
 
 

  

 

 

 
 

       

 

 
 

 

      

     

  
 

  
 

 
  

    

   

 

  

 

    

 

  
 
   
 
 
 
 
 
 

United Counties of Leeds and Grenville 
 Community and Social Services Division 

Directive 

Directive: Annual and Interim Reviews 
Issue Date: January 12, 2017 Directive No.: DIR2017-01 

Revision Date: Replacing Directive No.: DIR2014-11 

Applicable Policy: HDPOL12 

Type: Legislative/Operational 

The policies and procedures in this Directive are to be implemented by Housing 

Providers/Cooperatives funded by the Municipality under the following programs. 

Provincial Non-Profit Housing Providers 

☒ Gananoque Family Housing ☒ Gananoque Housing Inc. 

☒ Legion Village 96 Seniors Residence ☒ Twp. of Bastard & South Burgess 
Housing Corp. 

☒ Brockville Municipal Non-Profit 
Housing Corp. 

☒ South Crosby Non-Profit Housing 
Corp. – Pineview 

Federal Non-Profit Housing Providers 

☐ Athens & District Non-Profit ☐ Marguerita Residence Corp. 

☐ Gananoque Housing Inc. ☐ South Crosby Non-Profit Housing  
Corp. – Rideau Lakes 

Federal/Provincial Cooperative Housing 

☒ Shepherds Green Cooperative Homes Inc. 

Housing Providers 

☐ UCLG Social Housing Provider ☐ Rent Supplement Program 

☒ Marguerita Residence Corp. (RGI Service Agreement) 
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United Counties of Leeds and Grenville 
Community and Social Services Division 

Directive 

Directive: Annual and Interim Reviews 

Issue Date: January 12, 2017 Directive No.: DIR2017-01 
Revision Date: Replacing Directive No.: DIR2014-11 

BACKGROUND 

Once a household begins to receive rent-geared-to-income (RGI) assistance, the continued eligibility 
of the household must be assessed.  At least once every 12 months, eligibility for RGI assistance, 
income and assets of each household member and a review of household composition is completed 
to determine ongoing eligibility.   

PURPOSE 

The purpose of this directive is to highlight the rules for completing the required annual review 
process for social housing tenants, including changes in income, assets, household composition 
and/or adjustments to tenant accounts. 

Annual Review means a comprehensive review of household composition, income and assets to 
determine continued eligibility for RGI assistance and eligible unit size and to re-calculate RGI 
payable.  An annual review must be completed at least once in every 12-month period after the 
household begins to receive RGI assistance. 
Grandfathered tenants refers to those tenants who were paying Market rent at the time the 
Household Income Limits (HILs) policy came into effect (i.e. May, 2009).  Such tenants maintain 
grandfathered status unless subsidy is reinstated; if subsidy is reinstated these tenants become 
subject to the Household Income Limits policy/procedure.  
Interim Review means a review of RGI payable and eligible unit size due to reported changes in 
income or household composition outside of an annual review.   
Notice Period refers to the period required to give notice to tenants regarding changes in RGI 
payable. Notice periods differ for Interim Reviews and Annual Reviews.  
Reimbursement of Subsidy is assessed for tenants who had a change in income prior to the 
effective date of the annual/interim review resulting in an increase to RGI.  
Rent Adjustment (Forgiveness) is assessed for tenants who report a change in income prior to the 
effective date of the annual review resulting in a decrease in RGI payable.  Tenants who fail to report 
a decrease/change in income within 30 days of the change shall only be granted a rent adjustment 
effective the first day of the month following the month the change is reported.  
. 

ACTION TO BE TAKEN 

1. An annual review shall be completed at least once in every 12-month period after the household 
begins to receive RGI assistance. Normally an annual review will be scheduled on the anniversary 
date of the tenant’s move-in date.   

2. The annual review shall determine that the household continues to be eligible for the size and 
type of unit the household occupies in accordance with the occupancy standards of the United 
Counties of Leeds and Grenville.  See Occupancy Standards policy. Where a household occupies 
a modified unit it shall be verified that the household still requires the modified unit. 
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United Counties of Leeds and Grenville 
Community and Social Services Division 

Directive 

Directive: Annual and Interim Reviews 

Issue Date: January 12, 2017 Directive No.: DIR2017-01 
Revision Date: Replacing Directive No.: DIR2014-11 

ACTION TO BE TAKEN 

3. All increases/decreases in RGI payable calculated for the annual review shall be implemented 
regardless of the change in amount effective on the annual review date (anniversary date of 
move-in). 

4. Increases/decreases of less than $10 for an interim review shall not be implemented. 

5. Notice Periods for changes as a result of an annual or interim review are as follows: 

Type of Review RGI Change Effective Date 

Annual Decrease First of the month following date of notice 

Annual Increase First of the second month following date of notice 

Interim Decrease 

 First day of the month following the date the 
change in income/household composition was 
reported, if reported within 30 days of the change. 

 If reported after 30 days of the change: the first of 
the month following the date of notice. See 9b. 

Interim Increase 
First day of the second month following the date of 
change in income/household composition. 

6. Households set to Market rent for failure to provide the requested information for the annual 
review may have subsidy reinstated effective the first day of the month following receipt of the 
information.  

7. Grandfathered households who have paid market rent since the implementation of the 
Household Income Limits policy/procedure (May 2009) shall submit income and asset 
information for the annual review the same as any tenant receiving RGI assistance.  These 
households may continue to occupy their unit and pay market rent.  

8. All households shall submit the most recent Notice of Assessment (NOA); however, households 
in receipt of social assistance shall not be set to Market rent for failure to provide information in 
situations where only the NOA is missing.  The Administrator shall continue to pursue submission 
of the NOA. 
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United Counties of Leeds and Grenville 
Community and Social Services Division 

Directive 

Directive: Annual and Interim Reviews 

Issue Date: January 12, 2017 Directive No.: DIR2017-01 
Revision Date: Replacing Directive No.: DIR2014-11 

ACTION TO BE TAKEN 

9. A household may cease to be eligible for RGI assistance for any of the following reasons: 
a) The household no longer meets the initial eligibility criteria; see the Application for Social 

Housing Policy. 
b) The household failed to notify of changes to information or documents previously provided 

for the purpose of determining eligibility for rent-geared to income assistance or for the 
purposes of determining the amount of rent payable by the household within 30 days after 
the change. Exceptional circumstances may apply, such as a tenant being unable to report 
changes due to experiencing an extended hospital stay during the review/reporting period.  
Example 1:  
In March you discover that a tenant experienced a change in income effective January, 
resulting in a decrease to RGI payable.  Extenuating circumstances apply. The notice period 
for a decrease is the first day of the month following the date of change (i.e. February 1st). 
Because the current date is March, the effective date for the decreased rent will be April 1st. 
Therefore, the adjustment will be based on the difference between the decreased rent and 
the RGI charged for February and March.  A rent adjustment is a negative charge resulting 
in a decrease to any amount owed by the tenant.  
Example 2: 
In February you discover that a tenant experienced a change in income effective January, 
resulting in a decrease to RGI payable. The notice period is the first of the month following 
the date the change in income/household composition was reported, if reported within 30 
days of the change. Because the current date is February, the effective date will be March 
1st. Therefore, the adjustment will be based on the difference between the decreased rent 
and the RGI charged for February. A rent adjustment is a negative charge resulting in a 
decrease to any amount owed by the tenant.   
Example 3:  
In March you discover that a tenant experienced a change in income effective January, 
resulting in a decrease to RGI payable.  Extenuating circumstances are NOT applicable. The 
notice period is the first of the month, following the date of notice. Because the current date 
is March, the effective date for the decreased rent will be April 1st. 
There will be no rent adjustment (forgiveness) applied to January, February or March, 
because the change was not reported within 30 days.  

c) The household failed to provide information requested for an annual review to determine 
ongoing eligibility for RGI assistance or to determine the amount of rent payable by the 
household. 

d) The amount of rent paid by the household for a period of 12 consecutive months is the 
same as what the rent would be if the household were not receiving RGI assistance (i.e. 
household has paid Market rent). 
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United Counties of Leeds and Grenville 
Community and Social Services Division 

Directive 

Directive: Annual and Interim Reviews 

Issue Date: January 12, 2017 Directive No.: DIR2017-01 
Revision Date: Replacing Directive No.: DIR2014-11 

ACTION TO BE TAKEN 

e) The household did not respond to a notice to pursue income or failed to make reasonable 
efforts to obtain income that the household may be eligible to receive. 

f) A member of the household has an interest in and has failed to sell or failed to notify the 
housing provider of the sale of a residential property that is suitable for year-round 
occupancy within the time specified. 

g) The household fails to meet any local eligibility rule (e.g. an over housed household fails to 
select a minimum number of projects as required by the Internal Transfer policy, or the 
household has been absent from the unit longer than 90 days as per the Occupancy 
Standards policy) or any other local rule the Service Manager makes. 

REFERENCE 

Housing Services Act, 2011 s. 50, 51, 52, 56 
O. Reg. 298/01 s. 47, 50, 52, 53 
O. Reg. 367/11 s. 23-32, 42, 59-61 

If you have any questions, please contact the following: 

Teresa Madden, Policy and Program Review Analyst 
Phone: 613-342-3840 ext. 2114 
E-mail:  Teresa.Madden@uclg.on.ca 
Fax: 613-342-8908 

Caroline Rigutto, Policy and Program Review Analyst 
Phone: 613-342-3840 ext. 2368 
E-mail:  Caroline.Rigutto@uclg.on.ca 
Fax: 613-342-8908 

Chris Morrison, Manager, Housing Department 
Phone: (613) 342-3840 ext. 2328 
E-mail:  Chris.Morrison@uclg.on.ca 
Fax: 613-342-8908 
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