Payments Received 
The amount of support payments received by a household is included in the calculation 
to determine the RGI rent/housing charge for that household. 

See Also: O. Reg. 298/01 Sec 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.13 
Approval Date: 

 
Revised Date: 

 

Title: SELF-EMPLOYMENT INCOME 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the requirements for verifying the RGI rent for 
households with self-employment income. 

For households self-employed for less than 24 months: 
For RGI households with self-employment income from a business that has been in 
operation for less than 24 months, the self-employment income/earnings should be 
verified quarterly (every 3 months). The household needs to provide adequate 
documentation at the end of each quarter to verify all income and benefits received 
relating to the business activities. 
The RGI rent will also be calculated quarterly based on the average earnings for the 
previous 3 (three) months. 

For households self-employed for 24 months or longer: 
For RGI households with self-employment income from a business that has been in 
operation for more than 12 months, or after the first year has passed, the household is 
required to complete and submit a certified income tax return, including a statement of 
business activity and the notice of assessment OR audited financial statements for 
incorporated business. 
Where the Canada Revenue Agency (Revenue Canada), has allowed for any of the 
following deductions, they must be added back to the net income: 

• Depreciation of Capital assets 
• Rent for the RGI unit 
• Child Care Expenses 

Households with self-employment income can not have mid-year decreases in RGI rent 
after the second year unless there is a significant change in the amount of income OR 
the source of the income changes. 
Households with self-employment income are entitled to the Earned Income 
Exemptions – see Policy 5.11 – Employment Related Income Exemptions. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec. 50 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.14 
Approval Date: 

 
Revised Date: 

 

Title: HOUSEHOLDS WITH NO INCOME 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how to address RGI households reporting no 
income for a limited period of time. 

Operational Requirements: 
Where an RGI household reports a change in income that has resulted in the household 
having no included sources of income for a limited period of time, the household’s rent 
can be set to minimum - $85 (See Policy 6.6 – Minimum/Maximum Rents & Housing 
Charges).  
The household must verify the circumstances resulting in the change in their income 
AND meet the requirement to pursue income as outlined in Policy 3.4 – Pursuit of 
Income. 
Documentation must be provided to verify all sources of income reported prior to the 
household declaring no income are no longer being received. 
Households with no income who fail to verify a change in income will continue to be 
charged their normal RGI rent until such time as a change in income can be verified 
with the appropriate documentation. 
Households with no income who fail to meet the obligation to pursue income, will cease 
to qualify for RGI assistance and be issued a 90 (ninety) day notice of increase to the 
market rate. 

See Also: Eligibility Requirements for RGI units (Sections 3.1 to 3.13), HSA Sec 50 
O. Reg. 298/01 Sec 47 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 5 Policy 5.15 
Approval Date: 

 
Revised Date: 

 

Title: IMMIGRATION SPONSORSHIPS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to provide information on the impact of an immigration 
sponsorship on the rent-geared-income verification and rent calculation processes. 

Immigration Sponsorships 
Anyone who is a Canadian citizen or a permanent resident of Canada that is 18 years of 
age or older and meets the income requirements, can sponsor a spouse, common-law 
or conjugal partner, dependent child (including adopted child) or other eligible relative 
(such as a parent or grandparent) to become a permanent resident. 

Both the sponsor and sponsored relative(s) must sign a sponsorship agreement 
committing the sponsor to provide financial support, if necessary, for a period of three to 
ten years depending on their relationship to the sponsor. A copy of the agreement or 
copies of the paper form of the Permanent Resident document for all sponsored family 
members should be obtained and retained in the applicant or tenant file. 

For more information on immigration sponsorships, please refer to the following link for 
Citizenship and Immigration Canada:  

http://www.cic.gc.ca/english/immigrate/sponsor/index.asp 

RGI Determinations  
In order for a household to be eligible for RGI assistance, they must have a source of 
income.  

In order to determine how to conduct an RGI review or RGI rent calculation where there 
is a sponsorship involved, you must first determine whether the household for whom 
you are making an RGI determination includes both the sponsor and sponsored family 
member(s), or just the sponsored family member(s). 

1.  Household with both sponsor and sponsored family members – If the sponsored 
family members(s) are entirely financially dependent on the sponsor (have no 
other form of income), the sponsors gross income is only considered once in the 
RGI rent calculation process.  

2. If the sponsor and sponsored family members do not live together and the 
sponsored family member(s) are entirely financially dependent on the sponsor 
(have no other form of income), the sponsored family member(s) income would 
be the actual amount of financial assistance provided by the sponsor, as long as 
it meets or exceeds the Ontario Works basic entitlement for the sponsored family 
size. 
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Deemed Income  
Where the sponsor and sponsored family member(s) do not live in the same household 
and the amount of sponsor assistance can not be determined or falls below the OW 
basic entitlements for the number of sponsored household members, the income would 
be deemed. 

To establish the amount of deemed income, the OW basic needs and shelter 
entitlements must be determined. Use Table 1 to determine the basic needs amount 
based on the number of dependents. Table 2 will determine the maximum shelter 
entitlement based on the size of the benefit unit. 

TABLE 1 
No. of Dependents Other 

than a Spouse 
Dependents 18 
Years or Older 

Dependents 
0-17 Years Recipient Recipient and 

Spouse 
0 0 0 $250 $458 

1 
0 1 344 458 
1 0 575 602 

2 
0 2 344 458 
1 1 575 602 
2 0 719 762 

3 

0 3 344 458 
1 2 575 602 
2 1 719 762 
3 0 880 923 

For each additional dependent: add $159 if the dependent is 18 years of age or older, or 
$0 if the dependent is 0-17 years of age. 

TABLE 2 

Benefit Unit Size Maximum Monthly Shelter 
Allowance 

1 $376 
2 596 
3 648 
4 702 
5 758 

6 or more 785 

Note: The table data is per Ontario Regulation 134/98 of the Ontario Works Act. 
(Current from October 1, 2013) 

Deemed Income = Table 1 amount + Table 2 amount 
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Calculating the RGI Rent 
Once you have determined the actual contribution or deemed income, this is the 
amount to be used in the RGI calculation as the household’s gross monthly income. 
In order to determine the household’s RGI rent before adjustments, you would multiply 
the deemed income by 30%. 

Deemed Income Example: 

• Household = senior couple with no dependents 
• Table 1 amount = $453 
• Table 2 amount = $590. 
• Total monthly deemed income = $1,043.00 per month. 

Calculation = $1,043 X 30% = $313 
Therefore, this household`s RGI rent would be $313 before 
adjustments for additional charges or allowances. 

Where the sponsor’s contribution is known, the regular RGI rent calculation processes 
would apply. 

Note: Where a household is not actually in receipt of Ontario Works, the rent scales 
provided in Ontario Regulation 298/01 are not to be used. In addition, as this is not 
employment related income, no employment related exemptions are to be applied. 

Sponsorship Break Down 
Sometimes sponsorship agreements break down. A change in the relationship or a 
sponsor’s financial situation could impact the sponsor’s willingness or ability to continue 
to provide financial assistance. It is not always necessary for Citizenship and 
Immigration Canada to declare a sponsorship to have broken down before the 
sponsored family member(s) could begin receiving Ontario Works or other forms of 
financial assistance.  

In the event of a sponsorship break down, and in the absence of any financial 
assistance from the sponsor, the rent calculation would be determined by the type of 
financial assistance or income the household is actually receiving. The normal RGI 
policies and processes would be applied in this situation. 

Sponsorship Expires or Sponsored Family Member(s) become Financially 
Independent 

Eventually all sponsorship agreements will reach their expiry date. When that happens, 
the household may be required to seek other forms of financial assistance (pursuit of 
income requirements would apply). The sponsored family member(s) may even achieve 
financial independence before the agreement expires. In either case, the regular RGI 
calculation policies and practices would apply. 

See Also: HSA Sec 50; O. Reg. 298/01 Sec 50(2), 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6  
Approval Date: 

 
Revised Date: 

 

Title: RENT CALCULATION PROCESS 

Activity Area: RGI 

6.1 Rent Calculation Factors 

6.2 Rent Calculation Methods 

6.3 Rounding 

6.4 Utility Allowances or Charges 

6.5 Earned Income Exemptions (To be added) 

6.6 Minimum/Maximum Rents & Housing Charges 

6.7 Averaging Income 

6.8 Pro-rated Rent/Housing Charge for a partial month 

6.9 Retroactive calculations / re-imbursement of RGI 
overpayment (Revised Nov. 14/07) 

6.10 Rent/Housing Charge increase of $10 or less 

6.11 Notice Requirements for Changes in Rent/Housing Charge 
(Revised Nov. 14/07) 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.1 
Approval Date: 

 
Revised Date: 

 

Title: RENT CALCULATION FACTORS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the rent calculation factors to be used to determine 
a household’s gross monthly income. 

Rent Calculation Factors 
The following table will assist you in converting a household’s employment related 
income into a monthly amount to be used in the calculation of a household’s monthly 
RGI rent/ housing charge. 

INCOME FREQUENCY FACTOR 
Annual Divide by 12 
Weekly Multiply by 4.333 
Bi-weekly Divide by 2 and multiply by 4.333 
Daily Multiply by 21.66 

Example: 
Annual Salary of $18,000 divided by 12 = $1,500 per month 
Weekly salary of $300 multiplied by 4.333 = $1,299.90 per month 
Bi-weekly salary of $300 divided by 2 = $150 multiplied by 4.333 = $649.95 per month 
Daily salary of $35 multiplied by 21.66 = $758.10 per month 
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HOUSING DIVISION 
Housing Programs – Policies & Procedures 

Section 6 Policy 6.2 
Approval Date: 

 
Revised Date: 

 
Title: RENT CALCULATION METHODS 
Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the rent calculation methods for determining a 
household’s RGI rent/housing charge. 

Calculation Methods 
There are two methods used in the calculation of rent-geared-to-income rent/housing 
charge: 
1. Social Assistance Rent Scales 
Social Assistance rent scales ONLY apply to individuals with income from Ontario 
Works (OW) or the Ontario Disability Support Program (ODSP). If the individual has OW 
or ODSP as the only source of income, or has gross non benefit income that is less 
than the Gross Non-Benefit Threshold, the income scales included in the Appendices – 
Section 10.1 are to be used to determine the household’s rent/housing charge. 
The rent/housing charge is based on the number of beneficiaries in receipt of social 
assistance rather than the amount of assistance received. 
Each member of the household who receives a social assistance cheque is to have 
their RGI rent/housing charge calculated separately. 

Example 1: 
Tom Thumb, a single person living alone, receives a monthly ODSP payment of $930 
and has no non-benefit income. Based on the social assistance rent scale for ODSP 
income, Tom would be required to pay a monthly RGI rent/housing charge of $109 per 
month, plus any applicable utility or extra charges OR less any applicable utility 
allowances. 
2. 30% RGI Ratio 
The 30% RGI ratio is used to calculate the RGI rent/housing charge where the income 
of the family unit is from sources other than social assistance, or where a social 
assistance recipient has non-benefit income that exceeds the allowable threshold for 
the size of their benefit unit. 
The calculation is based on 30% of the household’s total gross monthly income. Where 
the income is employment related, the appropriate employment related income 
exemption is applied prior to applying the 30% ratio. To calculate the rent where the 
household has a dependent with income, who does not meet the definition of a student: 

• The income of the secondary member is included in the gross monthly income of 
the household. 

• The appropriate employment related income exemption is applied and then the 
30% RGI ratio. 

• Where the secondary member has gross monthly income in excess of $75, 
subtract 15% of the first $1,000 from the amount determined in the second bullet 
above. 
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Example 2: 
Joy Luck lives with son Jason who has always lived at home, has never been married 
and has no children and is not a student. Both household members are employed and 
earn gross weekly wages of $225 and $140 respectively. 
The RGI rent/housing charge is calculated as follows: 

• $225 + $140 = $365 per week, multiplied by 4.333 = $1,581.55 per month. 
• 1,581.55 less the employment related income exemption of $150 = $1,431.55 
• $1,431.55 multiplied by 30% = $429.46 
• Jason’s monthly income = $606.62 which is greater than $75.00, so 15% = $91 
• Therefore the household’s RGI rent/housing charge = $429.46 minus $90.99 = 

$338.47 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.3 
Approval Date: 

 
Revised Date: 

 

Title: ROUNDING 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how rounding should be used in the calculation of a 
household’s RGI rent/housing charge. 

When performing RGI rent/housing charge calculations, housing providers should 
calculate to two decimal points and round up for calculations resulting in .50 or higher 
and down for calculations resulting in .49 or lower. 

Rounding should occur when the final mathematical operation has been completed. 

Example: 
Using example 2 in Section 6.2, the rent should be rounded down to the nearest dollar, 
therefore the rounded monthly RGI rent/housing charge to be paid by the household 
would be $338. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.4 
Approval Date: 

 
Revised Date: 

 

Title: UTILITY ALLOWANCES AND CHANGES 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how utility allowances and charges should be 
applied in the calculation of a household’s RGI rent/housing charge. 

Utility Allowances and Charges 
Adjustments are made where necessary for utility charges and allowances. Geared-to-
income rent is intended to include the cost of utilities defined as part of "fully-serviced 
accommodation", specifically heat, water, hot water, refrigerator and stove. If any of 
these are not provided, an allowance amount must be subtracted from the rent. If 
certain additional services are provided (e.g. electricity other than that used for heat or 
hot water), a charge is added to the rent. 

See Appendices - Section 10.2 – Standard Extra Charges and Section 10.3 – 
Heating Allowances. 

Example: 
Using example 2 in Section 6.2, the household lives in a 2 bedroom apartment and pays 
their own heat. Therefore, based on the Utility Allowance for a 2 bedroom apartment, 
the household’s monthly RGI rent/housing charge of $338 would be reduced by $47 for 
an adjusted monthly RGI rent/housing charge of $291. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.5 
Approval Date: 

 
Revised Date: 

 

Title: EARNED INCOME EXEMPTIONS 

Activity Area: RGI 

To be added in the future 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.6 
Approval Date: 

 
Revised Date: 

 

Title: MINIMUM/MAXIMUM RENTS & HOUSING CHARGES 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how to establish the maximum and minimum 
rents/housing charges to be applied when determining a household’s RGI rent/housing 
charge. 

Minimum/Maximum Rents 
• Minimum rent/housing charge = $85 
• Maximum rent/housing charge = Market rent/housing charge for the size unit 

occupied 
• Minimum or maximum rents/housing charges apply to the entire household, not 

individual family members or benefit units 
• Utility allowances or charges can not raise the RGI rent/housing charge above 

the maximum or below the minimum 
• Additional charges i.e. co-op sector support, laundry, parking, are added to the 

minimum/maximum rent/housing charge 

Example: 
Tom Thumb from example 1 in Section 6.2, pays his own heat on a one bedroom 
apartment and is entitled to a utility allowance of $45 per month. If we subtract the utility 
allowance from his monthly RGI rent/housing charge of $109.00, we would get an 
adjusted amount of $64. As the minimum rent/housing charge to be paid is $85, Tom’s 
rent/housing charge would be set at the minimum. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.7 
Approval Date: 

 
Revised Date: 

 

Title: AVERAGING INCOME 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how income should be averaged for the purpose of 
calculating a household’s RGI rent/housing charge. 

Averaging Income 
Where a household’s income may fluctuate on a monthly basis, the household’s RGI 
rent/housing charge should be calculated more frequently than once every twelve (12) 
months. 

Where a household’s income is to be averaged to determine the household’s average 
monthly income for calculating a household’s RGI rent/housing charge, housing 
providers will have the discretion of determining over what period the income will be 
averaged, and how frequently the reviews and calculations will be completed. 

Example: For the last three months, Jane Doe has gross employment earnings of 
$350, $540, and $880 respectively. Her monthly RGI rent/housing charge is calculated 
as follows: 

• $350 + $540 + $880 = $1,770 divided by 3 months = an average monthly income 
of $590 

• $590 - $75 = $515 multiplied by 30% = $154.50 rounded to the next highest 
dollar amount of $155. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.8 
Approval Date: 

 
Revised Date: 

 

Title: PRO-RATED RENT FOR A PARTIAL MONTH 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to how to apply a pro-rated RGI rent/housing charge where a 
household occupies a unit for a partial month. 

Pro-Rated Rent for a Partial Month 
Where a household occupies a unit for a part of a month at the time of move-in, their 
RGI rent/housing charge should be calculated only for that portion of the month during 
which they had occupancy of the unit. Note: The minimum rent/housing charge does 
not apply for where the rent/housing charge has been pro-rated for a partial 
month. 

See Appendices - Section 10.4 – Pro-rated Rent/Housing Charge Table. 

Example: 
Jane Doe from the example in Section 6.7 moved into her unit on the 15th of May. To 
calculate her RGI rent/housing charge for the partial month, the pro-rated factor of 
.54839 is applied to her monthly rent/housing charge of $155. $155 X .54839 = $85. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.9 
Approval Date: 

 
Revised Date: 

 

Title: RETROACTIVE CALCULATIONS RE-IMBURSEMENT OF RGI 
OVERPAYMENT 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify how recalculations are to be completed and re-
imbursements collected of household’s RGI rent/housing charge. 

Retroactive Calculations/Reimbursement of RGI Overpayments 
Where a household has received more RGI assistance than it is entitled to receive, the 
result is an overpayment. An overpayment may occur when a household does not 
provide full or accurate information, or, where an error in an RGI rent/housing charge 
calculation has occurred. Reimbursements to the household are only given if the 
provider makes a calculation error. 

Where it has been determined that an overpayment has been made that is not the 
result of an administrative error, the housing provider should seek a reimbursement 
of the difference between the RGI rent/housing that should have been paid and what 
was paid by the household.  

In order for a housing provider to collect an overpayment, they may increase the 
monthly rent of the household by up to 10% of the amount of the normal monthly RGI 
rent/housing charge. The household must be given written notice of the increased 
rent/housing charge. The increase will take effect on the first day of the second month 
after the notice is given. 

Example: 
A housing provider receives information verifying that a household has actually received 
$500 more income per month for the last six months than what was declared. 30% of 
$500 = $150. Therefore, the household owes the provider $150 X 6 months = $900. 
In order to recover the overpayment of $900, the provider may increase the household’s 
normal RGI rent/housing charge of $450 by 10% per month to recover the outstanding 
amount owing. Therefore, the provider can increase the RGI rent/housing charge by 
$45 per month until the outstanding amount has been paid in full. Note: Where the 
monthly RGI rent/housing charge changes, the monthly re-imbursement will need 
to be adjusted to reflect 10% of the RGI rent/housing charge. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.10 
Approval Date: 

 
Revised Date: 

 

Title: RENT/HOUSING CHARGE INCREASE OF $10 OR LESS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify when rent increase of $10 or less are to be applied. 

Rent increases of $10 or less 
All RGI rent/housing charge increases determined during an annual review of a 
household's income & assets will be implemented.  

All increases of less than $10 determined outside of the annual review will not be 
implemented. 

Example: 
A household reports an interim increase of $25 per month. 30% of $25 = $7.50. As the 
increase would result in an increase of less than $10, it is not applied. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 6 Policy 6.11 
Approval Date: 

 
Revised Date: 

 

Title: NOTICE REQUIREMENTS FOR CHANGES IN RENT OR HOUSING 
CHARGE 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the notice requirements for changing a households 
RGI rent/housing charge. 

Changes Resulting from a Recalculation 

Increases 
Where a household’s RGI rent/housing charge calculation results in an increase, written 
notice is to be given indicating the increase will take effect the first day of the second 
month after the notice is given. 
A notice of increase will not be delayed by a request for a Review unless it is an 
increase resulting from an administrative error that the tenant/member would not 
have previously been aware of. 

Decreases 
Where a household’s RGI rent/housing charge calculation results in a decrease, written 
notice is to be given indicating the decrease will take effect the first day of the month 
after the notice is given. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 7  
Approval Date: 

 
Revised Date: 

 

Title: RECORD KEEPING 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify what information should be contained in the file of 
an RGI household, and the requirements for retention of information once a household 
moves out. 

At a minimum, the file of an RGI household should contain: 
• The household’s original coordinated access application form along with 

documentation verifying the residency status of all household members, and the 
age of all members 16 years of age and older. 

• Initial RGI rent/housing charge calculation form, supported by verification 
documentation for all included sources of income and/or assets. 

• Initial lease for household, executed by all members of the household aged 16 
years of age and older. The lease should indicate the market rent/housing charge 
for the unit occupied, the RGI rent/housing charge, any additional charges and 
identify all members of the household who will reside in the unit. 

• Copies of annual verification of a household’s eligibility, income, assets and 
composition supported by rent/housing charge calculation sheet and verification 
documentation for all included sources of income and/or assets. 

• Written notice of the outcome of all rent/housing charge calculations, with proper 
notification of all increases or decreases. 

• General correspondence to the household. 

It is recommended that housing providers maintain a separate file for each RGI  
Household occupying any given unit. Files containing information on various occupants 
of a unit are discouraged as households retain the right to view their files upon request. 
Files containing information on more than one household may enable confidential 
information on one household to be viewed by another. 

In accordance with the Social Housing Reform Act, all information and/or files collected 
with respect of an RGI household are the property of the Region of Waterloo. Housing 
providers must make this information available to the Region, upon written request, 
during the normal hours of operation. 

Where a household has vacated an RGI unit that it previously occupied, the file for that 
household must be retained for five years after the household has moved out. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 8  
Approval Date: 

 
Revised Date: 

 

Title: LEASE/OCCUPANCY AGREEMENTS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the requirements for establishing a 
lease/occupancy agreement for a new tenancy/membership. 

Where a new household has been offered an RGI unit with a transferred housing 
provider, a new lease or occupancy agreement is to be established and should identify: 

• The market rent/housing charge for the unit, in addition to the RGI rent/housing 
charge to be paid by the household. 

• Any additional charges to be paid by the household on top of their monthly RGI 
rent/housing charge. 

• All household members who will occupy the unit, with a notation that only these 
approved household members may reside in the unit. 

• The time frame within which RGI households must report changes in information. 
• Where a household has experienced a change in composition or the physical unit 

in which it resides, a new lease or occupancy agreement should be signed by the 
household. 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 9  
Approval Date: 

 
Revised Date: 

 

Title: COMMUNITY HOUSING REVIEW SYSTEM – DECISIONS BY 
HOUSING PROVIDERS 

Activity Area: RGI 

Policy Intent: 
The intent of this policy is to identify the process regarding requests for reviews, of 
decisions made by a Housing Provider, to the Region of Waterloo’s Community Housing 
Review System. 

Decisions Subject to a Review: 
A request for a review can be made for any of the following Housing Provider decisions 
related decisions: 
 Eligibility for Rent Geared to Income (RGI) assistance; 
 Eligibility for special needs housing; 
 Size and type of RGI unit; 
 Amount of RGI rent/housing charge payable 

Notice that a decision can be reviewed: 
When a decision is made that is eligible for review, a notice of the decision and 
information on how the household can request a review and the deadline to do so, must 
be provided to the household. 

Notice of Decision: 
When providing a household with a notice of decision, the written notice must include: 

• The date on which the decision was made 
• If a decision is subject to a review - the reason(s) for the decision, confirmation 

the decision can be reviewed, how to request a review and the timeline for doing 
so 

• Where the decision can not be reviewed - that the decision is final 
Note: Written notice must be given within seven days of any decision being made. 
Where a decision is subject to a review, a copy of the Request for Review form will be 
enclosed with the letter. 

Delivering a Notice:
Where notice must be provided to a household, it is to be given to all household 
members who are 16 years of age or older, with the exception of notices relating to 
special priority status, which must be given only to the household member requesting 
the status. Where all members of the household live at the same address, only one 
notice needs to be given. Notices can be delivered by giving it directly to a person, 
leaving it at the household’s last known address or mailing it to the last known address. 
A notice is considered to have been given on the day it is given, left or mailed. A notice 
is considered to have been received on the day it is given, the day after it is left or five 
business days after it is mailed. 
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Requesting a Review: 
Once a decision had been made and written notice provided to the household, the 
household has thirty (30) days after receiving the notice, to submit a request for review 
to the Region of Waterloo’s Community Housing Review System. The Service Manager 
has the discretion to extend this time if extenuating circumstances exist. 

Where a household has made a request for a review, they may only withdraw the 
request provided the review has not been completed. 

See Also: HSA Sec 155-159; O. Reg. 367/11 Sec 138,139; PA Community Housing 
Review System – Terms of Reference 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 10  
Approval Date: 

 
Revised Date: 

 

Title: APPENDICES 

Activity Area: RGI 

10.1 Rent Scales for Social Assistance Recipients 

10.2 Standard Extra Charges 

10.3 Heating Allowances  

10.4  Pro-rated Rent/Housing Charge Table 

10.5  Forms 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 10 Policy 10.1 
Approval Date: Revised Date: 

Title: RENT SCALES FOR SOCIAL ASSISTANCE RECIPIENTS 

Activity Area: RGI 

Benefit Unit 
Size 

(number of 
individuals) 

For OW Recipients 
with no spouse or 

same- sex partner but 
with one or more 
other dependents 

OW –Rent 
attributable 
to benefit 

unit 
(monthly) 

OW – 
Non 

benefit 
income 

limit 
(monthly) 

For OW Recipients with 
no spouse or same-sex 

partner and no other 
dependents, OR 

recipients with a spouse 
or same-sex partner, with 

or without dependents 

OW –Rent 
attributable to 

benefit unit 
(monthly) 

OW – Non 
benefit 
income 

limit 
(monthly) 

For ODSP Recipients 
ODSP – Rent 
attributable to 

benefit unit 
(monthly) 

ODSP – Non 
benefit 

income limit 
(monthly) 

1 0 0 85.00 360.00 109.00 440.00 
2 191.00 791.00 175.00 737.00 199.00 817.00 
3 226.00 907.00 212.00 861.00 236.00 941.00 
4 269.00 1051.00 254.00 1001.00 278.00 1081.00 
5 311.00 1191.00 296.00 1141.00 321.00 1224.00 
6 353.00 1331.00 339.00 1284.00 363.00 1364.00 
7 396.00 1474.00 381.00 1424.00 405.00 1504.00 
8 438.00 1614.00 423.00 1564.00 448.00 1647.00 
9 480.00 1754.00 466.00 1707.00 490.00 1787.00 

10 523.00 1897.00 508.00 1847.00 532.00 1927.00 
11 565.00 2037.00 550.00 1987.00 575.00 2071.00 

12 or more 607.00 2177.00 593.00 2131.00 $617 $2,211 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 10 Policy 10.2 
Approval Date: Revised Date: 

Title: STANDARD EXTRA CHARGES 

Activity Area: RGI 

Type of Unit 

Item Service of Utility Hostel Bed 
or bachelor 

or one-
bedroom 

unit 

Two-
bedroom 

unit 

Three-
bedroom 

unit 

Four or 
more-

bedroom 
unit 

1. Electricity, other than, 
(a) electricity provided for 
heating the unit, 
(b) electricity provided for 
heating the water supplied 
to the unit, 
(c) electricity provided as 
power for cooking facilities 
in the unit, or 
(d) electricity provided as 
power to operate a clothes 
dryer in the unit. 

$24 $34 $39 $41 

2. Power for cooking facilities 
in the unit. $6 $9 $11 $12 

3. Laundry facilities, other than 
coin-operated laundry 
facilities, in the housing 
project. 

$6 $9 $11 $13 

4. Power to operate a clothes 
dryer in the unit. $6 $9 $11 $13 

5. A washing machine, other 
than a coin operated 
washing machine, in the 
unit. 

$2 $2 $2 $2 

6. A clothes dryer, other than a 
coin-operated clothes dryer 
in the unit. 

$2 $2 $2 $2 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 10 Policy 10.3 
Approval Date: Revised Date: 

Title: HEATING ALLOWANCES 

Activity Area: RGI 

Electricity 

Item Type of Unit Central 

1. Apartment - Bachelor or one bedroom $45 

2. Apartment - Two bedrooms $47 

3. Apartment - Three or more bedrooms $57 

4. Row house $60 

5. Semi-detached house $80 

6. Single detached house $121 

Gas 

Item Type of Unit Central 

1. Apartment - Bachelor or one bedroom $31 

2. Apartment - Two bedrooms $32 

3. Apartment - Three or more bedrooms $35 

4. Row house $37 

5. Semi-detached house $49 

6. Single detached house $74 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 10 Policy 10.4 
Approval Date: Revised Date: 

January 17/14 

Title: PRO-RATED RENT/HOUSING CHARGE TABLE 

Activity Area: RGI 

Use These Factors in Months With 

Move
-Out 
day 

28 Days 29 
Days 

30 
Days 

31 
Days 

Move
-In 

Day 
28 Days 29 

Days 
30 

Days 
31 

Days 

1st 0.03571 0.03448 0.03333 0.03226 31st 0 0 0 0.03226 

2nd 0.07143 0.06897 0.06667 0.06452 30th 0 0 0.03333 0.06452 

3rd 0.10714 0.10345 0.10000 0.09677 29th 0 0.03448 0.06667 0.09677 

4th 0.14286 0.13794 0.13333 0.12903 28th 0.03571 0.06897 0.10000 0.12903 

5th 0.17857 0.17242 0.16667 0.16129 27th 0.07143 0.10345 0.13333 0.16129 

6th 0.21428 0.20690 0.20000 0.19355 26th 0.10714 0.13794 0.16667 0.19355 

7th 0.25000 0.24138 0.23333 0.22581 25th 0.14286 0.17242 0.20000 0.22581 

8th 0.28571 0.27586 0.26667 0.25806 24th 0.17857 0.20690 0.23333 0.25806 

9th 0.32143 0.31035 0.30000 0.29032 23rd 0.21428 0.24138 0.26667 0.29032 

10th 0.35714 0.34483 0.33333 0.32258 22nd 0.25000 0.27586 0.30000 0.32258 

11th 0.39285 0.37932 0.36667 0.35484 21st 0.28571 0.31035 0.33333 0.35484 

12th 0.42857 0.41378 0.40000 0.38710 20th 0.32143 0.34483 0.36667 0.38710 

13th 0.46428 0.44827 0.43333 0.41935 19th 0.35714 0.37932 0.40000 0.41935 
14th 0.50000 0.48276 0.46667 0.45161 18th 0.39285 0.41378 0.43333 0.45161 

15th 0.53572 0.51724 0.50000 0.48387 17th 0.42857 0.44827 0.46667 0.48387 

16th 0.57143 0.55173 0.53333 0.51613 16th 0.46428 0.48276 0.50000 0.51613 

17th 0.60715 0.58622 0.56667 0.54839 15th 0.50000 0.51724 0.53333 0.54839 

18th 0.64286 0.62068 0.60000 0.58065 14th 0.53572 0.55173 0.56667 0.58065 

19th 0.67857 0.65517 0.63333 0.61290 13th 0.57143 0.58622 0.60000 0.61290 

20th 0.71429 0.68965 0.66667 0.64516 12th 0.60715 0.62068 0.63333 0.64516 

21st 0.75000 0.72414 0.70000 0.67742 11th 0.64286 0.65517 0.66667 0.67742 

22nd 0.78572 0.75862 0.73333 0.70968 10th 0.67857 0.68965 0.70000 0.70968 

23rd 0.82143 0.79310 0.76667 0.74194 9th 0.71429 0.72414 0.73333 0.74194 

24th 0.85714 0.82758 0.80000 0.77419 8th 0.75000 0.75862 0.76667 0.77419 
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Move
-Out 
day 

28 Days 29 
Days 

30 
Days 

31 
Days 

Move
-In 

Day 
28 Days 29 

Days 
30 

Days 
31 

Days 

25th 0.89286 0.86206 0.83333 0.80645 7th 0.78572 0.79310 0.80000 0.80645 

26th 0.92857 0.89655 0.86667 0.83871 6th 0.82143 0.82758 0.83333 0.83871 

27th 0.96429 0.93103 0.90000 0.87097 5th 0.85714 0.86206 0.86667 0.87097 

28th 0 0.96552 0.93333 0.90323 4th 0.89286 0.89655 0.90000 0.90323 

29th 0 0 0.96667 0.93548 3rd 0.92857 0.93103 0.93333 0.93548 

30th 0 0 0 0.96774 2nd 0.96429 0.96552 0.96667 0.96774 

31st 0 0 0 0 1st 0 0 0 0 

Full Rate 
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HOUSING DIVISION 

Housing Programs – Policies & Procedures 

Section 10 Policy 10.5 
Approval Date: Revised Date: 

January 2013 

Title: FORMS 

Activity Area: RGI 

All currently available RGI related forms are now accessible through the Region’s 
website at: www.regionofwaterloo.ca or upon request from your housing coordinator. 
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