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HIP  
Housing In Peel 

Subject: Service Level Agreements and Rent Supplement 
(formerly OCHAP) Reporting Requirements 

Date: November 15, 2021 
Replaces:     January 17, 2011 

Applicable to The policy and procedures contained in this document apply to the 
following: 

Municipal & Private Non-
Profit 

 Federal Subsidies 

Co-operatives Rent Supplement* 

 Peel Access to Housing 
(PATH) 

*incl. former OCHAP/CSHP

Content This document contains the following information: 

Purpose 

Who does this document apply to? 

Requirement to use Service Manager’s centralized wait list 

Requirement to use Forms A & B 

When do I begin to use the new form? 

Procedures 

Utilities 

Questions 

Attachment 

Purpose This document informs housing providers under the Rent Supplement 
Program (former OCHAP) and Service Level agreements that they are 
required to use: 

• The Region of Peel’s centralized wait list (CWL) to select tenants
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for vacant RGI units, and 

• new Forms A and B (includes an explanation on how to complete 
the forms). 

 
Who does this 
document 
apply to? 

This document applies only to the following housing providers:  
 

• Grace Court 

• Living Waters 

• Westminster Court 

• Wawel Villa (Clarkson) 

• Heritage (Kennedy Road 
Tabernacle) 

• Peel Living (Knightsbridge) 
 

 

 
Requirement 
to use the 
centralized 
waiting list  

Housing Providers are required to fill all of the Service Level Units as 
they become vacant with applicants on Region of Peel’s Centralized 
Wait List, as per the Service Agreement and/or Service Level 
Agreement. 

  

 
Requirement 
to use Forms 
A & B 

You are required to submit Forms A and B annually at your fiscal year 
end in order to request your annual housing supplement and 
administration fees.   
 
Both forms have automated calculations.  
 
Please select the template: 
1) up to 30 units or  
2) 30 units or more and enter data in shaded areas only 

 
When do I 
begin using 
the new 
forms? 

Please use the new Forms A and B to submit your annual housing 
supplement and administration fee requests at your next fiscal year 
end. 
 
 

 
Determining 
the amount to 
Claim for a 
vacant unit 

The table below shows you how to determine the amount that can be 
claimed for a vacant unit. 
 

If the household provided ... Then the Service Manager will 
pay maximum of... 

 
less than one month’s notice to 
vacate 

 

• one month’s market 
rent/occupancy charge for 
the first month after the 
vacancy occurred; and  
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• 100% of the market 
rent/occupancy charge for 
the second month after the 
vacancy occurred – if the unit 
is still vacant. 

 
Example 
 A household vacates the unit in 
January without giving notice.  
The Service Manager will pay 
the full market rent/occupancy 
charge for February and the full 
market rent/occupancy charge 
for March if the unit is still 
vacant.  
 

at least one month’s notice to 
vacate or by reason of eviction 

100% of the market 
rent/occupancy charge for the 
first month after vacancy 
occurred. 
 
Example 
A household is evicted from the 
unit in January (or vacates the 
unit with at least one month’s 
notice).  The Service Manager 
will pay the full market 
rent/occupancy charge for 
February. 

 

 
Completing 
Form A 

Use Form A – Annual Housing Supplement and Administration Fee 
Request to show the amount of housing supplement you received and 
the actual amount you required.   

 
Completing 
Form B 
 
 
 
 
 
 
 
 
 
 
 
 

 Use Form B – Rent Supplement Program Annual Reporting Actual 
Unit & Occupancy Data to report your actual unit and occupancy data 
and to claim vacancy loss for the fiscal year.  The calculations in Form 
B are automated. 
 
Please ensure that column “D, did the occupant move in during this 
reporting period?” is answered correctly with a yes or no.  Responding 
‘Yes’ will initiate the procedure for requesting vacancy loss for the unit. 
 
Please only enter data in shaded areas only. 

 
Each row captures one unit paying the same monthly rent portion.  
Amounts are to be entered in two places after decimal as $111.23 not 
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Example 
 
 
 
 
 
 
 
 
Utility 

$111.                    
 
The table below describes how to use Form B to claim for vacant 
units. 
 

If the household 
provided ... 

Then, on Form B ... 

 
less than one month’s 
notice to vacate 
  

 

• Select ‘Yes’ to the question ‘Did the 
occupant move in during this 
period?’  

 

• Start a new row for the first vacant 
month. 

  

• Record ‘1’ in the “# of Months” 
column.  

  
Do not enter any income from the 
vacant occupant  

less than one month’s 
notice to vacate and the 
unit is still vacant in the 
second month 

• Start a new row for the second 
vacant month. 

 

• Record ‘1’ in the “# of Months” 
column, and 

 

• Do not enter any income from the 
vacated occupant. 

 

at least one month’s 
notice to vacate 

• Start a new row for the vacant 
month 

 

• Record ‘1’ in the “# of Months” 
column, and 

 

• Do not enter any income from the 
vacated occupant. 

 

  

 

 
 
 
Please note: The Service Manager will pay the utility charges up to the 
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Charges Standard Extra Charges as set out in O. Reg. 316/19. 
https://www.ontario.ca/laws/regulation/r19316#BK5 

Questions If you have questions pertaining to this document, please contact your 
Housing Specialist at the Region of Peel.  

Attachment Forms A&B  

Forms A and B 30 plus units
Forms A and B up to 30 units

https://www.ontario.ca/laws/regulation/r19316#BK5
https://www.peelregion.ca/housing/provider/hip/policies/docs/rent-supplement-a-b-forms.xlsx
https://www.peelregion.ca/housing/provider/hip/policies/docs/forms-A-B-30-units.xlsx
https://www.peelregion.ca/housing/provider/hip/policies/docs/forms-A-B-30plus-units.xlsx



