CORPORATION OF THE CITY OF COURTENAY
COUNCIL MEETING AGENDA
DATE:
PLACE:
TIME:
1.00

January 12, 2015
City Hall Council Chambers
4:00 p.m.
ADOPTION OF MINUTES
1. Adopt January 5, 2015 Regular Council meeting minutes

2.00

INTRODUCTION OF LATE ITEMS

3.00

DELEGATIONS

4.00

STAFF REPORTS/PRESENTATIONS

Pg #

(a) CAO and Legislative Services
1. Braidwood Housing Project - Request for Proposals
2. December Flood Event – Staff Presentation
(b) Community Services
(c) Development Services
1. Zoning Amendment – 3200 Mission Road
(d) Engineering and Operations
(e) Financial Services
5.00

EXTERNAL REPORTS AND CORRESPONDENCE FOR INFORMATION

6.00

INTERNAL REPORTS AND CORRESPONDENCE FOR INFORMATION

7.00

REPORTS/UPDATES FROM COUNCIL MEMBERS INCLUDING REPORTS
FROM COMMITTEES

8.00

RESOLUTIONS OF COUNCIL
1.

In Camera Meeting

That notice is hereby given that a Special In-Camera meeting closed to the public will
be held January 14th, 2015 at 4:00 p.m. pursuant to the following sub-sections of the
Community Charter:
-

90 (1) (g) litigation or potential litigation affecting the municipality; and
90 (1) (i) the receipt of advice that is subject to solicitor-client privilege,
including communications necessary for that purpose.
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9.00

UNFINISHED BUSINESS

10.00

NOTICE OF MOTION

11.00

NEW BUSINESS
BYLAWS
For First and Second Reading
1. “Zoning Amendment Bylaw No. 2813, 2015”
(to re-zone property at 3200 Mission Road from R-1B to R-1S to allow a secondary
suite)
For Final Adoption
1. “City of Courtenay Fees and Charges Amendment Bylaw No. 2812, 2015”
(to set garbage, recyclables, and yard waste user fees for 2015)

13.00

ADJOURNMENT
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THE CORPORATION OF THE CITY OF COURTENAY

STAFF REPORT
To:
From:

Council
Chief Administrative Officer

File No.: 5040-20
Date:
January 12, 2015

Subject: Braidwood Housing Project RFP
PURPOSE:
The purpose of this report is to present a Draft Request for Proposals (RFP) for the Braidwood Housing
Project, and obtain Council direction to issue the RFP, evaluate the submitted proposals, and
recommend a qualified proponent to Council.
POLICY ANALYSIS:
The selection of a qualified proponent to build and operate the Braidwood Housing Project has been
identified as Council’s number one priority in the City’s 2013 Strategic Priorities Report.
RECOMMENDATION:
THAT based on the January 12th 2015 staff report “Braidwood Housing Project RFP”, Council DIRECT
STAFF to proceed with OPTION 1, and issue a Request for Proposal for the City property located at 810
Braidwood Road that invites qualified non-profit organizations or groups to submit a proposal for the
construction and operation of a housing project that addresses a wide range of in-need and at-risk
tenants; and
THAT the Braidwood Housing Project Working Group review the qualified proposals, and recommend a
preferred proponent to Council as soon as possible.
Respectfully submitted,

David Allen, BES, CLGEM, SCLGM
Chief Administrative Officer

BACKGROUND:
At a Regular Open Council Meeting held on September 2nd 2014, Council passed the following
resolution:

1

“That based on the September 2nd, 2014 staff report “Braidwood Supportive Housing Project
Update”, Council direct staff to proceed with OPTION 1, and prepare a Request for Proposal for the
City property located at 810 Braidwood Road that would allow any qualified non-profit
organization or group to submit a proposal for the construction and operation of a housing project
that addresses a wide range of in need and at-risk tenants; and
That staff investigate and report back to Council on the implications, cost and timings of
proceeding with the required due diligence for the property at 810 Braidwood, including hazmat
survey of the existing house, phase 1 environmental site assessment, geotechnical survey to
determine soil stability and capacity for new construction, and civil engineering survey to
determine capacity of existing water, sanitary and storm systems serving the site.”
This report is intended to address the first part of the September 2nd 2014 Council resolution related to
the preparation of the RFP. A follow-up report will address the due diligence requirements for the
property in early February 2015.
This resolution followed the presentation of a staff report by the CAO, and Mr. John Jessup, a Social
Housing Consultant contracted to work with City staff, stakeholders, BC Housing, and the public to
prepare a RFP for a social housing project at a City-owned property located at 810 Braidwood. A copy of
the September 2nd 2014 report is attached to this report for information.
Working under the direction of the CAO, Mr. Jessup is also responsible for working with an RFP Working
Group to recommend a suitable proponent to undertake the project. The successful proponent will be
chosen by Council. This will be based on an evaluation of all submissions by the RFP Working Group and
a recommendation to Council from the Working Group. The three member Working Group is chaired by
John Jessup, and members include Jim Spinelli, Vancouver Island Board member of the BC Non-Profit
Housing Association, and Ian Buck, Manager of Planning for the City of Courtenay. The City of
Courtenay’s CAO, David Allen, is the Project Manager.
DISCUSSION:
The Draft Braidwood Housing Project RFP is attached to this report for Council’s consideration. This RFP
is the result of extensive and ongoing discussions with a number of non-profit organizations, BC Housing
staff, City Council, and Provincial staff and Ministers. Invitations were mailed out to over 1,000
neighbouring residents and property owners to attend Public Information Sessions took place on two
days in April 2014 at the Lewis Centre. Additional public consultation will be required by the selected
proponent.
Initially focused on a Supportive Housing Model, the terms of reference for the Braidwood Housing
Project were broadened by Council to an “Affordable” housing model when it became clear that annual
operating subsidies through earlier BC Housing were no longer available.
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The draft Braidwood Affordable Housing Project RFP reflects this change and is attached to this report
for Council’s consideration.
FINANCIAL IMPLICATIONS:
In July 2013, BC Housing confirmed that they made $50,000 available to the City, in a proposal
development loan, to assist in the planning and development of a supportive housing proposal for
this site. A portion of the funds committed by BC Housing can be used towards the development of
the RFP and the process of selection of the non-profit operator. To date $7,890 has been spent of the
$10,000 approved in the Social Housing Consultant contract. This leaves an unused balance of
$42,110 remaining of the $50,000 in BC Housing development loan funds.
The remainder can be used by the successful proponent in further developing the project. Additional
funding options are outlined in the attached September 2nd, 2014 report.
ADMINISTRATIVE IMPLICATIONS:
The CAO is the project lead, and works directly with the consultant. Additional support is received from
Development Services staff and was included in the 2014 corporate work plan. A total of 24 staff hours
are estimated to be required in 2015.
STRATEGIC PLAN REFERENCE:
The selection of a qualified proponent for the Braidwood Housing Project is Council’s number one
strategic priority for 2014.
OFFICIAL COMMUNITY PLAN REFERENCE:
 The provision of non-profit housing as a means of increasing the supply of rental housing is
strongly encouraged. Preference is for affordable and social housing to be dispersed
throughout the City and not concentrated in one area.
 Ensure the provision and integration of special needs and affordable housing.
 Encourage housing opportunities and convenient community services for individuals having
special housing requirements.
REGIONAL GROWTH STRATEGY REFERENCE:
 Ensure a diversity of housing options to meet evolving demographics and needs.
 Encourage residential multi-unit or multi-lot developments to contribute to affordable
housing options including, but not limited to a range of unit sizes and types, lot sizes,
multifamily or attached-unit buildings, rental units and secondary suites. These contributions
could take the form of land, cash, buildings or other such items as supported by the local
governments.
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PUBLIC ENGAGEMENT:
Two Braidwood neighbourhood Open Houses were held on April 23 and 24, 2014. Additional public
engagement will be required to be undertaken by the selected proponent.
OPTIONS:
OPTION 1 – That Council DIRECT STAFF to issue a Request for Proposals for the City property
located at 810 Braidwood Road to select a qualified non-profit organization or group to submit a
proposal for the construction and operation of a housing project that addresses a wide range of
in-need and at-risk tenants.
OPTION 2 – That Council DIRECT STAFF to revise the draft Request for Proposals for the City
property located at 810 Braidwood Road.

Prepared by,

David Allen, BES, CLGEM, SCLGM
Chief Administrative Officer
Attachments:
1. September 2nd 2014 Staff Report “Braidwood Supportive Housing Project Update”
2. Draft Braidwood Affordable Housing Project Request for Proposals
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THE CORPORATION OF THE CITY OF COURTENAY

STAFF REPORT
To:
From:

Council
Chief Administrative Officer

File No.: 5040-20
Date:
September 2, 2014

Subject: Braidwood Supportive Housing Project Update
PURPOSE:
The primary purpose of this report is to seek direction from Council on the preparation of Terms of
Reference (TOR) for a Request for Proposals (RFP) for a proposed supportive housing project at a Cityowned property located at 810 Braidwood Road.
This report also outlines the proposed timeline for completion of the RFP, the review of proposals, and
recommendation and selection of the desired non-profit organization or group to undertake the
Braidwood Supportive Housing Project.
POLICY ANALYSIS:
The Braidwood Housing Project has been identified as Council’s number one priority in the City’s 2013
Strategic Priorities Report which is available on the City of Courtenay website at:
http://www.courtenay.ca/city-hall/strategic-plan.aspx
RECOMMENDATION:
THAT based on the September 2nd 2014 staff report “Braidwood Supportive Housing Project Update”,
Council DIRECT STAFF to proceed with OPTION 1, and prepare a Request for Proposal for the City property
located at 810 Braidwood Road that would allow any qualified non-profit organization or group to submit a
proposal for the construction and operation of a housing project that addresses a wide range of in-need
and at-risk tenants; and
THAT staff investigate and report back to Council on the implications, cost and timings of proceeding with
the required due diligence for the property at 810 Braidwood, including hazmat survey of existing house,
phase 1 environmental site assessment, geotechnical survey to determine soil stability and capacity for
new construction, and civil engineering survey to determine capacity of existing water, sanitary and storm
systems serving the site.
Respectfully submitted,

David Allen, BES, CLGEM, SCLGM
Chief Administrative Officer
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BACKGROUND:
At its regular meeting held on May 12th 2014 Council passed a resolution that the Mayor and CAO meet
with Comox Valley MLA Don McRae to discuss the Braidwood Supportive Housing Project. On May 16th two
identical letters from the City of Courtenay were sent to:
 Hon. Don McRae, Comox Valley MLA, and Minister of Social Development and Social Innovation
 Hon. Rich Coleman, Minister of Natural Gas Development and Minister Responsible for Housing,
and Deputy Premier
Copies of the letters are attached to this report and include earlier staff reports and background
information on the proposed project.
On June 20th 2014 the Mayor and CAO met with Minister McRae at his constituency office to discuss the
Braidwood Supportive Housing Project, including funding options and how best to proceed with the
preparation of an RFP to move the project forward. Minister McRae encouraged the City to arrange a
meeting with BC Housing staff and himself, along with the Mayor, and CAO.
On July 25th 2014 a meeting was held that included two BC Housing staff, Minister McRae, the Mayor, CAO,
and the City’s Social Planning Consultant on the Braidwood project, John Jessup. Draft minutes of the
meeting were prepared by Mr. Jessup and are attached to this report. The main points identified in the
draft minutes relate to developing a project RFP that broadens the TOR from focusing exclusively on the
working poor and homeless to possibly include other in-need or at-risk tenants such as families with
children and seniors.

DISCUSSION:
The following is based on an August 14th 2014 Report Addendum submitted by Mr. John Jessup, and is
intended to further outline the basis for the recommendation to broaden the scope of proposals that can
be submitted for the Braidwood housing project.
1. Should the City pursue PHI (Provincial Homelessness Initiative) operating subsidies for the
Braidwood Road project?
Based on recent discussions with BC Housing staff, as it stands today there is very little chance that
operating subsidies for a supported housing project for homeless people (absolute and at risk) would be
made available.
Given this situation, the Social Planning Consultant recommends the City abandon this direction, and
proceed immediately with the RFP for the Braidwood Road site as previously recommended.
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2. If Council decides to re-engage the RFP process, how long would it take before a non-profit housing
provider is chosen for the Braidwood Road site?
The Social Planning Consultant outlines the following revised schedule beginning immediately following the
Labour Day holiday (Sept 2nd):
a. Convene working group and draft the RFP (by Sept 30th);
b. Issue RFP during 1st week in October and provide 3 weeks for non-profit housing providers
and their consultants to prepare and make their submissions (by Oct 31st);
c. Working group to evaluate and score submissions (by Nov 15th);
d. Consultant to draft Council report recommending the top 3 choices from the working
group (by Nov 30th); and
e. Council to consider the working group’s recommendations and decide on appointment of
the non-profit housing provider to develop the Braidwood Road site (by Dec 15th)
3. Is there anything that the City should do in the meantime to prepare for choosing the non-profit
housing provider and to anticipate development of the Braidwood Road site?
Yes. Undertake the due diligence on the Braidwood Road site recommended by the Consultant in
his initial report to Council. Namely, hazmat survey of existing house, phase 1 environmental site
assessment, geotechnical survey to determine soil stability and capacity for new construction, and
civil engineering survey to determine capacity of existing water, sanitary and storm systems serving
the site. This because it is a reasonable expectation that the City make good on any issues related
to the site which emerge as a result of these investigations. The City can wait for the chosen nonprofit housing provider to undertake this work. Either way, BC Housing will probably agree to
cover the costs of these investigations through the remaining $40,000 PDF. However, the City will
not know the issues and any of the potential costs arising until the non-profit housing provider
does this work.
As development of the Braidwood Road site will of necessity involve a new construction project,
with no operating subsidies available from BC Housing in the foreseeable future, the City should
expect to make the following concessions: free land for 60 years, forgiveness of DCC’s and
development and building permit fees, and grants in lieu of property taxes for up to the first 10
years.
Further, the chosen non-profit housing provider will be expected to explore the possibility of rent
supplements for working poor and homeless people. This would raise rents from 30% of gross
monthly income or the welfare shelter allowance to deemed (probably close to average) market
rent. However, the challenge is in addressing the gap between economic rent (all operating costs
and mortgage payments per unit) and market rent. Even with the provision of no new support
workers for the project, this will be a challenge for a new construction project.
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And, finally, the chosen non-profit housing provider will also be expected to pursue the possibility
of capital grants to reduce the principal of the take-out mortgage at completion as much as
possible. This will involve other Federal ministries as well as CMHC, and private foundations such
as the Vancouver Foundation as well as local Comox Valley service clubs and foundations.
There is also always the hope that new programs now being contemplated by BC Housing will
provide new rent supplements and modest capital grants, both through the application of Federal
– Provincial Investment in Affordable Housing (IAH) program monies in the near future. This might
happen in time for the chosen non-profit housing provider to take advantage of them in composing
a sound long-term business plan for the Braidwood Road site project.
FINANCIAL IMPLICATIONS:
In July 2013, BC Housing confirmed that they made $50,000 available to the City, in a proposal
development loan, to assist in the planning and development of a supportive housing proposal for this
site. A portion of the funds committed by BC Housing can be used towards the development of the R FP
and the process of selection of the non-profit operator. The remainder can be used by the successful
proponent in further developing the project. Additional funding options are outlined in the attached
report from the Social Housing consultant.
ADMINISTRATIVE IMPLICATIONS:
The CAO is the project lead, and works directly with the consultant. Additional support is received from
Development Services staff and is included in the 2014 corporate work plan. A total of 51 staff hours are
estimated to be required in for 2014.
STRATEGIC PLAN REFERENCE:
The Braidwood Supportive Housing Project is Council’s number one strategic priority for 2014.
OFFICIAL COMMUNITY PLAN REFERENCE:
 The provision of non-profit housing as a means of increasing the supply of rental housing is
strongly encouraged. Preference is for affordable and social housing to be dispersed
throughout the City and not concentrated in one area.
 Ensure the provision and integration of special needs and affordable housing.
 Encourage housing opportunities and convenient community services for individuals having
special housing requirements.
REGIONAL GROWTH STRATEGY REFERENCE:
 Ensure a diversity of housing options to meet evolving demographics and needs.
 Encourage residential multi-unit or multi-lot developments to contribute to affordable housing
options including, but not limited to a range of unit sizes and types, lot sizes, multifamily or
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attached-unit buildings, rental units and secondary suites. These contributions could take the
form of land, cash, buildings or other such items as supported by the local governments.
PUBLIC ENGAGEMENT:
Two Braidwood neighbourhood Open Houses were held on April 23 and 24, 2014. Additional public
engagement will depend on the nature of the selected proposal.
OPTIONS:
OPTION 1 - Council DIRECT STAFF to prepare a Request for Proposal for the City property located at
810 Braidwood Road that would allow any qualified non-profit organization or group to submit a
proposal for the construction and operation of a housing project that addresses a wide range of inneed and at-risk tenants; and
THAT staff investigate and report back to Council on the implications, cost and timings of
proceeding with the required due diligence for the property at 810 Braidwood, including hazmat
survey of existing house, phase 1 environmental site assessment, geotechnical survey to determine
soil stability and capacity for new construction, and civil engineering survey to determine capacity
of existing water, sanitary and storm systems serving the site. (Recommended)
OPTION 2 - Council DIRECT STAFF to prepare a Request for Proposal for the City property located at
810 Braidwood Road that would allow any qualified non-profit organization or group to submit a
proposal for the construction and operation of a housing project that addresses a wide range of inneed and at-risk tenants; and
THAT staff delay investigating the implications, cost and timings of proceeding with the required
due diligence for the property at 810 Braidwood, until after a non-profit organization or group has
been selected to construct and operate the Braid Supportive Housing Project.
OPTION 3 – Council DIRECT STAFF to continue to focus on the Braidwood Supportive Housing
Project to provide housing for the working poor and homeless only.

Prepared by,

David Allen, BES, CLGEM, SCLGM
Chief Administrative Officer
Attachments:
1. May 16th 2014 letters to Minister McRae and Minister Coleman;
2. July 25th 2014 Draft Meeting Minutes with MLA Don McRae, BC Housing staff, Mayor
Jangula, CAO David Allen, and John Jessup – Social Planning Consultant
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CITY OF COURTENAY
MEETING WITH MLA AND BC HOUSING
Council Chambers, Friday, July 25, 2014, 2PM
DRAFT NOTES
Present:
Major Larry Jangula
MLA Don McRae
CAO David Allen
BCH Regional Director, Danna Locke
BCH Senior Project Officer, Donna Money
John Jessup, Social Planning Consultant
NOTES
1.

Economic Rent, Market Rent and Shelter Allowance

It is important to distinguish between economic rent, market rent and the Shelter Allowance.
Economic rent is the sum of all costs divided by the number of units in the building. This includes
mortgage principal and interest payments as well as all operating costs.
Market rent is the market rent for the type and size of unit in the building for that particular market
area. Sometimes we refer to high end of market and low end of market which are the upper and lower
range of market rents for a particular type and size of unit. Other times we refer to average or median
rent.
The shelter allowance is the shelter portion of income assistance in British Columbia for the type and
size of household occupying the unit. For a single person, this is $375 per month. Sometimes we refer
to this category of rents as Rent Geared to Income (RGI) rents where rent is based on 30% of tenant
gross monthly income.
The important idea to appreciate is that for new construction housing projects, whether market or nonmarket, economic rent is significantly higher than market rent. For example, economic rent for a new
20 unit one-bedroom housing project in Nanaimo could be as high as $1,300 per unit per month.
Average market rent for the same unit could be about $650 per unit per month. Thus, even in the
absence of provision of support services, the gap between economic rent and market rent, for a 20 unit
project, is $650 per unit per month or a total of $13,000 per month or $156,000 per year.
This question is, therefore, in the absence of operating subsidies, how much of the capital cost of a
project can be carried in order for the project owner, market or non-market, private or non-profit, to
break even the day the project opens its doors for occupancy? The answer is somewhere between 25%
and 40% only. The majority of the capital costs must be covered either by owner equity or capital
grants.
Page 1 of 5

41

CITY OF COURTENAY
MEETING WITH MLA AND BC HOUSING
Council Chambers, Friday, July 25, 2014, 2PM
DRAFT NOTES
2. Subsidies: Capital, Operating and Rent Supplements
There are only two kinds of subsidies: capital and operating subsidies.
A capital subsidy is a one-time, lump sum payment made prior to IAD (Interest Adjustment Date when
the amount of the take-out mortgage is determined). It has the effect of reducing the mortgage
principal and hence monthly P & I (mortgage principal and interest) payments which are part of
economic rent.
An operating subsidy is an on-going usually monthly subsidy which has the effect of increasing rental
revenues with a view to ensuring that the sum total of rents plus operating subsidy equals economic
rent, i.e. that the project is operating on a break-even basis, usually with a modest surplus to cover
vacancy losses and unexpected contingencies.
Rent supplements bridge the gap between a low to moderate income tenants’ shelter allowance and
market rent. For example, a single person on welfare qualifies for a maximum shelter allowance of $375
per month. A rent supplement, theoretically, fills the gap between the shelter allowance and market
rent. If average market rent for a studio unit was $500 per month, the rent supplement, again,
theoretically would be $125 per month. This would ensure that the tenant was able to pay market rent
for the studio unit.
I say theoretical because there are currently only two rent supplements available from BC Housing:
SAFER and RAP rent supplements. SAFER stands for Shelter Aid for Elderly Renters. It helps seniors over
60 years of age with a rent supplement to cover the difference between 30% of gross monthly income
and deemed market rent. RAP stands for (Family) Rental Assistance Program and works approximately
the same way for low income families, either married couples or families with children. The gap in rent
supplements is for low income single people under 60 years, particularly those suffering from a disability
like many homeless people.
VIHA provides rent supplements to low income clients suffering from disabilities: mental health and
substance use, as well as physical disabilities.
BC Housing is considered an HPP, Homeless Prevention Program, for low income single people under 60
years. But this is only in the planning stages and details are not currently available.

3. BC Housing and CMHC Programs: Non-Profits must Adapt to the Times
The former PHI, Provincial Homelessness Initiative, program is over (in my opinion). Most projects
during the last phase of the program were committed through MOU’s with municipalities in the years
Page 2 of 5
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CITY OF COURTENAY
MEETING WITH MLA AND BC HOUSING
Council Chambers, Friday, July 25, 2014, 2PM
DRAFT NOTES
2007, 2008 and 2009. Even if Courtenay had entered into an MOU agreement on the Cliff Avenue
project with BC Housing prior to the last municipal election, a unit allocation would probably have been
possible. But for a variety of reasons, this did not happen and the opportunity was lost.
However, the non-profit sector is amazingly vibrant and innovative in adapting housing proposals to the
programs which are available. During the 90’s, the Homes BC program was delivered by BC Housing
and a wide variety of projects were developed ranging from LIUS (Low Income Urban Singles) in
downtown areas to low to moderate income families in more suburban areas. In the early years of this
century, ILBC (Independent Living BC) was delivered by BC Housing and the regional health authorities.
And, most recently the PHI program was delivered by BC Housing.
In each program, the focus and purpose has been different and the type and amount of subsidies
available have varied.
Currently, there is no official BC Housing program which provides in a single commitment both the deep
operating subsidies required to house homeless people with support and the financing required to plan,
build and operate the project.
4. Existing Resources verses New Housing and New Staff
Mayor Jangula made a good point about wanting to add to the existing stock of affordable housing
through the supply of new social housing. As opposed to purchasing existing market rental apartments
which in one sense is merely converting their use from private market rental to non-profit affordable
rental, rather than adding to the existing stock of affordable housing.
However, the point which BC Housing made and which I believe is valid is that this strategy protects the
affordable rental stock. Better older rental buildings are often converted to strata title units. Some
older buildings are alternatively demolished to make way for new strata title units. Few developers
want to build market rental housing because it forces them to postpone profit-taking and requires a
long term investment in owner equity.
Further, existing hotels and motels are another opportunity that if converted to non-profit rental
apartments does add to the net stock of affordable housing and has the additional advantage that there
are no monthly tenancies and the buildings once renovated can house immediately the targeted tenant
group.
5. Housing Subsidies verses Support Services Subsidies
The PHI program operating agreements with non-profit housing providers had two parts: (1) housing
costs, and (2) support services agreements. This breakdown is instructive. It acknowledges that even
Page 3 of 5
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CITY OF COURTENAY
MEETING WITH MLA AND BC HOUSING
Council Chambers, Friday, July 25, 2014, 2PM
DRAFT NOTES
without support services, there is a gap between economic rent (the total cost of operating the project,
including mortgage principal and interest payments) and the $375 rent that most homeless people can
afford to pay (the maximum shelter allowance for single persons).
So, without housing cost subsidies from BC Housing, the only way that the gap between economic rent
and the maximum shelter allowance can be reduced and/or eliminated is through capital grants. This
can take the form of free land, forgiveness of development fees and charges (particularly DCC’s), capital
grants from CMHC, BC Housing and private foundations, municipal forgiveness of property taxes (even
for the first 10 years), and sponsor equity. Operational innovations such as live-in building managers
and perhaps live-in support workers could also help bridge the gap between economic rent and project
revenues.
We were probably spoilt with the PHI program where BC Housing was the single source of both housing
cost and support services subsidies. Now, at least until a new program is introduced, there are no
operating subsidies available from BC Housing. And, BC Housing is only in a position to provide modest
capital grants, say up to $1 million per project, and rent supplements directly to the tenants, now the
project. Note that currently only low income families and seniors are eligible for rent supplements.
However, there is the possibility that soon these rent supplements may be extended to single people
under 60 years through a new rent supplement program called the Homelessness Prevention Program
or HPP for short.
It should also be noted that BC Housing is also able to act as a bank and through the CPI (Community
Partnership Initiative) Program provide PDF (Proposal Development Funding), interim financing for
construction, and a CMHC guaranteed take out mortgage. This is no small help. And, is provisional upon
the non-profit housing provider developing a sound business plan to operate the project on a long term
breakeven basis.
6. Braidwood Road Site RFP
Given this, the terms of reference of the RFP for the City-owned Braidwood Road site, should be revised
to reflect the new reality.
I think Council has two options.
Option 1: Stay the Course as Much as Possible
Focus on housing for the working poor and homeless people who are capable of living independently
with little or no support. This would still be what we call RGI (Rent Geared to Income) housing where
tenants pay 30% of their gross monthly income towards rent or the maximum shelter allowance if on
welfare.
Page 4 of 5
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CITY OF COURTENAY
MEETING WITH MLA AND BC HOUSING
Council Chambers, Friday, July 25, 2014, 2PM
DRAFT NOTES

Option 2: Affordable Housing for a Wide Range of in-need and at-risk Tenants
This would allow any and all groups to submit proposals. Given the challenge of making a new
construction project work, and the innovative approaches that non-profit housing providers would have
to make in order to provide a sound business plan, this may be the preferred option. Housing for
families with children and seniors come to mind because, these are tenant groups that are eligible for
rent supplements from BC Housing.

Page 5 of 5
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LOGO
City of Courtenay

Request for Proposals
to
Non-Profit Societies

For Development and Operation of an Affordable
Housing Project
at
810 Braidwood Road
in the
City of Courtenay

January 2015
CITY OF COURTENAY
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Request for Proposals
Issued: January 13, 2015

Closing Date and Time
Submissions must be received by
2:00pm Pacific Standard Time on Monday, February 23, 2015

Closing Location and Address
Attention: Mr. David Allen, CAO, City of Courtenay
RFP for City-owned 810 Braidwood Road Affordable Housing Site
830 Cliffe Avenue
Courtenay, BC
V9N 2J7
Email or Faxed Submissions will not be accepted

All Enquiries regarding this RFP should be directed to:
John Jessup, Social Planning Consultant, City of Courtenay by email
only at
John_Jessup@shaw.ca

Page 2 of 26
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1. INTRODUCTION
1.1 Background
The City has acquired a site at 810 Braidwood Road with an area of 1617 square meters (17,405
square feet) within walking distance of amenities, shopping and the downtown. There is a large,
older single family dwelling on the site. The site is zoned Residential Four Zone (R-4) with a
maximum FAR of 1.2 for apartments and a maximum building height of 14 meters (46 feet).
This would allow development of a 4 story apartment building with a maximum gross floor area
of (1.2 x 1617m2) 1940 square meters or 20,886 square feet. The City has determined however
that a maximum 3 story apartment building would be more appropriate for this site, given its
limited size and the close proximity of existing multiple residential buildings.
This RFP is intended to secure a proposal from a non-profit society to develop and operate an
affordable housing project for persons and/or households in need of adequate and affordable
housing in the Comox Valley.
An important City requirement of this RFP is a Community Engagement Strategy. The
successful proponent is expected to design such a strategy in consultation with the City and
lead this strategy as part of the neighborhood planning process for the project.
1.2 Provincial and Municipal Commitments and City Objectives
The objective of this RFP is to engage a non-profit society to develop and operate an affordable
housing project on the City-owned 810 Braidwood Road site.
The successful proponent will have strong partnership abilities and a proven track record in
operating affordable housing projects for the tenant group(s) proposed. In order to provide a
range of housing solutions and services, the Society may wish to partner with other service
providers (public agencies and non-profit organizations) and complete a joint submission for
the project wherever possible.
The Province has provided through BC Housing a $50,000 Proposal Development Funding (PDF)
loan for the design and development of an affordable housing project on the City-owned 810
Braidwood Road site. Ten thousand dollars ($10,000) of this grant has been allocated by the
City to hire a Social Planning Consultant to prepare an RFP to non-profit societies to develop
and operate an affordable housing project on the site. This portion of the grant included an
assessment of housing needs in the Comox Valley, a neighborhood consultation process in and
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around the subject site and the preparation and administration of the RFP. The Province has
made no other financial commitments towards the development and operation of the project.
There is currently no program funding available from BC Housing for operating subsidies.
Capital financing through BC Housing’s CPI (Community Partnership Initiative) program would
be dependent on a review of the business plan and long-term financial sustainability of the
project. Visit BC Housing website at: www.bchousing.org/Partners/Opportunities/Current/CPI
for more information on the CPI program.
Given this, the City has expanded the terms of reference for the project to include a wide range
of target groups in need of affordable housing in the Comox Valley. This could include a variety
of models along the housing continuum, from supportive housing to affordable rental. Some
options to assist in project viability which the proponent may consider include rent
supplements which target some groups to allow them greater choice in where they live. Rent
supplements which bridge the gap between 30% of gross income or the BC Benefits shelter
allowance, are currently available for seniors over 60 years of age (SAFER), and working poor
families not on BC Benefits income assistance (RAP) and individuals at risk of homelessness
(HOP and HPP).
The City will enter into a Memorandum of Understanding (MOU) with the successful proponent
chosen to develop and operate the project. This will include a rent free 60-year lease of the site
to the successful proponent. In addition, the City will pay 100% of the DCC’s (Development
Cost Charges) applicable for a new construction project on the site. The City will also consider
paying for municipal fees and charges for development permit and building permit and
connection fees for municipal services for the project.
Should the financial viability of the proposed project require the forgiveness of property taxes,
the City would consider this possibility on a time limited basis, i.e. for 5 or 10 years, after which
property taxes would be phased in gradually over time to ensure continued financial viability of
the project.
Also, before leasing the site to the successful proponent, the City will undertake at no cost to
the proponent a hazmat survey of the existing single-family house on the site, a phase 1
environmental site assessment of the property, and a civil engineering analysis of the capacity
of the water main, storm drain and sanitary sewer serving the site. The City will undertake to
pay the extra cost of demolishing or deconstructing the house due to the presence of
hazardous materials, to pay the cost of environmental remediation should this be required as a
result of the phase 1 ESA findings, and to pay the cost of upgrading water, storm and sanitary
services to the property should this be required to adequately service the proposed
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development. It is also appreciated that if these costs are unreasonable in the sole discretion
of the City, the City reserves the right to withdraw the site from development prior to executing
the lease.
1.3 Site Information and Context
Municipal Address

810 Braidwood Road

Legal Description

Lot 1, Section 16, Comox District, Plan 27169

Present Use

Single-Family Dwelling

Area

Approximately 0.40 acres

Zoning

R-4 Residential Four Zone

Area Zoning and Subdivision Plan
Showing Subject Site
The site is zoned R-4 Residential Four Zone which supports multi-residential buildings, as well as
a facility for adults with a disability, and daycare. A multi-residential building means an
apartment dwelling, cluster housing or townhouse dwelling. A facility for adults with a
disability means a facility that is operated by a non-profit society or private contractor either
licensed or under permit from the Provincial Government and funded by the Ministry of Social
Services and Housing, whose purpose is limited to the provision of a daycare program for the
purpose of counselling, teaching and job training for adults with a disability. Daycare means a
facility providing group day care, family day care, nursing school, child minding, out of school
care, or specialized care in accordance with the provisions of the Community Care Facilities
Licensing Act.
The single-family dwelling on the site is currently rented to a single family with children. A
relocation plan for the existing tenant must be included as part of the RFP submission.
Repurposing of the existing building on the site is possible but not preferred.
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The selected Society is expected to take the lead in all capacities in the neighborhood and city
public participation process, including representations to the media, the public and other levels
of government.
2. REQUEST FOR PROPOSALS
2.1 Request
The City of Courtenay invites non-profit societies to submit a proposal to design, develop and
operate an affordable housing project on the City-owned 810 Braidwood Road site.
The housing project can be targeted to a single tenant group in need or at risk of not having
access to adequate and affordable housing, such as women fleeing violence. Or, the housing
project could be targeted to a compatible mix of tenants, such as seniors and younger disabled
adults. Need must be demonstrated and compatibility among diverse target groups, if
applicable, must be justified.
The Residential Four Zone (R-4) requires that all housing units be self-contained dwelling units,
including sleeping, sanitary and cooking facilities.
The number of units proposed must take into consideration the size of units and the
development capacity of the site. The City will not support a building on this site over 3 stories
and/or 30 units.
Residential units and related residential amenities may occupy the ground floor. The
Residential Four Zone (R-4) limits social service uses to day care and a facility for adults with a
disability.
Given that no operating subsidies are available from BC Housing, any tenant support required
will have to be delivered on an off-site outreach basis probably drawing upon existing
community resources.
Under the CPI (Community Partnerships Initiative) program delivered by BC Housing, the
building would not be required to satisfy BC Housing Design and Construction Standards
(although these standards are encouraged) nor any level of the LEED (Leadership in Energy and
Environmental Design) program administered by CaGBC (Canada Green Building Council).
However, the building will have to meet the requirements of the City of Courtenay building
bylaw and zoning bylaw and all other municipal permitting requirements.
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Further, both BC Housing and the City of Courtenay encourage sustainability initiatives that
demonstrate LEED and/or Built Green construction standards.
Appendix 3 is the Submission Form required to be completed in response to this RFP.
2.2 Roles
The successful proponent will take the lead in developing a proposal to design, build and
operate an affordable housing project on the site. Support services, if required by the targeted
residents of the project, would have to be provided on an outreach basis by non-profit
organizations or government agencies from a remote location, not on site. Partnerships with
other private non-profit and public agency service providers may therefore be part of the RFP
proposal. Joint proposals are encouraged wherever possible.
The successful proponent role will be to provide:
1. Leadership and direction in designing an efficient and attractive building, a staffing
and programming model and a sustainable business plan to operate the project on a
long term basis without operating subsidies from BC Housing;
2. Tenants with rental housing including privacy, safety and the ability to exercise their
independence within the guidelines set out in a tenancy agreement;
3. Supervision and maintenance of on-site amenities necessary to provide tenants with
a complete home environment;
4. Coordination of support services provided by other local public agencies or nonprofit organizations on an outreach basis;
5. Property management services to maintain the building to an acceptable and
appropriate standard and delivered with an understanding of and commitment to
the tenant group(s) intended to occupy the housing.
The City will assign a staff person to help the successful proponent work through the
development process at the City.
2.3 Society’s Scope of Services
The scope of services that the successful proponent will be expected to provide in the
development and operation of the housing is summarized as follows.
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•

The successful proponent will take on the role of project developer. This will include
directing project design and leading any public consultation process such as
neighborhood open houses required by the City.

•

In addition to project design, the successful proponent will be responsible for property
management, support services coordination, and financial planning.

•

At the very least, the business plan for the project must demonstrate how the successful
proponent intends to pay monthly mortgage payments and other typical housing
expenses. The business plan must include a strategy for reducing the capital cost of the
housing project and an approach for delivering cost-effective property management
services.

•

Given the current absence of on-going BC Housing operating subsidies, provision of onsite support services is a challenge. This may lead some proponents to target their
housing to residents who are capable of independent living without on-site support. Or,
alternatively, other proponents may choose to target their housing to include some
residents who could live independently with minimum to moderate support provided
off-site by another organization or agency in partnership with the successful proponent.
However, if this were the case, the successful proponent would be, at a minimum,
responsible for support services coordination appropriate to the needs of those
residents being housed. If such a partnership is contemplated by the proponent, a letter
of understanding would be required between the housing operator and the support
services provider as part of the RFP submission.

•

The successful proponent will be responsible for financial planning. The first step in
financial planning will be the preparation of preliminary capital and operating budgets
as part of the business plan included with the RFP submission.

•

The successful proponent will be responsible for liaising with the City of Courtenay and
BC Housing with regards negotiating a 60-year lease at no cost to the Society. The
successful society will also be responsible for seeking City guarantees that the subject
site is clean and stable, and the existing building on the site contains no hazardous
materials. Negotiating with the City to obtain a commitment from the City to pay DCC’s,
permit and connection fees, and possible forgiveness of property taxes for 5 to 10 years,
will also be the responsibility of the successful proponent as part of their financial
planning for the project.
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3. REQUEST FOR PROPOSALS SUBMISSION REQUIREMENTS
Information must be provided in the order listed below and as outlined in Appendix 3.
3.1 Contact Information
A completed form as contained in Appendix 3 providing contact information for the Society and
Service Providers must be included in the Submission.
3.2 Letter of Committal
A letter from the Society committing to the terms of the RFP must be included in the
Submission. An example is included in Appendix 4.
3.3 Board Resolution
A copy of a resolution by the Society’s Board of Directors or Executive Committee authorizing
the RFP must be included in the Submission. An example is included in Appendix 5.
3.4 Profile
Appendix 3 contains the format and required information fields to be provided by respondents
to this RFP. It is not necessary at this stage for the applicant to have identified a development
consultant, an architect or a builder. In summary, the required information includes the
following:
•

Vision for the Affordable Housing Project:
o Statement of operating objectives for the housing project
o Fit between Society’s mandate, experience, target residential population and
neighborhood context
o Size of building, number and type of units, location of residential amenities and
staff offices
o Approach to challenge of providing support services
o Compatibility and working relationship between partnering non-profit societies
o Plan for public consultation and community relations
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•

Experience:
o Generally, in providing affordable housing to the chosen targeted residential
group(s)
o In the Comox Valley, in providing affordable housing to the chosen targeted
residential group(s)
o In serving the chosen targeted residential group(s)
o Ability to manage development of a new construction housing project and the
associated capital budget
o Ability to manage existing housing facilities or programs within financial
guidelines
o Generally, continuum of non-profit housing options currently provided
o Current community resource partnerships
o Development experience in the past 5 years

•

Capacity:
o Number and location (municipality) of Society members
o Board governance and standing committees
o Management staff structure and reporting relationships
o Depth and experience of property management staff
o Facilitation of tenant participation in project management
o Scope of tenant support staffing in existing projects

•

Financial:
o Ability to provide an equity or in-kind contribution to the capital cost of the
housing project
o Ability of Society and/or service provider partner(s) to contribute towards the
support service program(s) of the housing project
o Copy of most recent audited financial statement

•

Legal Status:
o Registered society or informal community group
o CRA (Canadian Revenue Agency) status: registered charity or municipal status
o Proof of Society registration in British Columbia: legal name of Society,
registration number and date
o Copy of current society constitution and society bylaws
o Legal affiliation with any other societal or corporate groups
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Supplemental Information
Supplemental information may be submitted at the society’s discretion.
4. EVALUATION AND DEVELOPMENT APPROVAL PROCESS
4.1 Evaluation
The successful proponent will be chosen by the elected Council of the City of Courtenay. This
will be based on an evaluation of all submissions by the RFP Working Group and a
recommendation to City Council from the Working Group. The three member Working Group
is chaired by John Jessup, City Social Planning Consultant, and members include Jim Spinelli,
Vancouver Island Board member of the BC Non-Profit Housing Association, and Ian Buck,
Manager of Planning for the City of Courtenay. The City of Courtenay’s CAO, David Allen, is the
Project Manager.
The evaluation and scoring Matrix is included in Appendix 1.
4.2 Development Approval Process
The development approval process involves the following stages:
•

•

•

Request for Proposals (RFP) Stage:
The RFP is issued and potential respondents have 4 weeks from the date of issuance to
ask questions or make enquiries concerning the RFP to the City Social Planning
Consultant. Societies have 6 weeks from the date of issuance of the RFP to provide their
submissions in the form outlined in Appendix 3 of this RFP document.
Evaluation Stage:
The City of Courtenay RFP Working Group reviews and evaluates the proposals received
by the submission deadline. Proponents may be contacted to clarify their proposals
and/or provide additional information.
Council Approval Stage:
The RFP Working Group will report to City Council their findings and recommend the
three top scoring Society proposals. Advantages and disadvantages of each of the top
scoring proponents will be noted in the RFP Working Group report. A society
representative from each of the top scoring submissions will be asked to make a 3
minute presentation to Council on why their submission should be approved by Council.
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•

•

The Society chosen by a simple majority of Council will be appointed sponsor of the
proposed affordable housing project on the City-owned 810 Braidwood Road site.
Schematic Design and Program Development Stage:
Once appointed project sponsor, the successful proponent will approach BC Housing to
transfer the balance of the Proposal Development Funding (PDF) loan (approximately
$40,000) from the City to the society. PDF is an interest-free, forgivable loan which can
be used to further advance the proposal.
Provisional Project Approval (PPA) Stage:
If the business plan for the housing project is financially viable and sustainable over the
longer term, it is anticipated that the successful proponent will approach BC Housing to
obtain Provisional Project Approval (PPA). If PPA is granted, the Society will be invited
to implement the project including finalizing the capital budget, property management,
and support service delivery plans if required, including staffing plans and operating
budgets. Upon obtaining PPA from BC Housing, additional Project Development
Funding (PDF) may be available.

5. ADMINISTRATIVE ISSUES
5.1 Freedom of Information
Submissions made in response to this Request for Proposals (RFP) will be treated in accordance
with the relevant provisions of the Freedom of Information and Privacy Protection Act.
5.2 Expenses
Each society making a submission does so at its own cost and risk. Neither the City of
Courtenay nor BC Housing is liable to pay a society’s cost of preparing and submitting a
proposal and the cost of any subsequent presentations or discussions with the City of
Courtenay or BC Housing.
5.3 Disclaimer
The City of Courtenay reserves the right at their sole discretion to cancel this RFP or to not
select any of the societies making a submission.
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5.4 Submission Protocol
Societies responding to this RFP must prepare their submission in the format outlined in
Appendix 3 which has been provided in a Microsoft Word template for ease of completion.
Submit four (4) copies of the RFP proposal in printed hardcopy unbound form and one (1)
electronic PDF version via memory stick or CD. All printed copies and the electronic version
must be submitted in one package, clearly addressed as follows:
CITY OF COURTENAY
Attention: David Allen, CAO, City of Courtenay
RFP for City-owned 810 Braidwood Road Affordable Housing Site
830 Cliffe Avenue
Courtenay, BC
V9N 2J7
Submissions MUST be received at the above address no later than 2:00PM Pacific Standard
Time on Monday, February 23, 2015.
Submissions submitted by email or fax will NOT be accepted.
Submissions received after the specified closing time will be returned, unopened, to the
Society.
All Enquiries regarding this RFP should be directed to: John Jessup, Social Planning Consultant,
City of Courtenay, by email only at john_jessup@shaw.ca. Enquiries will be accepted up until
two business weeks prior to the closing deadline (February 9, 2015, 5:00pm PST). All questions
and responses will be reported on the City of Courtenay’s website as soon as possible.
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APPENDIX 1: Evaluation and Scoring Matrix
All submissions will be evaluated and scored on their relative merits compared to other submissions, using the
following scoring matrix.
Category
Maximum Score
Vision for the Affordable Housing Project:
• Statement of operating objectives for the housing project
• Fit between Society’s mandate, experience, target residential population and
neighborhood context
• Size of building, number and type of units, location of residential amenities and
staff offices
• Approach to challenge of providing support services
• Compatibility and working relationship between partnering non-profit societies
• Plan for public consultation and community relations
Scoring Subtotal
20
Experience:
• Generally, in providing affordable housing to the chosen targeted residential
group(s)
• In the Comox Valley, in providing affordable housing to the chosen targeted
residential group(s)
• In serving the chosen targeted residential group(s)
• Ability to manage development of a new construction housing project and the
associated capital budget
• Ability to manage existing housing facilities or programs within financial
guidelines
• Generally, continuum of non-profit housing options currently provided
• Current community resource partnerships
• Development Experience in past 5 years
Scoring Subtotal
40
Capacity:
• Number and location (municipality) of Society members
• Board governance and standing committees
• Management staff structure and reporting relationships
• Depth and experience of property management staff
• Facilitation of tenant participation in project management
• Scope of tenant support staffing in existing projects
Scoring Subtotal
20
Financial:
• Ability to provide an equity or in-kind contribution to the capital cost of the
housing project
• Ability of Society and/or service provider partner(s) to contribute towards the
support service program of the housing project
• Copy of most recent audited financial statement
Scoring Subtotal
10
Legal Status:
• Registered society or informal community group
• CRA (Canadian Revenue Agency) status: registered charity or municipal status
• Proof of Society registration in British Columbia: legal name of Society,
registration number and date
• Copy of current society constitution and society bylaws
• Legal affiliation with any other societal or corporate groups
Scoring Subtotal
10
Total Score
100
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APPENDIX 2: Submission Checklist
Required Submission Content and Required Order of Submission as outlined in Appendix 3:
Submission Form.
□ Contact Information and Executive Summary (approximately 250 words) of Key Attributes of
Submission
□ Letter of Committal (Sample Appendix 4)
□ Board Resolution (Sample Appendix 5)
□ Society Profile:

•

Vision for the Affordable Housing Project:
o Statement of operating objectives for the housing project
o Fit between Society’s mandate, experience, target residential population and
neighborhood context
o Size of building, number and type of units, location of residential amenities and
staff offices
o Approach to challenge of providing support services
o Compatibility and working relationship between partnering non-profit societies
o Attitude towards public consultation and community relations

•

Experience:
o Generally, in providing affordable housing to the chosen targeted residential
group(s)
o In the Comox Valley, in providing affordable housing to the chosen targeted
residential group(s)
o In serving the chosen targeted residential group(s)
o Ability to manage development of a new construction housing project and the
associated capital budget
o Ability to manage existing housing facilities or programs within financial
guidelines
o Generally, continuum of non-profit housing options currently provided
o Current community resource partnerships
o Development experience in the past 5 years

•

Capacity:
o Number and location (municipality) of Society members
o Board governance and standing committees
o Management staff structure and reporting relationships
o Depth and experience of property management staff
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o Facilitation of tenant participation in project management
o Scope of tenant support staffing in existing projects
•

Financial:
o Ability to provide an equity or in-kind contribution to the capital cost of the
housing project
o Ability of Society and/or service provider partner(s) to contribute towards the
support service program of the housing project
o Copy of most recent audited financial statement

•

Legal Status:
o Registered society or informal community group
o CRA (Canadian Revenue Agency) status: registered charity or municipal status
o Proof of Society registration in British Columbia: legal name of Society,
registration number and date
o Copy of current society constitution and society bylaws
o Legal affiliation with any other societal or corporate groups
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APPENDIX 3: Submission Form
3.1 Contact Information
Society Contact Information:
Name of Society:____________________________________________________________________
Mailing Address:____________________________________________________________________
Contact Person and position:__________________________________________________________
Telephone:_______________

Fax:___________________

Email:________________________

Incorporation number:___________________________
Service Provider Contact Information (if applicable):
Name:____________________________________________________________________________
Mailing Address:____________________________________________________________________
Contact Person and position:__________________________________________________________
Telephone:_______________

Fax:___________________

Email:________________________

Development Consultant Contact Information (if applicable):
Name:____________________________________________________________________________
Mailing Address:____________________________________________________________________
Contact Person and position:__________________________________________________________
Telephone:_______________

Fax:___________________

Email:________________________

Architect Contact Information (if applicable):
Name:____________________________________________________________________________
Mailing Address:____________________________________________________________________
Contact Person and position:__________________________________________________________
Telephone:_______________

Fax:___________________
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APPENDIX 3: Submission Form
Executive Summary of the Submission (approximately 250 words):
•
•
•
•
•
•
•
•
•
•

Anticipated residents to be housed
Society’s approach to identifying and selecting residents
Support services and programs if required and how these will be secured and funded
Society’s underlying management philosophy for the housing project
Anticipated short and long-term outcomes for the residents
Partnerships that will be used in the management of the housing project and in providing
support services and programs to the residents if required
Fit between the Society’s mandate, experience, target clients and neighborhood context
Development experience in last 5 years
Property management approach for this project
Community relations approach for this project

3.2 Letter of Committal
Submission must include here a letter of committal similar to the sample provided in Appendix 4.
3.3 Board Resolution
Submission must include here a resolution of the Society’s board of directors or executive committee
authorizing approval of this EOI submission similar to the sample provided in Appendix 5.
3.4 Housing Vision
Describe the Society’s experience with the primary residents of the proposed housing project and how
that experience has shaped the Society’s philosophy and practice:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Describe the Society’s relationships (formal or informal) with other organizations / agencies / individuals
which the Society considers advantageous in working effectively with the primary residents of the
proposed housing project:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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Describe the Society’s experience providing support services (directly or indirectly) to the primary
residents of the proposed housing project:
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
3.5 Operating Approach
In this section, societies should expand upon the Executive Summary of the Submission outlined in
Section 3.1 above. Societies should describe each of the key attributes in the Executive Summary in
more detail up to a total maximum of 750 words.
•
•
•
•
•
•
•
•
•
•
•
•
•

Anticipated residents to be housed
Need for affordable housing in the Comox Valley for the proposed residents to be housed
Availability of affordable housing in the Comox Valley for the proposed residents to be housed
Gap between need and supply in the Comox Valley for the proposed residents to be housed
Society’s approach to identifying and selecting residents
Support services and programs if required and how these will be secured and funded
Society’s underlying management philosophy for the housing project
Anticipated short and long-term outcomes for the residents
Partnerships that will be used in the management of the housing project and in providing
support services and programs to the residents if required
Fit between the Society’s mandate, experience, target clients and neighborhood context
Development experience in last 5 years
Property management approach for this project
Community relations approach for this project

3.6 Corporate Governance
Summarize the society’s organizational structure using the format below:
Organizational Components

Number of Members including
Chair or Board Liaison

Role (Brief description)

General Membership
Board of Directors
Executive Committee
Nominating/Recruiting Committee
Operations/Services Committee
Finance/Audit Committee
Residents’ Activities/Liaison
Committee
Development/Special Projects
Committee
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Fundraising/Community Liaison
Committee
Volunteer Activities Committee
Also in this section, societies should provide their articles of incorporation. These must include:
•
•
•

Certificate of Incorporation (includes legal name, registration number and date of incorporation)
A current copy of the society’s constitution and a mission statement if not included in the body of the
constitution
A current copy of the society’s bylaws

3.7 Financial Information
Provide the date of the society’s fiscal year end and date of last audit for the society:
Fiscal Year End:_________________________
Last Audit:_____________________________
Also provide in this section, a copy of the most recent letter of opinion and any recent management letters from
the society’s auditor including the audited financial statements available for the most recent full fiscal year.
In addition, please summarize your last audited financial report as follows:
Category
1. Assets
2. Liabilities
3. Retained Earnings
4. Income:
a. From clients/tenants
b. From government agencies (specify all sources)
c. From fund raising/other sources (specify all sources)
d. Total Income
5. Expenses:
a. Mortgage expense/lease rent
b. Total payroll (including benefits) and service contracts:
i.
Property management
ii.
Support Services
c. Overhead
d. Total Expenses
6. Last fiscal year’s surplus/(deficit)
7. Accumulated surplus/(deficit)
8. Restricted Reserves

Amount ($)

3.8 Current Programs and Services Delivered
List each program and service delivered by your society, funding sources and amounts received from each source,
and current total annual budget for each program and service. Use the table below to summarize this information:
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Program Name/Description

Funding Source

Funding Value

Annual Budget

Total
Provide details of any programs or services shared among other projects currently managed by your society, and
any programs or services your society currently shares with other societies:
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
_____________________________________________________________________________________________
3.9 Housing Operating Experience
Provide a list of the housing projects you currently operate summarized in the table below:
Project
Name

Location
(Municipality)

Number of
Buildings

Years
Operated

Total Units

Type of
Residents

Support
Services
Provided

Annual
Operating
Budget

Total

4.0 Staffing Capacity
Indicate the number of staff your society employees in the delivery of programs and services offered in the current
fiscal year. Use Full Time Equivalents (FTE’s) to count staff. FTE means the number of hours one person works, if
they worked one shift (7 to 8 hours) per day, five (5) days a week all year, minus all statutory holidays and vacation
time. If the general staffing categories used in the table below are inappropriate, use more appropriate terms.
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Program/Service

Program Staff

Facility Staff

Administration Staff

Volunteers

Total
In addition, provide an organizational chart that includes all full-time and part-time staff, and any volunteers. As
well, provide brief job descriptions of staff positions especially as they relate to the duties and experience in
supervising and supporting the primary type of residents proposed for the housing project.
4.1 Capital Contributions
Summarize the capital and operating contributions which your society proposes to bring to the housing project,
using the table below to summarize the source and nature of the contribution.
Source

Contributor Name and
Conditions

Capital ($)

Operating ($)

Society
Municipal Government
Provincial Government
Agencies (other than BCH)
Federal Government
Agencies
Other
Total
Submit copies of written commitments of financial contributions from community supporters, including letters of
conditional support from service clubs and foundations.
4.2 Property Management Budget
Estimate your society’s costs for providing basic property management for the housing project, including the
following tasks:
•
•
•
•
•
•

Maintaining financial records
Collecting rents and paying housing related expenses
Performing basic janitorial and minor maintenance work
Keeping necessary maintenance records
Organizing and scheduling all cyclical maintenance of primary building systems
Other significant management tasks (be specific)

Explain the major assumptions you used in calculating your estimates, for example, existing infrastructure or
experience managing other housing projects.
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4.3 Integrated Operating Budget
Estimate an integrated operating budget for the housing project proposed. Use the table below as a guide. All
expenses in the housing column (A) should equal the revenue in the housing column. Any support service
expenses should be included in the support services column (B), if proposed, and have a confirmed funding source
in the support services column.
Revenues
Housing Expenses (A) Support Services (B)
Total (C)
Tenant Rents
BC Housing Rent Supplements*
Other Funding:
Specify Source(s)
TOTAL REVENUE
*No BC Housing operating subsidies are available. However, depending on the clientele being housed, rent
supplements from BC Housing may be available.
Expenses
Housing:
Property taxes
Insurance (building)
Utilities
Maintenance
Other(specify)
Subtotal Housing Expenses

Housing Expenses (A)

Support Services (B)

Total (C)

Expenses
Administration:
Management:
On-site Manager
Clerical Support/Reception
Bookkeeping
Corporate Management
HR Programs/Training
Office OH/Supplies
Audit/Legal
Miscellaneous (specify)
Subtotal Admin. Expenses

Housing Expenses (A)

Support Services (B)

Total (C)

Expenses
Support Services Staff:
By Staff Title (specify)
Subtotal Support Services Staff
Support Services Non-staff
By Item Name (specify)
Subtotal Support Services Non-staff
Subtotal Support Services Expenses

Housing Expenses (A)

Support Services (B)

Total (C)
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APPENDIX 4: Sample Letter of Committal

Date:
City of Courtenay
830 Cliffe Avenue
Courtenay, BC
V9N 2J7
Attention: David Allen, Chief Administrative Officer
Subject: Request for Proposals for City-owned 810 Braidwood Road Site
I, (name) am the (position) of (Society’s full legal name), the Proponent of the attached submission. By a
resolution passed by the Society’s board of directors on (date), a copy of which is attached as Appendix
5 to this Submission, I have the authority to make this Submission and bind and make representations
for the Society. Through this Submission, we agree to all the terms and conditions of the Request for
Proposals (the “RFP”) and we agree to be bound by statements and representations made in this
Submission.
We understand that our submission is subject to the Freedom of Information and Protection of Privacy
Act under which applicants can request that the provincially-funded agencies such as the City of
Courtenay and BC Housing release information on the allocation of municipal and provincial program
funds. Records can be withheld if their disclosure would be harmful to the business interest of the
municipal or provincial body or the party with which it is doing business; however, in the case of a
dispute, the final decision is made by the Information and Privacy Commissioner.
We hereby certify that neither the officers nor the directors of the Society have any actual or potential
conflict of interest between our interest and the interest of the City of Courtenay and BC Housing under
this RFP process. We acknowledge that if a conflict exists, the City of Courtenay or BC Housing may, at is
discretion, withhold consideration of our Submission. Further, we understand that the President of the
Society will be required to execute a statutory declaration with respect to conflict of interest if our
Society is selected to develop an affordable housing project on the City-owned 810 Braidwood Road
site.
We hereby authorize and consent to the City of Courtenay and BC Housing receiving and exchanging
with others, including credit bureaus, any references provided in the Submission, and with other
persons with whom we have had dealings, credit and other information about the Society. We
understand that such information may be a factor in the decision of the City of Courtenay and BC
Housing to enter into agreements related to this RFP.
Society’s full legal name:
Authorized Officer (signature):_________________________________ Date:_____________________
Name (Please print):____________________________ Title:___________________________________
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APPENDIX 5: Sample Board Resolution

(Name of Society)
(Date of Board Meeting)
(Members Present)

I hereby certify that on (Date) the following motion was passed by (Full legal name of Society).
Motion:
“THAT having reviewed the City of Courtenay Request for Proposals from non-profit societies, THAT
(Name and position) be authorized on behalf of the (Full legal name of Society) to submit a proposal to
the City of Courtenay to develop and operate an affordable housing project on the City-owned site at
810 Braidwood Road in the City of Courtenay, and to bind and make representations on behalf of the
(Full legal name of Society).
Moved by: ____________________________________
Seconded by: __________________________________
Motion Carried: In favor/against/abstaining votes
Certified a True Copy of Board Resolution
Signed:
___________________________________
Secretary, (Full legal name of Society)
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THE CORPORATION OF THE CITY OF COURTENAY
BYLAW NO. 2813
A bylaw to amend Zoning Bylaw No. 2500, 2007

The Council of the Corporation of the City of Courtenay in open meeting assembled enacts as
follows:
1. This bylaw may be cited for all purposes as “Zoning Amendment Bylaw No. 2813, 2015”.
2. That “Zoning Bylaw No. 2500, 2007” be hereby amended as follows:
(a) by rezoning Lot F, District Lot 236, Comox District, Plan 43411, Except Plan VIP89215,
as shown in bold outline on Attachment A which is attached hereto and forms part of
this bylaw, from Residential One B Zone (R-1B) to Residential One S Zone (R-1S);
(b) That Zoning Bylaw No. 2500, 2007, Schedule No. 8 be amended accordingly.
3. This bylaw shall come into effect upon final adoption hereof.
Read a first time this 12th day of January, 2015
Read a second time this 12th day of January, 2015
Considered at a Public Hearing this

day of

, 2015

Read a third time this

day of

, 2015

Finally passed and adopted this

day of

, 2015

Mayor

Director of Legislative Services

1
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Attachment A to Bylaw 2813

2
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THE CORPORATION OF THE CITY OF COURTENAY

STAFF REPORT
To:
From:

Council
Chief Administrative Officer

File No.: 3360-20-1412
Date:
January 12, 2015

Subject: Zoning Amendment Bylaw 2813, 2015 – 3200 Mission Rd
PURPOSE:
The purpose of this report is for Council to consider an application to rezone the subject property to allow
a secondary suite within an existing single residential dwelling.
CAO RECOMMENDATIONS:
That based on the January 12, 2015 staff report “Zoning Amendment Bylaw No. 2813 – 3200 Mission
Road”, Zoning Amendment Bylaw No. 2813, 2015 proceed to First and Second Reading; and
That Council direct staff to schedule and advertise a statutory public hearing with respect to Zoning
Amendment Bylaw No. 2813, 2015 on February 2, 2015 at 5:00 p.m. in City Hall Council Chambers
Respectfully submitted,

David Allen, BES, CLGEM, SCLGM
Chief Administrative Officer
BACKGROUND:

The subject property is currently zoned Residential One B (R-1B) and contains an existing single residential
dwelling with a secondary suite. The applicant is proposing to rezone the property to Residential One S (R1S) to legalize the secondary suite.
A location map and reference information is contained in Attachment No. 1. Information provided by the
applicant is contained in Attachment No. 2. Public input is included as Attachment No. 3.

DISCUSSION:
The proposed zoning amendment is consistent with the land use policies of the Official Community Plan
and the City’s Affordable Housing Policy which encourage secondary suites as a means of providing
affordable housing options in established areas of the city which often have good access to parks, schools
and services and that make use of existing City infrastructure. The subject property is designated Urban
Residential in the Official Community Plan. The Urban Residential designation includes the policy statement
that secondary suites will be considered as part of a principal single-family residential building subject to
zoning approval.
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If the zoning amendment is approved the applicant will be required to obtain a building permit to ensure
construction meets the requirements of the BC Building Code. Both the City Zoning Bylaw and BC Building
Code set the following limitations on secondary suites:


be no more than 90 m2 in area;



may occupy no more than 40% of the habitable floor space of the building;



must be located within a building of residential occupancy containing only one other dwelling unit;



must be located in a building which is part of a single real estate entity; and



must provide one additional off-street parking space.

The applicant will be required to confirm in their building permit submission that they meet these
requirements.
As there is currently an illegal suite on the property, should the zoning amendment be denied the applicant
would be required to decommission the suite.
FINANCIAL IMPLICATIONS:
Should Council approve zoning amendment bylaw 2813, 2015, the applicant would be required to apply for
a building permit and subsequent inspections. These fees are estimated to be $250. Additionally, the City
would collect utility fees in the amount of $718.52 for water, sewer and waste collection. No further DCC’s
would be charged to this property based on the value of construction.
The fees associated with the rezoning application for an existing developed residential property to allow
for a secondary suite is $500.00. The estimated cost of staff time to date to process this application is $450.
Also included in the application fee is the cost of advertising and mail outs. Additional staff costs will be
incurred should the application proceed to public hearing.
ADMINISTRATIVE IMPLICATIONS:
The processing of development applications is included in the current work plan as a statutory component.
To date staff has spent an estimated 9 hours on this application. Additional time will be incurred should the
application proceed to public hearing. The amount staff time will depend on the number of public inquiries.
STRATEGIC PLAN REFERENCE:
Value No. 2 - A progressive, diverse and sustainable City.
OFFICIAL COMMUNITY PLAN REFERENCE:
The proposed zoning amendment is consistent with the urban residential land use designation and the
climate change policies of the Official Community Plan. It represents infill residential development, making
use of existing municipal infrastructure and services.
REGIONAL GROWTH STRATEGY REFERENCE:
The proposed zoning amendment addresses the Comox Valley Regional Growth Strategy goal to ensure a
diversity of housing options to meet evolving demographics and needs, and to encourage the provision of
alternative housing forms that provide housing at lower costs and with lower environmental impacts.
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CITIZEN/PUBLIC ENGAGEMENT:
The applicant held a neighbourhood public information meeting on January 3rd, 2015. Other than the
applicant, there were no attendees to the meeting. The minutes supplied by the applicant are attached.
Additionally, the applicant did receive phone calls from bothEdgar Smith – Beaver Meadow Farm and Ron
Lowry – 3201 Mission Road prior to the meeting letting the applicant know that they would not be in
attendance yet they were supportive of the rezoning application.

OPTIONS:
OPTION 1:

Give Bylaw 2813 First and Second Readings and proceed to Public Hearing
(Recommended).

OPTION 2:

Defer consideration of Bylaw 2813 with a request for more information.

OPTION 3:

Not give readings to Bylaw 2813.

Prepared by:

Reviewed by:

Allan Gornall, B.Sc
Planning Technician

Peter Crawford, MCIP, RPP
Director of Development Services

Attachments:
1. Attachment No. 1: Location and reference material, December 2014
2. Attachment No. 2: Information provided by applicant, December 2014
3. Attachment No. 3: Summary of Public Information Meeting, January 3rd, 2015.
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Attachment No. 1
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Attachment No. 3
Minutes from Public Neighborhood Meeting
3200 Mission Road
January 3,2015

Location of meeting: 3200 Mission Road
Notification process for meeting: The 3 property owners were express mailed meeting invitations with all
the required information. (copy of this attached) The letters were delivered on or before December 24th
giving the required 7 days notice. Receipts providing proof of this can be provided
Information provided at meeting: Readily available were the site plan, floorplan of suite and house,
drawings of parking plan, and off course with this particular suite already built and in place, we had the
ability to physically show the attendees the exact subject.
Meeting attendees: No one attended the meeting although we did receive phone calls from both Edgar
Smith – Beaver Meadow Farm and Ron Lowry – 3201 Mission Road prior to the meeting letting us know
that they would not be in attendance yet they were supportive of our rezoning application. No contact
was made by the developer who owns the property behind us.
*We remained at the meeting location (our home) from the advertised time of 3pm and didn’t leave again
that day.
We are very pleased that 2 out of the 3 homeowners are being supportive and assume that with no contact
from the other property owner, that he must be of the same position (especially with their similar
application in place.
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