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1.0 Introduction 
   
                     
1.1 Background Information 
 
The term domiciliary hostel emerged in the late 1970s as a catch-phrase for a range of housing operations 
that received funding on a per diem basis to provide shelter and some support for activities of daily living to 
vulnerable adults.  The program has evolved to become permanent housing for vulnerable adults with a range 
of special needs including those with mental illness, physical and/or developmental disabilities and addictions.   
For most of these individuals, it is a matter of no longer being able to live on their own and not yet qualifying 
for placement in long-term facilities. The District Municipality of Muskoka is the Consolidated Municipal 
Service Manager and as such, is responsible for the delivery of social services in Muskoka. Muskoka 
Community Services provides funding for domiciliary care beds through purchase-of-service agreements with 
commercial and non-profit service providers.  The District Municipality of Muskoka is responsible for 
determining eligibility and admission for domiciliary care services.      
 
In 2003, The District Municipality of Muskoka amended its policy on the delivery of our Domiciliary Hostel 
Program.  At that time, it was determined that persons in receipt of assistance through the program would 
continue to receive subsidy as long as they remained financially eligible for assistance and in residence at the 
same hostel. However, all new intake was halted. This direction was primarily struck due to the lack of 
provincial regulatory standards for the Domiciliary Hostel Program.    
 
Recently, there have been some new and important developments in the Domiciliary Hostel Program. The 
Ministry of Community and Social Services has established a new Domiciliary Hostel Program framework, 
which sets out clear and detailed expectations for the Domiciliary Hostel Program including the requirement 
that The District Municipality of Muskoka, in conjunction with our hostel providers, develop and implement 
local standards. The province has also announced that the maximum per diem rate for the hostel program 
has been increased to $46.82 per day. The current operating budget for domiciliary care services in Muskoka 
is approximately $250,000.   
 
1.2 Guiding Principles 
 
Best practice evidence in the provision of housing and supports promotes fostering a level of independence 
for all individuals, including vulnerable adults, in order to facilitate housing retention.  In addition, research has 
demonstrated that the qualities and features of housing settings that produce positive outcomes for 
vulnerable adults include: social support, good housing quality, favourable locations in the community, 
privacy, a small number of tenants and tenant control and choice. 
 
The District Municipality of Muskoka is committed to ensuring that domiciliary care services are delivered in 
ways that support vulnerable adults to maintain housing and to access supports both in the home and 
community that foster and promote independence and social inclusion. Tenants are responsible, as far as 
possible, to maintain their personal well being and to participate in decisions about their personal care and 
health needs. Services are to be provided in an atmosphere of dignity and respect for all tenants.  Tenants’ 
rights and privacy are to be promoted and protected at all times.   
 
The District Municipality of Muskoka values diversity and the importance that this value upholds in the 
delivery of human services. All domiciliary care service providers are expected to comply with Ontario’s 
Human Rights Code, which guarantees equal treatment without discrimination on the following grounds race, 
ancestry, place of origin, colour, ethnic origin, citizenship, creed, sex, sexual orientation, age, record of 
offences, marital status, same sex partnership status, family status, receipt of public assistance or disability.  
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1.3 Purpose of Standards 
 

The purpose of this document is to provide program guidelines and best practice approaches that will ensure 
an accountability framework for domiciliary care services that are being contracted throughout Muskoka. The 
District Municipality of Muskoka has a responsibility to the tenants who are served through our contracted 
domiciliary care service providers that facilities meet acceptable standards.                                                                         
 
The Domiciliary Hostel Guidelines are intended to be in addition to the requirements of any other regulating 
authority or statute.   
 
The District Municipality of Muskoka may, at their discretion, amend or abridge any provision or standard in 
the Guidelines as it applies to a particular hostel or circumstance, provided that all minimum requirements of 
any other regulatory authority or statute are maintained. 

 
This document is designed to provide a comprehensive approach to managing, evaluating, and ensuring 
contract compliance with the District Municipality of Muskoka Domiciliary Care Service Providers. The 
document highlights key administrative standards and procedures required to effectively deliver domiciliary 
services to a resident after entering this system of care and being discharged from this system of care. 
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2.0  Confidentiality and Privacy Act 
 
 

2.1  Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) 
 
In accordance with the Municipal Freedom of Information and Protection of Privacy Act, 
R.S.O. 1990 (MFIPPA) the operator ensures that a written confidentiality policy is in place. 
The collection, use, disclosure, and storage of all personal information under contractual 
arrangement with the District Municipality of Muskoka is subject to MFIPPA The confidentiality 
policy includes statements concerning the privacy, security and confidentiality of resident 
information as well as statements concerning the removal of, or destruction of, hard copy or 
electronic files, and resident access to personal information and records. 
 
The Municipal Freedom of Information and Protection of Privacy Act (MFIPPA) shall allow a 
resident to request the right of access to all or part of their record.   A resident’s personal 
information can only be disclosed with a signed consent from the resident. 
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3.0  Operational Processes 
 
 
 3.1 Initial Eligibility and Intake 

 
The District Municipality of Muskoka staff are responsible for screening and placing a resident 
into their particular home. Initial referrals for placement come from a variety of placements 
including hospital discharge planning departments, other residential facilities, homecare case 
managers, Ontario Works, Ontario Disability Support Program workers, physicians, families 
and friends. All service providers will endeavor to make every attempt to serve individuals 
either by direct service or by referral to other community resources. The District Municipality of 
Muskoka domiciliary care services are based on the following criteria: 

 
• Available funding, and 
• The resident is a minimum of 18 years of age, and 
• Requires assistance in activities of daily living due to the effects of a disability or 

advanced age, and 
• Demonstrated financial need. 

  
Residents in receipt of Ontario Works or in receipt of Ontario Disability Support Program would 
be eligible if they meet the above four criteria. Once eligibility is screened and pre –admission 
information is collected, recorded and disclosed to the District Municipality of Muskoka Case 
Manager – Housing, the resident is immediately admitted to the program’s priority wait list (if 
applicable) to determine subsidy (per diem) and personal needs allowance (PNA) funding.  

 
Residents funded under the Homes for Special Care (HSC) would not qualify for domiciliary 
care services. The Homes for Special Care Program provides long-term and permanent 
residential care to persons discharged from Provincial Psychiatric Hospitals and who require 
supervision or assistance with activities of daily living. This Ministry of Health and Long Term 
Care Program encourages community living by offering a housing alternative to institutional 
care and provides operators, licensed under the HSC Act, with per diem subsidy and personal 
needs allowance funding for their residents.  

 
Approval of applicants rests with The District Municipality of Muskoka staff. 

 
 
         Ongoing Eligibility:  
 
        Muskoka Community Services will make certain that reassessments are conducted from time to 

time, at Muskoka’s discretion, to ensure the term of housing continues to meet the individual’s 
needs. Should such assessment indicate less or more care is required, the Domiciliary Hostel 
support will be discontinued following a reasonable length of time for the tenant’s relocation 
(will not typically exceed 60 days).    
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3.2 Home Criteria 
 

To be eligible to provide housing to individuals, the hostel must be a small retirement home or 
boarding home, or licensed as a Home for Special Care.   The Owner/Operator must 
demonstrate that housing is maintained as per standards outlined by The District Municipality of 
Muskoka. 

 
3.3 Per Diem Subsidy and Personal Needs Allowance 
 

Residents that have been admitted and have met the eligibility criteria will be entitled to the per 
diem subsidy and personal needs allowance (PNA) that is payable to the operator through the 
District Municipality of Muskoka. A resident when deemed eligible and has been admitted to the 
program is required to pay 100% of his or her income to the operator. The service provider 
shall have documented policies and procedures to ensure administration of the personal needs 
allowance.  

 
Attention must be taken when calculating the monthly subsidy and PNA amounts due to the 
operator and resident. From time to time, an operator and resident that has been assessed as 
eligible and has been admitted to the program may not receive subsidy for that particular 
month. This usually occurs when the resident’s income exceeds the total per diem subsidy 
allowable for that month. The resident’s income will not exceed $46.82 per day (based on a 
monthly calculation) plus the $122 PNA allowed in order for the operator and resident to be 
eligible to receive remuneration. Residents would also have their PNA adjusted if income levels 
exceed this monthly calculation. Per diem subsidy rates would change should the minimum per 
diem cap increase. The following are examples on how the per diem subsidy would be 
calculated: 

 
1. June’s per diem (30 days x $46.82) = $1,404.60 

June’s income from the resident       = $1,404.60   
 

               The operator would not be entitled for a subsidy, but the resident would continue to be   
              eligible for the  $122.00 PNA, payable to the operator. 
 

2. August’s per diem (31 days x 46.82) = $1,451.42 
August’s income from the resident    = $1,100.10 

 
The operator would be entitled to $351.42 ($1,451.42 - $1,100.00 = $351.42), in subsidy and 
the resident would be entitled to a PNA of $122.00 payable to the operator.  
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3.4 Invoicing and Billing Procedures 
 
The District Municipality of Muskoka will remit payment to the operator upon submitting 
monthly billing invoices that have been reviewed and approved by the Case Aide – Housing. 
Domiciliary care subsidy is paid in arrears. Service providers are required to submit monthly 
billings between the 1st and 5th of each month for the previous month. Failure to submit 
invoices by the 5th of the month could result in the processing of invoices to be delayed.  If an 
invoice or part of an invoice is rejected by The District Municipality of Muskoka, the service 
provider may be required to submit a clarified, corrected or revised invoice or part invoice that 
is acceptable to The District Municipality of Muskoka within 10 working days of the request.  
 
The District Municipality of Muskoka finance department will remit a monthly domiciliary 
subsidy cheque or direct the deposit to the operator based on that month’s approved billing 
information. It is the responsibility of the operator to provide the PNA portion directly to the 
resident. Detailed PNA ledger information shall be maintained at the operator level for 
verification and audit reviews being conducted by the domiciliary program staff or Ministry of 
Community and Social Services program audit staff.  

 
3.5   Discharge Planning 
 
The domiciliary care service provider will prepare a discharge planning report when a resident 
does not meet the on-going eligibility for the service or they are moving out of the domiciliary 
facility that they are a resident of. The service provider’s responsibility will involve completing 
the proper discharge information report and providing a copy to the resident and The District 
Municipality of Muskoka Case Manager - Housing within 72 hours. 

 
A resident may be discharged for a number of reasons that may include: 
• Resident continues not to comply with house rules and is posing a health and safety risk 
• Resident’s physical and or mental health needs exceed the capacity of the operator’s 

expertise 
• Resident feels that the home no longer meets their need or expectations.  
 

Under these circumstances the operator will prepare the proper discharge report and consult 
with the Case Manager - Housing about appropriate referrals and admission to other services 
for the resident. 
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4.0 Service Provider Standards 
 

 4.1 Tenant Rights and Responsibilities 
 

Every domiciliary care provider shall have house policy procedures and shall have posted in the 
home the Rights and Responsibilities of tenants. At minimum, tenants have the right to: 

 
• Basic needs including food, water and shelter; 
 
• A clear understanding of house rules and tenant responsibilities; 
 
• Be free from discrimination, harassment and be treated in a non-judgmental and 

respectful way; 
 
• Be informed of internal policies and processes for documenting, investigating and 

resolving complaints; 
 
• Contact District of Muskoka staff with concerns that have not been addressed without fear 

of punishment; 
 
• An environment that is free from harassment or discrimination; 
 
• The protection of their privacy; 
 
• Receive a written tenancy agreement; 
 
• Receive a Care Home Information Package (CHIP) which states the agreement between 

the retirement or rest home and the tenant, services being provided, along with costs for 
these services; 

 
• Information on community services and resources; 
 
• Explanation of forms and requests for information; 
  
• The opportunity to set their own goals, make decisions that affect them and receive 

support as they work towards these goals. 
 

At minimum tenants are expected to: 
 
• Follow the rules of the domiciliary hostel; 
• Treat fellow tenants, staff, and volunteers with respect; 
• Respect the home and the personal belongings of others at all times. 
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4.2    Accommodation Standards 
 

• All service providers shall have current documentation verifying that they meet all current 
health, fire, building and zoning regulations. Proof of compliance, with all applicable Codes 
and Acts, must be submitted to The District Municipality of Muskoka  at the time of service 
agreement renewals or as required. 

 
• Annual proof of commercial general liability insurance, including coverage for bodily injury 

and property damage resulting from the operation of the home with an inclusive limit of at 
least  $ 2,000,000.00 per claim or occurrence must be in force at all times when one or 
more tenants are present. Any changes in policy (if applicable) are to be reported to The 
District of Muskoka as soon as possible. 

 
• Service providers will be required to provide proof of insurance annually to The District of 

Muskoka at the time of service agreement renewal or as required. 
 

• All premises are to be clean, sanitary, safe and free of hazards at all times. 
 

• All homes shall meet the Building Code requirements as to the amount of space per 
tenant. 

 
• Each tenant is to be provided with clean sheets, pillowcases, bedding, face cloths and 

towels weekly or more frequently as required. 
 

• Washrooms, including showers, toilets and sinks, are to be provided as per the Building 
Code specifications, including the ratio of fixtures per tenants. 

 
• Access to laundry facilities, including supplies, are to be provided for tenants to launder  
      personal belongings at least once per week without a fee 
 
• A common area for tenants is to be made available. 

 
  4.3 Health and Safety Standards 
 

• Tenants will not possess weapons at any time. Any weapons owned by Owner/Operators 
shall be stored and maintained in accordance with the Firearms Act. 

 
• The home will have a written and posted smoking policy for the tenants. 

 
• Smoking is prohibited in tenant bedrooms. 

 
• The staff and volunteers must be trained on communicable diseases such as TB, HIV, 

Hepatitis B and C, and other outbreaks of infectious diseases.     
 

• Staff must be trained in First Aid, CPR and WHMIS training.  
 

• One staff member with training in First Aid and CPR must be on the premises at all times. 
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• All staff and volunteers will be educated and encouraged to maintain current 
immunizations including vaccination information against Hepatitis B virus and TB 
screening.  

 
• All staff and volunteers must have a copy of a criminal reference check on file prior to 

commencing employment at the home.  
 
• All homes shall have an approved, written and posted fire and emergency evacuation plan 

accessible for staff, volunteers and tenants. 
 

• The home shall have documented medication management and drug storage policy that 
clearly outlines requirements for administration and storage of all medication. 

 
• Adequate staffing levels are to be maintained at all times without exception. 

 
  4.4 Food Safety and Nutritional Standards 

 
• Tenants are to be served a minimum of three meals per day with snacks available 

between each meal. All meals and snacks are to be planned in accordance with the 
standards set out in the most recent version of the Canada Food Guide. 

 
• Alternate choices are to be available for tenants when the tenant has provided reasonable 

advanced notice. 
 

• Food storage and handling should comply with all applicable Regulations and Acts, 
including the Health Protection and Promotion Act. 

 
• Menus are to be planned one week in advance and posted in a conspicuous location in 

the home. Menus are also required to indicate meal times. 
 

• Tenants are to have the option of obtaining a brown bag meal should they be away from 
the home during a regularly scheduled meal time. 

 
• Homes are responsible to ensure that all dietary and serving staff are aware of special 

diets as applicable including religious/cultural observances.  
 

• There is to be a provision of meals, snacks and fluids for tenants who are unable to 
access these independently. 

 
 4.5 Staffing Requirements and Code of Conduct 
 

• Operators must ensure appropriate staffing complement and qualifications that ensures   
      safety and an adequate level of support that is responsive to the level of functionality  
      of the tenants in the hostel at all times. 

 
• Owner/Operators are responsible to develop a staff code of conduct that clearly  
      outlines professional behaviour that all staff is required to adhere to at all times. 
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• The staff code of conduct is to be reviewed with all staff prior to commencing  
      employment and must be posted in a conspicuous place on the premises. 

 
• Unwelcome sexual advances, requests for sexual favours, and other verbal or physical  
      conduct of a sexual nature constitutes sexual harassment. 
 
• Under no exception shall an Operator, or any other hostel staff or volunteers, become                  

                involved in a sexual relationship with a resident. 
  

• Residents shall not be subject to physical restraints of any kind. 
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5.0 Accountability Standards 
 
 
 5.1 The District Municipality of Muskoka Role  
 

• The District Municipality of Muskoka is responsible to oversee and administer the   
      Domiciliary Hostel Program in accordance with The District Municipality of Muskoka 
      standards 

 
• The District Municipality of Muskoka does not directly operate domiciliary hostels in  
      Muskoka.  

 
•  The District Municipality of Muskoka works with Owner/Operators throughout Muskoka   
       to provide support, guidance and resources to assist those operating domiciliary  
       hostels in Muskoka. 
 
• To flow subsidies to providers who the have signed service agreements with The  
      District Municipality of Muskoka. 

 
•  The District Municipality of Muskoka reserves the right to terminate service  
       agreements with providers for non-compliance issues. 

 
•  District of Muskoka staff will visit contracted domiciliary care homes at least annually.  
      Staff will be reviewing operations to ensure compliance with the standards herein. 

 
• At least once per year, District of Muskoka staff will interview tenants who reside in  
     domiciliary hostels under this program to ask questions about the quality of care and  
     services that are provided to them.   

 
5.2  Domiciliary Care Service Provider Role 

 
•  All contracted domiciliary hostel providers shall meet standards and adhere to the    
      conditions outlined in the Request for Service Agreement. 

 
• Domiciliary service providers are required to comply with all applicable federal, provincial, 

municipal laws, bylaws, regulations, codes, orders or directives. 
 

• Domiciliary hostel providers are expected to respond professionally and appropriately to 
all complaints from residents and shall ensure that a formal complaint process is part of 
the operational procedures in which a written record is maintained concerning the 
complaint and a written record is maintained concerning the resolution. 

 
          5.3    Conflict of Interest 
 

Given the nature of care and access to personal property information and health information, 
domiciliary care operators can benefit from a tenant’s information. Access to this information 
cannot be used or cannot be perceived to be used to influence and benefit the personal 
nature of the organization or its owners, directors and employees. To avoid these situations, 
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operators are expected to disclose any perceived conflicts concerning clients of domiciliary 
care services with The District Municipality of Muskoka.  
 
Examples would include such situations as: 

 
• Being appointed as a General Power of Attorney, a Continuing Power of Attorney 

for Property, and/or being appointed as a Power of Attorney for Personal Care; 
 
• Screening and recommending family members to become domiciliary care tenants 

of your facility; 
 
• Not maintaining a current and an up-to-date personal needs allowance general 

ledger to track cash disbursements to tenants;  
 
• Employing the domiciliary care tenant or financially assisting the domiciliary care 

tenant and not disclosing or reporting the income on the monthly tenant billing 
information.     

 
          Care providers are obligated to declare any conflicts of interest they may have to The  
           District Municipality of Muskoka. 
 
          5.4 Service Provider’s Corporate Structure 
 

Domiciliary care contracted services may be awarded to either non-profit or commercial 
operators in The District Municipality of Muskoka. Both types of operators shall meet the 
requirements for governance and business planning requirements. These include: 

 
• Articles of Incorporation under the laws of Ontario and the applicable laws of Canada in 

good standing; 
 
• Registered legal business name or any other name under which it carries on business 

along with the corporate mailing address; 
 
• List of Directors with contact mailing lists and phone numbers, submitted annually to The 

District Municipality of Muskoka; 
 
• Preparation of annual financial statements in accordance to generally accepted 

accounting procedures; 
 
• The right to have The District of Muskoka program staff review financial records, budgets, 

business plans, and other documents upon request; 
 
• Annual proof of insurance providing coverage for a limit of not less than $2,000,000 for 

each occurrence of a claim with a clause that includes The District Municipality of 
Muskoka as additionally insured. 
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          5.5  Serious Occurrences 

 
All homes will have a system in place to record serious and unusual occurrences. The 
recording of these occurrences should include identifying any tenants who were involved in or 
witnessed the occurrence and what actions have been taken by the operator to resolve the 
situation.  

 
The District Municipality of Muskoka must receive a Serious Occurrence Report within 24 
hours of the occurrence.   
 

           Any incidents of a serious nature, including the occurrence of a criminal offense are to          
           be reported immediately to The District of Muskoka Case Manager – Housing. 
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6.0 Application to Become a Domiciliary Care Service Provider 
 

An application to be considered as a District Municipality of Muskoka domiciliary care service 
provider can be made directly to The District Municipality of Muskoka’s Community Services 
Department. Applications are available upon request. An application does not guarantee 
status as a District Municipality of Muskoka domiciliary care service provider.  
 
Many factors are considered before an application is awarded a service contract with The 
District Municipality of Muskoka. All applications are acknowledged, reviewed and kept on file 
for future consideration.  
 
See Appendix A. 
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 7.0   District of Muskoka Standards 

 
 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

May  2008     Domiciliary Hostel 
Operator’s Handbook and Standards 



 
8.0  Glossary of Terms 
 
This glossary of terms is intended to support the Domiciliary Hostel Standards by providing a clear 
understanding of some key vocabulary and expressions as understood by The  District Municipality of 
Muskoka. 
 
Agreement: A mutual and legally binding understanding between The District of Muskoka and the 
Owner/Operator as to their respective rights and obligations. 
 
CMSM: Refers to Consolidated Municipal Service Manager. 
 
Common Areas: Areas located in a Domiciliary Hostel where more than one tenant may congregate at a 
time, for example, sitting rooms, dining rooms, and outdoor areas. 
 
Compliance: Statement outlining requirements of Owner/Operators under the Domiciliary Hostel Program. 
 
Communicable Diseases: Diseases and conditions that are required to be reported to local health 
authorities. 
 
Domiciliary Hostel: A facility operated independently of The District of Municipality Muskoka by the 
Owner/Operator as set forth in an Agreement between the Owner/Operator and The District of Muskoka. 
 
Inspection: A visit to the Domiciliary Hostel by The District Municipality of Muskoka staff, for the purpose of 
conducting a review of service records, tenant records, policies and procedures for the purpose of 
determining if contractual obligations including compliance with Domiciliary Hostel Standards are being met. 
 
Ministry: The Ministry of Community and Social Services of the Province of Ontario. 
 
Owner/Operator: The Owner/Operator under an Agreement with The District Municipality of Muskoka. 
 
Per Diem Amount: An amount calculated in accordance with the formula set out in the Domiciliary Hostel 
Agreement that is payable by The District of Muskoka to the Owner/Operator for the provision of services 
rendered pursuant to the Agreement. 
 
Personal Needs Allowance: The monthly amount set out in the Agreement for the subsidized tenant’s 
personal use.  
 
Service Agreement: Agreement entered into by The District Municipality of Muskoka and Owner/Operators 
with respect to provision of service to eligible persons who are part of the Domiciliary Hostel Program. 
 
Tenant: A person, who is 18 years of age and over, and determined by The District of Muskoka, in its sole 
discretion, to be eligible under the Domiciliary Hostel Program.  
 
The District of Muskoka:  Short form referring to The District Municipality of Muskoka; also known as 
Muskoka. 
 
Trustee:  A guardian of property duly appointed under the Substitute Decisions Act, S.O. 1992, c. 30, and 
regulations thereto, as amended from time to time, an attorney under a continuing power of attorney, a 
trustee duly appointed under a statute, a will or other instrument, as the case may be.  
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Trusteeship Agreement: An agreement signed by a person appointed to oversee a tenant’s financial 
matters while residing in a Domiciliary Hostel. Those signing trusteeship agreements are required to comply 
with rules and regulations of such agreements.  
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9.0 Appendices 
 
Appendix A – Request for Service Agreement 
Appendix B - Intake Referral Form 
Appendix C - Consent to Disclose and Verify Information 
Appendix D - Serious Occurrence Reporting Form 
Appendix E - Tenant Consent for Owner/Operators to Manage PNA 
Appendix F - Tenant PNA Ledger/Record 
Appendix G - Site Inspection Report – Domiciliary Hostels 
Appendix H - Hostel Subsidy Form 
Appendix I – Canada’s Food Guide 
Appendix J – Service Provider Package – Master Copies 

• Sample Tenancy Agreement 
• Sample House Rules 
• Sample Letter of Agreement 
• Sample Staffing Chart 
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Appendix A – Request for Service Agreement 
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Appendix B – Intake Referral Form 
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Appendix C – Consent to Disclose and Verify Information 
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Appendix D – Serious Occurrence Reporting Form 
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Appendix E – Tenant Consent for Owner/Operators to Manage PNA 
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Appendix F – Tenant PNA Ledger/Record 
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Appendix G – Site Inspection Report 
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Appendix G – Site Inspection Report (cont’d) 
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Appendix G – Site Inspection Report (cont’d) 
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Appendix G – Site Inspection Report (cont’d) 
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