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INTRODUCTION 

 

WCRI is committed to the provision of a comfortable and secure housing environment for our members.  We 

recognize that a variety of assets, belongings, and information are necessary in the completion of our regular 

operations.  This document establishes the policies and procedures in place to assist in the protection of those 

items as we work to create a safe environment for our members. 

 

DEFINITIONS 

 

• “guest” means someone with temporary access to a secure area has been granted under Section 11; 

 

• “host” means someone who has granted temporary access to a secure area to a guest under Section 11; 

 

• “resident member” means a member of the Co-op who is a resident occupant of Co-op accommodations; 

 

• “secure area” means a building or room so defined or designated under section 2. 

 

PART 1: ACCESS TO SECURE AREAS 

 

1. (1) A building, location, or room is a secure area if: 

a) access thereto is controlled by a door that can be locked; or 

b) there exists a reasonable presumption of security or privacy therein. 

 

(2) Despite subsection (1), the General Manager or delegate may from time-to-time designate a certain building or 

room to be a secure area or not to be a secure area. 

 

(3) Whoever makes a designation under subsection (2) shall inform all affected persons thereof in a reasonable 

fashion. 

 

2. (1) For each secure area, the General Manager or delegate, with the advice of the appropriate Division Council, 

where applicable, may grant certain persons access to that secure area, and may revoke any such access. 

 

(2) A Director who requires access to a secure area in order to perform his duties shall be granted access thereto. 

 

(3) No one shall be present in a secure area who has not been granted access thereto under subsections (1) or (2), 

except as permitted under Part 3 (Guests). 

 

(4) Despite anything in this or any other Policy, no one who has been expelled from membership in the Co-op shall 

be present on Co-op property without the prior written permission of the General Manager. 

 

3. (1) For each door that can be locked, the General Manager or delegate, with the advice of the appropriate 

Division Council, where applicable, shall from time-to-time determine whether or not it shall ordinarily be left 

locked, or under what circumstances it shall be left locked. 

 

(2) No one shall leave a door in a condition other than that determined under subsection (1). 

 

4. (1) Despite section 2, the General Manager or delegate shall not grant anyone access to an apartment or a 

residence room who is not an occupant of those premises unless: 

a) he provides forty-eight (48) hours written notice to every occupant; 

b) an occupant consents to the grant of access in writing; or 

c) there exists a real or perceived condition of emergency therein. 



 

(2) Whenever someone who is not bonded and who is not a permanent full-time employee of the Co-op is granted 

access to an apartment or residence room under paragraph (a) of subsection (1), he shall at all times be 

accompanied by an employee of the Co-op. 

 

5. (1) A member who contravenes this Part on the first or subsequent occasion is liable, at the discretion of the 

General Manager or delegate, to pay a fine in accordance with the current Fee and Fine Policy. 

 

(2) A member who contravenes this Part on a second or subsequent occasion is liable, at the discretion of the 

General Manager or delegate, to eviction and expulsion from the Co-op. 

 

PART 2: KEY CONTROL 

 

6. (1) The General Manager or delegate shall issue the key, combination, or other instrument required to access a 

secure area to everyone who has been granted access thereto under section 3, and track the issuing of all keys. 

 

(2) The General Manager or delegate shall issue such keys, combinations, and other instruments as necessary to 

anyone to whom he has delegated his powers under subsection (1) or this subsection. 

 

(3) Whoever issues a key or other instrument under subsection (1) or (2) shall ensure that the person issued the 

key or other instrument has acknowledged receipt thereof in writing. 

 

(4) No one issued a key or other instrument under subsections (1) or (2) shall make a copy thereof without the 

prior written permission of the General Manager. 

 

(5) No one shall possess a key, combination, other instrument, or copy of any of the above issued under this 

section unless it was issued to him, without the prior written permission of the General Manager. 

 

7. (1) Upon the revocation of access to a secure area under section 2(1), anyone issued a key or other instrument 

under section 6 shall return it without delay to the General Manager or delegate. 

 

(2) The General Manager or delegate may, for any good and sufficient reason, require the holder of a key or other 

instrument issued under section 6 to return it to him temporarily. 

 

8. The minimum cost for losing the key to a lock will be set by the General Manager from time to time. 

 

9. (1) Members may not remove WCRI locks on their apartment or room doors or replace them with locks of their 

own. 

 

(2) Members may not add a lock to any door with no lock on it. 

 

(3) Should an additional lock be required, the member shall obtain permission from the General Manager or 

delegate, who shall arrange to have a lock installed and will charge the member any associated costs. 

 

(4) A copy of the key will be retained by the General Manager or delegate. 

 

10. New locks installed on residence room or external apartment doors may be opened by master key, or part of a 

master key system, as decided by the General Manager or delegate. 

 

11. (1) A member who contravenes this Part on the first or subsequent occasion is liable, at the discretion of the 

General Manager or delegate, to pay a fine in accordance with the current Fee and Fine Policy. 

 



(2) A member who contravenes this Part on a second or subsequent occasion is liable, at the discretion of the 

General Manager or delegate, to eviction and expulsion from the Co -op. 

 

PART 3: GUESTS 

 
12. (1) Anyone to whom access to a secure area has been granted under Part 3 may grant anyone else temporary 

access to that secure area as his guest. 

 

(2) No guest shall be issued a key, combination or other instrument under section 6. 

 

13. (1) No guest shall stay overnight on Co-op property, except as described in subsection (2), without the prior 

written permission of the General Manager or delegate. 

 

(2) A guest may stay overnight in a Co-op accommodation with the expressed or implied permission of all 

members residing in that room, unit, or apartment, as appropriate. 

 

(3) No guest staying in an accommodation under subsection (2) may claim any sort of occupancy rights thereto 

under the Residential Tenancies Act, Co-operative Corporations Act, any other Act, or the common law. 

 

14. (1) No guest shall stay in either residence or apartments for more than twenty-four (24) hours unless his host 

has informed the Division Manager thereof. 

 

(2) No guest shall stay in either residence or apartments for more than eight (8) days in one month, or for more 

than eight (8) consecutive days in one (1) term, without the prior written permission of the General Manager or 

delegate. 

 

15. No guest shall stay in any division of WCRI for more than thirty (30) days in one term, or for more than thirty 

(30) consecutive days, without becoming a member of the Co-op pursuant to the Admissions Policy. 

 

16. (1) If a guest who is not a resident member contravenes any Policy of the Co-op, then his host is deemed to 

have also contravened the same Policy in the same manner. 

 

(2) Wherever in a Policy the word “member” appears, but the word “person” would make equal or greater sense, 

the word “person” shall be understood for the purposes of subsection (1). 

 

(3) If the General Manager or delegate, in compliance with subsection (1), fines a host for the behaviours of his 

guest then the General Manager or delegate may require the guest to leave Co-op property and not to return 

unless and until the fine is repealed or reduced by a judicial body. 

 

(4) The General Manager or delegate may, with appropriate reason, including failure to abide by this policy, 

require a guest to leave Co-op property at any time. 

 

(5) If no host claims responsibility for a guest who violates a policy but the General Manager or delegate 

reasonably ascertains that the guest is welcome then all members present at the incident may be held responsible 

for the guest’s actions. 

 

17. (1) If a member is found to be housing a guest contravening this Part the host will be issued a letter from the 

General Manager or delegate requesting that the host party contact the office immediately. 

 

(2) The host will be asked to have their guest leave WCRI property. 

 



18. (1) A member who contravenes this Part is liable, at the discretion of the General Manager or delegate, to pay 

a fine in accordance with the current Fee and Fine Policy. 

 

(2) A member who contravenes this Part with intent to defraud the Co-op is liable, at the discretion of the General 

Manager or delegate, to eviction and expulsion from the Co-op. 

 

(3) Failure to abide by this policy may result in forfeiture of future applications for accommodations. 

 

PART 4: VIDEO SURVEILLANCE EQUIPMENT 

 
19. (1) WCRI uses digital video surveillance equipment in specified areas to aid in the provision of a comfortable 

and secure living environment for our members. 

 

20. (1) Video surveillance equipment is only placed in locations where concerns have been reported regarding the 

safety of WCRI members or assets. 

 

(2) The location(s) of video surveillance equipment is decided by the General Manager after consultation with staff 

and members, as appropriate. 

 

(3) Signage indicating the presence of video surveillance equipment will be posted in any location that is 

monitored using video surveillance equipment. 

 

21. (1) All video surveillance recording devices are located in secure areas where access to the recorded images is 

limited to the General Manager or delegate. 

 

(2) Images obtained via the video surveillance system may be used to identify individuals and their activities.  This 

information is considered private and is handled in accordance with WCRI’s Personal Information Protection Policy. 

 

(3) All images collected will be maintained electronically and in a secure location for a period of time deemed 

necessary by the General Manager or delegate. 

 

(4) Recordings will only be kept for periods of time that are longer than that outlined in Section 21(3) if deemed 

necessary by the General Manager or delegate as evidence in an act being reported for investigation. 

 

(5) Copies of images will be made only if deemed necessary by the General Manager or delegate for evidence in an 

act being reported for investigation. 

 

22. (1) Digital recordings will only be reviewed by the General Manager or delegate in order to obtain information 

relating to a reported incident. 

 

(2) The General Manager or delegate will be accompanied by another member of the WCRI management team 

when reviewing all recordings obtained from the video surveillance equipment. 

 

(3) Access to, tampering with, and/or review of digital recordings obtained from the video surveillance equipment 

by individuals other than the General Manager or delegate is subject to disciplinary action and will be handled 

under the appropriate policy. 

 

 


