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APPENDIX A: Sleeping Area / 
Personal Space Examples 
The following examples illustrate

•	 Single bed configurations that comply with personal space requirements  
(i.e., a minimum of 3.75 m.2 or 37.7 ft.2 per person), with a minimum lateral 
separation distance of 0.75 m. (2.5 ft.) between closest sides of adjacent beds

•	 Bunk bed configurations that comply with personal space requirements;

•	 Separation distance between top and bottom bunks (i.e., a minimum of 1.1 m.  
(3.5 ft.) of overhead clearance).

In the illustrated examples, the following symbols mean:

	 Allocated personal space (a minimum of 3.75 m.2  or  37.7 ft.2)

	 Single bed

	 Bunk bed

	 Lateral separation distance (a minimum of 0.75 m. or 2.5 ft.)

	 Wall

	 Ceiling

	 Floor

	 Window

	 Door/entrance
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Single Bed Configurations

Examples that Comply with Sleeping Area / Personal Space 
Requirements

In the following examples, beds are arranged in an alternating ‘head-to-toe’ arrangement to 
minimize transmission of communicable diseases.

Example A:  10 single beds / 10 clients

 
•	 	Example A meets the personal  

space requirements and separation 
distance requirements between beds.

•	 Example A allows for better flow of  
foot traffic (e.g., in event of  
evacuation) and facilitates more 
respectful (i.e., less disruptive)  
and efficient bed checks than  
example B.

Example B:  10 single beds / 10 clients

•	 Example B meets the personal  
space requirements and exceeds 
separation distance requirements 
between beds.

•	 Example B results in more obstructed 
flow (e.g., in event of evacuation)  
and may result in more disruptive  
bed checks.

•	 Beds nearest the window have 
been moved aside to allow 
adequate clearance around the  
window (e.g., facilitates easy 
access to window).
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Bunk Bed Configurations

Examples that Comply with Sleeping Area / Personal Space 
Requirements

In the following examples, bunks are arranged in an alternating “head-to-toe” arrangement 
to minimize transmission of communicable diseases.

Example C:  5 bunk beds / 10 clients

•	 Example C meets the personal  
space requirements and separation 
distance requirements between beds.

•	 Example C places beds closer  
together to free up floor space.  
Since space standards apply per  
person, not per bed, the number of  
bunk beds is limited to five (5).  
Therefore, the freed up floor space  
be used to house lockers, dresser or 
other furniture, but not more beds.

Example D:  5 bunk beds / 10 clients

•	 Example D meets the personal  
space requirements and exceeds 
separation distance requirements 
between beds.
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Overhead Separation Distance

Bunk Beds

In the following examples, a minimum clearance of 1.1 m. (3.5 ft.) exists between the 
top of a bed frame to the lowest hanging section of an overhead object (e.g., upper bunk 
frame, light fixture, bulkhead, air duct, plumbing, etc.)

Example E: Overhead Separation Distance

1.1 m.

1.1 m.

•	 The minimum overhead clearance  
for the lower bunk is measured from  
the top of the lower bunk frame to the 
underside of the upper bunk frame.

•	 The minimum overhead clearance for  
the upper bunk is measured from the  
top of the upper bunk frame to the 
underside of the ceiling.

Example F: Overhead Separation Distance

1.1 m.

Air duct

1.1 m.

•	 The minimum overhead clearance  
for the lower bunk is measured from 
the top of the lower bunk frame to the 
underside of the upper bunk frame.

•	 The minimum overhead clearance for  
the upper bunk is measured from the  
top of the upper bunk frame to the 
underside of the air duct.

O
verhead Separation D

istance
A
PPEN

D
IX A: Sleeping A

rea/Personal  
Space E

xam
ples


	Acknowledgments
	Contents
	Preamble	i	
	1	Policy Context	3
	1.1	Housing Opportunities Toronto and the Toronto Housing Charter	3
	1.2	Housing First	3
	1.3	Housing Stability Service Planning Framework	3

	2	Toronto’s Shelter System	7
	2.1	Types of Shelters	7
	2.2	Sectors of the Shelter System	7
	2.3	Roles, Rights and Responsibilities	7
	2.3.1	Role of the City of Toronto	7
	2.3.2	Role of Shelter Providers	8

	2.4	Quality Assurance	8
	2.4.1	Program Reviews	9
	2.4.2	Site Reviews	9
	2.4.3	Organizational Reviews	9
	2.4.4	Shelter Monitoring Plan	9
	2.4.5	Updating the Toronto Shelter Standards (TSS)	9
	2.4.6	Shelter Management Information System (SMIS)	10


	3	Defined Terms	13
	4	Applicable Legislation	23
	4.1	Federal Legislation	23
	4.2	Provincial Legislation	23
	4.3	Municipal Legislation	24
	4.4	Standards, Policies and Guidelines	24

	5	Principles of Service Delivery	27
	5.1	Respect and Dignity	27
	5.2	Client-Centered Service	27
	5.3	Housing First	28
	5.4	Access to Shelter Services	28
	5.5	Service Quality	29
	5.6	Collaboration, Community Engagement and Partnerships	29

	6	Client Rights and Responsibilities	33
	6.1	Client Input	34

	7	Complaints and Appeals	37
	8	Access Requests and Customer Service	41
	8.1	Intake/Assessment	41
	8.2	Referrals	43
	8.3	Admission	44
	8.3.1	Queue Administration and Held Beds	45
	8.3.2	Curfew	46
	8.3.3	Occupied Bed	47
	8.3.4	Leave with Permission	47
	8.3.5	Length of Stay	48
	8.3.6	Daytime Access	48

	8.4	Discharge	48
	8.4.1	Planned Discharges	49
	8.4.2	Service Restrictions	50

	8.5	Extreme Weather	52

	9	Basic Needs and Services	55
	9.1	Personal Needs	55
	9.1.1	Bedding	55
	9.1.2	Toiletries and Hygiene	55
	9.1.3	Clothing and Sundry Items	56

	9.2	Food, Diet and Nutrition	56
	9.2.1	Meal Program	57
	9.2.2	Dietary Restrictions and Accommodation	57
	9.2.3	Food Safety	58

	9.3	Client Privacy and Personal Space	59
	9.3.1	Sleeping Areas and Beds	59
	9.3.2	Washrooms	61


	10	Case Management, Supports and Services	65
	10.1	Case Management and Service Planning	65
	10.2	Health and Mental Health Services	68
	10.2.1	Harm Reduction	69
	10.2.2	Abstinence	70
	10.2.3	Client Medication	70
	10.2.4	Secure Storage and Disposal of Medication	71
	10.2.5	Medication Management Program	72

	10.3	Specialized Program Requirements	72
	10.3.1	Family Shelters	72
	10.3.2	Children’s Services and Program	73
	10.3.3	LGBTQ2S Clients	75
	10.3.4	Financial/Savings Programs	76


	11	Health and Safety	79
	11.1	Health Standards	79
	11.2	Safety Standards	80
	11.2.1	Weapons and Prohibited Items	81

	11.3	Facilities Management	81
	11.3.1	Custodial Services	82
	11.3.2	Maintenance	82

	11.4	Emergency Preparedness and Business Continuity	83

	12	Administration	89
	12.1	Board Requirements	89
	12.2	Organizational Requirements	90
	12.2.1	Financial Accountability	90
	12.2.2	Program Accountability	90
	12.2.3	Property Management and Capital Planning	91
	12.2.4	Neighbourhood Issues	91

	12.3	Conflict of Interest	91
	12.4	Human Resources	92
	12.4.1	Staff Code of Conduct	93
	12.4.2	Training	94

	12.5	Documentation and Reporting	95
	12.5.1	SMIS	95
	12.5.2	Incident Reporting	96
	12.5.3	Service Disruption	96

	12.6	Privacy and Confidentiality of Client Information	97
	12.6.1	Client Information and Files	97
	12.6.2	Collection of Client Information	97
	12.6.3	Storage of Client Information	98
	12.6.4	Sharing/Disclosure of Client Information	98


	Appendix A:	Sleeping Area / Personal Space Examples	103
	Appendix B:	Training Matrix	107
	Appendix C:	Forms and Templates	109
	Appendix D:	Links to References and Resources	111
	Appendix E: 	In Effect Dates	112



