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The Housing Services Department provides rent geared-to-income assistance to over 2,000 
residents of the County of Lambton.  In addition to administering the non-profit, co-operative 
and rent supplements program at 30 locations, the Housing Services Department provides 
property management for 771 owned units on 20 sites throughout the county. 

How To Contact Us      
 
The County of Lambton Housing Services Department is located at the Lambton Shared 
Services Centre at  

150 Christina St N, 2nd floor 
Sarnia, ON N7T 8H3. 

 
Office Hours are Monday to Friday 8:30a.m. - 4:30p.m. (except for statutory holidays) 
 
Our telephone number is 519-344-2057  
or toll free at 1-800-387-2882. 
 
Website:   www.lambtononline.com – look under the heading Living Here and scroll down to 
find Housing. 
 
To meet with a staff member at our office, please call ahead and make an appointment.  Staff 
are often out of the office.  By making an appointment you can be sure they will be available 
when you arrive. 
 
In apartment building complexes, your Client Supervisor will post a notice on the bulletin 
board to announce when they will be visiting the building or when the next tenant meeting will 
take place. 
 
A list of all staff, with telephone extension numbers is included in this handbook for easy 
access. 
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Your Community  
Welcome to your new home and neighbourhood.  We hope you will enjoy it.  The following is 
some information that will help you settle in.  It is important that you read this booklet so that 
you will be familiar with the expectations and requirements for living here, as well as what to 
do if you have questions or something goes wrong. 
 
 
Getting Involved 
Some of our residents have organized Tenant Associations.   
For more information on how you can be involved please contact your Client Supervisor. 
 
 
You and Your Neighbours  
You have a right to enjoy your home.  Establishing and keeping good relations with your 
neighbours can go a long way towards making the community one that all residents can 
enjoy.  The following are some of the things that can help establish good relations with your 
neighbours: 
 

1. Be considerate when playing your stereo or radio. 
 
2. Your patio, balcony or yard is always visible to everyone.  Please keep it neat and 

attractive looking for all to enjoy.  Please do not store items or garbage on your 
balcony or patio. 

 
3. Remember you are responsible for your guests while they are visiting.  Please let them 

know about parking and other regulations. 
 
4. When outside of your home (including hallways, lounge, balcony, patio and yard 

areas), please dress appropriately. 
 
5. In general, treat others as you would like to be treated.  If you do have problems with a 

neighbour, try to talk about the problem with the person.  Try to see their side of the 
problem.  See if you can find a solution that you both can live with.  Solutions that you 
and the other person both agree on are often the one that work the best.  If talking with 
the person doesn’t help, call your Client Supervisor. 
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PAYING YOUR RENT  
 
You must pay your rent on or before the first day of each month and every month.  
 
To ensure your rent is always paid on time, we strongly suggest that tenants with a fixed 
income (pensions, steady employment) enquire about setting up a  
Pre-Authorized Payment Plan or those on assistance (OW, ODSP) by Direct Payment 
Plan.   
 
Call 519-344-2062 ext. 2032 to be set up on our Pre-Authorized Payment Plan/Direct 
Payment Plan. 
 
For your convenience we also accept: 

�  Cash or Debit   
�  Cheque or Money Order 
�  Post-dated Cheques 
 

If You Can’t Pay, Call Us  
 

Not paying your rent, or paying your rent late on a regular basis, could result in your 
eviction. 

 
If you are having difficulty paying your rent, please contact your Client Supervisor to make 
payment arrangements.  We want to help, but we can’t if you don’t let us know you have a 
problem. 
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Rent-Geared-To-Income (RGI) Assistance: 
 

The County of Lambton Housing Services Departments offers rent-geared-to-income 
assistance or RGI.  RGI is the financial subsidy provided to a household, to reduce the 
amount the household must pay to occupy a unit with the Housing Services Department. 
 
How does RGI work? 
 

·  RGI rent is set at an amount that is usually a percentage of your income -RGI rent plus 
or minus a utility allowance is based on 30% of the gross monthly income 

 
·  RGI eligibility and assistance levels are reviewed each year, or whenever your income 

changes or the people living in your household changes. 
 

·  Each year, approximately 6 months before your lease comes up for renewal, you will 
be asked to complete your Annual Information Verification forms and supply 
documents. These must be completed and returned by the due date. 

 
·  Many tenants ask a family member or friend to help them with these forms. You can 

ask the Housing Services Department for help as well. 
 

·  Your rent is calculated from this information. 
 

·  Each unit has an established maximum rent that is charged.  The maximum rent 
increases once per year. 

 
What if you submit information that is late or incomplete? 
 

·  You may lose your eligibility for geared-to-income subsidy and your rent will be set at 
the maximum rent for your unit. 

·  To become eligible again for RGI subsidy you must re-apply to the centralized waiting 
list and it could take a long time before you receive RGI status again. 

 
 
Who must declare income? 
Anyone living in your home who is 16 years and older and receiving an income. 
Not all income in included in your RGI calculation, however all changes to income must be 
reported within 30 days.  Report changes in income to the Subsidy Clerk. 
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Changes in Household Income or Membership 
 
If your rent has been based on your household income and household members, you are 
required by law to report any changes of total household income or in household members. 

 
You must notify the office in writing thirty (30) days of the date you experience a 
change. 
 
You may also need to provide supporting documents such as a letter from your employer,  
pay stubs, OW cheque stubs, ODSP cheque stubs, etc. 
 
If you pay RGI rent, it is very important that you understand that your rent may change more 
than once a year if your income changes. 
 
 
Who is a Household Member? 
  
A household member is anyone that is listed on your lease.  Only people listed on the lease 
are allowed to live in the unit. 
 
What Happens if You Do Not Report Changes On Time? 
 
Failure to report changes in household income or household members may result in a loss of 
eligibility for geared-to-income subsidy.  This means you may be required to re-apply to the 
centralized waiting list.  It could take a long time before you are eligible again for rent-geared-
to income assistance. 
 

Do not wait for your annual review to report changes in your income. 
Your RGI subsidy and tenancy could be jeopardized if you do not report changes. 

 
 
Internal Review 
 
Under the Social Housing Reform Act, you have the right to an Internal Review.  You must 
write to our office within 10 days of the decision being made.  
 
 You can ask us for a review if you believe: 

·  We have based a rent subsidy decision on wrong information. 
·  We have not calculated your rent subsidy or housing charge correctly. 
·  Your rent subsidy was discontinued without appropriate cause. 
·  Your request for relocation has been unfairly refused. 
·  You have been wrongly asked to move because you are overhoused (e.g. fewer 

people in your unit than the rules allows). 
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Your Lease  
 
Your lease is a legal document.  It covers your rights and responsibilities.  Please read 
it carefully and keep it handy. 
 
As a tenant, you have the right to: 

·  A safe place in which to live. 
·  Enjoy your home without undue interference from others. 
·  Take part in the activities of your community. 

 
As a tenant, you have the responsibility to: 

·  Arrange for insurance coverage for your possessions. 
·  Follow the guidelines in your lease. 
·  Be a good neighbour-treat others as you’d like to be treated. 

 
 
If you have any questions about your lease or your rights and responsibilities, please contact 
your Client Supervisor. 
 
USE OF YOUR HOME 
 

�  You must not operate any business from your home 
�  You must not do anything that is against the law, or let anyone else do things that 

are against the law. 
�  You must not disturb your neighbours. 

 
Boarders and Lodgers 
 
Your home is meant to accommodate only those listed on your lease.   
Residents are not permitted to have boarders or lodgers under any circumstances.  You are 
welcome to have friends or relatives stay overnight for short periods of time. For more 
information please see the ‘Guest Policy’ below. 
 
Guest Policy  
 
The tenant must seek Client Supervisors approval for guests residing in the unit in excess of 
one week. 
 
Adding Someone to your Lease… 
If you wish to add a lease holder to your lease they must submit an application for RGI 
assistance to the Access Co-ordinator.
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Absence from Your Unit 
 
You are welcome to go away and leave your unit vacant for short periods of time without 
notifying the Housing Services Department.  If you are planning to be away for an extended 
period of time please notify your Client Supervisor in writing. If you reside in an apartment 
complex, please also advise your Security Tenant. 
 
If you are absent from your unit for more than 60 consecutive days you are no longer eligible 
for RGI assistance and will be required to pay the maximum rent for your unit.   
 
If you are going to be absent from your unit you will need to: 

·  Arrange for someone to care for your home and move your car if needed. 
·  Give maintenance staff permission to enter your unit during your absence for 

necessary repairs. 
 

Request to Relocate  
 
A household may request a transfer for the appropriate size, type and location of unit within 
the Housing Services Department Portfolio for two reasons –  

·  accessibility  
·  special priority (victim of domestic violence).   

 
A household may request a transfer by completing a Request to Relocate form.  A request for 
transfer for accessibility reasons may require a physician’s letter.  A request for transfer for 
special priority reasons must be accompanied by the appropriate documentation.  See the 
website at www.lambtononline.on.ca or contact the office for further details. 
 
 
If you want to relocate to another housing provider for other reasons you must: 

·  Reapply 
·  Meet all the eligibility criteria 
·  Be placed on our Centralized Waiting List 
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Eviction  
Eviction is always a last resort.  Our goal is to help you stay in your home.  If you have a 
problem paying rent, contact your Client Supervisor right away and we will work with you to 
find a solution. 
 
The Residential Tenancies Act provides the following grounds for eviction: 
 
You may be evicted if you: 

·  Do not pay your rent. 
·  Often pay your rent late 
·  Give false information about your income or the income of other family members living 

in your rent-geared-to-income unit. 
·  Have others living in your unit who are not listed on your lease. 
·  Have more people living in the unit than health, safety or housing standards allow. 

 
 
You may be evicted if you or your guests: 

·  Cause serious damage to your unit or the building. 
·  Make noise or act in a way that seriously disturbs other residents or the landlord. 
·  Threaten the safety of another resident. 
·  Are charged with breaking the law while on the Landlord’s property. 

 
Giving false information about your income or other family members living with 
you may be considered fraud under the criminal code or misrepresentation 
under the Residential Tenancies Act.  If you are found guilty of fraud or 
misrepresentation you cannot re-apply to the centralized waiting list for two 
years after the conviction. 
 
Making a Complaint  
 
Please put complaints in writing addressed to your Client Supervisor if you or your guests feel 
that the reasonable enjoyment of your home has been interfered with.   Complaints must 
include details i.e. date and time of the occurrence, how you were disturbed. 
 
 If your safety is threatened, call the Police. 
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MOVING IN  
 
Welcome to Your New Home! 
 
Your unit was inspected before you moved in to ensure all repairs have been completed.  Any 
damage and repairs that were required have been recorded and all necessary work orders 
issued.  However, it is possible that we may have overlooked something so please complete 
the Tenant Move-In inspection Report given to you and return it to us within 10 days of your 
move-in. 
 
 
After You Move-In    
 

�  Find all the shut off valves for the water lines (especially the shut-off valves in the 
bathroom and near the toilet).  If you cannot find them, contact your Property 
Supervisor for help. 

 
�  Locate the main water shut-off. 

 
�  Check out the furnace if you have one, find the on/off switch.  

 
�  Locate the main electrical shut-off. 

 
�  Complete your move-in inspection report and return to our office within 10 days of your 

move-in. 
 

Please inspect everything as soon as you move in (i.e. doors, ceilings, walls, windows, 
and screens).  Check the light fixtures, electrical plugs, plumbing fixtures, and your 
fridge and stove (where supplied). 
 
 
The following page is your MOVE-IN INSPECTION REPORT.  Complete and return 
to the office within ten (10) days of occupancy
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HOUSING SERVICES DEPARTMENT 
Move-In Inspection Report 
 

 
To ensure that your unit was in a good state of repair, an inspection was conducted prior to 
commencement of your tenancy.  It is possible that we may have overlooked something, which 
may have come to your attention.  Please note all concerns in the appropriate space below. 
Due to budget constraints, not all items listed may be replaced or repaired. 
 

 
Deficiencies/Repairs Required (specify): 
Floors  

 
 

Walls 
 

 

Windows 
 

 

Doors 
 

 

Woodwork 
 

 

Plumbing and Fixtures 
 

 

Electrical Outlets, Switches and 
Lighting Fixtures 
 

 

Hardware (including door stops) 
 

 

Stove (where applicable) 
 

 

Refrigerator (where applicable) 
 

 

Other/Exterior 
 

 

General Cleanliness 
 

 

 
I acknowledge that, other than the above-listed items, this unit is in good repair and to an acceptable standard. 

 
Signature _______________________________________   Date _______________________________ 

 
Address ________________________________________ Phone # ____________________   

 
This form is a record of items missing or damaged at the time of your move-in.  You may be charged on 
move-out for any damaged or missing items, not recorded on this sheet.  
 For this reason, it is to your benefit to complete this form and return it to the County of Lambton, 
Housing Services Department office promptly. 
 

Complete and return to our office within ten (10) days of occupancy. 
Housing Services Department, 150 Christina St, N 2nd Floor, Sarnia, ON N7T 8H3 
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KEYS  
You should have received a set of two keys (yours and a spare) when you signed your 
lease.  All keys must be returned when you move out. 
 

Lost Keys 
 
Houses (town-houses and semi-detached units) 
As there is no one on site who has keys for each unit, please make arrangements with 
someone to keep your spare key.  If you lose one of your keys you can have another copy 
made at your own expense.  If you lose both keys contact the Housing Services 
Department office during business hours to arrange to get new keys.  After hours or 
weekends, losing your keys is not considered an emergency.  We are not able to come 
out after hours to open up doors. 
 
Apartment buildings 
Apartment buildings have special security locks.  Replacement keys must be obtained 
through the Housing Services Department because these keys can only be duplicated by 
us.  There may be a charge for replacement keys. 
 
Some apartment buildings are equipped with entry passes.  Replacements must be 
obtained through the Housing Services Department and there is a replacement cost of 
$15.00. 
 

Lock Changes  
 
Alteration of the locks on any door giving access to leased premises, by either tenant or 
landlord, is prohibited except by mutual consent. 
 
If you wish, you may arrange with the Housing Services Department to change your lock.  
A fee may be charged when you request a lock change. 
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INSURANCE  
 

We highly recommend that you obtain a tenant insurance package. 
 

Tenant insurance protects you from: 
�  Loss of your belongings due to theft, fire or other disasters 
�  Being responsible if your home is the source of damage to other units 
�  May provide living expenses if your home is not habitable 

 
You are advised to carry the following insurance: 

 
1. Liability Insurance for any damage you may cause to the unit or any of the 

appliances provided by the County of Lambton.  For example, if you were 
responsible for starting a fire, you would be charged for any resulting damage.  
You could also be charged for damages any other tenant may suffer as a result 
of that fire. 

 
Liability Insurance also provides protection to you if a visitor injures himself or 
her self. 

 
2. Fire and Theft for your own belongings. 

 
 

County of Lambton Housing Services Department insurance does not pay for a claim that 
could have been covered by the tenant’s insurance or where the tenant is negligent. 
There are a variety of tenant insurance packages available.   
Please contact the insurance company of your choice to get an estimate on a package that 
best meets your needs.   
 
If you are in receipt of Ontario Works or ODSP talk to your caseworker to see if the cost of 
tenant insurance can be covered. 



You and Your New Home                
 

Page 13 of 40 

PARKING  
 
Parking is one of the most common concerns in our housing communities. 
 
Following the guidelines outlined below will make parking easier for everyone. 
 

1. A vehicle must be road worthy, currently licensed and owned by the resident. 
 
2. All vehicles that are not licensed or are not road worthy will be towed at the owner’s 

expense.  
 

3. Only one (1) vehicle per unit may be parked on the premises unless prior approval has 
been received. 

 
4. Some communities have space for visitor parking, others do not.  Visitors must park in 

the designated space or on the street where permitted.  They must not use parking 
areas designated for residents.  Visitors are allowed to park overnight only if space 
is available. 

 
5. Vehicles should never be parked in fire route areas. 

 
6. Please do not leave cars running, lights or radios on. 

 
7. All parking except at 125 Euphemia St, Sarnia is non-reserved other than for 

handicapped person. 
 

8. Parking is for tenant use only. 
 

9. Please ensure that all “NO PARKING” areas are observed. 
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Common Rooms (Apartment Buildings)   
  
All of our Apartment Buildings have common room space for the comfort and enjoyment of all 
the building’s residents.  As a resident, you are welcome to use the common room.   
 
If you would like to reserve the common room for a private function please contact your Client 
Supervisor.  Clean up after an event is the responsibility of the tenant, not the Security Tenant 
or the Building Custodian.  Use of alcohol is not permitted in the common room. 
 

Resource Centres (Family Units)   
 
For those who reside in our Family Units you will find resource centres located at 
 

·  Our House 
914 Confederation Street, Unit 15, Sarnia 

·  House by the Side of the Road 
454 Kathleen Avenue, Sarnia 

·  The Friendship House 
681 Roger Street, Sarnia….. 

 
Drop by to find out what programs are offered at your nearest Resource Centre 
 

No Smoking By-Law  
 

The County of Lambton has a no-smoking by-law that strictly prohibits smoking in the 
public areas of your building or within 9 metres of an entrance.  Please be considerate of 
your neighbours and smoke only in your unit or outside the building as per the County of 
Lambton Smoking By-Law. 
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DECORATING YOUR HOME   
 
You are encouraged to make your home your own.  However, your home must be returned to 
the County standards when you move out and you may be responsible for any costs 
associated with this.  The guidelines and suggestions on the following pages will help you to 
avoid problems and repair charges. 
 

PAINTING    
 
You may repaint your unit at your own expense.  However, exterior surfaces cannot be 
painted, stained or altered in any way. 
 
If you decide to paint your interior walls, please follow these rules: 
 
Paint Colours to Use: 

·  Only use white or pale colours that can be painted over with only one coat of the 
original neutral colour. 

·  If darker colours are used be prepared to pay the extra costs for the additional paint 
and labour charged by our contractors after you move-out. 

·  Ceilings should be white with no tint. 
 
Type of Paint to Use: 

·  Latex paint for the walls and ceilings. 
·  Latex semi-gloss paint for ceilings, walls and all doors and trim in bathroom and 

kitchens. 
·  Ceilings in all other rooms must be painted with a flat latex paint. 
·  Latex semi-gloss paint is recommended for walls in all other rooms but a washable flat 

paint is also acceptable. 
 

After You Paint 
 
Avoid the following for at least one month after painting: 

·  Using any cleaning solvents on any painted areas. (Even mild cleaners such as hand 
or dish soap can cause paint to peel or streak). 

·  Rubbing anything up against the walls as the paint may mark or peel. 
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FLOORING   
County owned units have hard surfaced flooring.  Please contact our Maintenance 
Department at 519-344-2062 ext. 2035 if you find any problems with your flooring. 
 
Some suggestions on how to take care of your flooring: 

·  Use a non-slip mat at your front entrance to keep dirt and grit from being tracked 
inside. 

·  Use area rugs to protect the floor and reduce noise carrying to other units. 
·  Clean (vacuum and mop) your floor regularly to remove loose grit and dirt before it can 

scratch the surface. 
·  Wipe spills immediately.  Grease, tar, oil, lipstick, crayon and most rubber scuffs can 

be removed with a cloth dampened with mineral spirits (paint solvent). 
 

CARPET  
 
You may install carpeting as long as there will be no damage to the original flooring.  You 
may be responsible for any damage caused by improper carpet installation. 
 
When installing carpet you must follow the rules below: 

·  Only use double-faced tape that can be removed without damaging the original floor. 
·  Do not use glue, tack strips, or transition strips nailed to the existing floor. 
·  Do not cut or shave down any doors.  Use other methods to accommodate the doors 

such as removing the carpets under pad in the door swing area. 
 

Tip for Seniors - Throw rugs can throw you.  Use only throw rugs with rubber non-skid 
backing.  Always smooth out wrinkles and folds in carpeting. 
 

Cabinets   
 
You are not permitted to paint the kitchen cabinets, and under no circumstances may you put 
nails, hooks or screws on either the outside or inside of the cabinets. 
 
 
Wall and Ceiling Hangings   
 
Please hang pictures with hooks that do not damage the walls; there are many different types 
available.  Any damage done to walls and ceilings as a result of hanging items improperly is 
the responsibility of the resident. 
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APPLIANCES              
 
Fridges and Stoves (Apartment Complexes) 
If appliances are provided in the unit you may not replace these with your own. 
 
Dishwashers  
Dishwashers are not allowed in your apartment. 
Dishwashers are allowed in your townhouse. 
 
If an appliance does not work: 

·  Make sure it’s plugged in 
·  Make sure the circuit breaker or fuse has not tripped or blown.  
·  If the appliance is owned by the County of Lambton Housing Services Department and 

the problem persists please contact the Maintenance Department at 519-344-2062 ext 
2035. 

 

LAUNDRY  
 
Townhouses and semi-detached: 

·  You will find hook-ups for resident-owned washer and dryers. 
·  You are required to provide proper venting material for the dryers and to maintain the 

venting in good safe working order. 
 

Apartment Complexes: 
·  Washers and dryers must not be installed in apartment units as they could cause 

flooding and other plumbing problems. 
·  Coin-operated laundry machines are available for residents use. 
·  Please leave the washer and dryer clean after your laundry is finished and collect your 

laundry as soon as the cycle is complete. 
·  If you have difficulties with laundry equipment, please contact Coinamatic at the 

number posted in the laundry room. 
·  Some laundry rooms have Smart City Card capabilities.  Users are responsible for the 

cards-if you lose your card please contact Karen at extension 2200.  There is a $10 
charge for replacement of Smart City Cards.  If you have problems with your Smart 
City Card contact Coinamatic. 
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Heating   
 

There are two different heating methods. 
 
 

1. Forced air furnace:  
Townhouses, semi and detached units have a gas fired, forced air 
furnace which is very reliable and seldom breaks down.  Housing Services completes 
annual inspections of the furnaces.  During the heating season, the furnace filters should 
be changed regularly or as they become dirty.  This keeps the furnace working properly.  

 
2. Electric Baseboard Heat:  

Many apartments have baseboard heating systems which are very reliable and seldom 
break down.  Do not place things in front of, or on top of, baseboard heaters and vents. 
Make sure that drapes, rugs and furniture are more than 8” away from heater.   This could 
be a fire hazard and stops the heating system from working properly. 

 
If you have no heat, check the thermostat settings.  Remember that you will not feel an 
increase in temperature as soon as you turn up the thermostat.  If necessary, call the 
Maintenance Department for service.  Baseboard heaters require little maintenance 
except for regular vacuuming around the heaters.  Please be careful not to damage the 
metal slats inside the baseboard that distribute the heat. 

Hot Water   
 
Hot water is supplied by individual hot water heaters or by a central domestic hot water boiler 
that supplies all the apartments in the building.  Individual hot water heaters are rented from 
Reliance Home Comfort and are located in the basement.  For service call Reliance (Union 
Energy) at 519-332-8631. 
 
Central Hot Water Boilers:  
 
If you do not have hot water, report it to the Custodian, Security Tenant or call the 
Maintenance Department at 519-344-2062 ext. 2035. 
 

If you have any questions about the hot water system, please call 344-2062 ext 2035. 
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Air Conditioners  
 
Residents may install room size air conditioners in windows or air conditioning sleeves with 
permission from your Client Supervisor. 
 

Please note there is a utility charge of $60/year per a/c unit.  
This can be paid in monthly installments for your convenience. 

 
Be sure to complete a’ Utility Charge for the Use of Air Conditioners’ form before installing 

any air conditioners in your unit.  
 
You must follow the rules below for installing an a/c unit: 

·  Units must be installed by a qualified person and must not interfere with the building or 
other residents. 

·  Units must not allow condensation water or rainwater to enter the building (in your unit 
or someone else’s). 

·  Air conditioning units must be properly serviced and maintained. 
·  Noisy units must be replaced or repaired. 
 

Residents who fail to obtain permission and do not follow the rules may be responsible 
for any damages caused. 

 

Cable TV    
 
You must get written permission from your Client Supervisor before having additional cable 
outlets installed in the unit.  You are responsible for all costs related to providing additional 
cable outlets.  Residents who install their own wiring without permission could be held 
responsible for any damages due to the installation. 

 

Internet  
 
If you are interested in the internet you can choose from several connection options.  
However, some residents have had problems when using high-speed telephone access in 
buildings with a telephone entry system.  If you are considering a high-speed telephone 
access connection make sure it is compatible with the telephone entry system in your building 
before you buy.  This problem only exists with high-speed connections. Please talk to your 
Internet Service Provider before signing any connection agreements. 
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Ceiling Fans   
 
Do’s 

1. Obtain written permission from the Housing Services Dept before installing. 
2. A licensed electrician must install the fan. (The weight of the fan combined with the 

movement can be very dangerous if it is not installed properly). 
 

Do Not’s 
1. Alter cupboard doors or other fixtures to permit clearance for ceiling fans.  

 
Those who fail to obtain written permission or to follow the rules for installing ceiling fans may 

be charged for any damages. 
 

Satellite Dishes    
 
Satellite dishes may be installed only with written permission of your Property Supervisor.  
When requesting permission the resident must include where the dish will be installed and 
how the wire will be run into the building. 

 
Residents who fail to obtain permission and/or to follow the rules for installation may be 

charged for damages. 
 
Rules for Satellite Installation: 

1. Under no circumstances may the dish be installed on the roof of the building. 
2. The dish should be installed on an existing fence where possible. 
3. If the dish cannot be installed by the above methods and the dish must be attached 

to the building you will need special permission for this. 
4. Wiring should enter the building through a soffit into the attic space or another 

acceptable alternative.  Never drill through a window frame to run wire into the 
building. 

5. Only one dish per unit is allowed.
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PETS  
 

Residents are responsible for their pet and any damage caused by them.  Responsible pet 
ownership can do a lot to prevent problems.  
 
Please: 

 
1. Keep dogs and cats on a leash at all times when out of your unit. 

 
2. Clean up after your pet. 

 
3. Be considerate of others regarding noise. 

 
4. Double bag kitty litter before disposing of it in the outside garbage container. 

 
We enforce the provincial and municipal by-laws concerning pets.  

 Please be mindful of local by-laws, as fines can be applied if you fail to follow them. 
 
If you have concerns about the treatment of animals in your community contact the Sarnia 
and District Humane Society at 519-344-1234. 
For stray animals observed in the neighbourhood in Sarnia please contact City of Sarnia 
Animal Control at 519-344-1234, in other locations call your local municipality. 
 
 

PEST CONTROL  
 
Unfortunately, cockroaches and other pests become a problem.  To control this problem, staff 
and tenants need to work together.  Make sure that food is stored in airtight containers and 
that garbage is stored in sealed containers and disposed of accordingly.  It you suspect a 
pest infestation please report it as soon as it’s noticed, so that pest control services may be 
contacted in a timely manner. 
 
Mice will try to find a warm place in the fall.  Do not leave doors open unless there is a screen 
in place.  If mice should get into your unit, traps or glue boards are available at local hardware 
stores (we do not recommend using poison). If mice persist contact the Maintenance 
Department at 519-344-2062 ext. 2035. 

 
DO NOT FEED birds, squirrels or stray animals.  This can attract mice, rats, raccoons, 

skunks or other pests. 
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Garbage and Recycling 

Apartment Buildings (with garbage chute)               
·  Put all garbage in small, securely tied plastic bags before you drop it down the 

garbage chute.  Bags must be small enough to fit into the chute. 
·  Do not put glass, items under pressure (e.g. aerosol cans), or pizza boxes down 

the chute.  Take them directly to the garbage room. 
·  Do not put kitty litter down the chute. 
·  Do not leave garbage in hallways, garbage chute room, or on your balcony. 
·  Make sure you push the bag down the chute and that the chute door is securely 

closed. 
·  Where recycling containers are present please sort according to signage. 
·  Rinse all containers before recycling.  
·  Remember to reduce, reuse and recycle.   
 

 

Townhouses (Sarnia)   
·  Regular household garbage is to be placed in the dumpster. 
·  Heavy items go into the Heavy Item Enclosure beside the bucket and Housing 

will arrange to have it moved. 
·  Recyclables are picked up curb side.  See your City Calendar for pick up days. 

Semi-detached Units    
·  Garbage is picked up curb side as per the City Calendar. 
·  Heavy items i.e. furniture, etc are picked up weekly with the garbage. 
·  Recycling is picked up curb side see your City Calendar for pick up days. 

  

Hazardous Waste   
It is your responsibility to arrange for the disposal of hazardous waste, such as 
needles, paint, paint thinner and batteries.  Remember items such as needles MUST 
be disposed of properly.  Please contact your doctor or pharmacist for safe disposal 
instructions. 
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Unit Exteriors 
 
Do not attach items, such as antennae, clotheslines, basketball nets, etc. to the exterior of 
your unit.  If you have any questions, please contact your Property Supervisor. 
 

Balconies (Apartment Buildings)  
 
Please follow the do’s and don’ts below:             
 
Do: 

·  Feel free to put out patio chairs and table planters. 
 

Don’ts: 
·  Place carpeting on balcony. 
·  Put up a clothesline, hang out laundry or use your balcony for storage. 
·  Attach or hang anything on the outside railings. 
·  Put bird feeders on balconies or feed squirrels (they attract vermin and draw birds 

close to the building which can affect other residents negatively). 
·  Barbeque on your balcony.  This is forbidden for fire safety reasons under local 

municipal by-laws. 
·  For safety reason, do not use your balcony for storage.  For example, material may 

blow off the balcony, or children may climb on objects and fall off the balcony. 
·  Tenants may not sweep dirt off or throw anything off a balcony.  Such activity can 

seriously endanger other individuals.
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PATIOS AND YARDS 
 
Many units have a patio and/or yard.  You are responsible for maintaining your property and 
keeping it neat and tidy.  If you are responsible for your grass, please cut it regularly.  If flower 
beds currently exist on your property you are responsible for maintaining these flower beds. 
 
You are welcome to use container gardens, but you may not dig up any section of the 
lawn to create a flower bed, garden, or for any other reason, without getting written 
permission from your Property Supervisor. 
 

Did you know that we have an Annual Garden Contest? 
Watch your newsletter, Housing Happenings, for more details. 

 
 

Pools      
    
Children’s swimming pools are to be kept on the cement patio when in use and may not 
contain more than 24 inches in depth of water. 
 
Children’s pools contain enough water to cause drowning.  Never leave children in or 
near a pool unless supervised by a responsible adult. 
 

Snow Removal  
 
During the winter months, semi-detached and townhouse tenants are responsible for 
removing the snow and ice from their walkways, their driveway and around their vehicles.  
The Housing Services Department will clear snow and ice from all parking lots, and roadways 
and will salt common areas as well. 
 
As a tenant, you can be held responsible if someone is hurt by falling on your driveway or 
walkway.  Therefore, we strongly recommend tenant’s insurance to reduce your liability. 
 
Alterations or Additions  
 
No alterations or additions may be added to the County of Lambton properties, including 
fences, gates, patios and dividers without prior authorization.  This also refers to the building 
or erecting sheds.  If you wish to put up a shed - please call your Property Supervisor and get 
the details as to what is allowed and where. 
 
Any unauthorized alterations or additions may be removed at the tenant’s expense without 
notice. 
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Windows    
 
We often receive complaints about condensation on windows.  Most of the time condensation 
on windows is caused by high humidity within the home. 
 
Humidity in the home can be caused by plants, pets, standing water (sink or bathtub left full of 
water), showers, cooking, and even breathing.  Humidity in the air will cause water droplets 
(condensation) to form on the window surface. 
Excessive condensation on the windows can cause serious problems such as wall damage, 
or mould growth.  Please wipe up any water that appears on your window to prevent mould 
and mildew. 
 
To avoid condensation do the following: 

·  Do not block vents with furniture or other items. 
·  Open drapes and blinds during the day especially in winter months. 
·  Use exhaust fans in the bathroom when showering or bathing and leave on for about 

20 minutes afterwards. 
·  Use kitchen fans when cooking and leave on for about 20 minutes afterwards. 
·  If you do not have a fan in the bathroom or kitchen, open a window slightly when 

cooking or bathing and keep it open for about 20 minutes afterwards. 
·  Do not leave your sink or tub full of water. 
 

Window Screens  
 
All windows that can be opened are provided with screens. 
 
Window screens allow air in and keep bugs out.  However, they do not have any strength and 
will not prevent children from falling out of a window.  Please do not use the screens as a 
security device. 
 
Please do not throw out screen frames, even if the screen is ripped.  It is easy to replace the 
screen material.  The frames, however, are made to fit the window and cannot be easily 
replaced.
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Moving out 
 
When moving out, you must give Housing Services 60 days written notice.  Please send your 
notice to the attention of your Client Supervisor.   The Notice must be effective on the last day 
of a month.  For example, if you want to move on June 30th, you must provide 60 days written 
notice no later than May 1st.  If you do not give proper notice you may be responsible for 
additional rent.  When giving notice, you may write a letter or use the “Tenant’s Notice to 
Vacate Form” available from the Housing Services office or Service Ontario office.   
 
Move-Out Checklist: 
 

�  Return your home to a “move-in” condition. 
�  Remove all carpet or wallpaper you have installed. 
�  Repair any damage that occurred while you rented the unit. 
�  Return the keys to the Housing Services Dept or to your Security Tenant (apartment 

buildings). 
 

 

Annual Inspections  
 
A Housing Services Department Property Supervisor will conduct an annual unit inspection. 
 
Tenants are asked to report any maintenance problems as soon as possible. Do not wait for 
your annual unit inspections for repair work to be noted.  Your assistance in early detection of 
maintenance problems is appreciated. 
 
Please Note: 
 
If a tenant or a person, whom a tenant permits on the property, causes property 
damage, the Housing Services Department will charge the tenant with the cost 
to repair or replace the damaged property. 
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Creating a Safe and Secure Community 
 
It doesn’t take a great deal of effort to make your community a safer place to live.  As with 
most things, a few precautions can go a long way. 
 
Below are some precautions you can take to ensure the safety and security of your building: 
 

1. If you are planning to be away for a few days please notify your Security Tenant 
(apartment buildings).  This is in event of an emergency (fire, etc.), knowing that you’re 
not there can save precious minutes.  If you do not have a Security Tenant please 
leave this information with a neighbour.  It’s also a good idea to ask that person to take 
in any flyers or packages that may be delivered while you’re away. 

 
2. If your building has a controlled entrance, don’t automatically open the main door when 

your intercom buzzes.  Ask the caller to identify themselves.  If it is not your visitor, 
don’t allow them into the building. 

 
3. Do not let salespersons or canvassers into your building.  The County of Lambton 

Housing Services Department does not permit soliciting in apartment buildings.   
 
4. Don’t leave your unit unlocked, even if you are at home. 

 
5. Always keep hallways clear of items such as scooters, wheelchairs, walkers, boot trays 

and doormats.  This will help emergency workers and cleaning staff. 
 

6. Do not remove window screens as it makes unwanted entry easier.  
 
7. In apartment buildings do not prop open your apartment door into the main corridor.  

Do not prop open the main fire exit door either. 
 

8. Do not prop open any exterior doors. 
 

 
 

Electricity and Water   
 
 
Electrical appliances and water can be a deadly combination.  If an appliance falls into a sink 
or tub of water, or if you touch an appliance with wet hands or while standing in water, you 
risk severe electric shock and possibly death. 

·  Never use any electric appliances – radio, TV’s, hair dryers-near sinks, toilets or 
bathtubs. 

·  Always dry your hands before touching electric appliances. 
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Accessibility and Special Needs   
 
If you have basic accessibility requirements or special needs such as grab bars please 
contact your Property Supervisor. 
 
 
Elevators   

 
Elevators are a safe and essential part of apartment living.  Unfortunately, because they have 
sensitive safety systems, elevators can stop working properly if mistreated, often leading to 
expensive repairs. 
 
 
 Here are a few ways to reduce elevator problems: 

 
·  Do not hold doors open for long periods of time. 

 
·  Do not kick the doors or block the doors with any objects to ‘hold’ the elevator.  If 

you would like to place the elevator on service, please request help from the 
Security Tenant or Custodian. 

 
·  If the elevator is damaged or not working, please call us at the office 519-344-2057 

immediately.  If this happens after office hours, our after hours emergency number 
is 519-464-9365. 

 
·  If the elevator stops between floors, there is a telephone or intercom in each 

elevator that allows you to call for help.  Press the phone button.  Stay calm.  Do 
not try to exit the elevator before it returns to the floor level.  

 
·  If the elevator door is not closing, check for any debris on the tracks. 

 
·  If you discover someone stuck in an elevator, try to maintain verbal contact if 

possible and provide assurance that help is on the way.  
 

If you sense medical attention is required, please call 9-1-1.
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Fire Safety   
 
Practice Fire Prevention  
 
You can reduce your risk of fire by taking the following basic precautions: 
 

·  Attend fire safety sessions held each year with your local fire department.  Please 
watch your bulletin board or contact your Property Supervisor for more information. 

 
·  Turn off appliances when you’ve finished cooking. 

 
·  Check appliance cords for broken or frayed spots and contact a repair shop if they 

need repair.  If the appliance comes with the unit, contact the Maintenance Department 
for necessary repairs. 

 
·  Do not leave pots of grease, etc. on the stove unattended.  They can quickly overheat 

and cause a fire.  If a grease fire does start, do not try to put it out with water or flour -
these will cause the fire to spread. 

 
·  Don’t smoke in bed. 
 
·  Do not prop fire doors open in apartment buildings. 

 
·  Always replace a fuse with one of the same amperage.  NEVER use one with higher 

amperage, this can cause the wiring to overheat and start a fire. 
 
·  If a fuse keeps blowing or a circuit breaker trips for no apparent reason, contact the 

Maintenance Department at 519-344-2062 ext. 2035. 
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Smoke Alarms  
 
All residential units have an internal smoke alarm or multiple smoke alarms in the case of 
multi-floor units.  The smoke alarms are hard wired to the building’s electrical system and 
have no battery to change. 
 
Each year, many Canadians are killed by fires.  Many more are killed by the smoke, long 
before the fire reaches them.  Please keep yourself and your family safe by following the 
tips below: 
 

1. Make sure that your smoke alarm is working. 
·  Check it monthly to make sure that the light is on, indicating that it is 

working.  You should be able to see the light easily. 
·  Test each smoke alarm by pressing the test button. 
·  If the smoke alarm is not working, contact your Building Custodian or the 

Maintenance Department at 519-344-2062 ext. 2035. 
 

2. Never disconnect or tamper with a smoke alarm. 
·  It is against the law to tamper with or disconnect a smoke alarm. 
·  Smoke alarms provide early warning of potential problems.  Do not ignore the 

warning from a smoke alarm. 
·  If a smoke alarm is sounding for no apparent reason contact the Maintenance 

Department at 519-344-2062 ext. 2035. 
 

3. Cooperate with staff and/or contractors when you are notified of an inspection date. 
·  Smoke alarms are inspected and tested on an annual basis by qualified 

contractors and you are expected to cooperate with them. 
 

4. Clear the smoke caused by cigarette or burning food by opening the window and 
fan fresh air into the alarm. 
·  The alarm may sound if someone smokes directly under it, or if food is burning. 

 
If you have any questions about the smoke alarm(s), please contact the 

 Maintenance Department at 519-344-2062 ext. 2035. 
 
In case of fire 
Each apartment building has an established fire safety plan, posted on the bulletin 
boards.  Please read your building’s plan.  If you live in a semi-detached, or town 
house spend a few minutes to plan out your own escape routes.  Make sure all family 
members know what to do in a fire emergency. 
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An important note:  
Tenants who live in apartment buildings should never disconnect their apartment door 
closer.  The door closer is a critical fire safety device and tenants that disconnect or tamper 
with their door closer may jeopardize their continued tenancy.  Please report any problems 
with your door closer to the Maintenance Department at 519-344-2062 ext. 2035. 

 

If you discover a fire:    
·  Leave fire area immediately 
·  Do not use elevators 
·  Close door in fire area but do not lock it 
·  Pull the nearest fire alarm station 
·  Confirm the alarm/emergency by calling 9-1-1 from a safe location 
 
 

When the fire alarm sounds:  
·  Stop what you are doing 
·  Feel your apartment door for heat 
·  To check corridor for smoke, stand behind door and open very slowly 
·  If corridor is clear, close apartment door, and exit using the stairway - do not try to 

use elevators 
·  If you encounter smoke in the stairway, use an alternate stairway 

 
 
 
 
 

IF YOU DISCOVER A FIRE CALL 9-1-1 IMMEDIATELY!! 
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General        
 
If you have a maintenance request, the Custodian and/or Maintenance Department will 
respond as quickly as possible.  Please keep in mind that some things are beyond our 
control, particularly if a contractor must be hired. 
 
Emergency repairs (see below) should be completed with 24 hours.  Non emergency repairs 
should be completed within 5 working days or in the rural area on the next regularly 
scheduled maintenance day.  If your maintenance request is not completed within these time 
frames call 519-344-2062 ext. 2035 again.  If not completed within these time frames the 
second time, call your Property Supervisor.  If still not completed call the Housing Manager. 
 
Contractors and staff are not able to set up appointments outside of normal work hours.  
Please make sure you make arrangements to have someone let the contractor in to complete 
the work.  If a contractor makes arrangements with you to complete the work and no one is 
home at the time of the appointment, the cost of that service call may be charged back to you. 
 

Requesting repairs  
 
 
Tenants should call the Maintenance Department directly at 519-344-2062 ext 2035 to 
request maintenance service.   
 
Maintenance Emergencies    
 
Examples of a Maintenance Emergency: 

·  There is no heat, electricity or water in your unit. 
·  There is a water leak or flood in your unit. 
·  Your toilet is plugged and you only have one washroom. 
·  Your basement sewer drain is flooding. 
·  Call us at 519-344-2062 ext 2035 and state what type of emergency you are 

experiencing. After hours please call 519-464-9365. 
 

Please remember that in the event of any emergency (if lives are threatened, or when substantial damage 
could be done to the building or units) staff are not required to provide a notice before entering your home.
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Basic Maintenance  
 
No Heat?  Check this list first before you call. 
  

�  Have you checked to ensure that the furnace power switch is in the ON position (it is 
similar to a light switch located near the rear of the furnace, either high on the wall or 
on the basement ceiling)? 

 
�  Check that the furnace filter is clean.  

 
�  Check the fuse or circuit breaker (located in the main electrical panel of your home). 

 
�  Most of our furnaces have an automatic ignition system, but if your furnace has a 

standing or continuously burning pilot light, check to see if it is lit. 
 

�  Turn your thermostat down all the way, wait a minute, and then turn it up to a 
temperature that is warmer than the room temperature. 

 
�  Ensure that your warm air registers and cold air returns are free of any items that could 

restrict air circulation. 
 

�  If your heating system fails to operate, call us at 519-344-2062 ext 2035.  After office 
hours call 519-464-9365. 

Safety Hint: You must always ensure that there is a 3 foot clearance around furnaces 
and water heaters. 

Cords  
 

·  NEVER place electric cords under rugs, where they can be walked on, or in a place 
where damage can go unnoticed. 

 
·  Check for cords that are broken, frayed, damaged, tied in knots, or that have melted 

insulation.  Unplug them and replace immediately. 
 

·  Extension cords should only be used in a temporary measure. 
 

·  Insert and remove plugs by grasping the plug, but be careful not to let your fingers 
touch the metal prongs.  Removing a plug from a receptacle by pulling on the cord will 
damage it. 

 
·  Use power bars and avoid overloading circuits. 



Maintenance and Repairs     
 

Page 34 of 40 

Water Shutoff   
 
Step by Step Instructions: 
 

1. Individual shutoff valves are found on some sinks and most toilets.  They are generally 
located underneath the sink at the supply tubes feeding the taps.  Turn the valve 
clockwise to stop water flow, then open a faucet or flush the toilet to release water 
standing in the lines (do not flush the toilet if your toilet is already overflowing). 

 
2. The main shutoff valve is usually located in the basement near the water meter, and it 

can be closed to shut off all the water in your townhouse or semi-detached unit.  Open 
faucets at the highest and lowest points in your home to drain water lines. 

 
Water Shutoff - Tips and Techniques 
 
When you are turning off the water at sink, tub and toilet shutoffs, or at the main shutoff, 
please be careful not to turn the handles too hard.  You can break the valve stem inside the 
shutoff valve. 
 
Before you turn off the water, or if you receive a notice advising that the water will be off for 
maintenance work, try to plan ahead.  If the water will be off for several hours, you might want 
to fill a sink, bathtub or a few buckets so you will have water available. 
 

Outdoor Tap - Winter Shutoff  
 
When the weather starts getting colder late in the fall, you need to shut off the outside tap (if 
you have one).  The valve to do this is likely located in the basement ceiling close to the area 
where your tap is.  When shutting this valve off, it is best to open the outside tap, so just a 
little water is flowing, and then shut off the inside valve.  This will allow any water that is left in 
the line between the outside faucet and the shutoff valve to drain fully, preventing a burst pipe 
due to frozen water in the line. 
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Clogged Toilets   
 
Step by Step Instructions:  
 
There’s only one thing worse than a plugged toilet – and that is a toilet that overflows in a 
yucky mess on your bathroom floor, and on every floor below yours. 
 
So if your toilet plugs, here’s what to do. 
 
�  Get your hands on a plunger. Some people like the old-style rubber globe or cup. Others 

like the new “flange style” that looks like a plastic accordian on a stick. You can get either 
at most hardware stores. 

 
�  Start with a half-full toilet bowl. If the bowl is full to overflowing, put on gloves and bail 

some out. If it is empty, add some water to fill it half full. 
 
�  Put the plunger in the water. Slide it along the side of the drain until you see air bubbles 

come out. Then slide the plunger until if completely covers and seals the drain opening.  
 
�  Slowly release the pressure on the plunger, so that it draws water back into itself. 
 
�  Then begin to plunge. Push hard and then draw it back rapidly several times, all the time 

keeping the plunger under water.  
 
�  If the water drains out of the bowl, add some more water and plunge again.  
 
�  If the water seems to be draining properly, try flushing. If not, try plunging again. 
 
�   If that doesn’t work, call the office at 519-344-2062 ext. 2035. Don’t use a caustic drain 

cleaner. And don’t be embarrassed! Everyone has toilet problems once in a while. 
 
�  Refrain from using the toilet until it is unclogged. 
 
Need to stop your toilet overflowing right away? Look for the shut off valve. It’s on the left 
side of your toilet, near the wall below the toilet tank. Turn the valve clockwise until it stops. 
Then call the office.  
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Toilets - Water Conservation   
 
Sometimes the water in a toilet will start to run all the time.  This can be caused by a float arm 
that doesn’t rise high enough, a float ball that has become waterlogged, a tank stopper 
(flapper) that doesn’t sit in the outlet valve properly, or an inlet valve that doesn’t shut off. 
  
Sometimes, by just reaching into the bottom area of the tank and resetting the tank flapper 
valve (the water in the tank is clean tap water), the running water will stop.  You can also try 
to adjust the float arm or tighten the plastic screw located on top of the inlet valve. 
If you try these tips, and you still notice your toilet or any other tap in your home running water 
constantly, please call us at the office 519- 344-2062 ext 2035. 
 

Electricity (On or Off)    
 
Main Switch 

·  Know where your home’s main electric switch is, so you can turn off the electric supply 
to your entire home quickly in case of an emergency. 

 

Fuses or Circuit Breakers  
·  Know where your circuit-breaker or fuse box is located 

 
·  Know the correct sizes of any fuses needed in your home and keep spares on hand.  

Blown fuses must be replaced, not repaired, NEVER bypass or replace a fuse with one 
of higher amperage. 

 
·  If a fuse or circuit breaker blows, disconnect or turn off the appliance(s) that may have 

caused the problem. 
 

·  Re-set the circuit breaker (after disconnecting the item/appliance that may have 
caused the problem) by pushing it all the way to the “off” position, then to the “on” 
position.  If the overload is cleared, the electricity will come back on. 

 
·  Shut off the main electric switch before replacing a fuse. 

 
·  If your circuit breaker trips off or the fuse blows again, there could be a problem with 

some of the other appliances or devices on that circuit.  Ensure all appliances, lamps 
or devices are unplugged and try again. 

 
·  If the circuit breaker still trips off or if the fuse blows again, please call us at  

519-344-2062 ext 2035. 
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Housing Services Department 

Mission Statement 

Vision: 
We will enhance and protect the future of all social housing in Lambton County through 

effective administration of rent-geared-to-income assistance and management of publicly 
owned housing. 

 
Mission: 

The Housing Services Dept., County of Lambton enhances the lives of individuals in Lambton 
County by providing safe, well-maintained, geared-to-income rental accommodation, ensuring 

equal access and the highest quality of service for all. 
 

Goals and Objectives: 
We at the Housing Services Dept., County of Lambton dedicate ourselves to acting in an 
honest, dependable and compassionate manner, conducting ourselves with integrity and 
respect for others while being accountable and loyal to our employer, keeping a positive 

attitude and taking pride in our work. 
 

 
 

Ombudsman Ontario 
The vision of Ombudsman Ontario is to strive to ensure that people are served justly, 
equitably and fairly by Ontario Government Organizations. The district office for the 

Ombudsman is located in Windsor. 
For further information call 1-800-263-1830. 

 
County of Lambton 

Fully supports the Canadian Charter of Rights and Freedoms, The Ontario Human Rights 
Code, and the Ontario Policy on Race Relations. 

Every person has a right to equal treatment. 
Harassment and Discrimination are prohibited. 

For further information call 519-344-2057 
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Are you confused about who to ask for or what extension to dial when you call our 
department? 
 
Use the following to help you decide: 
 
Lola Dudley is the Manager of the Housing Services Department. ext. 2041 
 
Nancy Bouterse is the Administrative Assistant.  She schedules office staff and ensures the office runs 
smoothly. ext. 2030 
 
Connie Van Sickle is the Program Administrator for all other Social Housing Programs administered by the 
County of Lambton such as Rent-Geared-to-Income Assistance, Rent Supplement and Non-Profit Programs. 
Connie can be reached at  
ext. 2040. 
 
Client Supervisor (vacant) ensures that lease agreements are adhered to including rent is paid, so let 
him/her know if you will be late with your rent.  If you have changes to household members or complaints, other 
than maintenance call him/her at ext. 2038 
 
Allan Vansteenkiste- is responsible for the maintenance of all County owned property.  If you have a 
concerns, contact Allan at ext. 2039 
 
Kelly Hall is our Access Co-ordinator and accepts applications for rent-geared-to-income assistance and 
maintains the waiting list.  If you have applied to relocate and would like to know the status of your request 
contact Kelly.  ext. 2036 
 
Gail Kyle is the Subsidy Clerk.  She calculates rent based on income, reviews ongoing eligibility for rent-
geared-to-income assistance and records changes to income. Call Gail if you have a change in your income at 
ext. 2031. 
 
Debbie Nesbitt is the Program Co-ordinator for the Rent Supplement and Non-Profits programs. Contact 
Debbie at ext.2034. 
 
Chris Thurtell is the Property Services Co-orindator.  Chris issues work orders and purchase orders to have 
repairs and maintenance completed.  She issues work assignments to prepare empty units for new tenants.  
She monitors expenses and issues payment for invoices received by Housing Services.  Call her if you need any 
repairs completed at ext. 2035 
  
Heather Fisher is the Accounts Clerk prepares your lease, takes your rent payments and sets up electronic 
payments for rent.  If you change your banking information or would like to set up a pre-authorized payment 
plan, please contact Heather at ext. 2032. 
 
Karen VanDyk provides support to the Department including greeting visitors at the reception desk.  If you 
need assistance and do not know who to contact call Karen at ext. 2200. 
 
Maria Cossa-Rossi is the Project Co-ordinator for the Rental & Supportive and Home Ownership 
Components of the Affordable Housing Program. 
 
Tina Buono is Community Support Worker for the Community Services Division. 
 
Site Support Staff (Building Custodians & Maintenance Repair Persons) are: 
Ed Sheffield  Wayne McLean Diana Austin-Creasor 
Bruce Roddy  Ken Fournie  Mario Lavallee 
 



Page 39 of 40 

New Tenant Information 
Landlords must provide this information to new tenants 

on or before the date the tenancy begins. 
 

The Law  
 
 
 
 
 
 
The role of 
the Landlord 
and Tenant 
Board is to: 
 
 
You have the 
right to: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You are 
Responsible 
for: 
 
 
 
 
 
 
You are not 
Allowed to 
 
 

 
Most residential tenancies are covered by the Residential Tenancies Act (the Act).  
This law: 
• gives landlords and tenants specific rights and responsibilities, 
• provides rules for increasing the rent and for evicting a tenant, and 
• creates the Landlord and Tenant Board (the Board). 
 
 
• inform landlords and tenants about their rights and responsibilities under the Act, 
and 
• resolve disputes between landlords and tenants through mediation or 
adjudication, or by providing information. 
 

Tenant Rights and Responsibilities 
 
·  security of tenancy - You can continue to live in your rental unit until you give your 

landlord proper notice that you intend to move out, you and your landlord agree that 
you can move, or your landlord gives you a notice to end your tenancy for a reason 
allowed by the Act. 

 
Important: If your landlord gives you a notice to end your tenancy, you do not 
have to move out. Your landlord must apply to the Board to get an order to evict 
you and you will have the right to go to a hearing and explain why your tenancy 
should not end. 

 
·  privacy – Your landlord can only enter your rental unit for the reasons allowed by 

the Act. In most cases, before entering your unit, your landlord must give you 24 
hours written notice. There are some exceptions, however, such as in the case of 
an emergency or if you agree to allow the landlord to enter. 

______________________________________________________________ 
 
• paying your rent on time. 
 
• keeping your unit clean, up to the standard that most people would consider 

ordinary or normal cleanliness. 
 
• repairing any damage to the rental property caused by you or your guests – 

whether on purpose or by not being careful enough. 
 
�  change the locking system on a door that gives entry to your rental unit unless 

you get your landlord’s permission. 
 

This form has been approved by the Landlord and Tenant Board for the purpose of section 11 of the  
Residential Tenancies Act. 
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Tenant Right 
 
Your landlord 
has the right 
to: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Your landlord 
is responsible 
for: 
 
 
 
 
 
 
Your 
landlord is 
not allowed 
to: 
 
 
 
 
 
 
 
 
 
 
 
 
 
Contact the 
Landlord and 
Tenant Board 
 
 
 
 
 

Landlord Rights and Responsibilities 
 

• collect a rent deposit – It cannot be more than one month’s rent, or if rent is paid 
weekly, one week’s rent. This deposit must be used as the rent payment for the last 
month or week of your tenancy. It cannot be used for any other reason, such as to 
pay for damages. A landlord must pay interest on the deposit every year. 

 
• increase the rent – There are special rules that limit how often your landlord can 

increase the rent and by how much. In most cases, a landlord can increase the rent 
only once a year by the guideline that is set by the Minister of Municipal Affairs and 
Housing. A landlord must give a tenant at least 90 days notice in writing of any rent 
increase and this notice must be on the proper form. Exceptions: New units, non-
profit and public housing units, residences at schools, colleges and universities, and 
certain other accommodation are not covered by all the rent rules. 

 
 
• keeping the rental property in a good state of repair and obeyng health, safety 

and maintenance standards. 
 
• providing you with a copy of your written tenancy agreement within 21 days 

after the day you signed it and gave it to your landlord. If your tenancy agreement is 
not in writing, your landlord must give you written notice of their legal name and 
address within 21 days after your tenancy begins. 

 
 
• shut off or deliberately interfere with the supply of a vital service (heat, 

electricity, fuel, gas, or hot or cold water), care service or food that your landlord 
must provide under your tenancy agreement. However, your landlord is allowed to 
shut-off services temporarily if this is necessary to make repairs. 

 
• take your personal property if you don’t pay your rent and you are still living in 

your rental unit. 
 
• lock you out of your rental unit unless your landlord has an eviction order from 

the Board and the Sheriff comes to your rental unit to enforce it. 
 
• insist that you pay your rent by post-dated cheque or automatic debit. These 

ways of paying your rent can be suggested, but you cannot be refused a rental unit 
or evicted for refusing to give them. 

 
For More Information 

 
This brochure provides you with some general information about the rights and 
responsibilities of landlords and tenants. For more detailed information about your 
rights and responsibilities or how to resolve a dispute with your landlord, you may: 
• visit the Landlord and Tenant Board’s website at www.LTB.gov.on.ca or the 

Landlord and Tenant Board office in your area. 
• call the Board at (416) 645-8080 or toll-free at 1-888-332-3234. You can get 

information from these numbers 24 hours a day. You can talk to a Customer 
Service Representative, Monday to Friday, from 8:30 a.m. to 5:00 p.m. 

 
Release date: January 31, 2007





 

 

 


