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The purpose of this section isto provide support to our member housing co-ops in

developing new policies,and /or to bring current policies up-to-date. This section also

offers a number of other templates that our member housing co-ops can adapt and

use, for example sample a job description for a Board Treasurer or for a Finance

Committee.

This section is grouped in five differentareas:

CARE SR

Board and Governance
Finance

Maintenance
Membership
Community

We haveincluded the core policies most housing co-ops need to:

Manage the business of the co-op
Provide for the needs of the community
Reflect the principles of co-operation and the values of co-op members

The Cooperative Association Actis the law that governs every co-operative enterprise.
The Rulesprovide for the governance of the co-op, e.g.how membership is

terminated,how the board is elected, when meetings must be held etc.

The Occupancy Agreement sets out the terms of occupancy between the co-op andits
members. It is like the lease between alandlord and atenant. The Occupancy
Agreement requires members to follow the co-op's policies.

Policies regulate the daily business of the co-op in areas like pets, parking, unit
inspection, collection of housing charges,etc.

The members usually approve policies and must follow them. The board enforces
policies.




Effective policies are akey element of any co-op's operations. They complete the co-
op's legal structure. In the diagram below you can see where the policies sit in the
chain of legal authority. Policies must not contradict anything in the Co-op Act,
Rules, or Occupancy Agreement. Policies must also be consistent with your co-
op’s contract with CMHC or BC Housing (if you have one).

Cooperative Association Act and other laws Section 76
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Standing resolutions and operational decisions

It makes sense to review your policies after your co-op has up-dated to Model Rules 2.0

Good policies make aco-op run better, not worse. They improve the management of the co-
op andthe quality of life in the co-op.

You have made agood policy if:
e |tissimple
e Itisconsistent
e Itworks




A policy should be simple. Writeit in plain language,not legal jargon. Some members may
not be confident readers. Others may not know very much English. But everyone needsto
understand policies, so:

e keepsentencesshort (infact, keep the whole policy asshort as possible)
e beready to explain policies to anyone who asks,and,
e don't confuse policies with the procedures needed to carry them out.

Policies must be consistent with:

e the Co-op Act, Rulesand Occupancy Agreement
e other co-op policies, and
e tself (inother words, one section of apolicy does not contradict another).

Finally, good policies work. They strike the right balance between the needs of members
and the needs of the co-op. They are fair and reasonable. They respect the role of the
members and the board in the structure of the co-op.

Policies canstart with:

e asuggestion made at amembers' meeting
aproposal from acommittee
anissuethat comes up at aboard meeting, or
arecommendationfrom management staff.

Wherever itstarts, apolicy should gothrough the samesteps:

Think about it. Do you need apolicy? If only one or two members think there's anissue,a
policy may not be the answer. Or if something will only come upevery other year,perhaps it
canbe left to the board to decide. Co-ops canchoke ontoo much regulation. Check in this
section for samplesto see what other co-ops have done. Review the discussion notes and be
clear about the reasons for having apolicy. When you're sure that you need a policy, and
why, move to the next step.

Writeit. Amembers' meeting cannot write apolicy-not well anyway. Start with one
person or asmall group to write the first draft. Don't reinvent the wheel. Start with the
samplesin this manual and change them to suit you. Do keep itsimple. And don't mix
procedures in with policies, for example a pet policy canprovide that pets be registered
with the co-op,but it need not include the registrationform.




Review it. The board should review policies at this stage to make sure that they:

are consistent with the Co-op Act, Rules and Occupancy Agreement, and other policies
assignthe right responsibilities to members and directors

don't leave out anything important,and

will work becausethey are fair, reasonable and balanced.

If you wrote the first draft, try not to be defensive. Every good idea canbenefit from a
second look. Youwill savetime and effortat this stagewith acareful review.

Discuss it. Once apolicy is approved, members are bound by the Occupancy Agreement to
follow it. Somembers deserve achance to haveinput before anything ismade final. Take
draft policies tomembers' meetings for agood discussion. Circulate them before the meeting
somembers can think about the issuesand prepare questions or comments. If you aren't
pressed for time, discuss the policy at one meeting and approve itat the next. If that's not
possible,try not to pack too muchinto one meeting agendasomembers will get afair chance
to have their say.

Approveit. In someco-ops,the board approves policies. In most co-ops,members have final
approval. Your Ruleswill set out who hasthe authorityto approve policies. Make sure you

follow your Rulesfor things like proper notice for meetings and the majority needed at the
meeting to approve the policy.

Record it. Members, directors and management staff will need to refer to policies all the
time. Keepacomplete, up-to-date set of policies in acentral manual. When anew policy
replaces an older version, replace itin the policy manual right away. The manual should be
kept in asecure place, but members should have easyaccessto it (or to acopy). Policies should
be kept in the same format.

Live by it. A policy that isnot followed by members and enforced by the co-op isawaste of
everyone's time and money. If you don't planto enforce apolicy, don't bother to make one
in first place. And if you do plan to make and enforce apolicy, be sure that it meets the test
of agood policy and improves the management of the co-op andits members' quality of life.

Policies in this section are grouped by subject area. They are samplesthat may suit your co-
op perfectly or need many changes. Each policy isorganized in astandard format that
includes:

1. Purpose of the policy-astatement of why you need apolicy in this area and what
you hope to achieve by adopting one.




2. Policy-sample text for you to consider.

3. Procedures needed tocarry out this policy-suggestions for follow-up procedures
you will need to develop, like alist of tools for the maintenance policy or a
registrationform for the pet policy.

4. Options-somechoices that you canmake. Options are flagged in the sample text by
[bold type in square brackets like this]. There are notes attached to explain what
your choices could be. You are not limited to the choices in the sample policy. Youwill
need to draft apolicy that suits your co-op.

5. Discussion notes-someideas to keepin mind when writingthe first draft of your
policy or reviewingitwith your board or members.

Withineach areathere are resources that canbe usedto support the policies. For example,
you will want to have directors, committee members and management staff signa
confidentiality agreement. This section includes asample.

A co-op's policy manual will never be complete because co-ops will never stop
reviewingand improvingthe way they are governed and managed.

In addition to each policy, you'll find the options, discussion notes and resource materials
on the site. Youcandownload these materials as Acrobat PDF files or asMSWord files.

If you would like to share your policy templates with us,share the wealth! Youare the
experts and we canall strengthenour governance by sharing templates with the wider
housing co-op community

You may decide that you need help at some stage of your policy
process. Youcanget help from:

CHEF BC:The Federationoffers general advice, consultations and workshops onthe Co-op Act,
Model Rulesand Occupancy Agreement, policies and other co-op issues.
Callusat 604.879.5111(1.866.879.5111) in Vancouver. Visit usat www.chf.bc.ca

Your management company: Ask your co-ordinatorfor help in making the right decisions
about policy options.

Your lawyer:Unlike your Rulesand Occupancy Agreement, you do not need to file policies
with the Registrar of Companies in Victoria. But your policies do need to be consistent with
the Co-op Act and your Rules. If you need legal advice, be sure to consult your lawyer.



http://www.chf.bc.ca/

