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INTRODUCTION
Congratulations!  Welcome home to Rideau Gate, and the start of a wonderful new lifestyle.  Rideau Gate is 
community living in two 27-unit buildings that share a dividing wall, a garage & garage entrance and 
grounds outside.  We are a condominium, and condominium life has its own pleasures and responsibilities.  
Condominium living requires that you be aware of your neighbours and cooperate to preserve their comfort, 
convenience and privacy, as well as your own.  This is important, as not only does it provide a pleasant 
atmosphere in which to live, but also, it ultimately goes a long way towards protecting the value of your 
investment. 

Carleton Condominium Corporation No. 423 is a five storey apartment building containing 54 residential 
units.  The building structure consists of cast-in-place reinforced concrete columns, floor slabs and shear 
walls.  The exterior is clad with brick veneer and the flat roof of the building is protected with an inverted 
roofing membrane system.  The parking garage structure consists of asphalt paving on grade.

If you are new to condominium living, you probably have many questions.  The Resident's Handbook is 
designed to provide you with useful day-to-day information.  The information herein holds no legal status 
except where it repeats details contained in other documents, such as the Condominium Documents.  Since 
you own your units individually, but share the ownership of the property as a whole, it is not always easy to 
understand what parts of the condominium belong to you and are your responsibility, or which parts are the 
responsibility of the Condominium Corporation.  Where do the responsibilities overlap?  What are common 
elements and how do they differ from exclusive-use common elements?  While many decisions can be made 
independently by owners, some decisions must be made collectively by the elected Board of Directors.  It is 
not easy to understand the laws that govern the way condominiums are operated.  It is easier, however, to 
understand rules and regulations that the condominium itself has enacted because, usually, we can see that 
they are there to enhance the comfort and security of residents.  A complete list of these rules and 
regulations is outlined in Appendix A.

As owners, you have already obtained copies of the By-Laws and the Declaration, but you may not have a 
copy of the Condominium Act, which governs the basic rules and principles under which condominiums 
are managed.  This Condominium Act is now attainable at http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_98c19_e.htm.  These documents are important to 
possess and to have a working knowledge of.

Please keep the handbook at easy access for future reference.

Board of Directors (August 2007)
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CONDOMINIUM OWNERSHIP: INS AND OUTS
The word condominium actually means joint sovereignty or ownership.  Another interpretation means 
together for a common benefit.  If there is to be joint ownership and sharing, there will also need to be a 
sense of a caring community, or pride of ownership and respect for fellow owners.  The property at Rideau 
Gate is divided into three categories: units, common elements and exclusive-use common elements.  
Generally speaking, the interior of your unit is your private property, while the exterior of the doors, 
windows and walls, hallways, garage, and elevators, are the responsibility of the Corporation and are known 
as common elements.

Maintenance and repairs inside your unit are your responsibility.  The corporation is responsible for the 
maintenance and repairs of the common elements, that is, the elements of the building used by all residents.  
Certain areas i.e., balconies, are common elements, however, the use of these areas is restricted to specific 
residents, and are known as exclusive-use common elements and the responsibility for maintenance and 
repair is divided.  For example, residents are responsible for keeping the balconies clean, but the 
Corporation is responsible for any structural repairs.

UNIT RESPONSIBILITIES 

As one of your largest investments, your home/unit deserves regular maintenance to retain its value and 
appearance.  Most expensive home repairs can be avoided through inexpensive routine maintenance 
procedures.

Filters 
It is important to clean the dryer filter each time you use it and to ensure the laundry room exhaust fan is on 
when you have the washer or dryer in service, otherwise, the duct work, and the outside dryer vent can 
become blocked, thus contributing to a potential fire hazard.  It is advised not to leave clothes (both drying 
and washing cycles) unattended.

Windows 
It is not an easy task to clean the inside of the windows, since the inner pane must be removed.  Instructions 
to clean windows are as follows:
1. Remove the inner pane by pulling open the retaining clips and gently pulling the pane inward, taking 

care not to break either the clips or the glass.  The rubber attached to the inner pane may be stuck to 
the paint behind it, so this task can be slow and painstaking.  It may help to slip a loop of thin wire 
or strong string between the clips and the glass, then work on one clip and another to free the rubber 
seal.  Once the metal frame begins to move, you can use a putty knife, or any thin stiff tool to pry 
out the pane.

2. Clean out the debris (spiders, dirt, etc), and ensure that the four 1/4" circulation holes (two on each 
side between the panes), are completely clear so as to avoid condensation build-up.  Try not to 
damage the small plastic fingers at the ends of the holes.

3. Clean the inside glass surfaces, and carefully, replace the pane only when the glass is absolutely dry.  
Slide the retaining clips into place.
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Renovations/Modifications 
Renovations and modifications that you make to enhance the appearance of your unit are generally left up to 
you as an owner.  However, the condominium corporation has to approve any structural modifications, as 
these could have an adverse effect on the common elements, or on the building itself, (Declaration, 
paragraph 6c refers). In light of this, some non-structural modifications require Board approval as well, 
i.e., replacing carpets with hardwood, be it laminate, engineered wood, or cork, etc.  This type of flooring 
creates the potential for increased noise transmission to other units.  You will as an owner, be expected, 
therefore, to comply with installation standards set by the condominium, and to utilize an approved 
insulating/sound barrier material (Rules & Regulations 19 refers).

If you are in any doubt as to whether your renovation or modification to your unit requires approval, contact 
a Board member or the property manager for clarification.  Failure to do so could result in costs to the 
condominium and lessen its value, the corporation can insist you repair the damage and restore the unit to 
its original state, or the corporation will carry out the required repairs and bill you (http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_98c19_e.htm#BK112).

Fireplace Maintenance - PH Owners 
The condominium corporation arranges from time to time for a group rate for fireplace chimney cleaning.  
Notices for this service are posted on the bulletin boards in the front lobby and the parking garage lobby 
(usually in the fall).  It is recommended that PH unit owners take advantage of this service to mitigate the 
risk of any fire hazards which may occur.  Contacting the property manager’s office at the specified time 
will confirm your intentions.

Fire Detection - Unit Smoke Detectors 
The individual smoke, heat and fire alarm devices (including speakers) in your unit are electric and form an 
integral part of the building system.  Please do not tamper with any of these devices.  Your unit has two 
types of detectors, a smoke detector that activates the alarm in your unit only, and a heat detector that 
activates the main building alarm.  

General Plumbing 
Minimize the disposal of grease, fat and similar wastes, especially petroleum products, through the 
plumbing system.  Such materials tend to accumulate in the piping, reducing their efficiency.  In the event 
of a plumbing leak, be sure to close the fixture’s water shut-off valve immediately.  Shut-off valves are 
located in line with the water supply line for the applicable fixture.  It is your responsibility to ensure that 
your toilets are in good working order and the seal is not broken, as this could lead to possible penetration 
of water in the units below you.

Water Detection - Unit Water Detectors 
It is a good idea to have an individual water detector placed on the floor of your utility room.  These 
inexpensive sensors will sound an alarm if water is detected, providing an early warning mechanism that 
indicates that there could be problem with any of the equipment installed in the utility room.  For a very 
small investment, these sensors could save the unit owner from a potentially large repair bill due to faulty or 
aging machines in the utility room. 
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COMMON AREA RESPONSIBILITIES 

Smoking 
All enclosed common use areas of Rideau Gate are designated non-smoking as per the City of Ottawa’s By-
Law.  Out of consideration for other residents, please confine smoking to your unit.  Also, please refrain 
from throwing cigarette butts off your balcony.

Hallways/Stairwells 
The hallways and stairwells servicing the various units are considered common elements and residents are 
not permitted to leave any items on the floor of these areas, as they may constitute a fire hazard according to 
the Fire Marshall’s Act.  Specifically, a resident may not place tables, furnishings of any kind, boots, shoe 
trays, plants and other personal items in common areas. If you inadvertently spill something in the 
hallways/stairwells, clean it up immediately.  If someone less thoughtful has dropped something, pick it up.

Garbage Disposal 
Access to the garbage chute is located on every floor.  In consideration of your neighbours, items should be 
sent down the chute only between the hours of 8:00am to 11:00pm.  All garbage should be placed in plastic 
bags and securely tied, and any items that are too large for the chute should be taken directly to the 
dumpster in the basement.  For health and aesthetic reasons, as well as common courtesy, please do not 
leave any garbage or waste inside the garbage chute room.  All recyclable materials are to be placed in the 
designated bins located in the garage.

Pets 
No animal deemed to be a nuisance by the Board shall be kept on the property.  All pets must be carried in 
the common areas.

Car Wash Facilities 
The car wash station is located in the garage and is available 24 hours per day.  Residents may use this 
facility at their own schedule.  Please do not remove any of the car wash items that are currently available 
for all residents, i.e., wash rags, hoses, etc.

Bicycle Storage 
Bicycles may be stored in your parking space. Please ensure you have an adequate lock on your property at 
all times.  Your bicycle should be positioned so that it does not encroach on another resident’s parking 
space.  Bicycles may not be stored in your unit or on balconies.

EXCLUSIVE USE COMMON AREA RESPONSIBILITIES 

Balconies 
Balconies are areas that are classified as an exclusive-use common element.  They are not to be used for 
storage of goods other than seasonal use patio sets, plants and Christmas lights (at Christmas).  (Rules & 
Regulations 3, 5, 13, 17 & 22 refers).  Christmas lights are required to be removed before you go for your 
winter vacation. Window boxes, planters or Christmas decorations cannot be hung over the outside of the 
balcony railings, as there is potential of their falling to the ground if they inadvertently become unfastened.  
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Clothes are not permitted to be hung or dried on the balconies and no debris (including dust from dusters) 
rugs or cigarette butts should be shaken or thrown from a window or balcony.  Nothing may be installed on 
the outer surface of the buildings exclusive-use common areas that would alter the exterior facade.  No gas 
or charcoal barbeques are allowed on any balconies.  (Rules and Regulations 2 and 10 refers) It is 
allowable to have a small electric, smokeless barbecue which creates the minimum of inconveniences for 
others.  It is not advisable to paint your balcony ceiling, install outdoor carpeting on the floor or make other 
substantial modifications unless you contact the Board. An engineering study has revealed that long term 
structural problems can occur if concrete cannot breathe, and as a result, retains moisture.  (Rules & 
Regulations 23 refers).  Remember, you are responsible for any damage incurred to this area, and could be 
required to repair any holes in the ceiling caused, for example, by hanging plants.

Storage Lockers 
Storage lockers are designated for the exclusive use of the residents of each unit, and are located in the 
parking garage level.  Residents are responsible for providing their own lock to their individual storage 
locker.  In order to minimize fire hazards, and to ensure the control of pests throughout the building, storage 
lockers may only be used to store non-perishable personal effects.  Please do not store plants, food, 
gasoline, cleaning materials, combustible materials, or inflammable materials.  If your locker is located next 
to an air vent, there should be enough clearance around the vent to maintain proper air flow.  Please, also, 
ensure that nothing in your locker extends higher than the cage, as the sprinkler system might not operate 
properly in the event of a fire.  Dampness can be a problem in the locker areas, and you are responsible for 
taking reasonable precautions to prevent mould or mildew from damaging your property.  The extraction 
fan operates 24/7 in order to alleviate moisture.

Parking Spaces 
Parking spaces are only to be used to park operable passenger vehicles.  Please ensure that you park in a 
manner that will not impede your neighbours ability to access or egress their space.  There is a ring bolted 
into the wall of each parking space, to which you can chain items, i.e., bicycles or shopping carts.  You 
should not use this space to keep spare tires, tools, garden equipment or any other items; these items belong 
in your storage locker.  You must also make arrangements to store other vehicles, i.e., campers, 
snowmobiles, motorcycles, and so on, and to repair your car outside the building (Rules & Regulations 14 
refers).  If you rent out your parking space, you may rent it only to a resident of Rideau Gate (Declaration 
20 refers).

NOTE: Rideau Gate has no visitor parking spaces in the garage, and the space beside the ramp is 
designated for service vehicles only.  There is plenty of parking on the streets, but it is subject to the usual 
City restrictions.

INSURANCE 

The Condominium Corporation carries insurance for the building, both individual units, common elements 
and exclusive use common elements, against what are called “major perils”.  These are defined as fire, 
lightning, smoke, windstorm, hail, explosion, water escape, strikes, riots or civil commotion, impact by 
aircraft and vehicles, vandalism and malicious mischief (http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_98c19_e.htm#BK120).  This protection does not cover 
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renovations/modifications made to your unit by you or by a previous owner, such as hardwood floors or oak 
kitchen cabinets; your own insurance must cover this.  It is imperative that you carry adequate insurance to 
cover all your property, whether it is in your unit, storage locker or the parking garage.  Remember, you are 
liable if you cause, or a problem in your unit causes, damage to the common elements or exclusive use 
common elements or to another unit (By-Law 4 refers).
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GENERAL INVOLVEMENT AS AN OWNER
We all have a vested interest in the efficient running of Rideau Gate.  We encourage unit owners and renters 
to take an active role by contributing your abilities and time.  Should you decide not to become involved, it 
is still imperative for you to be as considerate of your neighbours as you would wish them to be to you.  
Some of the following recommendations are simply common courtesy, while others are rules:

BUILDING NOISE ISSUES 

One of the most common causes of complaints in any condominium, no matter how well designed and 
constructed, stems from noise.  Noise can penetrate to units beside, below and even above, especially in the 
summer when windows are open.  One of the noisiest rooms is the kitchen, so please be considerate and 
avoid slamming cabinet doors and repair noisy taps promptly.  Please wear shoes or slippers with soft soles 
and heels, do not drag chairs, and above all, manage the volume of your stereo, radio, television, or other 
musical instruments.  Keeping your voices down while on your balcony will help ensure a healthy 
relationship with your close neighbours.  Please ensure that your children understand that loud behaviour, 
particularly in the common areas, is not acceptable.  Also, instruct your contractors or trades people to start 
only at or after 9:00am and no later than 6:00pm when possible.  Just for common courtesy, it is 
recommended that you  inform your neighbours of potential renovation/modification noise by posting a 
notice in the elevator with such information as to how long the renovation will last, times, etc., to address 
any of their concerns.  Owners are more tolerant of noise, especially if they know that there will be an end 
to it.

The Board will intervene if a noisy pet is disturbing other owners.  It would probably be unwise to own a 
large dog with a big bark, especially as you as an owner would have to carry said dog across the common 
elements (Rules & Regulation 21 refers).  

Air conditioners are never completely silent, and in the past, our air conditioners were excessively noisy due 
to a vibration problem.  In most units, the problem has now been corrected, but if an uncorrected air 
conditioner is the cause of a complaint, the Board will take immediate action.

Having addressed the noise issue mostly during the day, we particularly ask that between the hours of 
11:00pm and 9:00am, you refrain from:

playing sound equipment at high volume;
utilizing noisy appliances (including Jacuzzi), or carry out noisy repairs or modifications;
using the garbage chutes;
encourage your guests to depart quietly, so as not to disturb your sleeping neighbours;
sound from your balcony will be more disturbing than sound from your unit, please speak quietly.  
(Rules & Regulation 6 refers)

VOLUNTEERS 
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Decisions of the Board are made in good faith with the best long term interests of all owners in mind.  The 
position of a Board member is a voluntary one, subject to re-election by the owners when their term is 
completed.  Being on the Board is both challenging and rewarding, and does require some of your spare 
time, but everyone wants life at Rideau Gate to be comfortable and safe.  Sometimes, Board members have 
to make unpopular decisions, and put aside their biases to investigate matters impartially, to reach fair 
decisions for the betterment of the Rideau Gate community. 

Board members eventually become a font of information with regards to how condominiums are managed, 
but it is helps greatly if there are members of the Board who have specialized talents, such as lawyers, 
accountants, managers, engineers or training and experience in any other areas.  If you wish to become 
involved, there are other areas in which you could assist, such as, if you are bilingual, translating certain 
documents such as Newsletters, assisting with landscaping duties, helping with the lobby Christmas 
decorations, and contributing your culinary expertise to the Annual General Meeting held in the summer, 
which is followed by a social evening.  Should you wish to make a contribution in any of these areas, as a 
Board member or not, please contact a Board member and make your intentions known.

SECURITY 

Your safety and security are important to you and your family members.  A combination of Rideau Gate’s 
security measures and common sense will ensure your piece of mind.  Keeping thieves and vandals out of 
Rideau Gate is everyone’s responsibility.  If we all cooperate, our building is probably less at risk than a 
single family home, if we do not, then the consequences can affect both you and your neighbours.  The 
following rules should strictly be adhered to:

Do not let anyone access the building unless you are certain that he/she has a right to be 
here.
Never allow a stranger to enter the building when you are using the garage entrance or 
entering the front lobby door.
Ask your guests not to allow anyone else through the lobby door when you buzz them 
in.
Never buzz people in that you do not recognize.  A common ploy is for undesirables to 
claim they live here, and have forgotten their keys.  You may not be able to identify all 
your neighbours, but you can ask the callers name and unit number and compare it 
with the owners list.  While owners names can be taken from the directory in the outer 
lobby, unit numbers cannot.
Never give unit or entrance keys to unauthorized persons.

Security In Your Unit 

Double lock your balcony, terrace and patio doors at night and when you are away.  Every 
floor of Rideau Gate is potentially accessible to a determined intruder.  Once intruders are in 
your unit, they have access to the entire building.
It is a good idea to have a peep hole installed in your front door in order to identify persons 
outside your door. 
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Ensure your front door is secure and locked at night and when you are away.

Additional security measures have been implemented over the past few years, for example:

Building Surveillance - Monitored video surveillance cameras & motion sensors are located in the 
parking garage as well as the lobby entrance.

Locks - Entry to the elevator from the parking garage lobby is only accessible by using your 
Medeco key, which cannot be copied.  A lock has been installed on the gate to the back courtyard.  
Gaining access via the elevator to the garage is only available by use of the Medeco key; the same 
applies to the stairwells.

Lighting - Additional lights have been installed on ground level to deter undesirables.

Stairwell Doors - The doors to both stairwells have had extended steel plates installed to prevent 
anyone from prying the locks open.

Building Entry System 

A Medeco key, which cannot be copied, is required to enter any of the outside doors of the building, 
including through the garage and also the back courtyard gate;
Your Medeco key is required to enter or leave the garage between 11:00pm and 6:00am.  All other 
times, the garage door may be opened with your remote opener.  A smaller remote for your key 
chain can be purchased at stores such as Canadian Tire, and at such time, your remote will be 
correctly coded by a Board member or the property manager; 
To minimize the risk of intruders, drivers should stop after entering or exiting the garage,  check 
their rear view mirror, and wait for the garage door to come down.  While the door is engineered not 
to trap you, tailgating, which causes the door to reverse direction before it closes and is hard on the 
mechanism, should never be practised;
REMEMBER, NEVER, EVER LEAVE YOUR REMOTE CONTROL IN YOUR  VEHICLE. 
A lost or stolen remote may be in the hands of a potential intruder.  Should your remote be missing, 
immediately inform the property manager who will arrange for all remote openers to be re-coded;

The entry system for visitors works through your unit phone.  When your visitor arrives, they will 
use the wall mounted system located in each lobby.  When they identify who they wish to visit, your 
phone will sound two quick rings.  When you answer, you will be communicating with your visitor.  
If you wish to verify who is calling, the entry lobby can be seen on your television on channel 69 or 
998 (for those with digital TV).  Should you decide to admit the person, press “6" on your phone key 
pad.  If you refuse entry, press “3" on your phone key pad.  If you should be on the phone, when a 
visitor arrives and uses the entry system, you will hear a muted double overtone, indicating that 
someone is calling from the lobby.  Press “3" to place your call “on hold” and connect to the front 
lobby.  After selecting “3" (for refusal) or “6" (for admittance), you will immediately be returned to 
your original call;
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Real estate agents are not allowed to attach lock boxes to any part of the common elements, or to 
any item located on the grounds outside the building.  While it is time-consuming to open stolen 
lock boxes, which contain the Medeco key, it only takes a moment to steal them (Rules & 
Regulations 27 refers);

There is one lock box, however, which is securely positioned in order for emergency services to 
have a key for entry into the building when necessary.  Should you make a 911 call, the required 
information flashes on the emergency operator’s computer screen.

DEALING WITH EMERGENCIES

The emergency warning system designed for Rideau Gate includes both a zone fire alarm and voice 
communication system.  This means, upon operation of a manual fire pull station, or if the heat detector in 
your unit detects fire, the system will sound an evacuation tone in all zones.  To activate any fire pull 
station, simply pull the lever downward and exit the building immediately.  Fire pull stations are located 
strategically at all stairwell exits.  Fire extinguishers and hoses are also located in every hallway.  It is 
recommended that you own and maintain your own fire extinguisher for small fire emergencies.

Fire Prevention
Residents are advised not to place any burning materials such as cigarettes and ashes, or dispose of 
flammable liquids or aerosol cans in the garbage chutes.  Avoid unsafe cooking practices, i.e., deep fat 
frying, too much heat, unattended stoves, etc.  Do not use unsafe electrical appliances, frayed extension 
cords or overload electrical outlets.  Avoid careless smoking, never throw cigarette butts from the balcony 
or terrace, use ashtrays and never smoke in bed.  

Fire Detection - Unit  Devices 
The individual smoke, heat and fire alarm devices (including speakers) in your unit are electric and form an 
integral part of the building system.  Please do not tamper with any of these devices.  Your unit has two 
types of detectors, a smoke detector which activates the alarm in your unit only and a heat detector which 
activates the main building alarm.  

Fire in Your Unit 

DO NOT PANIC
The building has an automatic link with the fire department when the heat detector alarm is activated 
in your unit. Leave your unit and close, but do not lock,  the door behind you.  If the fire is small, 
and only if it is safe to do so, use the hallway fire extinguisher or your own fire extinguisher, to 
combat the fire.  
Alert your neighbours of the situation.  Do not use elevator.
Leave the building by the nearest stairwell, closing the fire door.

 
Main Building Fire Alarm (if exit from your unit is not possible) 

STAY CALM
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Remain in your unit and close your entrance door.  Unlock your door for entry of fire fighters, if 
required.  
Wave a sheet from a window or balcony to signal the fire fighters.  Use wet towels or sheets to seal 
entrance door thresholds, air conditioning outlets or other openings, which may admit smoke.
Move to the most protected room and partially open a window for air.  Close the window if smoke 
comes in.
Crouch low to the floor, and take short breaths if smoke enters your unit.
Listen for voice communication messages.  Wait to be rescued, do not panic or jump from the 
building.

MEDICAL EMERGENCIES 

Should you require medical assistance, calling 911 is your responsibility.  Please ensure that you provide all 
pertinent information, such as, address, ring number, unit and floor number and be available to allow access 
to the building, if possible.

WATER INFILTRATION 

Should you notice signs of water infiltration, and it has been determined that the source is not a plumbing 
leak within your unit, contact the property manager emergency line immediately (see Appendix D).  Give as 
much information as possible, and leave your phone line free for a response.  In addition to visible pools of 
water, signs of water penetration may take the form of staining on the ceilings or walls of your unit.  Water 
infiltration may be the result of a leak in either a suite above or adjacent to you.  It may also be possible that 
water is leaking from a service conduit within the buildings structure.  It is important for the health and well 
being of all residents that water leaks be addressed immediately in order to limit the potential for mould 
growth within the building or units.  In order to minimize the possibility of accidental flooding, residents are 
advised to never leave water running unattended.

UNUSUAL SMELLS & ODOURS 

Gas provides the heat for our make-up air units, and for the garage.  If you enter the garage and smell an 
odour of rotten eggs, immediately phone the emergency line.  Do not do anything which could generate a 
spark.  Should you notice an unusual odour in the building, although it may not pose an immediate 
emergency, it is strongly suggested that you contact the property manager.  Remember, when cooking, your 
exhaust fan should always be used to prevent odours from infiltrating throughout the hallways.

CRIME & VANDALISM 

Should your remote garage door opener become lost or stolen, immediately contact the property manager in 
order for all openers to be re-coded.  If your keys, either the Medeco or unit are stolen or lost, immediately 
contact the property manager. It is always a good idea to leave a duplicate set of keys with a neighbour. 
Should your car be stolen or vandalized, or if your unit has been broken into, immediately contact both the 
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police and the property manager.  It is the resident’s responsibility to contact the police should you see any 
evidence of a crime being committed.  (Reference C refers)

POWER FAILURE 

In the event of a power failure to all or part of your unit, there are a number of checks that should be 
performed prior to calling the property manager.  

Should an electrical outlet or appliance power failure occur, the electrical panel should be checked to 
see if the circuit breaker is in the ON position.  When checking a circuit breaker, the breaker should 
be first switched to OFF, then to ON, as the breaker does not move completely to the OFF position 
when the circuit is tripped.
Should the circuit breaker trip, all devices controlled by the circuit should be turned off before 
resetting the breaker.  If the breaker continues to trip, please contact a qualified electrician.
Should the cook top not operate, check the manufacturer’s instructions.  The cook top fuses and 
automatic timer mechanism should be checked, in addition to the dedicated circuit breaker.
Should there be a loss of power in your entire unit, we are probably experiencing an area power 
outage.  If there is an area power outage, you will have to wait until the hydro supplier restores 
power.  It should be noted that some areas of the building will have power during a blackout, as 
there are emergency power generators for critical building systems.  Also, to assist individuals to get 
to their units, 3-in-1 security lights have been installed on each floor and the parking garage lobby.  
As soon as you have temporarily used this lighting device and have safely entered your unit and 
acquired your own means of lighting, e.g., flashlight, these lights are to be returned to their original 
outlet, in order for your neighbour to safely return to his or her unit.

PLUMBING LEAKS 

In the event of a plumbing leak, be sure to close the fixture’s water shut-off valve immediately.  Shut-off 
valves are located in line with the water supply line for the fixture.  It is worthwhile to familiarize yourself 
with the location and operation of the main shut-off valves to your unit, which are located in the utility room 
(where your washer & dryer are located).  Should water be continuously running, and there is no shut-off 
valve, then please immediately contact the property manager emergency line and a plumber.  Please note, 
there exists the possibility that leaks, depending on their severity, could penetrate the units below you. 

HOT WATER HEATER SAFETY RELIEF VALVE 

The purpose of the safety relief valve is to release water from the hot water tank if the pressure in the tank 
exceeds specified limits.  Without it there is the potential for a tank to become over pressured and explode.  
The valve itself is located at the top of the hot water tank and normally has a tag attached to it. 

WHAT TO DO IF YOUR SAFETY RELIEF VALVE ACTIVATES OR FAILS

You will know that the valve has activated if you hear a sharp pop from the location of your hot water 
heater or you hear (or see depending on the location of the overflow tube) running water - as if you have 
turn on a tap.
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Go to the room (or closet) where your hot water heater is located to see if you can see any water.  If you see 
water or hear it running but can’t see it yet, immediately:

Turn off the water to your hot water heater-it’s the round valve (usually red and white) in the 
copper pipe running down the side of your hot water heater.  Turn the valve clockwise to turn 
it off;
Then turn off the electricity to your hot water heater from the electrical breaker panel in your 
unit. THIS IS VERY IMPORTANT AS YOU DO NOT WANT THE TANK BECOMING 
OVER PRESSURIZED;
If you act quickly, you will contain the water leakage to a minimum and minimize damage to 
your unit or other units.  Note that the Condominium Corporation at your cost will address all 
damage resulting from the water leakage to other owners;
Call the condominium Management Company to report the problem:

If you own your hot water  tank, the Management Company can recommend a plumber 
who you can call to arrange for a repair visit. The plumber charges the cost for a value 
replacement directly to the unit owner;
If you have a rental tank, call the firm you are renting the tank from and they will come 
in and replace the value.  The cost will depend on your contract.

A final word of advice.
If you are leaving town for an extended period of time (more than a day), a wise precaution is to turn off 
your hot water tank from the electrical panel, turn off the water to the hot water tank and turn off the water 
to your unit.  You can also run a faucet for a few minutes to reduce the water pressure in the lines in your 
unit.  This reduces the chances of a plumbing failure and should anything happen, any water leakage and 
water damage.  REMEMBER that as an owner, you are responsible for taking sufficient precautionary 
measures and may face problems with your insurance company if you have not.  Other suggestions include:

Having someone keep an eye on your unit while you are away;  
As the Board has recommended in the past, providing the Board with a copy of your unit key so that 
we can easily enter your unit in the case of an emergency.

 
MISCELLANEOUS EMERGENCIES 

Should you become trapped in the elevator, the emergency phone is located just below the panel.  It 
connects directly with the manager’s emergency line, and assistance will be on its way.  If you become 
locked in the garage, you can reach the outside of the building either by Staircase C, north east corner near 
parking spot number “5", or by the small door at the side of the main garage entrance.  You should 
immediately contact a neighbour to allow you access into the building.
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DELIVERIES, MOVING & RENTING YOUR UNIT
General 
Moving is inconvenient enough for everyone without having to worry about rules imposed by the condo, 
but these rules are derived for the welfare of the owners, security of the building and to mitigate any 
possible damage to the marble floors in the front lobby entrance. When residents move in or out of units, the 
property manager should be notified two weeks in advance of the move, by completing a moving  form and 
supplying a move date and book the elevator. 

ALL DELIVERIES AND MOVES (BOTH IN AND OUT) HAVE TO USE THE GARAGE DOOR 
ENTRANCE, (DONALD STREET), ONLY EXCEPTION BEING THE GROUND FLOOR UNITS 
THAT FACE ONTO THE BACK COURTYARD, IN WHICH CASE, THEY CAN USE THE BACK 
GATE TO GAIN  ACCESS TO THE MOVING VAN.

To avoid disturbing other residents, all moves and deliveries are to take place between the hours of 9:00am 
and 4:30pm Monday through Friday.  Prior arrangements should be made to have the elevator placed on 
service, so that the property manager can advise the maintenance personnel to have padding placed on the 
inside of the elevator for protection against scratches, dents, etc., and also will arrange for the maintenance 
personnel to monitor the move.  Since problems have been increasing concerning scheduling, no-shows and 
non-compliance with approved procedures, the following charges have been implemented:

Moves during the week: $50.00 - the Board will waive this fee
Weekends: $100.00
Statutory holidays: $125.00
For moves that exceed 3 hours, the following additional charges will apply:
1) weekdays $15/hr;
2) weekends $20/hr; and
3) statutory holidays $25/hr

Selling Your Unit 
Please advise the property manager as soon as you decide to place your unit on the market.  If you think it is 
absolutely required, you may place For Sale signs in your windows, provided the signs are inside the unit.  
Absolutely no signs are permitted on the outside of the building or on the common grounds.  Lock boxes for 
keys to individual units may be placed, by arrangement with the property manager, inside the building.  A 
common element key should be provided by you to your real estate agent, on payment of a deposit.  Real 
estate agents are not allowed to attach lock boxes to any part of the common elements, or to any item 
located on the grounds outside the building.  If lock boxes are stolen, the building must be re-keyed, with 
the unit owner having to pay the cost.

Renting Your Unit 
Please advise the property manager as soon as you decide to rent/lease your unit.  It is important for you to 
realize that you are the landlord.  While you continue to be a part owner in the corporation, you have the 
same privileges and responsibilities that other owners have, even if you no longer dwell here.  In addition, 
you are totally responsible for your tenants; please choose them carefully, as you will be liable should they 



Resident's Handbook
Rideau Gate

Summer, 2014 Page: 19

cause any damage to the common elements.  Your tenants will be expected to comply with the 
condominiums rules and regulations, and can be evicted if they do not.  They should also be provided with a 
copy of this handbook to ensure what is expected of them will be adhered to.  

You are also responsible for ensuring that condominium fees are paid on time, and will be liable if they are 
not.  As an off-site owner, you are required to leave your address and telephone number with the property 
manager, who will be sending you pertinent information regarding the condominium.  The property 
manager also requires the names and telephone numbers of your tenants, as well as the date that they move 
in and out.  Please make sure they understand the moving in and out procedures as depicted in this 
handbook.  
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BOARD OF DIRECTORS
The Board of Directors for Rideau Gate CCC 423 consists of up to five Directors, but never fewer than 
three.  The Board of Directors, subject to the Condominium Act, Declaration, By-Laws, etc., administers 
decisions with regard to how the condominium is operated.  Under no circumstances may the Board 
contravene the limitations imposed by these documents.  An Annual General Meeting (AGM) is held every 
summer (July) at which time owners, who have one vote per unit, elect new Board members, as required.  If 
any unit owner is unable to attend, they can vote by proxy for any candidate.  It is at the AGM that the 
previous year’s financial statement, as well as the budget, is reviewed, and at which time, the auditor reports 
on the condominium’s finances.  Decisions made or discussed at the AGM can have an effect on your entire 
lifestyle at Rideau Gate, so it is imperative that your voice be heard.  Please also refer to Appendix A: 
Rules & Regulations.  

Apart from the Annual General Meeting, monthly board meetings are held, including an owners’ forum on 
alternating months.  The first part of the Owners Forum is when the Board and other owners discuss any 
matters of common interest or problems.  The Board posts the minutes of all its meetings in the front lobby 
and parking garage lobby bulletin boards.  Decisions of the Board are made in good faith with the best long 
term interests of all its owners.

Any member of the Board may be removed, either by a unanimous vote of the other directors (By-Law 1, 
Article 6(1)), or by a vote of a group of owners, who together, represent ownership of more than fifty 
percent (50%)of the property (http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_98c19_e.htm#BK42).

When you call Board members, please do so with respect, remember they are your neighbours and a 
volunteer.  They want to hear what you have to say, and want to assist you in any way, but do not take out 
your frustrations on them.  If Board members get stressed out and resign, it is not easy to replace them.  
Please also review the responsibilities of the property manager and the Board to ensure you are dealing with 
the correct party. 

BOARD RESPONSIBILITIES 

Financial Management 
The Board is responsible for ensuring that Rideau Gate condominium finances are appropriately managed. 
The Board prepares budgets and sets fees based on an informed estimate of both short and long term 
requirements.  Revenue must be constantly allocated and expenditures constantly monitored, including 
expenses incurred by the property manager on behalf of the corporation.  The objective of the Board is to 
protect the value of property over the long term on behalf of all owners.  The Board can also deal with the 
acquisition and disposal of property, and it can sue owners for unpaid fees or recover damages caused to the 
property.

Security 
The Board is responsible for ensuring that the building is kept at a high standard.  The Board must take 
whatever steps are necessary to protect the security of the building and the safety of its residents.
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Maintenance 
The Board of Directors does not manage the day-to-day business of maintenance, contracting and other 
duties of a professional management nature.  The Corporation works with a professional manager (in our 
case Condominium Management Group) that has expertise in condominium and building management. The 
Board ensures that the building, its equipment and also the grounds are carefully maintained, repaired and 
upgraded at a reasonable cost.

Well-Being of Owners 
The Board is responsible for ensuring that the by-laws, common usage rules and corporation regulations are 
maintained and kept up to date.  The Board introduces amends or removes rules and regulations in response 
to changing situations.  It responds to owner’s problems and suggestions and makes decisions regarding 
proposed major alterations to units from the point of view of the structure and appearance of the building 
and of the comfort of other owners. 

BOARD ASSISTANCE 

With the participation of the Board, the Property Manager assumes responsibility for ensuring that 
everything vital to the operation and maintenance of our condominium is carried out.  This includes all 
common maintenance (i.e., exterior window cleaning, hallway and entrance cleaning, snow removal, garage 
floor cleaning) and other activities such as the collection of monthly unit fees, preparation of financial 
statements, management of the Reserve Fund and preparation of material for annual meetings.

Owners who volunteer their services in areas of interest save the Board money by performing tasks that 
would otherwise be contracted out.  Owners assist by advising the Board regarding their concerns or ideas, 
and by being sensitive to community needs.
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PROPERTY MANAGEMENT
Rideau Gate does not have a building superintendent, however,  we employ the services of a professional 
condominium management group. These companies manage a number of buildings, and therefore, our 
property manager is not present full time.

A 24 hour, 7 days a week emergency answering service is maintained by the property management group.  
Please use this service ONLY if the situation is urgent and cannot possibly wait until normal working hours.  
Should you need to speak with the property manager, you can call the regular number and expect a return 
call, if required, within 24 hours.  (See Appendix C for both phone numbers)

Any complaints or requests concerning maintenance that fall within the responsibility of the condominium 
corporation should be directed to the Condominium Management Group, which allows the property 
manager to carry out the necessary functions without imposing on the Board of Directors.  The 
Condominium Management Group is available to discuss any concerns you may have regarding the Rideau 
Gate.  To ensure all matters are addressed, please submit your concerns or questions in writing and place it 
in the Condominium Management Group mailbox, which is located above the regular mailboxes on the 959 
side of the building.  The Property Manager at Rideau Gate empties the mailbox weekly, when conducting a 
general walkabout of the building.

PROPERTY MANAGER’S ROLE 

The role of the Property Manager is to assist the Board of Directors in the operation and administration of 
the property and all assets.  On behalf of the Condominium Corporation, the Property Manager collects the 
condo fees, maintains  the owner’s register, assists with the preparation of the corporation’s draft budget and 
asset maintenance schedule, pays all bills, assists in the preparation of tenders, supervises contract work, 
and oversees any staff that the corporation may hire.

The Property Manager enforces the Condominium Act, the Condominium’s Declaration, By-Laws, Rules & 
Regulations and communicates to the residents as directed by the Board of Directors.

The Property Manager is responsible for the common elements, and not for anything that happens in your 
unit unless a common element is involved, i.e., balcony problem.  The Property Manager can recommend 
competent service personnel for repair, maintenance and renovating jobs in your unit.  Should there be an 
emergency of any kind in your unit while you are absent, the Property Manager may have to gain access 
quickly.  It is advisable to leave an extra unit key with your neighbour should you be absent for a long 
period of time.  No one wants their unit door damaged, and as owners, you will be liable for the cost of 
repair.

Should there be any queries regarding the running of Rideau Gate, or questions regarding moving, renting 
your unit, or renovating, these should be directed to the Property Manager.  Remember, if you are 
renovating kitchens or bathrooms especially, the Habitat for Humanity welcomes contributions such as 
sinks, toilets, bathtubs, carpets and kitchen cabinets, etc.  Under no circumstances is any contractor that you 
hire allowed to deposit any of these items or others, in the building dumpster which is located in the garage
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Property Manager’s Official Duties 

enforces By-Laws, Rules & Regulations and Declaration and carries out Board instructions;
attends monthly Board meetings as well as the Annual General Meeting’;
supervises building janitorial personnel;
inspects Rideau Gate site regularly and supplies Board with reports;
issues work orders and hires contractors for required jobs, when approved by the Board;
assists in preparing the annual budget;
collects and deposits all revenues, pays all accounts;
general assistance as required to the Board;
responds to all complaints/comments by owners/residents concerning common elements; and
periodically distributes communications to all resident/owners of Rideau Gate.
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FINANCIAL CONSIDERATIONS

The Condominium Corporation collects monies in two ways:
condominium fees, and
special assessments

Condominium Fees (common charges) 
Common charges are levied on all unit owners proportionate to their interest in the property.  Every month 
each unit owner pays what is generally referred to as a Condominium Fee.  The amount is, more precisely, 
an Assessment of Common Expenses, and covers maintenance to the exterior of units and all common 
areas.  Also covered by these charges are water (including water used by all residents and common 
elements), electricity for common elements, snow removal, garbage collection, insurance for the common 
elements and the building, legal and accounting services, and the property management firm.  The Board 
sets condominium fees based on the total cost of projected services and maintenance over the coming year.  
The amount you pay in common charges depends on the percentage of the condo that you own.  This 
percentage is stated in Schedule D of the Declaration.  Also included in the condominium fee is a 
mandatory allocation to the corporation’s Reserve Fund.  The Reserve Fund is used to cover large 
expenditures related to maintaining safety, appearance, and ultimately, the investment value of your 
property. 

Owners are encouraged to pay their fees by automatic payment, but you can also submit twelve post-dated 
cheques made payable to the Carleton Condominium Corporation 423 at the beginning of each financial 
year, which at the Rideau Gate runs from May 1st to April 30th.  All payments are made through the Property 
Manager.  A charge is levied for late payments or for cheques returned by the bank (Rules & Regulations 
20, & 26 refers).  The Board of Directors is responsible to the corporation for ensuring that all revenues are 
received. Under Section 85 of the Condominium Act (http://www.e-
laws.gov.on.ca/html/statutes/french/elaws_statutes_98c19_f.htm#s85s1), when an owner defaults in his/her 
obligation to contribute to the corporation towards the common expenses, the corporation will assess a lien 
for the unpaid amount (if filed within three months of the defaults) against his/her unit and its appurtenant 
common interest, together with all reasonable costs, charges, and expenses incurred by the corporation in 
connection with the collection or attempted collection of the unpaid amount.

Special Assessments 
The Corporation may also assess and levy against the owners a special assessment to cover any common 
expenses that may exceed those estimated in the budget statement, or for a specific rationale outlined to 
owners.  The amounts and times of assessment will be determined by the Board of Directors as deemed 
necessary.  What you as a unit owner would contribute depends on the percentage of the condominium that 
you own.  A good Reserve Fund Study is the best safeguard against special assessments.

RESERVE FUND 

It is required by law that all Condominium Corporations have a Reserve Fund Study carried out, and the 
Rideau Gate is no exception.  This study estimates the condominium’s long term operating requirements as 
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accurately as possible, and prepares the corporation for major repairs and replacement of the common 
elements.  The law has two relevant requirements regarding this fund, that the amount set aside must be 
adequate to meet expected requirements, and in the unlikely event that there is no expected requirements, 
the contribution towards the reserve fund must not be less than ten percent (10%) of the amount required for 
contributions to the common expenses, exclusive of the reserve fund (http://www.e-
laws.gov.on.ca/html/statutes/french/elaws_statutes_98c19_e.htm#s93s1).

AUDITS 

While the Property Manager is responsible for producing the corporation’s accounts, with the involvement 
of the Treasurer, the books are audited by an independent auditor, elected by the owners at the Annual 
General Meeting.
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APPENDIX A: RULES AND REGULATIONS
The following rules and regulations shall be observed by the owners and the term "owner" shall include the 
owner or any other person occupying the unit with the owner's approval:

1. The water closets and other water apparatus shall not be used for purposes other than those for 
which they are constructed and no sweepings, garbage, rubbish, rags, ashes or other substances shall be 
thrown therein.  Any damage resulting to them from misuse or from unusual or unreasonable use shall be 
borne by the owner who, or whose family, guests, visitors, servants, clerks or agents shall cause it.

2. No owner shall do, or permit anything to be done in his unit or bring or keep anything therein which 
will in any way increase the risk of fire or the rate of fire insurance on any building or property kept therein, 
or obstruct or interfere with the rights of other owners, or in any way injure or annoy them, or conflict with 
the laws relating to fire or with the regulations of the Fire Department or with any insurance policy carried 
by the Corporation or any owner or conflict with any of the rules or ordinances of the Board of Health or 
with any statute or municipal by-law.

3. a) Nothing shall be placed on the outside of window sills, balconies, terraces or other 
projections from the building.
b) Covered balconies: no awnings or shades shall be installed.
c) Windows: no awnings or shades shall be installed outside the windows.
d) Terraces and uncovered balconies: with the prior written approval of the Board, awnings and 
shades of a colour, quality and design established by the Board may be installed.  Any damage 
caused by, or resulting from, such installation is the liability of the owner.
e) Windscreens shall not be installed on any balcony or terrace.

4. Water shall not be left running unless in actual use.

5. The owner shall not place, leave or permit to be placed or left in or upon the common elements 
including those of which s/he has the exclusive use, any debris, refuse or garbage, except on days 
designated by the board or the manager as garbage pick-up days when s/he shall directly carry or place same 
in any area designated by the Corporation as a central garbage depository.  Such debris, refuse or garbage 
shall be contained in properly tied polyethylene or plastic garbage bags not exceeding twenty-five (25) 
pounds per bag in weight.  Where such debris, refuse or garbage consists of packing cartons or crates, the 
owner shall arrange with the manager for a pick-up thereof and such packing cartons or crates shall in any 
event not be left outside the unit.

6. Owners, their families, guests, visitors and servants shall not create or permit the creation of or 
continuation of any noise or nuisance which, in the opinion of the board or the manager, may or does 
disturb the comfort or quiet enjoyment of the property by other owners, their families, guests, visitors, 
servants and persons having business with them.

7. Nothing shall be thrown out of the windows or doors of the buildings.
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8. Owners shall not overload existing electrical circuits.

9. No auction sale shall be held on the property.

10. No stores of coal or any combustible or offensive goods, provisions or materials shall be kept on the 
property.

11. No noise, caused by any instrument or other device, or otherwise, that in the opinion of the board 
may be calculated to disturb the comfort of the other owners, shall be permitted.

12. The sidewalks, entry, passageways, walkways and driveways used in common by the owners shall 
not be obstructed by any of the owners or used by them for any purpose other than for ingress or egress to 
and from the building.

13. No mops, brooms, dusters, rugs or bedding shall be shaken or beaten from any window, door, or 
those parts of the common elements over which the owner has exclusive use.  No hanging or drying of 
clothes is allowed on any part of the common elements, including those parts of the common elements over 
which the owner has exclusive use.  Only seasonal furniture is allowed on balconies and balconies shall not 
be used for storage.

14. No trailers, and no motorized vehicles or motorized equipment of any kind, other than a private 
passenger vehicle or station wagon, shall be parked on any part of the common elements, including the 
designated parking spaces or those portions of the common elements over which the owner has exclusive 
use, nor shall any repairs be made to any motor vehicle of any kind on any part of the common elements and 
no motor vehicle of any kind shall be driven on any part of the common elements other than on a driveway 
or parking space.

15. No television antenna, aerial, tower or similar structure and appurtenances thereto shall be erected 
on or fastened to any unit or on to any portion of the common elements, except by the Corporation in 
connection with a common television cable system.

16. No one shall harm, mutilate, destroy, alter or litter any of the landscaping work on the property, 
including grass, trees, shrubs, hedges, flowers or flower beds.

17. No building or structure or tent shall be erected and no trailer either with or without living, sleeping 
or eating accommodations shall be placed, located, kept or maintained on the common elements.

18. Any loss, cost or damages incurred by the Corporation by reason of a breach of any rules and 
regulations in force from time to time by any owner, his family, guests, servants, agents or occupants of his 
unit shall be borne by such owner and may be recovered by the Corporation against such owner in the same 
manner as common expenses.
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19. No unit owner shall replace wall-to-wall carpeting with any other type of floor covering without the 
prior written approval of the board.  Said approval may be withheld in the event that the owner has not 
installed sufficient noise attenuation material between the proposed floor covering and the floor below.

20. An administration fee of TWENTY-FIVE (25) DOLLARS, in addition to any bank charges, shall be 
levied by the Corporation for any cheque returned by the bank, where such cheque was made in settlement 
of monthly common expense contributions.

21. No animal, livestock or fowl other than a domestic animal kept as a pet shall be kept on the property 
and no pet that is deemed, by the Board of Directors in its absolute discretion to be a nuisance, shall be kept 
by any owner of any unit or in any other part of the property.  The domestic animal must be carried in the 
common areas.

22. No structures, planters or plant containers can be affixed temporarily or permanently to the walls or 
flashing of your exclusive use balcony area.
 
Reasonably sized plant containers may only be suspended on the inside of the railings providing it does not 
cause damage to the railing.
 
It is imperative that the soil from the plants be kept in the pots.  If soil ends up on the floor of your balcony 
or terrace it must be cleaned immediately as it can cause damage to the buildings drainage system. 

23. No unit owner shall make any alteration to any area of the common elements without prior written 
consent from the Board of Directors.  Requests for alterations to the common elements must be made in 
writing by the unit owner to the Board of Directors.  Owners that wish, at their own expense, to paint the 
concrete balcony ceiling of their units, must consult the Board of Directors as to colour and type of paint to 
be used.  Should the Board of Directors approve the individual painting of balcony ceilings, it is understood 
and agreed by said owners that if the paint application shows signs of deterioration, then the said owners 
must at their expense, scrape and repaint within 20 days of notice from the Directors.

24. A mailbox shall be provided in which residents may deposit correspondence and payments 
pertaining to condominium business.

25. When residents move in or out of units, residents or owners shall take the following steps:
I. Notify the manager of your moving time at least two weeks ahead of your moving date and 

intended time.
II. You will be asked to provide a damage deposit of $100 in advance of your move, which will 

normally be returned to you when the move is completed if no damage has occurred.  If 
damage has been caused by the move, the cost of repairs will first be deducted from the 
deposit and any additional costs charged to you.

III. Due to the risk of damage to the lobby’s marble floor tiles and to the outside entrance way, 
the front door may not be used for moves.  All moves are to be through the garage entrance 
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(Donald Street) for the delivery and removal of furniture and other property.   Use of the 
garage entrance is also required for all non- move related deliveries and removal of furniture.

IV. For security purposes, the manager will arrange for the supervision of the move (monitoring 
of the open garage entrance).  A charge (separate from the damage deposit) will apply as 
follows:

A. For moves during the week between the hours of 8 AM and 6 PM that do not exceed 
3 hours in length, there will be no charge.  After three hours, a charge of $15 per 
hour for each hour exceeding three hours.

B. For moves during the week after 6 PM, a base charge of $50 for moves that do not 
exceed 3 hours in length and a charge of $15 per hour for each hour exceeding 
three hours.

C. For moves on weekends, a base charge of $100 for moves that do not exceed 3 hours 
in length and a charge of $25 per hour for each hour exceeding three hours.

D. For moves on statutory holidays, a base charge of $150 for moves that do not exceed 
3 hours in length and a charge of $25 per hour for each hour exceeding three 
hours.

26. Monthly condominium fees are payable on the first day of every month.  Effective March 1, 2013, 
an arrears fee of $75.00 per month will be added to the owner’s account if the monthly condominium fee is 
not paid by the 1st of the month.  

Furthermore, from time to time, the Corporation may require the assessment and collection of additional 
funds to cover the costs related to the repair and/or replacement of major building components.  Effective 
March 1, 2013, an arrears fee of 10% of the original amount owing will be added to the owner’s account 
each month if the special levy has not been paid by the due date specified.

These arrears fees are intended to ensure that all condominium fees and special levies are received on time 
so that the Corporation has the necessary funds on hand for its day-to-day operations.  

27. No signs shall be placed on the outside of the building or on the common grounds.  Lockboxes may 
not be installed on any part of the common elements to which non-residents have access.

28. All window hangings, drapery linings, curtains or other window coverings, visible from the outside, 
must be white or off white in colour.
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APPENDIX B: CORPORATION DOCUMENTS
Condominium Act: This is the legislation governing the administration and operation  of 

condominiums in the province of Ontario.  The official text, which also 
contains relevant regulations, is available at http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_98c19_e.htm#BK0.

Declaration: Whose registration constitutes Carleton Condominium Corporation 
No. 423 as a legal entity, and sets out the basic provisions respecting 
occupancy and ownership, as required under Section 7 of the Condominium 
Act (http://www.e-
laws.gov.on.ca/html/statutes/english/elaws_statutes_98c19_e.htm#BK9).  It 
describes the boundaries of units and the percentage of contributions to 
common expenses.

By-Laws: In accordance with the Condominium Act, establishes the terms of
reference of the Board of Directors for managing the affairs of
the condominium, and the liability of owners for damage they 
cause to the common elements.  From time-to-time the Board of
Directors is empowered to pass by-laws, but these must comply
with the Condominium Act and the Condominium Declaration.  
Please consult your by-laws for further details on how by-laws
are introduced, amended and passed.

Rules & Regulations: Give specific direction on owner responsibilities regarding use
of common elements.  A complete list of the Rules and
Regulations is attached as Appendix A of this handbook.

You should have received a copy of both the Declaration and the By-Laws as part of the legal 
documentation when you purchased your unit.  Should you not have these documents, please check with 
your lawyer.  You may contact the Property Manager regarding having photocopies made at your expense.

The Board makes rules to promote the safety, security and welfare of the owners, and of the property, for 
the purpose of preventing unreasonable interference with the use and enjoyment of the common elements, 
and to ensure the safety or privacy of other units.
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APPENDIX C: RENOVATION APPROVAL

 CCC No. 423
Application to Modify Elements (revised Feb. 2007)

Please note:

1. Owners must obtain signed approval from the Board prior to starting any modification to the 
unit. Modifications include attaching any object to the exterior surfaces of the building or fence, or 
changes to the landscaping inside or outside the exclusive-use area.  Please check the Modifications 
By-Law.

2. Structural Modifications:  In accordance with the Declaration, Art. XV,(b): No owner shall make 
any structural change in or to his unit ….. without the prior written consent of the Board of 
Directors.

3. Electrical work:  In accordance with the Electrical Safety Authority: A permit is required before 
performing any electrical work in your unit, and a certificate of inspection must be obtained after 
the work is complete.  The above would normally be the responsibility of a qualified certified 
electrician, however the home-owner must also abide by this regulation if undertaking the work 
themselves.  Please call ESA at 1877-372-7233 for details.

4. By signing this form below, the owner agrees to the terms and conditions on page two of this 
form.

(Print) Name of Unit Owner: Modification to 
__________________

Address of Unit Owner (if different from above): 
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Description of the Proposed Modification (Please describe the modification in full, and include a 
drawing and/or a photograph where applicable, and copies of any supplier documents or specifications.  If 
additional space is required, please attach an information sheet to this application.)

Signature of the Unit Owner: Telephone Number: Date:

Response of the Board, CCC#423:

(Signed) Approval on Behalf of the Board, CCC#423: Position: Date:

TERMS AND CONDITIONS

The within approval (herein called the Modification(s) is subject to the following terms and conditions and any unit owner carrying out, or having 

carried out, any such modification(s) agrees with the Corporation and all other unit owners, on his/her own behalf and on behalf of his/her 

successors and assigns, to be bound by and to comply with all such terms and conditions, namely:

1. No modification shall be made or kept except with the prior written approval of the Corporation, such approval to be at the sole 

discretion of the Board.  The modification shall comply with all plans, drawings, specifications, and/or other requirements as may be approved in 

writing by the Board or as may be set forth in the By-laws, Rules or Policies of the Corporation.  Furthermore, prior to proceeding with the 

modification, the owner shall obtain and provide to the Corporation such permits and professional certificates as may be requested in writing by 

the Board.

2. All modifications shall comply with all municipal, provincial and federal legislation, including all municipal By-Laws and building 

regulations.  The owner shall investigate and determine all occupational health and safety requirements that apply to any work related to the 

modification (including work related to installation, repair or maintenance of the modification) and shall ensure that all of those requirements are 

met.

3. The modification shall be maintained and repaired in a good and safe condition by the owner at the owner's sole expense.  

Notwithstanding the provisions of the Act and Declaration and By-Laws of the Corporation, the Corporation shall not be responsible to maintain 

or repair the modification, nor shall the Corporation be responsible to obtain any insurance with respect to the modification.  The modification 

shall be at the sole risk and expense of the owner and the modification shall be owned by the owner.

4. In the event that the owner fails to maintain or repair the modification as required herein, the Corporation may, at its option and after 

notifying the owner and affording the owner a reasonable opportunity to effect such maintenance or repair, carry out such maintenance or repair 
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and all costs and expenses incurred by the Corporation in arranging and carrying out the maintenance or repair shall be payable to the 

Corporation by the owner and shall be collectible in accordance with the Condominium Act.

5. The owner shall obtain insurance against any and all risks of damage or harm to persons, property, or any other liability, which may 

arise in connection with the modification.  The owner shall provide to the Corporation proof satisfactory to the Corporation that such insurance is 

in place within a reasonable period of time following any request by the Corporation for such proof.

6. The owner shall fully and completely indemnify and save harmless the Corporation from and against any and all loss, costs, 

expenses, claims or damages, of whatever kind and however arising, as a result of a breach of any of these terms and conditions, or otherwise 

relating to the modification, including any claims against the Corporation for damages resulting from, caused by, or associated with the 

modification.  Without limiting the generality of the foregoing, the owner shall be responsible for all costs and expenses incurred in order to 

remove the modification to afford the Corporation access to any portion of the property (for the purposes of carrying out repair or maintenance, 

or for any other reason) as well as reinstatement of the modification (if desired), and the Corporation shall have no obligation for any damage 

which may be caused to the modification as a result of any such required access.

7. Any amounts owing to the Corporation by the owner as a result of these terms and conditions shall be added to the owner's common 

expenses and shall be collectible against the owner, together with all reasonable costs, charges and expenses incurred by the Corporation in 

connection with the collection or attempted collections of the amount, in the same manner as common expenses, including by way of 

Condominium lien in accordance with the Condominium Act.

8. In addition to any other rights and remedies available to the Corporation hereunder or otherwise, in the event that the owner 

contravenes any of the within terms and conditions, the Corporation shall be entitled, upon ten days written notice to the owner, to remove the 

modification and to restore the common elements to their previous condition.  All costs and expenses associated with such removal and 

restoration shall be the responsibility of the owner and shall be payable by the owner to the Corporation, and collectible in accordance with 

Article IV (7) hereof.

9. The modification shall be carried out at the sole risk and expense of the owner.

10. All of these terms and conditions shall be binding upon the successors, assigns and transferees of the owner. 
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APPENDIX D: IMPORTANT PHONE NUMBERS
PROPERTY MANAGER Kimberly Renwick
Condominium Management Group
335 Catherine Street, Suite 200
Ottawa, Ontario
K1R 5T4
KRenwick@condogroup.ca

Office 613-237-9519 Extension 287

Emergency 613-762-5704

Fax 613-237-3533

E-mail cmg@condogroup.ca

Web: http://condogroup.ca

EMERGENCIES

Police/Ambulance/Fire 9-1-1

Vanier Police 613-236-1222 (extension 5809)

Medeco Locksmith Contact property manager

City of Ottawa 613-580-2400


