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1. Read the Community Care and Assisted Living Act and the Residential Care Regulation. 

2. Complete the “Application for a Community Care Facility Licence” form and the “Building Property Information” 
form.  These forms must have all sections completed and be signed, as they are legal documents. 

3. Contact your local Municipal Office regarding any zoning approval, building permits, occupancy permits or 
business licences that may be required.  Have the “Municipal Zoning Approval Form” (copy enclosed) signed and 
stamped by your local Municipal Zoning Department. 

4. For applicants in Nanaimo, Victoria, and the rest of the South Island Region, once an application has been 
received, the Vancouver Island Health Authority Licensing Office will contact the local municipal fire departments 
to arrange for a fire inspection of the proposed facility. 

In all other areas of the Health Authority, applicants are requested to take the “Fire Approval” form (copy 
enclosed) to their local fire department and arrange for its completion. 

Applicants who live in areas where there is no fire department (unincorporated areas) should contact their 
local Licensing Office regarding the process required to arrange for a Fire Safety Assessment of your facility by a 
private assessor.  Some assessors may charge a fee for this service. 

5. For the proposed Manager – Follow either Step I or II below (as applicable) for the proposed Manager of the 
facility and the documentation to be completed and submitted to Licensing: 

I. If the Applicant/Licensee is hiring a Manager, the Applicant/Licensee and the proposed Manager 
complete and submit to Licensing (using the forms provided in the package) a: 
a)  Licensee and Manager Declaration Letter, and 
b) Licensee and Manager Delegation Letter. 

II. If the Applicant/Licensee and the proposed Manager are the same person (e.g. Owner/Operator),
have the proposed Manager: 
a) Complete and submit the “Application for Assessment of Manager – Residential Care Facilities” form 

(copy enclosed). 
b) Obtain tuberculin screening results and submit a copy of the results. 
c) Request two written references from former employers and one written character reference using the 

forms provided in a plastic sleeve located in the Licensing Package.  Please have the persons providing 
a reference return the form directly to the Licensing Office in the self-addressed envelope provided.  
NOTE:  Prior to distributing the forms to those persons, who will be providing you with 
references, please complete the Facility Name area on the form so that documentation returned 
to the Licensing Office can be appropriately filed with the application.

d) Provide a resume, which includes a record of the person’s work history and submit copies of any 
applicable licences, diplomas or certificates for the Manager. 

e) Enroll in a First Aid course, which meets the requirements set out in Schedule C of the Residential Care 
Regulations, and obtain First Aid Certification, if there is the potential for the Manager to be only staff on 
duty.  Submit a copy of your certificate.  For information on First Aid courses, refer to Schedule C of the 
Residential Care Regulations (copy enclosed). 

f) For Facilities where there are one or more persons in care under the age of 19, including Adult 
Residential Care Facilities who occasionally care for persons under the age of 19 by exemption:
Complete a “Consent to a Criminal Record Check” as follows: 

If the Applicant/Licensee is hiring a Manager use Schedule E forms for all employees.   
Original consents and results are to be retained by the Applicant/Licensee.   
If the Licensee and the Manager are the same person (e.g. Owner/Operator) use a Schedule 
D forms for the Manager and all residents age 12 years and up.  Original consents and results 
are to be submitted to Licensing with the items listed in point # 6 below.   
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All information and copies of forms related to the ‘Criminal Record Check’ process are located 
in a plastic sleeve in the Licensing Package.  Refer to the “Criminal Records Check” Infosheet 
(enclosed) for more information.      

6. For All Residential applicants:  Prepare the following documents which must be submitted as part of the 
application package: 

(a) A copy of the site plan, drawn to scale, of the proposed community care facility, showing all of the 
following:    
(i) The proposed location of the community care facility, including the property boundaries;  
(ii) The location and dimensions of the outdoor recreation area; and 
(iii) The elevation and grade relationships of any building or other structure on the site, and the sound 

levels of the proposed site, if considered necessary by the Medical Health Officer; 
(b)   A copy of the floor plan of the proposed community care facility, drawn to scale, showing all of the 

following: 
(i) For each room, the room’s purpose, its inside dimensions and the location and size of any fixed 

equipment; 
(ii) The width of each hallway and stair; 
(iii) The location and size of windows and the height of windowsills from the floor; 
(iv) The location of toilets, wash basins, containers for soiled clothes and, if applicable, diaper changing 

surfaces;
(v) The location of all exits; 
(vi) The location of all security devices installed for the purposes of monitoring or controlling the 

movements of persons in care including: door and window alarms, video surveillance, and alarm 
control points in relation to electronic monitoring devices worn or carried by persons in care; and 

(vii) The location of any accommodation and washrooms reserved for employees, including the location 
of any accommodation and washrooms reserved for family. 

(c) A statement of projected monthly revenues and expenditures, including the estimated cost of employee 
salaries and benefits, food, utilities, taxes, insurance, maintenance, mortgage principal and interest 
payments, supplies and programs, (sample form enclosed). 

(d) If intending to provide Long Term Care, proof of liability insurance, as required under Section 10 of the 
Residential Care Regulation. 

(e) An employee plan that includes all of the following: 
(i) The proposed number of employees, their qualifications and expected duties; and 
(ii) A supervision and staffing plan, including while persons in care are attending or being transported 

to and from activities located outside the community care facility. 
(f) A copy of the purchase agreement or lease for the community care facility, or if the facility is not yet 

built, for the property on which the facility will be situated.  
(g) A detailed description of type of care to be offered (including relevant details on persons who will be in 

care such as any mobility issues they may have, their level of cognition, etc.) 
(h) If the applicant is a society, a list of the directors.  
(i) If the applicant is a corporation, a list of the directors and officers of the corporation.   

7. Using the Residential Care Regulation and the “Residential Care Inspection Checklist”, prepare the facility for a 
health and safety inspection by a Licensing Officer. 

9. Using the “Residential Care Applicant’s Supporting Documentation Checklist”, ensure that you have all the 
documentation required to submit with your application.  Please keep copies of all documentation submitted to 
this office. 

10. Submit your application to your local Licensing Office (see address blocks below). 

11. If you have questions completing any of these steps, please contact your local Licensing Office.  Once the 
Licensing Officer has received your completed application and supporting documentation, a file will be started for 
your facility.  A Licensing Officer will contact you by telephone to arrange a “Health and Safety Inspection”’ of the 
facility, and any other appointments that are required to complete the Licensing process. 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


