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INTRODUCTION 
 
The following information contains some tips and reminders to make your life here as easy and pleasant as possible. 
Please read it and keep it handy for reference while you live in CCC 476.  All of the information provided is due to 
issues that have been raised over the years and most of this information has been included in various newsletters or 
other communications. 
 
While living here, you are subject to the Ontario Condominium Act, the Declaration (Annex 1), Bylaws (Annex 2) and 
Rules and Regulations (Annex 3) of Carleton Condominium Corporation CCC 476.  These apply to both owners and 
tenants, and these Rules and Regulations have significant differences in comparison to the Landlord and Tenant Act. 
We suggest that you familiarize yourself with them. The Ontario Condominium Act is available on the government of 
Ontario website (www.gov.on.ca). 
 
Electronic Notice Agreements 
 
If you are still receiving hard copies of correspondence and would like to go paperless and receive all 
communication electronically, please complete the form at Annex 4 and submit to service476@cimanagement.ca . 
 
Contact Information 
 
Capital Integrated Property Management (CI) 
205-1600 Laperriere Avenue 
Ottawa, On, K1Z 8P5 
 
Telephone: 613-722-1232 
Fax:  1-613-651-0506 
Email:  service476@cimanagement.ca 
For emergencies outside of regular working hours, please call 613-722-1232 and follow the prompts. 
 
If you have an urgent problem anytime, from Monday 8:00 a.m. to Friday 4:00 p.m., please call the resident 
manager’s cell phone at 613-880-7602.  Between 4:00 p.m. Friday to 8:00 a.m. Monday, contact the CI emergency 
line at 613-722-1232 and follow the prompts. 
 
Please also be reminded that only emergencies will be dealt with after hours.  An emergency would be an issue with 
water leaking, fire, security concerns, etc. All other issues should be communicated in writing so that they can be 
addressed during regular business hours. 
 
Do not call the Resident Manager at home and do not knock on his door. He is not always on call. 
 
For non-urgent matters, such as requests, questions, complaints, etc., please leave a note in the lobby office 
mailbox, or mail, fax or email it to Capital Integral Property Management at service476@cimanagement.ca.  Please 
ensure that your information is legible and includes your name and contact information.  Verbal requests are fine 
but you must follow up with a written request or your issue will not be actioned.  Your cooperation would be greatly 
appreciated. 
 
All correspondence, except for internal maintenance requests, will be forwarded to the Board for their review and 
appropriate action, if required. 
 
 
 
 
 

about:blank
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What is CCC 476? 
 
Carleton Condominium Corporation No. 476 is a non-profit corporation, with the shareholders being the owners of 
the apartment units.  Each unit owner’s share in the corporation is determined by their proportionate share as 
defined in the Declaration, being proportional to their condo fees.  The corporation holds sizeable assets.  All 
owners jointly own, through their share in the corporation, the common land, facilities and common areas of the 
buildings and grounds. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Office Mail Box 
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MANAGEMENT 
 
The Board of Directors 
 
The Board of Directors is the elected, volunteer group of owners who oversee the operation of the corporation on 
behalf of all the owners.  They make all the important decisions that are then implemented by the property 
manager and resident manager.  The directors are elected by the owners at the Annual General Meeting (AGM).  
The Directors then decide amongst themselves who will fill what role on the board: President, Vice President, 
General Manager/Director at Large, Treasurer and Secretary.  Owners will be advised of these appointments after 
the AGM.  The board of directors sets policy and provides direction to the property manager.  
 
Board of Directors Meetings 
 
The Board meets on average once per month.  The Board aims to achieve consensus on decisions it makes.  It is 
Board policy to represent board decisions as a whole and not to identify director votes on any topic.  This is to 
provide some anonymity when there are contentious issues being decided that impact our buildings.The duties of 
the board are as follows:  
 
•ensuring the condominium property is maintained and that repairs are carried out; 
• ensuring a reserve fund engineering study is done every 3 years and that the fund covers major repairs to the 
common elements and or any assets of the corporation; 
•monitoring financial reporting and oversee financial operations; 
• organizing an annual meeting (AGM) of the condo unit owners and any other owner meetings that may be 
needed; 
• proposing by-laws that deal with the responsibilities and powers of the board (e.g., how meetings will be run, how 
common expense fees will be collected) - a majority of unit owners has to vote in favour of these proposed by-laws 
in order to make them valid; 
• making rules to promote the safety, security and welfare of the owners; 
• directing or delegating daily operations to the property manager; 
• providing financial and operational records to owners if requested (owners must request in writing and will have 
to pay a fee); 
• supplying status certificates when requested (owners must request in writing and will have to pay a fee); 
• keeping up-to-date on best practices for condo governance and management; 
• running the corporation in compliance with the Condominium Act; and 
• ensuring that directors and officers perform their duties with care, diligence and reasonable skill (this is called 
upholding a directors’ standard of care). 
 
Why Should You Serve on the Condo Board? 
 
If you are an owner then you should consider volunteering some of your time for this very valuable experience.  
Some of the benefits are as follows: 
 
1 - Gives you complete insight into how your building is managed and all of the many factors that go into making 
your home as comfortable and safe as possible. 
 
2 - Gives you exposure to, and experience with large budgets, managing contracts, technical specifications, the 
condominium act and other applicable laws, and you will work with engineers, lawyers, accountants, management 
company reps, etc.  All very interesting and potentially useful in other aspects of your life.   
 
3 - Exposes you to activities in the building and neighbourhood that you may not otherwise be aware of.  
 
4 - You get to take an active role in how your community is managed.  You get a direct say in solving issues. 
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5 – Your decisions can affect property values.  You can decide on improvements to enhance the condo living 
experience and lifestyle. 
 
6 - Allows you to meet and interact with many of your neighbours that you might not otherwise know. 
 
7 – Allows you to take the training offered by the Condominium Authority of Ontario. 
 
Please consider it and if interested send an email to service476@cimanagement.ca titled Condo Board Position so 
that if a vacancy occurs before the next AGM you may be contacted.  Also please consider putting your name 
forward at the next AGM or future AGMs. 
 
Annual General Meeting 
 
The Condo Act requires that the Annual General Meeting be held within six months of the fiscal year end, which 
means before April 30 of each year.  The AGM is for owners only, however an owner may issue his or her proxy to 
any person.  The minutes are taken by a secretary provided by the property management company.  The minutes 
from the meeting are reviewed by the Board of Directors and a draft copy is sent to all owners within three months 
of the AGM.  Amendments can be proposed and they will then be presented for approval by the owners at the next 
AGM. The audited financial statements for the previous fiscal year are provided to owners with the AGM notice, and 
the auditor attends the AGM to present their report and answer any questions the owners may have about the 
corporations’ finances. 
 
Communicating with the Board 
 
Unit owners can raise an issue to the Board by writing (either email or hard copy) to the Property Manager who will 
then pass it on to the board. The request should be as specific as possible to enable the Board to respond in an 
effective manner.  The unit owner will receive a written response as soon as feasible. 
 
Property Management Company/Property Manager 
 
The Property Management Company and its representative, the property manager, is under contract with the 
corporation to administer the day-to-day affairs of the corporation.  The management company does not own any 
part of the corporation.  They are responsible for the following: 
 
• collecting common expense fees; 
• keeping records for the condo corporation; 
• receiving owner complaints and correspondence; 
• ensuring maintenance and repair is conducted; 
• hiring and monitoring service companies – e.g. Cleaning Contractors, Painting Contractors etc; 
• preparing draft annual budgets and overseeing the reserve fund use; 
• implementing an emergency management plan and responding to emergencies; 
• preparing periodic information certificates; 
• issuing meeting notices, reporting regularly on the affairs of the corporation; 
• arranging board meetings and overseeing administration of all owners' meetings; 
• monitoring the corporation’s insurance; 
• advising the board on how to comply with the Condominium Act; 
• advising the board on how to comply with legislated or mandatory repairs required by the government; and 
• advising on the financial responsibilities of the board (e.g. contributions to the reserve fund and long-term reserve 
fund planning). 
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Resident Building Manager 
 
The Resident Building Manager is an employee of the Corporation and is responsible with overseeing the daily 
activities on the property.  He supervises contractors on site and responds to maintenance requests from the 
residents as well as:  
 
• overseeing cleaning staff and contractors; 
• ensuring mechanical equipment is in working order; 
• monitoring the moving in and out of condo units; 
• identifying issues throughout the building requiring attention; 
• conducting various general maintenance actions throughout the building; 
• coordinating unit access for contractors where required; 
• receiving and addressing inquiries and maintenance issues from owners and residents; and 
• day to day security and implementing policies of the Board. 
 
Staff/Cleaners 
 
We have two contract cleaners who are responsible for all surface cleaning and other duties as assigned by the 
resident manager. 
 
Work Requests/Correspondence/Complaints 
 
The Resident Manager is the first contact for most maintenance requests or complaints.  If they cannot resolve the 
situation, it will be referred to the Property Manager, and then the Board of Directors if required.  
 
The Newsletter 
 
Newsletters are issued several times a year and are sent to all unit owners and tenants.  Community involvement in 
this newsletter is encouraged.  Contact the property manager if you have a suggestion for a newsletter item. 
Please read the newsletters as they will keep you up to date on issues in the building plus they will contain 
information on past or upcoming events. 
 
LEGAL BASICS  
 
Provincial Laws and Authorities 
 
The three key Ontario Provincial authorities that govern condo owners are:  
 
• The Condominium Act that regulates how condo corporations are created, owned and governed  
 
• The Condominium Management Services Act that establishes rules that condo managers and condo management 
companies must follow  
 
• The Condominium Authority of Ontario - The Condominium Authority of Ontario (CAO) is a not-for-profit 
organization created under the Condominium Act and operates under an administrative agreement with the Ontario 
government. The mandate of the CAO is to support consumer protection for condominium communities and to 
provide resources and services for condominium buyers, owners, residents and directors across Ontario. These 
include: 

 easy-to-use information to help owners and residents understand their rights and responsibilities 
 mandatory training for condo directors 
 resources to help condo owners and residents resolve common issues 
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 an online dispute resolution service through the Condominium Authority Tribunal (CAT) 

For further information please access their website at www.condoauthorityontario.ca. 
 
Declaration, Rules & Bylaws (Annexes 1, 2 & 3) 
 
Condominium living requires a conscious and deliberate effort on the part of all the residents to cooperate and 
peacefully co-exist with each other.  Without rules we have only chaos and discontent.  Civilization has always 
required rules to keep us safe and secure and able to enjoy life.  
 
There are a few basics to know about the legal foundations of the condominium.  When you buy a condominium 
unit, whether you realize it or not, you agree to comply with the provisions of the Condominium Act and the 
Corporation’s Declaration, By-laws, and Rules.  The Condominium Act is under provincial jurisdiction and can only be 
modified by the Ontario Legislature.  The Act prevails over the Declaration, the Bylaws and the Rules & Regulations 
and is the basis of the Corporation’s Declaration. 
 
The Declaration was made at the formation of the Corporation and can only be modified by the Corporation.  
 
Condominium corporations are created by the registration on title of a declaration and description.  Once the 
declaration is registered on title, the Condominium Act applies to and regulates the condominium.  The registration 
of the declaration is done by the developer, or more accurately, by the declarant.  
 
The declaration will, amongst other things, define the units and common elements of the corporation and specify 
the boundaries of each of them. It will define the percentage of ownership of each unit and set the proportion 
pursuant to which each unit must contribute to the common expenses.  The declaration also usually contains 
conditions or restrictions with respect to the use and occupation of the units and common elements. For instance, 
the declaration will determine whether some units can be used for commercial purposes.  It will also allocate the 
obligations and responsibilities of maintaining, repairing and/or insuring the units and the common elements. 
 
The declarant/developer is the entity that sets the precise provisions of each declaration.  Declarations therefore 
vary from one corporation to another but can be modified at a later date. Generally speaking, the declaration can be 
amended by the owners if 80% to 90% of the owners agree to such amendment (it depends on the type of 
amendment being sought).  
 
Courts can correct a declaration if it contains an error or an inconsistency.  A court will only make the correction if it 
concludes that it is necessary or desirable to make such a correction. 
 
The By-laws are created and amended by the Corporation as required.  New By-laws and amendments generally 
require approval of at least 50% + 1 of the unit owners at a properly scheduled meeting of unit owners.  The By-laws 
must respect the Condominium Act and the Corporation’s Declaration.  
 
By-laws deal with the governance of condominium corporations (i.e. how they are run).  By-laws may deal with the 
qualification of condominium directors, their remuneration (if any) and their term of office.  They may deal with the 
quorum required to hold meetings (of the board or of the owners).  They may grant a corporation with the power to 
borrow money.  They may also define what constitutes a standard unit for the purpose of determining the 
responsibility of repairing or maintaining improvements made to the unit.  They may also restrict the use and 
enjoyment that a person other than the occupant of a unit may make of common elements.  By-laws can also 
govern the management of a property.  
 
By-laws must be reasonable and they cannot be inconsistent with the Act or the declaration.  Before becoming 
effective, most by-laws must be approved by a majority of the owners of the corporation.  With new updates to the 
Act, there are certain by-laws that only require the approval of a majority of owners represented (either in person or 

https://www.condoauthorityontario.ca/tribunal/
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by proxy) at a duly called meeting for this purpose.  Once this happens, it must be registered on title, then the by-
law becomes enforceable.  
 
Condominium Declarations and By-laws must be provided to owners by their lawyers when they purchase a unit.  It 
is your responsibility as an owner to understand and comply with these by-laws.  The standard unit description is 
included with this information as well.  If new by-laws are passed they are distributed to all owners.  There are 
currently six (6) by-laws in effect. 
 
The Rules and Regulations are enacted by the Board of Directors and can be changed as required.  They have been 
designed to ensure the comfort, consideration and safety of all residents of the condominium.  Rules and 
Regulations come into effect 30 days after issuance of the notice to the unit owners.  
 
The board can also make, amend or repeal rules. Rules must be either:  
 
• for the purpose of promoting the safety, security or welfare of the owners and of the property or assets of the 
corporation; or 
• aimed at preventing unreasonable interference with the use and enjoyment of the common elements, the units or 
the assets of the corporation.  
 
Typically rules are aimed at preventing nuisance or interference between owners.  They may deal with noise, for 
instance. They will also deal with moving, parking, pets, smoking, renovations, etc.  Rules must be reasonable and 
must be consistent with the Act, the declaration and the by-laws.  To pass, repeal or amend a rule, a board of 
directors must circulate the rule to the owners for a period of at least 30 days.  The notice to owners must advise 
that they have the right to requisition a meeting of the owners to submit the proposed rule to a vote of the owners. 
To requisition a meeting, the form at Annex 5, Requisition to Call and Hold a Meeting of Owners, must be 
completed, signed by at least 15% of owners and submitted in order for the request to be valid. If the 30 days passes 
without a requisition received to challenge the rule, the rule becomes enforceable.  If a meeting is requisitioned, the 
rule only becomes valid and enforceable if 50%+1 of the owners represented at the meeting approve it.  
 
It should be noted that each of these individual governing levels has the same force and effect as the others and 
are equally binding.  Each of the declaration, by-laws and rules have a purpose and must be supported by the 
owners. Owners and occupants have an obligation to abide by the Act, the declaration, the by-laws and the rules. 
The Corporation must take all reasonable steps to ensure such compliance.  
 
The Board of Directors has a legal obligation to follow the body of the law or else the Board can be found negligent 
of their duties.  The Ontario Condominium Act requires the Board to control, manage and administer the common 
elements of the Corporation and to effect compliance by the owners with the Act, the Declaration, the By-laws and 
the Rules and Regulations.  In other words, the Directors have to conduct business within the constraints of these 
different levels imposed upon the corporation.  Also, remember that Board Members are responsible for a 
corporation with 273 shares.  It is only by adhering to the By-laws and Rules and Regulations that the board can 
ensure fairness for the diverse membership of owners that make up the Corporation. 
 
Contracting Policy 
 
Large ongoing contracts, such as for landscaping or snow removal, are tendered to qualified companies, although 
we are under no obligation to accept the lowest bid.  For regular minor maintenance work we use qualified 
contractors who are familiar with the property and with whom we have an ongoing relationship.  For big reserve 
fund projects we hire consultants (engineering firms) who prepare the requirements, tender and supervise the 
work.  For liability reasons we can only hire firms that have proper insurance and WSIB coverage, as opposed to 
casual handymen or students.  
 
 



 

11 

Budget Process 
 
The corporation’s fiscal year is November 1st to October 31st.  The Board is responsible for approving the Budget for 
the corporation. The Board and Property Manager carefully review all expense categories, and consider historical 
data and specific work projects for the coming year. Once the budget is approved by the Board it will be sent to all 
the unit owners. 
 
Your Condo Fees 
 
All owners pay a monthly fee for the operation and maintenance of the complex.  Condo fees are composed of two 
basic components - the Operating Fund and the Reserve Fund. 
 
Operating Fund - used to pay daily operating expenses and recurring maintenance items. These expenses are 
detailed in the annual budget and include the following: 
 
• Building repairs and maintenance; 
• Snow Removal; 
• Grounds Maintenance, cutting lawns, pruning trees etc; 
• Fees and expenses for the property manager, auditor, lawyers and engineering consultants; 
• Insurance premiums for the condo master policy; 
• Electricity, water and gas for the units and common elements; and 
• Staff salaries. 
 
Our average monthly operating budget needed to keep our building running smoothly is in excess of $125,000.00.  
 
Reserve Fund - an amount contributed to the reserve fund for the future repair or replacement of common 
elements on a large scale, such as the roof, brick repairs, HVAC equipment etc.  This amount must be at least 15% of 
the condo fees. 
 
Condo fees are due on the first of the month.  You must use either the Pre-Authorized Debit method or provide the 
corporation with post-dated cheques, dated for the first of each month for the entire fiscal year.  This facilitates the 
administration for the corporation and it helps prevent accidental late payments that will be subject to late fees. 
 
Late Payments 
 
In general, late payments and arrears are a very minor problem, however late payment charges and interest will 
accrue if payments are overdue. 
 
Non-Sufficient Funds 
 
As with the late payments there is a charge for all returned payments. Both the late payment and non-sufficient 
funds charges are added to the owner’s account and collectible in the same manner as the monthly condo fees. 
 
Lien for Arrears 
 
When condo fees remain unpaid after three months, the Condominium Act stipulates that the Corporation must 
place a lien on the unit for the amount due plus any late payment fees, interest and collection costs. Lien 
proceedings will begin after the second month, after which payment can only be made in the form of cash, money 
order or certified cheque. Once the lien process starts there are additional costs to an owner that can be in the 
range of $700 or more, which include legal administrative fees. The Board of Directors and Property Manager do not 
have any discretion in this matter as they have an obligation to all the owners to ensure that these funds are 
collected. A condominium lien has priority over an owner’s mortgage, and if the arrears continue for any significant 
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length of time after the lien is registered, the corporation can initiate power of sale proceedings. 
 
Insurance for Common Elements and Units 
 
The corporation has fire and all-risk insurance coverage on the common elements and units as originally 
constructed.   The Condominium Corporation also has insurance that covers repairs to units to the standard 
described in the standard unit bylaw that is provided to all owners on purchase. The condo policy does not cover 
improvements, upgrades or personal property. Note that owners are responsible for the Condo Corporation 
insurance deductible, when the source of the damage is within the unit. Your unit owner policy should also include 
coverage for this amount.  Please refer to the corporation’s insurance certificate or the annual budget for the 
current deductible amounts. 
 
All owners must have condominium specific insurance policies to insure their personal belongings plus any 
improvements or additions made to their homes by themselves or by previous owners (e.g., wallpaper, upgrades to 
flooring, etc.). 
 
Owners and tenants should also have liability insurance. 
 
All tenants must have their own personal tenant’s policy. 
 
All owners renting units must have a combination condo owner/landlord policy.    
 
You must use certified/licensed plumbers, electricians, etc. for any work in your unit.  There have been several 
incidents of extensive damage, particularly flooding, caused by unqualified personnel.  It is a lot more expensive to 
fix the damage than it is to hire a qualified professional in the first place.  You increase the chance of liability if work 
in your unit has not been done by a licensed individual and there is any problem to the common areas or to other 
units, caused by their work.  You will be held liable and you will be responsible for payments, not the condominium 
so make sure you have adequate insurance. 
 
Reserve Fund Study 
 
The Condominium Act of 1998 defines a Reserve Fund as a Fund set up for the Corporation in a special account for 
major repairs and replacement of common elements and assets of the Corporation, calculated on the basis of 
expected repair and replacement costs and life expectancy.  
 
The work is tendered and a suitable company chosen.  The formal report will be reviewed and once approved by the 
Board, will be sent to all owners.  The scope of the Reserve Fund Study includes: Building Structure, Interiors and 
Site, Mechanical Systems, Electrical Systems and Technical Reviews. 
 
The Reserve Fund Project Plan covers all major building upgrades for the next 40 years.  
 
Reserve Fund Investment Policies  
 
Recent amendments to the Condominium Act are intended to reduce risk and eliminate any speculative element in 
investing reserve and operating funds.   Investments are allowed but they must be backed by either the Federal or 
Provincial government or insured under the Canada Deposit Insurance Corporation (CDIC). The Condominium Act 
Section 115(5) sets out the following permitted investment types:  
 
Eligible security means a bond, debenture, guaranteed investment certificate, deposit receipt, deposit note, 
certificate of deposit, term deposit or other similar instrument that: 
  
•Is issued or guaranteed by Canada or any province;  
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•Is issued by an institution located in Ontario insured by the Canada Deposit Insurance Corporation (CDIC); or  
•Is a security of a prescribed class.  
 
Eligible securities include, but are not limited to, the following examples: 
  
• Federal or provincial government bonds (coupon bonds, strip bonds and Ontario savings bonds); Treasury bills;  
• Farm Credit Corporation bonds;  
• CMHC bonds;  
• Ontario Hydro bonds; and  
• GICs (fixed and cashable). 
 
SECURITY 
 
Entrances 
 
The building doors are the entrance to your home.  Do not let in anybody that you do not know.  When leaving the 
building, if you see someone suspicious, either wait for them to leave or use another entrance/exit.  If you happen 
to come across someone sleeping in the entranceways or just loitering around the entrances, please inform staff if 
during working hours or call the police non-emergency number at any other time. 
 
The main entrance door has occasionally been left propped open usually due to deliveries.  This is not permitted at 
any time, for any reason.  The secure doors must remain closed at all times.  If you have a delivery scheduled or are 
moving large personal items in or out of the building you must always use the loading docks and not the front door.  
If you see the doors propped open and there is no one around, then please close them. 
 
If you use an accessible door, please wait for the door to close before moving away to ensure that no unauthorized 
person enters. 
 
All exits from the garage are also fobbed and again, please be careful who you let in.  These doors were fobbed as 
vagrants were following cars into the garage and they then had complete access to the building. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Front Entrance 

Commercial 
Garage 
Entrance 

 

  

Courtyard 
Entrance 

Garage Stairwells 
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Building Access Phone System 
 
Two quick rings on your phone means that you have a visitor.   Answer the call and confirm who it is, and if you wish 
to let them in, press ‘6’ and hang- up.  For the commercial garage entrance, press ‘9’.  To refuse someone entry to 
the building, just hang-up 
 
If you are using the phone when someone in the lobby buzzes you, you will hear two quick, faint beeps.  Pressing 3 
puts your call on hold and connects you to the lobby.  Then press 6 to let them in, or 3 to refuse entry.  You will then 
be reconnected to your original phone call. 
 
Names and ring numbers of residents are listed in the front entrance and at the commercial garage building 
entrance.  Ring numbers are used instead of apartment numbers for security reasons. 
 
 
 
 
 
 
 
 
 
 
 
 
Door Fobs and Garage Remotes 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

  

Commercial 
Garage Entry 
Panels 

45 Side Entry 
Panel 

45 Back Entrance 

 

Door Fobs/Garage Remotes 
 
Each unit is provided with two key fobs for entering all main doors and 
access to the 45 locker room for residents of 45.  Parking spot owners 
are provided one remote for the main garage door.  There is a 
refundable fee of $50.00 for each fob/remote issued.  Report lost or 
stolen key fobs/garage remotes immediately to the Resident Manager 
so they can be deactivated. 
 
The replacement of the batteries in the garage remotes is the 
responsibility of the remote user.  They use A23 batteries that you can 
purchase at many drug stores and convenience stores, etc.  If you 
change the batteries and the remote still does not work then please let 
the Resident Manager know. 

  

35 Back Entrance 
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Garage Entrance 
 
When entering the garage, pause for a minute inside the door until it starts to come down. This will prevent 
unauthorized cars from entering.  This also prevents unnecessary strain on the door mechanism. 
 
 
 
 
 
 
 
 
 
 
 
Cameras 
 
We also have a number of surveillance cameras located throughout the building and at the entrances in the garage, 
and loading docks. They digitally record pictures that the police have been able to use to identify perpetrators. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Soliciting 
 
Soliciting is not allowed in the building. If you see anybody doing this or if they knock on your door, ask them to 
leave the building.  If during weekday hours, you can inform the Resident Manager.  Please note that there is a legal 
exemption for political canvassing during an election period. 
 
 
 
 
 
 
 
 
 
 
Air Bnb 
 
Air BnB or any form of short-term rental (less than six (6) months) is not permitted in the buildings.  If you are aware 
of any such violations please inform the resident manager and the property manager. 
 

  

Garage Doors - Interior 

Garage Doors -Exterior 

  

 

Real Estate Open Houses 
 
Real Estate open houses, as set out in our Rules and Regulations, 
are not permitted in the building at any time as they pose increased 
security risks.  If you have a realtor who has placed a lockbox at the 
front of the building, please ensure that it is removed when no 
longer needed. 
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General security issues 
 
If you are away, stop paper deliveries and don’t leave notes on your door saying you are not home.  Don’t leave 
valuables or garage remotes in your cars.  Make sure all building doors close and lock behind you. 
 
Security audits 
 
We have performed security audits on occasion with the Ottawa Police and made changes/improvements to the 
property based on their recommendations.  We will continue to do this throughout the years as warranted. 
 
Courtyard/Gazebo 
 
The gazebo has four LED floodlights that are set for uninterrupted illumination over a pre-set period of time.  They 
provide illumination of the gazebo interior and good illumination of the approaches and stairs leading up to the 
gazebo. 
 
Cameras will be installed in the gazebo area when the podium replacement project takes place.  It is too cost 
prohibitive to do it before this project occurs. 
 
If you happen to notice non-residents/non-owners making use of the gazebo and barbecue area please politely ask 
them to leave and/or let the Resident Manager and Property Manager know so that corrective action can be taken. 
 
 
 
 
 
 
 
 
 
 
 
 
Locker Rooms 
 
Cameras and lighting have been installed in the locker room at 45 and the Resident Manager does a walk through at 
least once a day. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

  

35 Locker Room 

45 Locker Room 



 

17 

 
 
 
 
 
 
 
 
 
 
 
Courtyard Exit Doors 
 
All courtyard exit doors should remain secure and closed at all times.  These doors are not to be propped open to 
facilitate easy re-entry into the building.  If you notice any door propped open, please close it right away. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Break-ins 
 
Unfortunately despite our best efforts there have been break-ins and thefts on the property over the years including 
the Resident Manager’s Office, the 45 locker rooms and the garage.  Also the BBQs have been damaged and the 
propane tanks stolen.  We have responded to these incidents by “plugging the leaks” to prevent recurrences and 
will continue to do so in the future. 
 
Trespassers 
 
If you see skateboarders or anybody in the courtyard that does not belong, please ask them to leave and/or report 
the incident to the Resident Manager. 
 
We have had very few problems over the last 30+ years but recently (since late 2020) we have had problems with 
homeless persons and addicts sleeping and using drugs in the entrance foyers and courtyard.  We are looking at 
various options but will likely have to install a fence to prevent unauthorized access.  Please be mindful of 
potentially harmful items left behind by our unwelcome visitors when using the courtyard and report any items to 
the Resident Manager. 
 
Reporting Suspicious Activities 
 
Please don’t hesitate to report any suspicious activity, i.e. people you don’t recognize loitering around.  Don’t be 
afraid to call the police if necessary at 911 for emergencies or 230-6211 for other matters.  The police have the 
authority to act on our property when necessary. 

  

  

Locker Room Signs 
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FIRE AND LIFE SAFETY 
 
Fire Safety and Unit Keys 
 
It is critical that staff have a key to your unit in case there is an emergency and they need to get in, such as in the 
event of a fire. This is an important safety issue and a requirement of the Corporation's Declaration so if you have 
changed or added locks recently and forgotten to provide staff with a key, please to do so as soon as possible. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Pull Stations and Fire Equipment 
 
If you see a fire or smoke, there are alarm pull stations on every floor by the stairwells.  There are also fire 
extinguishers and hoses in the hallways and garage. 
 
 
 
 
 

 

 

 

Carbon Monoxide Monitors 
 

There are CO gas monitors in the garage and on the ninth floor which 
are the only areas where CO could be an issue.  On the 9th floor this is 
because of the emergency generators on the roof and in the garage it is 
because of the vehicles.  Note that the garage is well ventilated and the 
CO monitoring systems turn on the fans when required. 
 

 

Smoke Detectors 
 

Each unit contains at least one smoke alarm, one heat detector and 
an audible alarm. The smoke alarms only sound in your unit and are 
connected to the building electrical system. No batteries are 
required and the fire inspectors physically check each one on an 
annual basis. 
 

Heat Detectors 
 
These are connected to the building central alarm system and if 
activated will set off the building alarms. This detector is very 
sensitive and is not a chandelier fixture. Do not touch it or paint it, or 
try to remove it as this will set off the alarm. 
 

Neighbourhood/Apartment Watch 
 
We have an Apartment Watch Program in the building.  
Please check the lobby bulletin board for regular updates 
from the Ottawa Police Service. 
 
Note that the Wellington Community Police Center 
Neighbourhood Watch Bulletin is available to anyone that 
wishes to register.  To subscribe contact 
wellingtoncpc@gmail.com directly. 
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Alarms 
 
If you hear an alarm, remember to check your door for heat before opening it. You should exit the building 
immediately by the stairwells and do not use the elevators. If the smoke is too thick in the hallways, remain in your 
unit and put a damp towel at the base of your front door and wait for firemen to contact you. The building is 
concrete and there are fire separators between all units, so any fire should be contained within the originating unit.  
Although thankfully rare, there have been several actual fires throughout the years so do not ignore the fire alarms. 
 
 
 
 
 
 
 
 
 
 
. 
 
 
 
 
 
 
 
Unit doors 
 
Condo unit doors need to remain closed at all times to maintain the proper pressurization of the building and to 
prevent the transfer of smoke from the hallways and other units.  If you bum toast or a cake in the oven or have 
any other cooking mishaps, please do not prop your door open to dissipate the smoke as you will set off the 
building fire alarm.  If necessary, open your window or balcony door to remove the smoke. 
 

 
 
 
 
 
 
 
 

 

 

 

 

 

Baseboard Heaters 
 
If you use the baseboards in your unit for heating please ensure they are 
clear of any items, i.e. slippers, pet toys, etc.   These could potentially 
catch fire when the heat comes on if they are in touch with the heating 
elements. 
 

Pull Stations and Fire 
Equipment – 2 per floor. 

In unit fire horn - do not paint this cover as it is against the fire code.  If you 
do paint it, it will be replaced at your cost. 

Exit Signs 
 
Note that there are two types of exit 
signs in the buildings.  The older red 
signs and the newer international 
standard green signs.  The red ones will 
be replaced with the green ones when 
they burn out 
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In-Unit Christmas Decorations 
 
Note that real or live holiday trees and wreaths are NOT permitted in the building at any time as they pose 
increased fire risks. Only artificial trees and wreaths are permitted in the building.  Any residents noted having real 
trees will be asked to remove them immediately. 
 
Items in the Hallways 
 
Due to fire code restrictions, residents are NOT permitted to store anything in the hallways including items such as 
doormats, footwear, umbrellas, hockey equipment, garbage, winter boots, shoes, door mats, boxes, etc.)   
 
If you use the Corporation’s grey transport carts to bring something to your unit, please return them to the garage 
as soon as you are finished so that they are available for other residents to use. 
 
Obstructing the hallways in any way is a violation of the Ontario Fire Code and is a safety concern for the other 
residents on your floor, especially those with mobility issues.  
 
 
 
 
 
 
 
 
 
 
Barbecues 
 
Fire regulations do not permit barbecues, open flames or cooking on balconies or patios. This includes electric 
barbecues.  Propane barbecues are available in the gazebo for community use. 
 
Disposal of Combustible Items 
 
Combustible or flammable items should not be disposed of in regular building garbage. The City of Ottawa has a 
Household Special Waste Depot, so check their website for further details: https://ottawa.ca/en/garbage-and-
recycling/hazardous-waste-and-special-items. 
 
Appliances  
 
Do not leave your washer, dryer, stove or dishwasher on if you are out of your unit.  Appliance fires and leaks have 
happened and you will have to pay the deductible on the condo insurance policy if there is any damage.  Also please 
respect your neighbours and do not use your washer, dryer or dishwasher between 11:00 p.m. and 8:00 a.m. 
 
When using your dryer, leave the exhaust fan switch on to ensure proper ventilation.  When the switch is turned on, 
the fan will automatically turn off and on as required for heat protection.  Please clean the lint trap in your dryer 
after each load. 
 
Dryer vents 
 
These will be cleaned in each unit by contractors on a 5 year basis. 
 
 

 

Locker/Storage Cages 
 
In the locker/storage rooms, items are being found loose on top of 
the cages.  The storage rooms, like the garage, have sprinkler 
systems installed.  Items left on top of individual cages interfere 
with the spray pattern of the sprinklers.  The locker rooms are 
checked regularly by the Resident Manager and he will remove 
and discard any items left outside or on top of the cages. 
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Annual Fire Inspections  
 
These occur once a year and generally start with the 9th floor in each building and work their way down to the 
ground floor and then to the common areas.  The inspection personnel and Resident Manager will enter each unit 
for this work.   
 
Elevator Lunar Key  
 
In the unfortunate event of being in the elevator when a power outage occurs, we have “Elevator Lunar Keys” which 
allow elevator and emergency personnel to open elevator doors by hand.  This provides a proper evacuation 
mechanism in the event of an entrapment. 
 
Emergency Preparedness 
 
We have experienced blackouts, tornadoes and earthquakes in recent years so we must be prepared for the 
consequences.  We learned a lot after the 2018 tornado and implemented several improvements to the building 
that resulted from the experience.  We welcome any suggestions from residents for consideration and if anybody 
would like to volunteer to help out in an emergency please let the Resident Manager know.  
 
Many people did not have flashlights and/or batteries when the tornado hit and had to rely on cell phones and 
other electronic devices that quickly drained the batteries.  It is always a good idea to have several small flashlights 
available with sufficient batteries and spares.  Also keeping a couple of gallons of water and some canned or 
preserved food on hand is a good idea. 
 
Emergency Evacuation Assistance 
 
In the event of an emergency situation where the building must be evacuated, we need to know which residents 
may need help so that we can ensure that all residents are safely out of the building.  We ask that you please 
complete the Emergency Evacuation Assistance Form, Annex 6, either a hard copy put in the office mailbox or given 
to Resident Manager or an electronic copy sent to service476@cimanagement.ca.  
 
If you have someone residing with you who may need help and is unable to complete the form themselves, please 
ensure that you complete a form for them. 
 
The form also requests an emergency contact in case you are unable to provide it during an emergency situation.  
This could be other residents of the building who are aware of your situation and willing to help, or it could be an 
offsite friend or relative that we can contact if necessary. 
 
The type of help requested could be as follows: 
 

- do you need elevator access for mobility equipment; 
- can you make it down the stairs with assistance; 
- do you have any devices or medications in your unit that must be collected before exiting; or 
- any other info you would like to provide. 

 
A picture is optional but would greatly assist emergency personnel. 
 
ACCESSIBILITY 
 
Our buildings were built with little consideration for accessibility and it has been an ongoing and expensive process 
to try and make the building accessible to all.  It is still an ongoing process.  There is a ramp at the front entrance 
and all areas of the building are accessible. 
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Elevators 
 
There are five elevators, 2 in each building for all floors and a hydraulic shuttle elevator on the 45 side of the main 
lobby which accesses the commercial parking garage.  The four elevators that access all floors were completely 
renovated and upgraded in 2020.  The hydraulic elevator was upgrade in 2008.  The renovations included 
installation of an emergency phone by the four main elevators so that in the case of a malfunction building staff can 
talk directly to anybody in the elevator. 
 
 
 
 
 
 
 
 
 
 
 
Automatic Door Openers 
 
Automatic door openers have been installed on the front entrance and side entrances as well as the doors leading 
from the lobby to the garage and the corridor in 45 Holland to the garage and the door from the commercial garage 
to our elevator lobby by the shuttle elevator. 
 
 
 
 
 
 
 
 
 
 
 
It is not possible to provide access from the 35 side into the garage as the door has a step and the required ramp 
would interfere with the traffic flow in the garage.  There is nothing we can do about this situation. 
 
Due to the limited space on the landing on the second floor in the lobby, the only door to the courtyard that could 
be made accessible is the one from the A2 stairwell in 35 which can be accessed from the second floor hallway.  This 
is an expensive project and will be budgeted in future years as funding allows. 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

 

   

 

Front Entrance Ramp 

35 Garage Exit – 
insufficient room for a 
ramp. 
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SMOKING – NO TOBACCO, CANNABIS OR VAPING 
 
On 07 October 2018 the cannabis rule was officially passed prohibiting smoking and growing of cannabis in CCC 476.  
Please refer to the rules (Annex 3) for complete details.   
 
As of 31 March 2019, the no-smoking rule was officially passed at CCC 476.  The no smoking rule includes tobacco, 
incense, vaping, etc.  Residents who registered by 30 April 2019 were grandfathered until 31 March 2024.  These 
grandfathered units are permitted to smoke tobacco only (no vaping, etc) and within their unit only and not on the 
common elements (including the courtyard) or exclusive use common elements (including balconies and terraces). 
 
If you have a complaint with regard to smoking, please notify the Property Manager so that corrective action can be 
taken.  Owners are required to provide their tenants with a copy of the rules.  
 
 

 

 

 

 

 

 

 

 

 

 

 
 
 
PEST CONTROL 
 

Bed Bugs 
 
We had two bed bug infestations several years ago but with rapid and recurring treatment they were eradicated.  
The property manager needs to know immediately if you have ANY problems with ANY insect or other pests.  There 
is no shame in these reports.  Your identity and unit number are considered confidential information and will not be 
made public.  With a timely report, eradication costs will be borne by the Corporation.  Should you not report, and 
the problem spreads, as has already happened twice, you, the owner may suffer a huge cost as your neighbouring 
units will suffer and you will pay. 
 
Pigeons 
 
Pigeons continue to be a pest on our balconies and, unseen for the most part, our roofs.  Please don’t feed them.  If 
you do they will stay, breed and invite their friends.  Food of any kind left out will attract birds, rodents and insects. 
Their excrement can be extremely hazardous and can contain a variety of parasites.  Residents are responsible for 
cleaning up their own balconies and should you need to clean up after their visit, please use disposable gloves and a 
disinfectant cleaner. Dispose of all cleaning materials immediately after use.  The droppings should be swept up and 
put in the garbage (not into compost bins).   DO NOT SWEEP THEM OFF YOUR BALCONY.  Pigeons like to nest on 
cluttered balconies and they use the surrounding balconies to keep an eye on the nest.  Please keep your balconies 
neat and tidy. 
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Squirrels 
 
Our squirrels are star gymnasts and love to climb our walls and swing from the balconies, so again, please keep 
items on your balcony to a minimum so they won’t find a comfortable place to stay.   
 
Other Critters 
 
We have many wonderful birds in our courtyard and they are quite self sufficient so please no bird feeders of any 
kind are permitted on patios or balconies.  We also occasionally have other visitors or residents in our courtyard 
such as raccoons, chipmunks, skunks, mice, etc.  Please leave them alone and do not feed them and if they become 
a nuisance we will have them removed. 
 
COMMON ELEMENTS 
 
Patios and Balconies 
 
These are to contain seasonal patio furniture only and flower pots and planters provided that they are not affixed to 
any part of the common elements. Bird feeders, bicycles, sporting equipment, boxes, old furniture, empty beer 
bottles, laundry, flags (except Canadian) and any other item that does not adhere to the rules should be removed 
immediately.  Nothing is to be fastened, affixed or attached to the balcony railings, balcony slab or to any of the 
common elements.  Clothes lines or portable clothes dryer stands are not permitted on balconies or patios.  One 
request to remove offending items will be made, failing which we will have the items removed and charge the 
owner for any costs incurred. 
 
Cleaning and maintenance of the patios and balconies is the responsibility of the owner or resident but do not 
sweep dust or garbage over the edge. You must also ensure that all items are properly secured to prevent blow-offs 
in the event of strong winds.  
 
The membrane installed on the balconies is intended to protect the concrete from damage due to water, ice and UV 
radiation.  If you need to clean the surface use a mild soap but no abrasive cleansers or bleach.  Do not splash water 
over the edge onto other balconies.  Do not paint or lay carpet or any type of floor covering on the balcony surfaces 
as they can damage the concrete.  Please report in writing, any damage or cuts to balcony membranes so that they 
can be repaired.  Please do not throw items off of the balconies, it is not polite and it could seriously hurt someone. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Weeding of the patios is the responsibility of the unit owner.  If it is not done, the corporation will do it and bill you 
for the expense.  
 
 
 
 

 

  



 

25 

Canadian Flags on Balconies 
 
The only flags permitted on balconies are Canadian ones.  No other flags may be flown. 
 
The National Flag of Canada Act states in part: "Every person who is in control of … a condominium building...is 
encouraged to allow the National Flag of Canada to be displayed in accordance with flag protocol."   
 
Landscaping/Gardening 
 
We hire contractors for landscaping services for the Spring/Summer/Fall seasons.  This includes grass cutting, 
looking after the trees, shrubs, front entrance flowers, etc.   
 
Also note that we have a beautiful garden maintained by a resident behind the gazebo.  The plants and flowers 
throughout the property are for the enjoyment of all residents so please do not pick them or dig up anything.  If you 
would like to help out in any way with gardening please let Resident Manager know and he will put you in touch 
with the current volunteers. 
 
Please do not do any weeding or planting in common areas without first contacting building staff as you may 
damage plants, sprinkler systems or work previously done by condo gardeners. 
 
GARAGE AND PARKING 
 
There are 273 units in the building and only 185 parking spots.  The parking spots are separate units purchased 
individually or with the unit. There are no visitor or rental parking spots owned by the condo. 
 
Parking spots shall not be rented to or used on a regular basis by anyone who is not an owner or a resident of the 
property.  The Corporation reserves the right to ticket and/or tow illegally parked vehicles.  Remember you need to 
notify the Corporation in writing of the authorized vehicle parked in your space.  
 
You may rent (or sell) to whomever you wish as long as they live in the building.  Note that rentals are managed by 
Resident Manager and he keeps a list of potential renters.  Do not post vacancies on the bulletin board or Facebook 
page.  Please complete the form at Annex 7 if you would like to rent a parking space, locker or even your unit and 
send it to the Resident Manager who will then put you in touch with interested residents. 
 
Visitor Parking 
 
There is no visitor parking for the building and the street parking in the immediate area is metered.  Times are 
posted on signs and on the meters.  There is also user pay parking in the Holland Cross commercial mall garage. 
 
Poorly maintained vehicles 
 

All vehicles must have a current plate registration and be in a good operational state. Vehicles that do not comply 
may be banned completely or removed at owner’s expense. 
 
Oil leaks 
 
If your car is leaking oil or any other fluid, please place a pan underneath it.  Oil in particular damages the garage 
floor waterproofing membrane.  Immediately clean the oil on the ground and repair your vehicle.  Do not park your 
vehicle in the garage until your vehicle has been repaired. 
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Car wash 
 
The Car Wash is for residents only, not for friends and relatives.  When using the car wash, please do not block the 
roadway, or prevent access to parking spots.  Clean and rinse the area and please ensure that all of the water has 
drained from the hose and that the valve is shut off.  Also please store the hose properly when finished. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
Parking Space Storage 
 
Please be reminded that only those who have storage lockers attached to their parking spaces are permitted to 
store items other than a motor vehicle in their parking spots.  Furniture, grocery carts, storage bins, personal items, 
tires, hockey bags etc. are not permitted to be stored in the parking spaces.  Many garages in the area will store tires 
for a small cost.  Ottawa Fire Services mandates that parking spaces are to be used for storage of vehicles only.  
Note that there are 12 storage rooms on the 45 side of the parking garage.  These are individually owned and belong 
to the owner of the parking spot in which they are located. 
 
 
 
 
 
 
 
 
 
 
 
Entrance to Garage 
 
Unnecessary strain is placed on the machinery that controls the garage doors if a fob activates it to open again 
before it is fully closed.  This extra strain on the door’s machinery creates extra repair costs that can be expensive. 
Therefore, we ask all drivers to please wait until the door is fully closed and stopped before pressing your fob to 
open it again. 
 

  

 

  

Speed 
 
The speed in the garage is 10 KPH.  Please respect other people.  There 
are a lot of people in this building who cannot move out of the way 
quickly enough to avoid speeders, so slow down.  Speeding tires also 
damage the garage membrane leading to costly repairs. 

Privately owned storage rooms 
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Garage Safety Mirrors 
 
Ceiling-mounted convex mirrors) have been installed in three strategic locations in the garage so as to help prevent 
accidents and improve the safety of all our residents. 
 
 
 
 
 
 
 
 
 
 
 
 
MAINTENANCE 
 
Building Maintenance 
 
The Corporation carries out routine maintenance on the property according to a regular schedule.  The fire safety 
systems are also fully tested every spring and the heating, ventilation and air conditioning (HVAC) equipment is 
regularly serviced and repaired by a reputable mechanical maintenance company, as are the elevators.   Unit owners 
are responsible for any additions or alterations to the property that they or a previous owner of the unit have 
carried out. 
 
Cleaning of windows 
 
The exterior windows are washed once in the spring and again in the fall.  This is for all inaccessible windows and 
does not include patio doors or windows on the balconies.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Parking Garage Cleaning  
 
The garage is pressure washed in the spring.  You will have to move your car to a nearby street while the garage is 
being cleaned.  Owners of vehicles that are not moved will be automatically charged a fee to have the contractor 
manually clean the spot around the vehicle. 
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Hallway Carpet cleaning 
 
The hallway carpets are steam cleaned each spring and fall and spot cleaning is done throughout the year as 
needed.  A reminder that stains from pets, coffee spills, bike tracks etc. are much easier to clean when the staff are 
informed quickly.  If you accidentally spill something in the hallway or other common areas, please clean it up or ask 
the staff for help, don't just leave it for someone else to step in.   
 
Snow Removal 
 
We contract for snow removal each year from November 15th to April 15th for a cost of around $20,000.00.  This contract 
includes plowing of the front and rear entrances, clearing of the front entrance and access ramp, the rear walkway and 
all fire exits.  The service begins once 2.5 cm of snow has accumulated, or any other condition leading to dangerous ice 
accumulation, and covers a total seasonal snowfall of 254 cm.  (Note that 1 mm of freezing rain equals 1 cm of snow.)  It 
also includes anti-icing or de-icing applications as required.  There are additional charges for off site removal if required.  
The services may be required several times during periods of heavy accumulation with priority given to main 
thoroughfares and pedestrian traffic areas.  If you have a patio, it is your responsibility to clear the access from your 
patio door.  If there is heavy accumulation on your balcony and you wish to remove it, please ensure that the area 
below is clear before you throw anything over the edge. 
 
 
 
 
 
 
 
 
 
 
 
Locks/Keys 
 
It is mandatory for all owners to provide a unit key to the resident building manager.  You will be charged for all 
costs involved if you haven’t provided a key and we have to enter your unit for emergency purposes.  If you lock 
yourself out, and we have a key, the Resident Manager can open your door for a fee. 
 
Mail keys 
 
The keys for the mailboxes are your responsibility.  The condo does not have spares.  You should have some spare 
keys cut in case you lose your main one. 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

 

Unit doors 
 
Door handles are the condos responsibility but door 
locks are not.  Replacement and repairs to door locks 
are the owner’s responsibility.  Unit doors automatic 
opener/closure mechanisms are the responsibility of 
owners as well, and they can be adjusted with an 
Allen key to prevent them from slamming the door 
too hard. 
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Phone/Wifi Problems 
 
Intermittent telephone/wifi problems may be related to the building intercom system or work being done in the 
buildings so check with the Resident Building Manager before scheduling maintenance with your service provider.  
 
Screen repairs 
 
Regular wear and tear of screens will be repaired by the corporation.  Missing screens and damage caused by the 
resident will not be the responsibility of the corporation. 
 
Window and Patio Door Service  
 
For other issues with your windows or patio doors please complete a maintenance request and we will send someone to 
inspect and provide a repair/replacement recommendation. 
 
Maintenance Requests 
 
If you need any condo provided maintenance in your unit, please complete the Maintenance Request Form (Annex 

8) and email to service476@cimanagement.ca or deposit a hard copy in the mailbox on the office door. 
 
RENOVATIONS 
 
If you are planning renovations to your unit you must use certified and licensed plumbers, electricians, installers, etc.  
On more than one occasion major leaks have occurred and damaged the property due to poor plumbing work by 
unqualified personnel.  Also in some cases, flooring has had to be re-done due to lack of proper soundproofing. 
 
It is a lot more expensive to fix the damage than it is to hire a qualified professional in the first place.   You increase the 
chance of liability if work in your unit has not been done by a licensed individual and there is any problem to the 
common areas or to other units, caused by their work, you will also be held liable and your insurance will be responsible 
for payments, not the condominium. 
 
Before starting any work, you must complete the Renovation Request Form (Annex 9) or the Hardwood Flooring 
Approval Request Form (Annex 10) and send them to service476@cimanagement.caexplaining the work to be done and 
requesting approval to proceed.  This is particularly important for installing laminate, wood or ceramic floors, and any 
plumbing or electrical work that could involve the common element drains or circuits.  If you have trades people doing 
work in your unit, you must contact the Resident Manager when they arrive so that they can arrange to bring materials 
in and out through the loading bay, reserve elevators and make arrangements for parking their vehicles.  
 
All construction debris must be removed from the property, not put in the condo garbage bins. Please let the 
Resident Manager know when the work is scheduled so that pads can be put in the elevators to prevent damage. 
 
UTILITIES 
 
Energy Savings 
 
We have installed or upgraded more energy efficient light fixtures throughout the building over the years to try and 
reduce our energy consumption.  We encourage all residents to do the same.  Especially with more and more people 
working from home.  Energy costs are constantly rising and we all need to do our parts. 
 
 
 
 

mailto:service476@cimanagement.ca
mailto:service476@cimanagement.ca
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Toilets 
 
A reminder to please be careful what you flush down the toilet or pour down your sink drains.  No paper towels, 
sanitary products, diapers, wipes, cat litter, used underwear, dental floss, etc.  These items will create blockages 
that will require expensive and messy cleaning. 
 
 
 
 
 
 
 
 
 
 
 
Sinks 
 

No grease or oils please.  These can accumulate and cause blockages and if you cause a problem, you will have to 
pay for the repairs. 
 
Hot water tanks 
 
These tanks are rented by the condo. If your tank no longer provides hot water, starts to leak, or the pressure relief 
valve on top starts hissing, turn off the power breaker for the tank, close the water inlet valve and contact Reliance 
Home Comfort at 1-888-837-1451 (or book at appointment through their website) to arrange for repairs or 
replacement at no cost to you.  Please notify the Resident Manager of the appointment details so that he can 
arrange any necessary access and also update your unit records.  Please note that if your washer and dryer are in 
the way, you will be responsible for moving them.  
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Bathtub Drains 
 
Avoid grease build up, excessive soap or clogging 
by being careful of what you pour down the 
drain.  If the drain becomes slow, use a clog 
remover.  It is easy to clean the bathtub drain. 
Just lift up the stopper and pull out the plug. 
Clean it and reinsert the plug. 

 
 

 
 

Turn off the power 
here. 

  

This is what happens to 
dental floss when you flush 
it.  It causes blockages that 
have to then be cleaned 
out. 
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In-Unit Water Shut Off Valves 
 
If you are having renovations done you must include the addition of shut off valves in the required work if it has not 
already been done in your unit.  This will make it much easier for contractors to isolate the plumbing for each 
individual unit for the purpose of repairs and renovations.  Separate shut off valves should be installed for each 
fixture, i.e. toilets, sinks, bathtubs/showers.  If you do not have shut off valves installed you must use the tool shown 
below to do it.  This tool can be purchased at plumbing supply stores.  It is awkward to do and often causes leaks.  
Shut off valves are much better.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

 

 

HVAC  
 
Our buildings have central air 
conditioning.  Window air 
conditioners are not required 
or permitted. 
 

Toilet Water Shut Off 

Kitchen lights 
 
For those who still have the original kitchen lights the frame is hinged and 
opens fairly easily so there is no reason to remove the plastic cover.  The 
bulbs should only need replacing about every 5 years. 

 
Hydro Vault Cleaning & Torqueing 
 
This is a job that needs to be done 
usually every five years. It is a job 
common to both CCC 476 (35 & 45) 
as well as the commercial buildings.  
The job requires all electrical power 
to the building to be shut down for 
up to 8 hours. 
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Changing Seasons 
 
The change from heat to AC and vice versa occurs in mid May and mid October.  The chillers or boilers, depending 
on the season must be turned off for a couple of days and then the appropriate unit turned on for the new season.  
Should you require heat before or after the change your baseboard heaters are available.  If you require cooler air a 
portable fan is recommended.  A notice will be posted in the glassed bulletin boards once the changeover is 
complete.  The system must be re-set from heat to cold in the spring and from cold to heat in the fall.   
 
If you have version #1 below then you turn the thermostat knob all the way to the warm side if switching from 
winter to summer then turn the system on for 10 to 15 minutes.  The fan will blow air that will be neither hot nor 
cold.  Then turn the switch to the cool side and you should immediately have cool air.  If it doesn’t reset properly 
then notify the Resident Manager via a Maintenance Request Form. 
 
If you have version #2 and are switching from winter to summer then leave the switch in the heat setting, turn the 
system on for 10 to 15 minutes then move the switch to the cool side and adjust the temperature as desired. 
 
The opposite process occurs when switching from summer to winter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Fan Coil Filters 
 
The HVAC fan coil filters will be delivered to each unit in the spring.  The installation process is as follows: 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
 

 

Thermostat 
version #1 

Thermostat 
version #2 

2 – Pull out the old filter. 3 – Install the new filter. 1 – Open the cover. 

Settings: 
Cool 
Off 
Heat 

Fan Coil Units and Air Flow  
 
Please ensure that the vent on your fan coil unit is free and clear of furniture and 
other personal items. This is the metal cover on the wall with the small vent grate 
in it towards the bottom. Keeping the vent clear helps to promote optimal 
airflow in the unit. Proper air flow in the units also greatly improves 
condensation levels on the windows. 
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Ice Build Up on Windows and Patio Doors  
 
During the colder months condensation may occur on windows and patio doors due to lack of airflow or high 
humidity levels.  The best way to prevent this is to open curtains/window coverings during the day to allow the 
warmer air from your unit to circulate over the surfaces of the windows.  Don’t use humidifiers, open the window 
whenever possible, use fans and don’t block the airflow from the front door.  Using the baseboard heaters is also 
advised.   The humidity chart below indicates the recommended indoor humidity levels relative to outside air 
temperature.  A humidity monitor can be purchased to record the levels. 

 

OUTSIDE AIR TEMPERATURE INDOOR RELATIVE HUMIDITY 

-28°C or below not above 15% 

-28°C to -23°C not above 20% 

-22°C to -17°C not above 25% 

-16°C to -12°C not above 30% 

-11°C to -6°C not above 35% 

-5°C to 4°C not above 40% 
 

 
Hallways 
 
The hallways are heated but are not air conditioned.  Air is pumped in from the outside so it will reflect outside 
conditions. 
 
PETS 
 
All dogs and cats must be leashed while on common property.  Leashed pets are to be taken out through either of 
the side doors only.  Do not use the front or courtyard entrances.  Pets are not allowed to do their business in the 
courtyard, or anywhere else on the condo property, and should be walked well away from the building first.   
 
Also a reminder that pets are not permitted in the courtyard at any time with the only exception being during a fire 
alarm evacuation. 
 
There have also been scratches on the ground floors from pet nails.  Please ensure that if you are bringing your dogs 
through the ground floor hallways, you ensure that their nails are kept short so as not to damage the floors.  
 
We also kindly ask for your consideration in keeping leashes shortened when walking your furry friends through the 
common elements.  This will ensure that you keep your dog close to you at all times, and that you are able to quickly 
regain control of your dog when your dog is approaching other dogs and residents inside of the building and near 
the exterior doors. 
 
If your pet has an accident in the hallway, please clean it up to the best of your ability and then inform management 
or the onsite building staff as soon as possible so that corrective action can be taken.  If the building staff is made 
aware of a stain and what caused it, they will be better able to properly address it before it becomes permanent. 
This applies to all spills or stains. 
 
Pet Registry 
 
During emergencies or if building staff or contractors need to enter your unit, we need to know what type of pets 
you have and what their behaviour is like and what their names are.  It is important for staff to know what they will 
be facing if they have to enter your unit when you are not there.  This is especially important if your pet does not 
respond well to strangers and/or is upset and potentially aggressive due to noisy issues such as fire alarm testing. 
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For regular maintenance issues you will be notified in advance so you may choose to be home or to secure your pet 
if you are not.  In the case of an emergency if you are not home we will attempt to contact you, but if we have to 
enter your unit immediately to deal with a fire or flood, an aggressive pet will only make matters worse.  If we at 
least know what to expect and know the pet’s name it could make the situation a little less stressful for both the 
staff and the pet. 
 
Additionally, on occasion, pets (particularly cats) have slipped out of their units unnoticed and are then found 
wandering the halls.  This has happened more than once.  If we can identify the pet we can then return it to the 
proper unit. 
 
See attached at Annex 11, the Pet Registration Form.  Please complete this form and either put a hard copy in the 
office mailbox or give it to the Resident Manager or send an electronic copy to service476@cimanagement.ca. 
 
A picture of your pet is required with this form. 
 
GARBAGE 
 
Please see Annex 12 which is a newsletter covering all aspects of Garbage Disposal, Recycling, Re-using and 
Composting in CCC 476.  Note that since the newsletter was published the recycling bins in the garage have been 
replaced with large dumpsters. 
 
SOCIAL ACTIVITIES 
 
Barbecues 
 
We have several propane barbecues available for the use of residents in the garden gazebo from early spring to late 
summer.  Due to repeated damage and theft you must bring your own lighter and tools. 
 
There are a few simple rules we would ask you to follow when using the gazebo and BBQ area: 
 
1) Wait your turn when the BBQs are in use by other residents. Please be respectful and don’t jump the line when 
others ahead of you are waiting their turn.  
 
2) If you would like to have a group of friends (8 to 20 people) at the BBQ area - you must advise the Resident 
Manager in writing at least 3 days in advance so that we can post a notice to advise residents that the gazebo and 
BBQ's will be used for a specific group - there will be a $50 fee for use of the facility for a group to cover the cost of 
the propane.  There will also be a maximum time limit of 4 hours and group BBQ's are to be concluded by 10:00 pm.  
(Note that due to COVID no large groups will be permitted at the present time.) 
 
3) Please do not leave the BBQ unattended or turn on the gas and then leave while waiting for the BBQ to heat up – 
it can be dangerous and also wastes gas 
 
4) Be sure to turn off the BBQ when you have finished cooking your food.  Both the top burner knobs and the knob 
located on top of the propane tank under the BBQ Grill.  
 

5) Please clean the BBQ after you are finished and be sure to clean up the table areas as well.  We recommend 
rolling up aluminum foil into a loose ball as an inexpensive, and effective way of cleaning the BBQ grill.  Please do 
not use a wire brush.  Use silicon BBQ sheets if possible. 
 
6) If you are in the gazebo, please remember that sound carries quite easily through the courtyard so keep it down.  
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Condo BBQ 
 
We try to have at least one condo barbecue every summer.  The price is reasonable and you can eat and drink all 
you want.  The turn out is always good and everybody is welcome and it is a great way to meet your neighbours and 
enjoy our beautiful courtyard.  
 
Garage Sales  
 
We have had several successful garage sales over the years and hope to continue doing so.  Notices will be sent or 
info provided in the newsletters as to dates and locations. 
 
  
 
 
 
 
 
Foyer Bookcase (temporarily removed due to COVID) 
 
The bookcase has continued to be a valuable addition to the foyer and is currently well used for the original purpose 
for which it was intended e.g. books, magazines, papers and puzzles.  Feel free to leave any books or magazines or 
to borrow any that are there.  Household and personal items, etc. should be dealt with elsewhere.  The purpose of 
these shelves is for residents to share reading material with their neighbours.  
 
Facebook Page 
 
A resident set up a Holland Cross Residents Group page several years ago and you may join if you wish.  This page is 
used to post community events, advertise items for sale, discussion of events in the building, etc.  Please be 
respectful when using the page and do not post derogatory comments about building residents or staff.  If you have 
an issue you would like addressed then please contact CI.  The Facebook page is not supported by, or sanctioned by, 
the board or management in any way. 
 
BICYCLES 
 
 
 
 
 
 
Bike Racks 
 
Bike Racks 
 
These are reserved and there is a $10.00 yearly fee.  Please contact the Resident Manager if you would like to use 
one.   If you use them without registering, your bicycles will be removed. 
 
There are only 112 bicycle spots in the building so if you are on the waiting list you will have to store the bike in your 
unit or storage locker if possible.  We have scoured the building looking for extra space and added new racks 
wherever we could. 
 
 
 

 

Bulletin Boards 
 
We have a bulletin board by the shuttle elevator for your use.  
Items will only be allowed for 1 week and will then be 
removed. 

 

When entering or leaving the building with your bike 
please do not use the front door. Please clean off the tires 
before entering the building.  There are bike racks in the 
garage and locker rooms.  If you use the bike racks, then 
please take the seat with you so that it won’t be stolen.  Do 
not store bicycles on balconies. 
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Common Property Behaviour 
 

Please no bicycling, inline skating or skateboarding in the hallways or anywhere on common property.  It is a safety 
hazard as you could hurt someone or you could scuff or damage the floors or walls. 
 

MOVING AND RENTING 
 
Moving 
 
No vehicles are allowed in the courtyard as it is not designed to support the weight of heavy vehicles.  Please 
schedule your move with the Resident Building Manager to ensure the elevator is available.  Please refer to the 
Rules and Regulations for hours of moves and fees. 
 
Elevator Reservations 
 
Elevator bookings for moves in and out of the building will not be confirmed until the prescribed move request form 
is completed and submitted to the office.  A damage deposit of $250 is required.  Moves after hours must be 
approved a minimum of 72 hours in advance and are subject to availability by the Resident Manager.  There is an 
additional charge of $250 for any moves outside of regular working hours (maximum 3 hours).  The elevators must 
also be reserved in advance in the event of a large item delivery or transportation of construction materials.  Move 
forms are attached at Annex 13 or can be obtained from Resident Manager. 
 
Flooring Damage 
 
When moving furniture and appliances, please use a proper dolly to avoid damaging flooring.  Even if there are 
wheels already on the item, these may get jammed or locked and cause irreparable damage.  The floor is designed 
for heavy use but not abuse.  Damages are costly and repairs and tile replacements may not match existing colours.  
We have a dolly on wheels, which is available to assist moving and avoid such scratching.  Please ask and arrange for 
this in advance. 
 
Renting of Units 
 
It is a violation of the Declaration if owners do not inform the Corporation when their unit is being rented or when 
the occupants of their unit are changing.   Elevator bookings and changes to the entry panels will not be made until 
formal confirmation of tenancy changes are confirmed by the Owners, in writing.  All changes must be sent to the 

Property Manager using Form 5 at Annex 14   Please ensure that if you have rented out your unit at Holland 
Cross, you have provided your residents with a copy of the Corporation’s Handbook and Rules and 
Regulations. Please contact the property manager should you require copies of these documents.  If you 
are a renter and have not received the Handbook or Rules and Regulations, please contact your Landlord. 
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Parking, Locker and Unit Rental Postings 
 
Due to a recent SCAM of a resident involving the rental of a parking spot, and because of similar scams in the 
Ottawa area involving apartment units; owners wishing to rent their parking space, storage locker or apartment unit 
can no longer post these types of notices on the lobby bulletin board. If you are looking to rent or rent out a parking 
space, storage locker or apartment unit, please complete Annex 7 and give it to the Resident Manager.  
 
As per the Condo Act, it is mandatory to inform the Property Manager in the event that a parking spot, storage 
locker or apartment unit is being rented and to whom. It is important that we maintain current records in case of 
emergency. 
 
GENERAL INFORMATION 
 
Internet and Cable Providers 
 
Cable/satellite services are all available in the building and residents can choose which one, if any, they wish to use. 
It is up to residents to contact their preferred service provider for set up/issue resolution.  The companies that 
provide service to the building should have instructions on file on how to access the required areas.  Providing 
access, especially after hours, is not something that the building staff are responsible for and owners/residents must 
ensure that they are home to provide building access.  This would not be considered an emergency over the 
weekend and staff would not be dispatched to assist unless prior arrangements have been made.  Note that satellite 
dishes are not allowed on patios, balconies, or anywhere else outside the building. 
 
Parcel Deliveries 
 
There are 6 Canada Post parcel delivery boxes located in the lobby.  If you have a parcel you will get a key in your 
mailbox and you just follow the instructions on the key to retrieve your parcel.  You can also deposit outgoing letter 
mail in these boxes and it will be collected by the mail carrier. 
 
For parcel deliveries from other providers than Canada Post – please monitor your deliveries and if left in the lobby 
pick them up as soon as possible to prevent theft. 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Noise 
 
Please keep music/noise at a respectable level. The building is made of concrete so sound can carry through several 
floors and disturb your neighbours.  Also note that in the courtyard noise carries very well and normal volume 
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conversations on patios can be heard by many of your neighbours.  Residents like to enjoy their balconies so please 
be mindful and keep your conversations, both with other people and on phones down to a reasonable level so that 
others are not required to close windows or leave their balcony or patio due to excessive noise.   
 
Please be courteous to your neighbours and mindful of the fact that everyone lives in close proximity to one 
another. 
 
Please be sure to use felt pad under chairs, stools and any other furniture that you may be dragging across the floor 
or moving in your unit on a regular basis.  This will help prevent unnecessary noise transfer between units. 
 
Area rugs and carpet runners are also really great for minimizing noise transfer between stacks of units.  This is also 
useful for exercise equipment, i.e. treadmills.  Due to the concrete construction, noise can travel throughout a large 
section of the building so placing a sound barrier of carpet or rugs under your equipment will be much appreciated 
by your neighbours. 
 
Please turn down the bass & volume levels of entertainment systems. 
 
Please limit use of balls and hard toys when playing with pets. 
 
Please prevent your dogs from barking when unattended or when persons walk past your door. 
 
Please turn off your bathroom and kitchen fans when not required to vent moisture and/or smoke and ensure that 
they are functioning properly so as to not create unnecessary noise transfer into neighbouring units. 
 
For unreasonable noise disturbances, please phone the City Bylaws Enforcement at 311 and follow up in writing to 
the Property Manager so that further enforcement can be taken, if required. 
 
Laundry Hours 
 
The time to do laundry in your unit is between 8:00 am and 11:00 pm. This is so that the noise from the machines, 
water running through pipes, and the exhaust fan noise from the operation of the dryer, does not disturb your 
neighbours.  
 
Winter Precautions  
 
If you are going away for a length of time, please ensure that some heat is left on in your unit to prevent frozen 
pipes.  
 
Charitable Donations 
 
Do not leave items for charity pick-up at the main entrance.  
 
Lockers 
 
All lockers have been assigned to units.  If you don’t know your locker number, please ask the Resident Manager.  
Don’t use any locker other than your own even if it is empty.  
 
 
Window Coverings 
 
Drapes, blinds, curtains, shutters etc. that are visible from the outside must be white or off-white - no exceptions. 
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HISTORY 
 
A few facts about our buildings 
 
As noted in the Ottawa Citizen, Holland Cross Condo developer Citicom: “officially unveiled Holland Cross Condos at 
a champagne and smoked salmon affair at the end of July 1986”. As planned, the project reached completion in 
1989. Reporting on the complex was entirely positive and the design was considered to be both innovative and 
refreshing. Holland Cross was praised for being “a respectful addition to the neighbourhood.”  
 
Ottawa Citizen and the original advertisement.  Meticulously designed and built.  “1985 “All paths lead to Holland 
Cross, the convergence of village charm, urban convenience, for living, shopping, and business… “Ottawa Citizen, 
Nov. 9’85 A4” 
 
Holland Cross Construction History 
 
To see an interesting article about the construction of the Holland Cross commercial buildings and the condo towers 
in a series of 30 time lapse photos showing the construction progress, please check out: 
http://kitchissippimuseum.blogspot.com/2018/08/the-construction-of-holland-cross-time.html 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

  

 

Grey Trolley Carts 
 

These are located in the garage and are provided for you to 
bring items from your vehicles to your units.  They must be 
returned to the garage as soon as you are finished with them 
so that they are available for other residents.  Do not leave 
them in the hallways. 
 

 

http://kitchissippimuseum.blogspot.com/2018/08/the-construction-of-holland-cross-time.html
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IN CONCLUSION 
 
The last and most important item is to enjoy yourself while you are living here. Get to know your neighbours.   It 
may seem like there are a lot of rules but they are what make for harmonious living. 

 

Courtyard Architectural Plan  
 
A copy of the original architectural plan for the 
courtyard has been printed and displayed on the 
ground floor by the main exit to the garage. 

 



Annex #2 

HARD FLOORING APPROVAL REQUEST FORM 
 

 

NAME OF RESIDENT: _____________________________UNIT #:________35 / 45 Holland Avenue.  

 
TELEPHONE: HOME________________________WORK:______________________________ 

 

CONTRACTOR: _____________________________PHONE:_____________________________ 

 

IN WHAT AREAS OF THE UNIT WILL HARD FLOORING BE INSTALLED: 
 

_______________________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________ 

 
________________________________________________________________________________________________________ 

 
_______________________________________________________________________________________________________ 

 

PLEASE BE ADVISED THAT FOR THE INSTALLATION OF HARDWOOD OR 

LAMINATE FLOORING OWNERS MUST ABIDE BY THE SPECIFICATIONS OF THE 

CORPORATION FOR SOUND INSULATION. VARIOUS PRODUCTS AND LEVELS 

OF THIS SOUND BARRIER ARE AVAILABLE.  

 

PLEASE ENSURE YOUR SOUND INSULATION CARRIES AN FIIC OR STC RATING 

OF 70 OR GREATER.  

 
PLEASE CONFIRM THE SPECIFICATIONS FOR THE HARD FLOORING AND UNDERLAYMENT: 
 

_______________________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________ 

 

CONTRACTOR: __________________________________________PHONE:____________________________ 

 

 

OWNER SIGNATURE: ________________________________DATE:_________________________ 
I am the registered owner of the above noted property. I wish to carry out the renovations as outlines on this form and 

attached documentation. I agree to employ only licensed contractors and tradesman to carry out this work and I certify 

that I have provided the contractor with all relevant documentation pertaining to the building. I further agree to abide by 

the Corporations by-laws and rules pertaining to renovations including but not limited to hours of work, elevator usage, 

and disposal of materials. 

 
SAMPLE RECEIVED: YES / NO 

 
 

APPROVAL: _________________________________________DATE:__________________________ 



Annex #4 

RENOVATION APPROVAL REQUEST FORM 
 

 

NAME OF RESIDENT: _____________________________UNIT #:________35 / 45 Holland 

 
TELEPHONE: HOME________________________WORK:______________________________ 

 

CONTRACTOR: _____________________________PHONE:_____________________________ 

 

PROPOSED RENOVATIONS: 
PLEASE OUTLINE IN AS MUCH DETAIL AS POSSIBLE THE PROPOSED RENOVATIONS INLCUDUNG PRODUCT 

SPECIFICATIONS, DRAWINGS (WHERE APPLICABLE) ETC. 

 

_______________________________________________________________________________________________________ 

 

_______________________________________________________________________________________________________ 

 
________________________________________________________________________________________________________ 

 
_______________________________________________________________________________________________________ 

 
WILL CABINETS BE REMOVED: YES / NO 

 

WILL THE FLOORING BE REPLACED: YES / NO 

 
PLEASE NOTE FOR FLOORING, OWNERS ARE REQUIRED TO ABIDE BY THE SPECIFICATIONS FOR SOUND 

INSULATION AND COMPLETE THE FLOORING APPROVAL FORM. TO OBTAIN THIS INFORMATION VISIT THE 

PROPERTY MANAGEMENT OFFICE.  

 

COMPLEX RENOVATIONS: 

 
WILL ELECTRICAL WIRING BE IMPACTED: YES / NO 
 

WILL ANY PLUMBING BE IMPACTED:  YES / NO 
 
WILL ANY INTERIOR WALLS BE REMOVED: YES / NO 
 
IF YES TO ANY OF THE COMPLEX RENOVATIONS, A BUILDING PERMIT MUST BE OBTAINED AND A COPY 

PROVIDED TO THE MANAGEMENT OFFICE BEFORE RENOVATIONS CAN BE APPROVED. 

 

OWNER SIGNATURE: ________________________________DATE:_________________________ 
I am the registered owner of the above noted property. I wish to carry out the renovations as outlines on this form and 

attached documentation. I agree to employ only licensed contractors and tradesman to carry out this work and I certify 

that I have provided the contractor with all relevant documentation pertaining to the building. I further agree to abide by 

the Corporations by-laws and rules pertaining to renovations including but not limited to hours of work, elevator usage, 

and disposal of materials. 

 

 

 

 

APPROVED BY:       ________________________________DATE:_________________________ 
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Introduction 

 

Condominium living requires a conscious and deliberate effort on the part of all the residents to cooperate and 

peacefully co-exist with each other.  Because we all live together in such close quarters and share the common 

elements of the property, rules are necessary to protect the property and the collective rights of the residents. 

 

The Condominium Act of Ontario, Section 29. (1) reads: 

 

"The board may make rules respecting the use of common elements and units or any of them to 

promote the safety, security or welfare of the owners and of the property or for the purpose of 

preventing unreasonable interference with the use and enjoyment of the common elements and of 

other units." 

 

The following document is composed of two sections.  The items in Article III of the Declaration are not "rules" 

but rather they are similar to rules and define certain rights and obligations of the owners and the Corporation.  

This section is included within this document for completeness as a natural extension of the rules.  The Declaration 

cannot be changed, and it is the primary instrument that governs the operation of the Corporation.   

 

The Rules and Regulations in Schedule "A" of By-Law No. 1 were devised by the developer as part of the original 

Corporation’s documentations.  These additional regulations have been enacted by the Board of Directors over 

the years since the condo was formed, either because of some perceived need or to expand on the existing rules.  

All of these sections are equally binding.   

 

Enforcement of the rules usually consists of a letter from the Property Manager, or a personal visit from the 

Resident Building Manager, pointing out the infraction and requesting compliance with the rules.  For minor 

problems this is often sufficient.  Frequent or continued problems will eventually be referred to the Corporation's 

attorney for further action.  Under extreme circumstances, the Corporation can evict a tenant even over the 

landlord's opposition, and the courts can order an owner to sell their unit if complaints against them are deemed 

severe enough. 

 

The rules do not allow for fines, but an owner can be held liable for any costs incurred by the Corporation as a 

result of their, or their tenant's, infraction, including legal fees.  In addition, there are City by-laws in place that 

can be used in some situations, such as the stoop and scoop and noise by-laws.   

 

If you have a complaint, please put it in writing to the Property Manager, and if the situation requires immediate 

attention, such as loud music or damage to the property, tell the Resident Manager right away.  Don't think of the 

rules as an inconvenience or an infringement on your individual rights, but rather as a means of preserving the 

value of your investment in the property and protecting your rights to a peaceful and safe lifestyle. 
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DECLARATION 

ARTICLE III 

 

UNITS 

 

1. Occupation and use – The occupation and use of the units shall be in accordance with the following restrictions and stipulations: 

 

a. Each dwelling unit shall be occupied and used only for residential purposes and for no other purpose, but the foregoing 

shall not prevent the Declarant from completing the building and all improvements to the property, maintaining units as 

models for display and sale purposes, and otherwise maintaining construction offices, displays and signs until all units 

have been sold by the Declarant. 

 

b. Each parking unit shall be used for the parking of one (1) motor vehicle and for storage purposes and for no other 

purpose. 

 

c. A parking unit shall not be conveyed to anyone other than: 

i. a dwelling unit owner in the property or in the Proposed condominium; 

 

ii. the owner of the Adjacent Lands; 

 

iii. the Condominium Corporation; or 

 

iv. the declarant or condominium corporation(s) of the Proposed Condominium. 

 

d. A parking unit shall not be occupied or used by anyone else other than; 

i. a dwelling unit owner in the property or in the Proposed condominium; 

 

ii. the owner of the Adjacent Lands; 

 

iii. the Condominium Corporation; 

 

iv. the declarant or condominium corporation(s) of the Proposed Condominium; or 

 

v. an authorized visitor of any of the aforesaid persons. 

 

e. No unit shall be occupied or used by anyone in such a manner as to result in the cancellation or threat of cancellation 

of any policy of insurance placed by or on behalf of the corporation.  If a unit is occupied or used by anyone in such a 

manner as to result in an increase in premium cost of any policy of insurance placed by or on behalf of the corporation, the 

owner of such unit shall reimburse the corporation for such increase, and such increase in premium cost shall be added to 

the owner’s contribution towards the common expenses. 

 

f. The owner of each unit shall comply and shall require all residents and visitors to his unit to comply with the Act, the 

declaration, the by-laws and the rules. 

 

g. No boundary wall, load-bearing partition wall, floor, door or window, toilet, bathtub, wash basin, sink, heating, air-

conditioning, plumbing or electrical installation contained in or forming part of a unit shall be installed, removed, extended 

or otherwise altered without the prior written consent of the board; but the provisions of this subparagraph shall not require 

any owner to obtain the consent of the board for the purpose of painting, decorating, including the alteration of the surface 

on any wall, floor or ceiling which is within any unit and not visible from the exterior.  That part of drapes, blinds and 

window coverings of any kind which are visible from the exterior shall be white or off-white, unless otherwise authorized 

in writing by the Board.  The inside surface of windows and glass doors visible from the exterior, shall remain clear and 

no colour of sun screen or laminate shall be applied or affixed thereto, unless otherwise authorized in writing by the Board. 

 

h. No owner shall revise or repair any fixture, or item within the unit, that is directly connected to the common elements 

of the building without utilizing the services of a mechanic, licensed in the City of Ottawa, to perform the type of work 

being revised or repaired.  This is intended to include work to the plumbing fixtures directly connected to the building’s 

water mains or drainage system, or electrical work that may affect power lines beyond the individual suite panel. 

 

i. No animal, livestock, or fowl of any kind other than: 
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i. A “dog guide” as defined by The Blind Persons’ Rights Act; or  

 

ii. A pet, being one dog; one cat; caged birds except pigeons; tropical fish; and small caged animals usually 

considered to be pets shall be kept or allowed in any unit. 

 

No animal, which is deemed by the board, in its absolute discretion, to be a nuisance shall be kept by any owner in any unit.  

Such owner shall, within two (2) weeks of receipt of a written notice from the board requesting the removal of such animal, 

permanently remove such animal from the property.  No breeding of animals for sale shall be carried on, in or around any 

unit. 

 

j. No noise shall be permitted to be transmitted from one unit to another.  If the board determines that any noise is being 

transmitted to another unit and that such noise is an annoyance and/or a nuisance and/or disruptive (regardless of whether 

that unit is below or wherever situated in relation to the offending unit), then the owner of such unit shall at his own 

expense take such steps as shall be necessary to abate such noise to the satisfaction of the board.  If the owner of such unit 

fails to abate the noise, the board shall take such steps as shall be necessary to abate the noise and the unit owner shall be 

liable to the corporation for all expenses incurred by the corporation in abating the noise, which expenses are to include 

reasonable solicitor’s fees. 

 

k. No sign, advertisement or notice of any type visible from the exterior of the unit, shall be inscribed, painted, affixed 

or displayed in any part of the unit without the prior written consent of the board. 

 

2. Rights of entry 

 

a. The corporation or any insurer of the property or any part thereof, their respective agents, or any other person 

authorized by the board, shall be entitled to enter any unit, at all reasonable times and upon giving reasonable notice, to 

perform the objects and duties of the corporation, and, without limiting the generality of the foregoing, for the purpose of 

making inspections, adjusting losses, making repairs, correcting any condition which violates the provisions of any 

insurance policy and remedying any condition which might result in damage to the property. 

 

b. In case of an emergency, an agent of the corporation may enter a unit at any time and without notice for the purpose 

of repairing the unit, or for the purpose of correcting any condition which might result in damage or loss to the property.  

The corporation or anyone authorized by it may determine whether an emergency exists. 

 

c. If any owner shall not be personally present to grant entry to his unit, the corporation or its agents may enter upon 

such unit without rendering it, or them, liable to any claim or cause of action for damages by reason thereof provided that 

they exercise reasonable care. 

 

d. The corporation shall retain the means of opening all locks to each unit, including the combination to any combination 

locking system.  No owner shall change any lock or combination thereof or place any additional locks or locking devices 

on the doors to any unit or to any part of the common elements of which such owner has the exclusive use, without 

immediately providing to the corporation the means of opening such lock or locking device. 

 

e. The rights and authority hereby reserved to the corporation, its agents, or any insurer or its agents, do not impose any 

responsibility or liability whatever for the care or supervision of any unit except as specifically provided in this declaration 

or the by-laws.  
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SCHEDULE “A” 

 

RULES AND REGULATIONS 

 

For the purposes of these Rules and Regulations, “owner” shall include all those residing in or occupying a unit and anyone permitted 

to be in a unit by the registered owner or any resident of the unit. 

 

1.00    RESTRICTION ON USE OF COMMON ELEMENTS 

 

1.1     Nothing shall be placed or installed on the common elements except those parts of the common elements over which the owner 

has exclusive use, without the consent in writing of the board. 

 

1.2     If an owner installs or has had installed any item with the consent of the board, that owner shall be held responsible for the cost 

of the removal and replacement of such installations should it be necessary to remove same for the repair or maintenance of the 

common elements. 

 

1.3     An owner shall not do or permit anything to be done in or on the common elements or bring or keep anything thereon which will 

in any way increase the risk of the rate of fire insurance. 

 

1.4     An owner shall not leave, place or permit to be placed or left in or upon the common elements any debris, refuse or garbage.  He 

shall directly carry or place same in garbage chutes provided, and these areas shall only be used during the hours designated by 

the board.  Newspapers are to be disposed of in accordance with instructions posted. 

 

1.5     Refuse or garbage shall be contained in properly tied polyethylene or plastic garbage bags not exceeding one (1) foot in diameter.  

Where such debris, refuse or garbage consist of packing cartons or crates, the owner shall arrange with the manager or 

Superintendent to place such packing cartons or crates in a special area.  They shall not in any event be left outside the unit. 

 

1.6     Entrances, passageways, walkways and driveways used in common by the owners shall not be obstructed by any of the owners 

or used by them for any purpose other than for ingress and egress to or from their respective units. 

 

1.7     No owner shall harm, mutilate, destroy, alter or litter any of the landscaping on the property, including grass, trees, shrubs, 

hedges, flowers or flower beds. 

 

1.8     Visitors to units shall not use the common elements except for ingress to and egress from a unit unless they are accompanied by 

an owner. 

 

1.9     Household furniture and effects shall not be taken into or removed from any unit except at such times and in such manner as may 

have been previously approved by the board, superintendent, or the manager, nor shall any heavy furniture or object be moved 

over floors of the halls, landings, elevator or stairs so as to damage them. 

 

1.10     No delivery of goods will be accepted at the lobby without the owner being present at the time of delivery, unless prior 

arrangements have been made with the manager or superintendent.  The foregoing shall not apply to the delivery of mail by 

Canada Post, or to the delivery of newspapers and valid election material for municipal, provincial and federal elections, provided 

they conform to procedures established by the board or the Manager, from time to time. 

 

1.11     No more than one animal shall be permitted on an elevator at any time. 

 

 

2.00    LIABILITY FOR COSTS 

 

2.01    The owner of a unit shall be responsible for any cost incurred to repair any damage to the common elements or other units that 

may have been cause by the owner that is not covered by insurance maintained by the Corporation.  The owner shall pay any 

deductible applicable to such insurance. 

 

2.02    If damage to the common elements has been caused by any act or omission of any owner, the owner of that unit shall be responsible 

for any costs incurred to repair that damage, such cost to be assessed and collected in the same manner as a common expense 

attributable to his unit. 
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2.03    In those cases where it has been determined that the responsibility for payment of the cost to repair is that of the owner or where 

an owner chooses to make the repair himself, the board shall approve the selection of the contractor and/or the method of repair.  

This decision, at the discretion of the board, shall be based on a minimum of two bids, the method of repair, the meeting of 

standards of uniformity and consideration of the convenience of other owners involved. 

 

3.0 PARKING, ENTRANCEWAYS AND PARKING GARAGE 

 

3.01    Parking is prohibited in the designated fire routes, entranceways, traffic circles, delivery and service areas and any other part of 

the common elements other than those spaces designated for parking. 

 

3.02    No repairs other than minor emergency repairs may be made on any motor vehicle parked or left standing in any parking unit or 

upon the common elements. 

 

3.03    No car washing shall be permitted except in such areas as may be specifically designated by the board for such purpose. 

 

3.4 No owner shall plug in or caused to be plugged into any electrical service, any in-car or block heater. 

 

3.5 Except for his private passenger automobile, motorcycle, station wagon or small van, no owner or occupant shall store, park, or 

leave in his parking unit any other object, including trailer, boat, snowmobile, mechanical toboggan, machinery, equipment of 

any kind, tires, bicycles, firewood, cans, bottles or containers. 

 

3.6 No owner shall lease his parking unit unless he complies with the requirements of the applicable requirements of the declaration, 

by-laws and Rules from time to time of the Corporation and the Act. 

 

3.7 A motor vehicle shall not be driven on any part of the common elements at a speed in excess of the posted speed nor on any part 

of the common elements not designated for the passage of motor vehicles. 

 

3.8 No owner shall place, leave, park or permit to be placed, left or parked in or upon the common elements or a parking unit any 

private passenger automobile which, in the opinion of the board or the manager, may pose a security or safety risk, either caused 

by its length of unattended stay, its physical condition or its potential damage to the property.  Upon two (2) weeks’ written notice 

by the board or the manager, the owner of such vehicle shall be required to attend or remove the vehicle as the circumstances 

require and as directed by the board or the manager. 

 

3.9 No person shall park any vehicle in contravention of these Rules, in default of which, such person shall be liable to be fined or to 

have his motor vehicle towed from the property under the applicable City of Ottawa by-law in which event the Corporation and/or 

its agents shall not be liable for any damage, costs or expenses howsoever caused in respect of any motor vehicle so removed 

from the property. 

 

 

4.0 RESTRICTIONS OF USE OF UNITS AND COMMON ELEMENTS 

 

4.01    No owner shall create or permit the creation of or continuation of any noise or nuisance which, in the opinion of the board or the 

manager, may or does disturb the comfort or quiet enjoyment of the property by any other owner. 

 

4.02 Nothing shall be thrown from the building.  The owner shall not permit anything whatsoever to fall from the Property.  No mops, 

brooms, dusters, rugs or bedding shall be shaken or beaten on those parts of the common elements over which the owner has 

exclusive use, if any.  No hanging or drying of clothes is allowed on any part of the Property. 

 

4.3 The water closets and other water apparatus shall not be used for purposes other than those for which they are constructed and no 

sweepings, garbage, rubbish, rags, ashes or other substance shall be thrown therein.  Any damage resulting to them from misuse 

or from unusual or unreasonable use shall be borne by the owner in whose unit they are located who will be deemed to have 

caused such damage. 

 

4.4 No owner shall act contrary to any of the rules and ordinances of the Board of Health or to any statute or municipal by-law. 

 

4.5 Water shall not be left running unless in actual use. 

 

4.6 Owners shall not use any electrical device that will overload existing electrical circuits, and the installations of major electrical 

apparatus in either the units or the common elements is not permitted without the prior written consent of the board. 
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4.7 Electrical circuits shall be used in accordance with the prescribed specifications.  No alterations may be made to existing electrical 

circuits or electrical supply sources without the prior written consent of the board. 

 

4.8 An owner shall not obstruct or interfere with the rights of the other owners or any individual authorized to be in the building by 

the board or in any way injure or annoy them. 

 

4.9 No open house for the purpose of selling a unit shall be held on either the common elements or the units.  This rule shall not apply 

to the declarant. 

 

4.10 Owners shall comply with all governmental laws and regulations whether municipal, provincial, federal or of any authorized 

agency thereof. 

 

 

Additional Regulations 

 

 

5.00 Moving 

 

5.01 All residents moving into or out of the buildings must submit a completed "moving form" (refer to Annex #1) to the Resident 

Building Manager as far in advance of the moving date as possible, in order to reserve the loading bay and elevator. 

 

5.02 All moves require a $200 damage deposit that is refundable after the move inspection, given no damages from the move. 

 

5.03 Elevator and loading bay reservations are limited to three (3) hours unless an extension is granted by the Resident Building 

Manager.  Residents must present their damage deposit receipt to on-site personnel to obtain the loading bay or elevator. 

 

5.04 Moves can be carried out between Monday to Friday, 9:00 am to 4:00 pm.  Moves outside of these hours or on weekends or 

statutory holidays require prior approval of the Resident Building Manager and payment of a $30/hour fee to cover the 

costs of building and security personnel. The moving period is restricted on Saturday, Sunday and Statutory holidays 

between 9 and noon and during the evenings during the regular business week between 6 p.m. and 9 p.m. Moving is not 

permitted after 9:00 p.m. 

 

5.05 Residents must use only the designated loading bays for moving.  Moving through other entrances is not permitted. 

 

5.06 Residents on the first floor who do not need the elevator for moving must still complete a moving form to reserve the loading 

bay. 

 

 

6.00 Vertical Fan Coil Filters 

 

6.01 The vertical fan coil air filters that are part of the common central heating and air conditioning system must be changed at least 

once per year.  Each unit will receive one filter per fan coil per year at no charge.  . 

 

6.02 Residents who wish to change their filters more often can obtain additional ones from the Building Resident Manager.  

 

6.03 Residents are required to install the new filters themselves. However, if a resident requires assistance, please complete a 

Maintenance Request Form and the Building Resident Manager will install it.    

 

6.04 The Corporation reserves the right to enter any unit upon reasonable notice in order to change the filter if the resident has 

neglected or refused to do so. 

 

6.05 Only those filters supplied by the Corporation are to be installed in the units as they are of a size and type specifically designed 

for the system.  Residents who substitute other filters, or who neglect to change filters when required, or remove the filter 

without replacing it, will be responsible for all costs associated with cleaning the fan coil, motor, ductwork or other parts of the 

system, and for any and all other damage resulting therefrom. 

 

6.06 Filters may be vacuumed a few times in between changes and residents are encouraged to do so. 

 

6.07 Owners will be responsible for the cost to repair or replace the unit due to negligence.  
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7.00 Barbecues 

 

7.01 The use of barbecues, hibachis, other portable cooking devices or open fires is strictly prohibited anywhere on the property, 

either in the units or on the common elements, patios or balconies, except for the communal barbecue supplied by the 

Corporation for use in the designated area of the courtyard only. 

 

7.02 Residents are prohibited, in accordance with local fire codes, from storing propane, gasoline, kerosene or other flammable or 

explosive material anywhere within the units or common elements, including balconies, patios, and locker rooms. 

 

7.03 The Corporation reserves the right to enter a unit, exclusive use area or locker, at any time and without notice, to remove and 

dispose of any containers of restricted flammable material, or perform any other action deemed necessary to correct a hazardous 

condition. 

 

 

8.00 Balconies and Patios 

 

8.01 Only standard patio furniture is permitted to be left out on balcony and patio exclusive-use common elements.  These areas are 

not to be used for storing boxes, bags, bicycles, barbecues, or any other item that in the opinion of the Board is unsightly or a 

nuisance to other residents. 

 

8.02 Pets are not to be left unattended on balconies or patios.  Pet droppings must be promptly removed. 

 

8.03 The installation of indoor/outdoor carpet on balconies is not permitted. 

 

8.04 Residents are not permitted to paint, stain, cover, or alter in any way the appearance or structure of the exterior exclusive-use 

common elements, or affix anything thereto. 

 

 

9.00 Garbage and Recycling 

 

9.01 Glass items are not to be thrown down the chutes. 

 

9.02 Boxes and other large items too big for the chute are to be left in designated areas of the garage. 

 

9.03 Garbage is not to be left in the chute rooms on each floor. 

 

9.04 All garbage put down the chute must be in properly tied leak proof plastic bags. 

 

9.05 The garbage chutes are not to be used from 10:00 pm to 8:00 am. 

 

9.06 Recyclable items are to be brought to the appropriate containers in the garage in accordance with City of Ottawa regulations. 

 

 

10.00 Pets 

 

10.01 Dogs must be held on a leash at all times when on the common areas of the property.  Cats must be kept inside the units at all 

times.  Pets are not permitted to enter another resident's enclosed patio at any time. 

 

10.02 Pets are not permitted to relieve themselves anywhere on the common elements of the property.  Do not walk your dog in the 

courtyard or let your cat wander around.  Urine kills the grass and feces are too often left behind despite the stoop and scoop 

by-law. 

 

10.03 If animal wastes are deposited in violation of section 10.02, they must be promptly removed and flushed away, not left in the 

waste baskets or thrown out with the garbage. 
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11.00 Parking 

 

11.01 Parking spots shall not be rented to or used on a regular basis by anyone who is not an owner or a resident of the property. 

 

11.02 Notwithstanding the provisions of Section 3.08 of Schedule "A" of By-law No. 1, and which are hereby modified in accordance 

with Section 29.(1) of the Condominium Act, any vehicle which in the opinion of the Resident Manager is leaking oil, gasoline, 

or other fluid or substance that may damage the property is subject to removal without notice and not permitted to re-enter the 

property until the leak is repaired.  All costs associated with cleaning up a leak or repairing damaged asphalt will be charged 

to the vehicle or unit owner. 

 

11.03 The speed limit in the garage is 10 kilometers per hour. 

 

 

12.00 Bicycles 

 

12.01 Bicycles shall be stored in the racks provided, insofar as they are available. 

 

12.02  Owners and residents must pay an annual administration fee of $10 to store and maintain their bike on the pre-assigned bike 

racks. Bike racks shall be assigned on a first come first served basis. 

 

12.03 Bikes shall be brought into and out of the buildings via the designated doors only that are nearest to each storage area.  Bikes 

shall not enter or leave the building through the main front or back entrances. 

 

12.04 Bikes must be carried through the interior common areas of the property. 

 

 

13.00 Bulletin Boards 

 

13.01 All items for display on the public bulletin board are for the use of all residents. Items of a political, controversial, sensitive, or 

offensive nature will not be permitted and will be removed. The item(s) must be dated and posted for no more than three weeks 

in order to allow availability to other notices. 

 

 

14.00 Security Lock System 

 

14.01 Defective fobs will be replaced at no charge, if they are otherwise undamaged. 

 

14.02 Non-resident owners are entitled to one key fob only, regardless of the number of units owned.  Non-resident owners will not 

receive a garage door remote unless their unit is vacant, and these remotes will only work while the unit remains vacant. 

 

14.03 Spare key fobs for residents are restricted to one per unit and must be registered under the name of the individual who will be 

using it.  Requests for spare fobs must be reasonable and a deposit of $50 is required. 

 

14.04 Garage door remotes will initially be issued at no cost, one per parking spot only 

 

14.05 Replacement fobs for those lost or stolen cost $50. Do not let the cost of replacements cause you to delay reporting a lost fob 

or remote.  If the original is found later, the replacement can be returned for a refund. 

 

14.06 Lost or stolen fobs or garage door transmitters must be reported to the resident manager immediately so that they can be 

promptly de-activated. 

 

14.07 The fob/remote usage information collected by the computer is completely confidential.  Residents may obtain specific 

information about their own fob or remote, provided a written request is submitted to the Resident Building Manager stating 

the reason the information is needed.  This information will not be available to third parties unless we are required by warrant, 

court order or subpoena to provide it. 
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14.08 Please bring all fobs/remotes to the Resident Building Manager when new residents move into the building so that they can be 

programmed and registered under their name. Both new Owners and Owners of new Tenants need to ensure that their 

fobs/remotes are updated with the Resident Building Manager, following taking possession of the unit.  

 

14.09 All resident fobs will work on any common area door in both buildings.  Spare fobs may be restricted to certain doors or times 

depending on the circumstances. 

 

14.10 New residents/owners will be required to show identification and proof of residence/ownership when registering for their fobs 

and remotes. 

 

14.11 Fobs and remotes must be picked up in person and will not be sent through the mail.  Non-resident owners may designate, in 

writing, a third party to obtain their fob or remote on their behalf. 

 

14.12 Owners/residents are responsible for replacing the batteries in their remotes. 

 

 

15.00 Hard Flooring Installation 

 

15.01 Any owner wishing to install hard flooring in their unit must complete the “Hardwood Flooring Approval Request Form” (refer 

to Annex #2) in order to obtain prior written consent of the board, in accordance with Article III, Section 1.g of the Declaration.  

For the purposes of this rule, hard flooring shall be defined as any material other than carpet. Please contact the Property 

Management Company for a copy of the Hardwood Flooring Approval Request Form.  
 

15.02 Any owner who installs hard flooring in their unit shall take reasonable steps to minimize the transmission of noise through the 

flooring to other parts of the building.  Such steps may include, but are not necessarily limited to: 

 

a) The installation of one of the accepted flooring underlayment, must be used: 

-SOLIDBLACK MD – STC 72 

-HURRICANE BARRIER UNDERLAYMENT BY PLI/PAK-LITE INC – STC 72 

-QUIET MAXX – STC 71 

-GOODFELLOW THE WOOD SPECIALISTS-MEYCI PLUS-STC 71 

*Please note – Products Not Accepted: 

 -Morin Membrane   -Silent-Step 

 -Multislver     -Cargo Whisper Walk 

 -QuietWalk by Quick Style 

 

b) To install a floating floor of either laminate and/or hardwood flooring, the floor must be a minimum of 12mm in thickness 

and also must in addition include a minimum of 2mm in thickness of foam backing (for a total of no less than 14mm) with an 

additional approved underlay (as stipulated in 15.02 a) 

c) The use of area rugs on the floor in locations which are subject to heavy traffic; 

d) The use of pads on the legs of furniture; 

e) Any other steps determined by the Board of Directors. 

 

15.03 Any owner who has installed hard flooring in their unit prior to the enactment of this rule shall take reasonable steps to minimize 

the transmission of noise through the flooring to other units, and such steps may include, but are not necessarily limited to, 

those stated in Section 15.02 above. 

 

15.04 Where an owner fails to comply with any of the requirements in this rule, the Corporation may direct the owner to remove the 

hard flooring and reinstall it in accordance with Section 15.02 above, or install new flooring to match that of the building’s 

original construction, all at the owner’s sole expense. 

 

15.05 Any loss, costs or damages incurred by the Corporation by reason of a breach of this rule by any owner shall be borne by such 

owner and may be recovered by the Corporation against such owner in the same manner as common expenses. 

 

15.06  For the purposes of this rule, the term “owner” shall include the owner, his or her family, guests, agents, servants, tenants or 

occupants of the unit. 
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16.00 Miscellaneous 

 

16.01 Washers, dryers and dishwashers shall not be used between the hours of 11:00 pm and 8:00 am.  Washers, dryers and 

dishwashers shall not be used while unattended.  Do not go out while the machine is running. 

 

16.02 Smoking is not permitted anywhere in the interior common elements of the property. 

 

16.03 Reasonable care must be taken to keep exterior doors and windows closed in cold or wet weather to prevent interior damage. 

 

16.04 In order to comply with the Fire Code and not interfere with the air conditioning and fresh air pressurization fans, apartment 

doors must not be left propped open at any time. 

 

16.05 There shall be no running, playing games or sports, bicycle riding, skateboarding, roller blading (skating) etc. in the hallways, 

lobbies, garage, courtyard, or other common elements of the property. 

 

 

17.00  OCCUPANCIES and USE of the UNITS 

 

Definitions 

Any words and phrases which are defined in the Condominium Act, 1998 (as amended from time to time), or the Regulations 

thereunder or any successor thereto, (“the Act”) shall have ascribed to them the meanings set out in the Act. 

 

17.01  General 

1.1 Any losses, costs or damages incurred by the Corporation by reason of a breach of these Rules by any Owner, his or her 

family, guests, servants, agents, tenants or occupants of his or her unit shall be borne by such Owner and may be recovered 

by the Corporation against such Owner in the same manner as common expenses. Without limiting the generality of the 

foregoing, such losses, costs or damages shall include, but shall not necessarily be limited to, the following: 

(a) All legal costs incurred by the Corporation in order to enforce, or in attempting to enforce, the Act, Declaration, By-laws or 

Rules; 

(b) An administration fee in the amount of $75.00*, to be payable to the Corporation for any violation that continues after initial 

notice has been sent, and further administration fees of $75.00* per month, for each month during which the violation 

continues or is repeated.  

[*NOTE:  This administration fee represents actual costs reasonably estimated to be incurred by the Corporation as a result of 

a violation of the Act, Declaration, By-laws or Rules; and may be reasonably increased, from time to time, by Board 

resolution.] 

1.2 No restriction, condition, obligation or provision contained herein shall be deemed to have been abrogated or waived by 

reason of any failure to enforce the same irrespective of the number of violations or breaches thereof which may occur. 

1.3 Each of these Rules shall be deemed independent and severable and the invalidity or unenforceability in whole or in part of 

any one or more of these Rules shall not impair or affect in any manner the validity, enforceability, or effect of the remaining 

part of that Rule (if appropriate) or of the Rules, and in such event, the other part of the Rule (if appropriate) or the other 

Rules shall continue in full force and effect as if such invalid Rule or part of a Rule had never been included herein. 

17.02   Tenancies and Use of the Units 

2.1 Article III (1) (a) of the Declaration includes the following: 

“Each dwelling unit shall be occupied and used only for residential purposes and for no other purposes”   

2.3 In addition, each dwelling unit shall be used only as a private single family residence and for no other purpose. 

2.4 Further to the foregoing, the following uses are prohibited: 



13 

 

(a) Hotel-type, boarding or lodging house use (including a bed and breakfast, an on-line marketplace and hospitality 

service, an on-line short-term occupancy service, a time-share, or similar use); 

(b) Any transient use of the units, including, but without limiting the general meaning, any license, lease, sublease, 

house exchange or other occupancy for a planned duration of less than six (6) months.   

2.5 Any lease, tenancy or other occupancy of a unit by someone other than the owner (including any sublease) shall be for an 

initial term of not less than six (6) months.   

Exceptions:   

The Board may permit exceptions to this six (6) month minimum, provided the Board is reasonably satisfied that the 

occupancy in question will not offend or contravene the basic intent of this Rule, and provided the exception is confirmed by 

the Board, in writing, in advance.  Without limiting the generality of the foregoing, such exceptions may include the 

following (provided they are approved by the Board, in writing, in advance): 

A. House sitting arrangements. 

 

B. The accommodation of visitors in the unit without receipt of payment or other consideration, where that accommodation 

is incidental to and normally associated with the permitted single family use of a dwelling unit. 

 

C. A tenancy for less than six (6) months where the Owner has a bona fide intention to complete a sale of the Unit at the 

conclusion of the tenancy. 

 

D. A tenancy for less than six (6) months if:  

 

a. the term of the tenancy is not less than one (1) month; 

b. the Owner arranges only one such tenancy to start in a given calendar year; AND 

c. the Owner is the next occupant of the unit, following termination of the tenancy. 

 

E. A sublease for less than six (6) months provided the sublease is for the entire balance of the lease (i.e. until the end of the 

lease). 

 

2.6 Section 83 of the Act applies to all licenses, leases, subleases and other tenancies of any duration.  See Appendix A. 

17.03   FAMILY 

3.1 Definition of “family” 

In these Rules, a “family” means either:  

(a) A social unit consisting of parent(s) and their children, whether natural or adopted and includes other relatives if living 

with the primary group; 

(b) A person who is living alone;   

(c) Two persons who are married to one another or are living together in a conjugal relationship;  

(d) Two or more persons who are siblings of one another; 

(e) Two or more persons who are all owners of the unit; OR 

(f) Any two or more persons, provided it is clear that their collective intention is to live together permanently. 

(g) A family can also include one (and not more than one) co-occupant who does not fall within any of the above categories, 

provided this one co-occupant is not a roomer or boarder and lives in the unit along with an owner or tenant of the unit. 

 

For the purposes of this Rule, a “boarder” is a person to whom room and board are regularly supplied for 

consideration and a “roomer” is a person to whom a room is regularly supplied for consideration.  A boarder or 

roomer is someone who does not have the right to share the living areas of the home (such as the kitchen, living 



14 

 

room and dining areas) equally with the other occupants of the home.  Furthermore, there can be only one lease 

(governing all occupants) for each rented unit. 

(h) A family, as defined above, can also include one or more persons who are living in the unit in order provide care or 

assistance to a member of the family. 

3.2 Grandfathering of existing occupants 

Notwithstanding the foregoing, this Rule shall not apply to prevent an occupant who does not meet the above definition of 

family (who was occupying one of the units on the effective date of this Rule) from continuing to occupy the unit, 

PROVIDED THAT within 30 days of the effective date of this Rule: 

(a) The condominium corporation receives written notice (signed by the occupant) stating that the occupant was residing in 

the unit on the effective date of this Rule;  AND 

(b) In the case of a tenant, the landlord has complied with Section 83 of the Act in relation to the particular tenancy. 

3.3 Enforcement 

In order to assist the corporation in enforcing this Rule, any occupant of a unit shall, upon request from the corporation, 

provide to the corporation a written statement listing the names and ages of all occupants of the unit, and the relationship of 

those occupants to one another. 

________________________________________________________________________ 

Excerpt from Section 83 of the Condominium Act, 1998 (Ontario) 

LEASE OF UNITS 

Notification by owner 

83 (1) The owner of a unit who leases the unit or renews a lease of the unit shall, within 10 days of entering into the lease or the 

renewal, as the case may be, 

(a) notify the corporation that the unit is leased; 

(b) provide the corporation with the lessee’s name, the owner’s address and a copy of the lease or renewal or a summary of it in the 

form prescribed by the Minister; and 

(c) provide the lessee with a copy of the declaration, by-laws and rules of the corporation. 1998, c. 19, s. 83 (1); 2015, c. 28, Sched. 1, 

s. 75 (1). 

 

Termination of lease 

(2) If a lease of a unit is terminated and not renewed, the owner of the unit shall notify the corporation in writing within 10 days of the 

termination. 1998, c. 19, s. 83 (2); 2015, c. 28, Sched. 1, s. 75 (2). 

 

Record of notices 

(3) A corporation shall maintain a record of the notices that it receives under this section. 1998, c. 19, s. 83 (3). 
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CARLETON CONDOMINIUM CORPORATION NO. 476 
(“the Corporation”) 

CONDOMINIUM RULES respecting CANNABIS 

Date of Board Resolution – September 6, 2018 

Introduction 

The following Rules respecting the use of the common elements and units are made to promote the safety, security and welfare of the 

Owners and of the property or for the purpose of preventing unreasonable interference with the use and enjoyment of the common 

elements and of other units.  The Corporation may pass additional Rules or amend or delete existing Rules from time to time in 

accordance with the Condominium Act, 1998. 

Definitions 

Owner: Shall include Owners, their families, visitors, agents, tenants and occupants of the unit.  

Any other words and phrases which are defined in the Condominium Act, 1998 (as amended from time to time), or the Regulations 

thereunder or any successor thereto, (“the Act”) shall have ascribed to them the meanings set out in the Act. 

1. EFFECTIVE DATE OF THESE RULES 

The effective date of these Rules is October 7, 2018. 

2. GENERAL  

2.1 Any losses, costs or damages incurred by the Corporation by reason of a breach of this Rule by any Owner, his or her family, 

guests, servants, agents, tenants or occupants of his or her unit shall be borne by such Owner and may be recovered by the 

Corporation against such Owner in the same manner as common expenses. Without limiting the generality of the foregoing, 

such losses, costs or damages shall include, but shall not necessarily be limited to, the following: 

(a) All legal costs incurred by the Corporation in order to enforce, or in attempting to enforce, the Act, Declaration, By-

laws or Rules; 

(b) An administration fee in the amount of $75.00*, to be payable to the Corporation for any violation that continues 

after initial notice has been sent, and further administration fees of $75.00* per month, for each month during which 

the violation continues or is repeated.  

2.2 No restriction, condition, obligation or provision contained in any Rule or Rules of the Corporation shall be deemed to have 

been abrogated or waived by reason of any failure to enforce the same irrespective of the number of violations or breaches 

thereof which may occur. 

2.3 Each of these Rules shall be deemed independent and severable and the invalidity or unenforceability in whole or in part of 

any one or more of these Rules shall not impair or affect in any manner the validity, enforceability, or effect of the remaining 

part of that Rule (if appropriate) or of the Rules, and in such event, the other part of the Rule (if appropriate) or the other 

Rules shall continue in full force and effect as if such invalid Rule or part of a Rule had never been included herein. 

3. CANNABIS 

Cannabis has the common meaning of that term under Ontario law, and includes any plant belonging to the genus Cannabis 

as well as any of the preparations (such as marijuana or hashish) derived from a cannabis plant, or any other substance 

containing chemicals (such as THC - Tetrahydrocannabinol) that are derived from a cannabis plant. 

CANNABIS GROWING 

3.1 No one is permitted to grow cannabis anywhere on the property (whether on the common elements or in any of the units).  

The cultivation, growth, propagation and harvesting of marijuana plants in units or on any common or exclusive use common 

elements is prohibited.   
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3.2 In accordance with the Corporation's rights to access the units (set out in the Act and Declaration) the corporation may enter 

the resident's unit, at any reasonable time or times, and in each case on reasonable notice, in order to inspect said unit. 

CANNABIS SMOKING 

3.3 No one is permitted to smoke cannabis anywhere on the property (whether on the common elements or in any of the units). 

3.4 However, the Board may give written permission for a resident to smoke cannabis in the unit, after receiving proof, 

reasonably satisfactory to the Board, that (for Human Rights reasons) the resident needs to be able to smoke cannabis in the 

unit in order to reside in the unit.  [For this purpose, the resident may be asked to provide written evidence from a physician 

or other health care professional, sufficient to explain the medical need, including why it is necessary for the resident to 

smoke the cannabis in the unit (rather than somewhere else); and also sufficient to explain why the cannabis must be smoked 

(rather than ingesting it or receiving it by some other means).] 

3.5 If permitted to smoke cannabis in a unit (as noted above), the smoker must take reasonable steps to ensure that the smoke 

does not migrate to the common elements or to other units (which could cause nuisance, disturbance or harm to other 

residents of the building, or their guests).   Without limiting the generality of the foregoing, the smoker must ensure that: 

(1) all windows and exterior doors are closed when smoking takes place inside the unit; 

(2) the unit’s exhaust fans are turned on, while anyone is smoking in the unit;  AND 

(3) appropriate air filtering and/or purifying is installed to prevent second-hand smoke from entering 

neighbouring units or the common elements. 

Cannabis smokers are responsible for all costs incurred by the corporation to prevent migration of smoke or odours from the 

resident’s unit to other units or the common elements. 

GENERAL 

3.6 If the resident is not in compliance with any of provisions of this Rule, or if the Board, acting reasonably, determines that the 

cannabis smoking is a nuisance or a disturbance or a source of harm, the smoker will, upon written request from the 

Corporation, immediately stop smoking in the unit. 

3.7 Any permission to smoke cannabis (as described above) ceases as soon as the need to do so (as also described above) comes 

to an end. 
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CARLETON CONDOMINIUM CORPORATION NO. 476 
(“the Corporation”) 

CONDOMINIUM RULES respecting SMOKING 

[Date of Board Resolution – 22 February 2019] 

Introduction 

The following Rules respecting the use of the common elements and units are made to promote the safety, security and welfare of the 

Owners and of the property or for the purpose of preventing unreasonable interference with the use and enjoyment of the common 

elements and of other units.  The Corporation may pass additional Rules or amend or delete existing Rules from time to time in 

accordance with the Condominium Act, 1998. 

Definitions 

Owner: Shall include Owners, their families, agents, tenants and occupants of the unit.  

Any other words and phrases which are defined in the Condominium Act, 1998 (as amended from time to time), or the Regulations 

thereunder or any successor thereto, (“the Act”) shall have ascribed to them the meanings set out in the Act. 

1. RECITALS RESPECTING SMOKING 

WHEREAS:  

(a) Second-hand smoke is known to drift through walls, openings in walls and through ventilation systems, and to 

contaminate air in common areas and individual units.  It is not reasonably possible to completely prevent this 

migration of smoke.  

(b) Second-hand smoke is known to be harmful to human health and to cause disturbances to many people.  

Furthermore, smoke is known to linger in contents and fixtures for significant periods of time.  

(c) Smoking can also increase the risk of fire and smoking can result in added debris (such as butts) on the property 

(d) Condominium corporations have a duty to take reasonable steps to address complaints about odours in the hallways 

and smoke migrating to neighbouring units and the continual cigarette butts found on balconies and in and around 

the courtyard terraces. The Corporation has received such complaints in this case.   

(e)  The Board has concluded that prohibiting smoking, as set out in these Rules, is a reasonable way to protect 

residents (and their guests) from these risks.  

2. EFFECTIVE DATE OF THESE RULES 

The effective date of these Rules is 31 March 2019. 

3. GENERAL 

3.1 Any losses, costs or damages incurred by the Corporation by reason of a breach of these Rules by any Owner, his or her 

family, guests, servants, agents, tenants or occupants of his or her unit shall be borne by such Owner and may be recovered 

by the Corporation against such Owner in the same manner as common expenses. Without limiting the generality of the 

foregoing, such losses, costs or damages shall include, but shall not necessarily be limited to, the following:  

(a) All legal costs incurred by the Corporation in order to enforce, or in attempting to enforce, the Act, Declaration, By-

laws or Rules; 

(b) An administration fee in the amount of $75.00*, to be payable to the Corporation for any violation that continues 

after initial notice has been sent, and further administration fees of $75.00* per month, for each month during which 

the violation continues or is repeated. 
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 [*NOTE:  This administration fee represents actual costs reasonably estimated to be incurred by the Corporation as a result 

of a violation of the Act, Declaration, By-laws or Rules; and may be reasonably increased, from time to time, by Board 

resolution.]     

3.2 No restriction, condition, obligation or provision contained in any Rule or Rules of the Corporation shall be deemed to have 

been abrogated or waived by reason of any failure to enforce the same irrespective of the number of violations or breaches 

thereof which may occur. 

3.3 Each of these Rules shall be deemed independent and severable and the invalidity or unenforceability in whole or in part of 

any one or more of these Rules shall not impair or affect in any manner the validity, enforceability, or effect of the 

remaining part of that Rule (if appropriate) or of the Rules, and in such event, the other part of the Rule (if appropriate) or 

the other Rules shall continue in full force and effect as if such invalid Rule or part of a Rule had never been included 

herein.  

4. ADDITIONAL DEFINITION 

SMOKING 

Smoking includes the inhaling, breathing, carrying, or possession of any lighted cigarette, cigar, pipe, other product 

containing any amount of tobacco, cannabis, shisha (hookah), incense or other smoke-producing substance or any other 

similar heated or lit product, and includes vaping with electronic cigarettes or any other activities that create smoke that may 

cause a nuisance, disturbance or harm to other residents of the buildings or their guests.   

5. NO SMOKING ON COMMON ELEMENTS 

5.1 All forms of smoking, vaping or other burning or consumption of any combustible substances are not permitted in, on, or 

around any part of the common elements (including the lobby, hallways, elevators, garage, stairwells, storage rooms, lockers 

and also including all exclusive-use balconies and patios). 

6. NO SMOKING IN UNITS 

6.1 Smoking is not permitted in any unit, except for those units whose residents have been grandfathered allow the smoking of 

tobacco in accordance with the following terms and conditions: 

GRANDFATHERING  

  
A. Subject to Paragraphs B through G, the prohibition with respect to smoking set out in this Rule 6.1 does not apply to any 

resident who is a smoker and was residing in one of the units on the effective date of these Rules.  

B. For the within grandfathering to apply, the resident must register with the Corporation on or before the Thirtieth (30 th) day 

following the effective date of these Rules.  To register with the Corporation, the resident must provide the Corporation with 

the following information: 

i. Full name 

ii. Proof, satisfactory to the corporation, that the resident was residing in a unit on the effective date of these Rules; 

iii. Confirmation of the age of majority (where required); and 

iv. The unit number 

    
C. The grandfathering only applies to smoking of tobacco products in the units.   A grandfathered resident is not permitted to 

smoke on any portion of the common elements where smoking is prohibited by this Rule.  

D. Grandfathered residents must take reasonable steps to ensure that the smoke does not migrate to the common elements or to 

other units (which could cause nuisance, disturbance or harm to other residents of the building, or their guests).   Without 

limiting the generality of the foregoing, the smoker must ensure that: 

i. all windows and exterior doors are closed when smoking takes place inside the unit; 
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ii. the unit’s exhaust fans are turned on, while anyone is smoking in the unit;  AND 

iii. appropriate air filtering and/or purifying is installed to prevent second-hand smoke from entering neighbouring units 

or the common elements. 

E. Grandfathered residents are responsible for all costs incurred by the corporation to prevent migration of smoke or odours 

from the resident’s unit to other units or the common elements. 

The grandfathering shall continue only until the earlier of:  

i. The date on which the grandfathered resident ceases to reside on the property, at which time the unit will revert to a 

‘non-smoking’ unit and will be subject to the provisions of this rule.  

ii. Five (5) years after the effective date of these Rules (noted in Paragraph 2 above).  

Thereafter, the said Rule 6.1 will apply fully to all occupants of the unit. 

GENERAL 

6.2 If a resident is not in compliance with any of provisions of this Rule, or if the Board, acting reasonably, determines that 

grandfathered smoking is a nuisance or a disturbance or a source of harm, the smoker will, upon written request from the 

Corporation, immediately stop smoking in the unit. 

7.1 PREVIOUS RULE 

There are no other previous rules or provisions for non-smoking. 

8.1  OWNERS’ RESPONSIBILITY 

Owners must give a copy of this rule to their tenants.  Owners have the duty to ensure that their tenants comply with the rule.   
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