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Definitions 

RESPONSIVE MAINTENANCE – URGENT 

United Housing Cooperative is committed to ensuring work that must be attended to immediately 

and where possible completed within 24 hours. In context of the property maintenance policy 

urgent relates to the categories in accordance with Section 3 of the of the Residential Tenancies 

Act 1997 or Department of Human Services Housing Regulations as below, in relation to gas, 

electricity, water, sewerage or security issues. and generally.  In terms of repairs or maintenance 

which if not carried out, could constitute a threat to personal health and safety. The contractor is 

contacted immediately and requested to attend the property to complete the repairs ASAP. In 

some circumstances, Urgent works cannot always be completed immediately e.g. where large 

scale sewerage or drainage works are required or items must be ordered in. If the property 

requires such works, a property assessment may be required and if there is a risk to the safety the 

member will be provided with alternative housing while the works are being completed. 

The following works are categorised as URGENT in accordance with either Section 3 of the 

Residential Tenancies Act 1997 and/or Department of Human Services Housing Regulations: 

 burst water service

 blocked or broken sewerage system or toilet

 serious roof leak

 gas leak

 dangerous electrical fault

 flooding or serious flood damage, serious storm or fire damage

 failure or breakdown of the gas, electricity or water supply to the rented premises

 failure or breakdown of any essential service or appliance provided by the landlord for hot

water, cooking, heating or laundering e.g. a burst hot water service.

 appliance, fitting or fixture provided by the landlord that uses or supplies water that is

malfunctioning in a way that results, or will result, in a substantial amount of water being

wasted

 serious fault in a lift (high rise estates) or staircase in the rented premises

 any fault or damage that makes the rented premises unsafe or insecure

 faulty or broken smoke alarm

 serious damage to external doors or windows

 a serious fault in external stairs, handrails, ramps, pathways which could result in personal

injury

 faulty internal grab rails or shower seats

 public lighting

 lost, stolen or misplaced keys

 broken windows

RESPONSIVE MAINTENANCE – NON-URGENT 

Non-urgent maintenance works or repairs are ordinarily carried out within 14 days, as required by 

the Residential Tenancies Act 1997 (RTA), and usually in response to damage or failure of an 

existing item. Before completing non-urgent responsive maintenance works, staff must be provided 

with access to the property to determine whether the works should be completed as Responsive or 
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Planned Maintenance. Non-urgent works will be assessed and prioritised appropriately within 7 

days from the date on which the request for the works is received by staff. 

 

PLANNED MAINTENANCE 

Planned Maintenance costs are expenses for routine actions that keep building’s assets in their 

original condition; and includes   both routine and preventative maintenance if they are performed 

to restore the asset’s physical condition and/or:  

 Operation to a specified standard 

 Prevent further deterioration 

 Replace or substitute a building element at the end of its “useful life,”  

 Serve as an immediate but temporary repair, or  

 Assess ongoing maintenance requirements.  

 

Maintenance that is not required to be undertaken immediately can be scheduled into Planned 

Maintenance. This may include structural, capital upgrades and planned maintenance works, and 

is often the result of annual property inspections, and tenant requests that have been submitted for 

consideration and approved.  

 

CYCLICAL MAINTENANCE  

Cyclical Maintenance describes various works which are repeated at regular time periods. Cyclical 

Maintenance refers to the repair of the fabric of the external and common parts of a building, this 

may include regular gutter cleaning and checking of gas heaters. Cyclical maintenance periods will 

vary depending on the nature of the task.  

 

CAPITAL UPGRADES  

Capital expenditures or improvements are investments UHC make to increase the value or 

lifecycle of the asset. Capital expenditures or improvements refers to the enhancement of the 

asset’s market value and benefit current and future occupants. In the case of UHC leased 

properties capital upgrades are undertaken however the asset value is not recognised. Capital 

upgrades properties owned/managed by UHC increase the value of an asset and will be 

depreciated.  “Useful life” refers to its lifespan – the length of time that a system or piece of 

equipment is expected to serve its original purpose. Examples include enhancing the quality of 

services, reducing future operating costs, or upgrading essential parts of the asset including 

kitchens, and bathrooms  

 

STRUCTURAL WORKS 

Major maintenance works undertaken by UHC e.g. roof replacement, major plumbing or re-

stumping which are necessary to support structure or any part of the building are considered 

structural. Typically, these works maintain the functions of the building and don’t improve or have 

little impact on the amenity  
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SECTION 1: PRINCIPAL PROPERTY MAINTENANCE POLICY 

 
PURPOSE  

 Ensure all properties owned or managed by United Housing Co-operative (UHC) are secure, 

affordable and well managed housing. 

 Provide a consistent service to agreed UHC standards within available resources 

 Ensure maintenance activities are carried out according to legislative standards  

 Encourage tenant members responsibility for their own property and to participate in decisions 

relating to maintenance for their property. 

 

SCOPE  

This policy applies to all maintenance activities carried out on property assets owned or leased by 

UHC and will also be extended to any future properties added to UHC portfolio. 

 

BACKGROUND / PRINCIPLES  

 Under the terms of the general lease with the Department of Health and Human Services 

(DHHS), UHC is responsible for all property maintenance matters for properties under lease, 

except in exceptional cases subject to DHHS agreement.  

 UHC maintains total responsibility for all maintenance matters on its owned and managed 

properties.  

 All maintenance activities carried out on UHC property assets are to be undertaken in 

compliance with the Residential Tenancies Act RTA (1997) Victoria and DHHS Housing 

Regulations. Unless otherwise stated the RTA applies to all matters contained in this policy 

and procedure. 

 Maintenance planning is based on an assessment of safety considerations, maintaining 

amenity, managing risk and efficient use of available resources within financial constraints 

 The Annual Budget Process and the Asset Management Plan provide a framework for setting 

annual property maintenance spending targets and priorities – refer to Governance Manual.  

 UHC property portfolio includes a majority of detached houses, a smaller number of strata title 

units and an apartment block, located in the western and northern metropolitan of Melbourne. 

Some of the weather board properties under lease are over 100 years old which combined 

with the geological elements of the area necessitates a long term structural maintenance 

reserve and planning.   

 UHC staff are responsible for all operational aspects of property maintenance and 

management. 

 The UHC Property Maintenance and Management Committee works with the staff team to 

provide governance oversight and support; and reports to the Board of Directors on important 

governance and budgetary matters.  
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UHC BUDGET PLANNING FRAMEWORK FOR PROPERTY MAINTENANCE  

UHC has a planned and strategic approach to property management utilising the planning 

framework outlined below: 

Task   

Asset Management Plan review  Q1-Q2 

Program for the comprehensive inspection of all properties to ensure that 

documentation of property condition is completed on all properties in 

accordance with the Residential Tenancies Act 

Q1 – Q3 

Identification of Capital Upgrade Works/Planned Maintenance priorities for 

the coming financial year (Q2-Q3) 

Q2-Q3 

Development of a Planned Maintenance & Capital Upgrade Works Program 

for coming financial year based upon the draft Annual Budget; (Q2-Q3) 

Q2 – Q3  

Development  of  Emergency, Responsive and Vacancy Maintenance 

estimates; (Q3) 

Q3 

The Property Management Plan is then submitted to the Board for formal 

approval as part of the Annual Budget process(Q4) 

Q4 

 

Key  

Q1 – July to September 

Q2 – October to December 

Q3 – January to March 

Q4 – April to June  

 

 

POLICY  

Maintenance Standards  

 All United Housing Co-operative (UHC) properties must meet minimum standards. 

 Maintenance performed on UHC property assets will be monitored and recorded to inform 

performance monitoring, risk management, financial management, and reporting obligations to 

external stakeholders. 

 Vacant properties cannot be re-let until the property meets UHC/RTA minimum standards.   

 

Standard Items  

 UHC maintains a list of standard items reviewed from time to time and applicable to all 

properties owned and managed by UHC.    

 Tenant members may request a variation to a standard item which will be assessed according 

to cost, practicability and other criteria. 

 Any variation to Standard Items will be at the discretion of the General Manager delegated to 

the Property Coordinator and the Tenancy and Property Maintenance Coordinator. 

(Refer to 2. Standard Items Policy)  

 

Uninhabitable Properties 

In the event a property is deemed uninhabitable, appropriate alternative accommodation will be 

provided for the occupants until the property has been made habitable or permanent alternative 

accommodation has been sourced.  
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Tenant Member Consultation and Input to Property Maintenance 

 UHC is committed to member choice and input to property maintenance matters and will 

provide opportunities for personal choice.  

 Maintenance related decisions will provide opportunities for tenant member input into design, 

colour and material selection as far as practicable with regards to legislative standards, future 

use of the property and within available resources such as financial and human resources. 

 Maintenance related decisions will also consider sustainability as well as long term operating 

costs for occupants.  

 

Energy Efficiency and Sustainability  

 UHC is committed to positive environmental outcomes and seeks to actively promote 

sustainability in all things wherever possible.  UHC will support energy efficient solutions to 

property maintenance to reduce the impact on the environment and also to reduce operating 

costs for tenant members.  

 UHC will endeavour to aim for highest energy efficiency star rating when selecting new 

appliances and materials. 

 Where solar PV systems are fitted to properties preference will be given to electric appliances 

rather than gas appliances. 

 

Housing Modifications  

 Maintenance decisions will consider the changing needs of tenant members as well as future 

occupants.  

(Refer:  7. Accessibility Modifications Policy) 

 

Request for Alterations  

Tenant member requests for alterations will be considered on a case by case basis where the 

tenant member assumes responsibility for the cost of the non-standard alterations and they meet 

UHC compliance and minimum standards. 

Re-payment Plan for non-standard alteration requests will be the subject of negotiation.  

 

Contractor Management 

 UHC will maintain a team of approved Tradespeople/Contractors who agree to meet UHC’s 

Contractor Management Policy and standards.  

 Contractors will also be required to meet obligations under the Occupational Health and Safety 

Act. 

(Refer:  4. Contractor Management Policy) 

 

Property Inspection  

 Annual property inspections of properties will be undertaken in compliance with Privacy and 

Data Protection Act 2014 (Vic) and the Residential Tenancies Act (RTA) to monitor the 

condition of properties, ensure they are being maintained to an acceptable UHC standard and 

to identify future maintenance works.   

 Tenant members are able to make specific requests for reasonable adjustments including a 

preference for the staff member(s) who shall conduct the house inspection.   

(Refer: 5. Property Inspection Policy and Procedure)  
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Tenant Damage 

 Where damage is assessed as beyond fair wear and tear, reimbursement will be sought from 

the tenant member as per the RTA.  

(Refer:  Tenant Damage Policy in Tenancy Manual). 

 

Conflict of Interest  

No Director, employee, tradesperson or member in a decision-making capacity is able to exert 

influence on maintenance decisions where a potential conflict of interest exists.  

Where any Director, employee, tradesperson or member attempts to exert undue influence on 

UHC Staff in relation to property maintenance matter, it must be reported to the General Manager.  

  

Disputes and Complaints  

Should a tenant member, staff person or contractor feel aggrieved in the application of any 

property maintenance matter they should be encouraged to follow a formal complaints procedure 

after they have attempted to resolve the member through direct negotiation, as outlined in UHC 

Complaints and Disputes Policy.  

 

Where a tenant member believes their request for maintenance, alteration or a variation to a 

standard item has been rejected unfairly they should lodge a complaint through the Complaints 

and Disputes Process. 

 

(Refer:  Complaints and Disputes Policy and Procedure in Members Manual). 

 

RELEVANT LEGISLATIVE FRAMEWORK  

 Residential Tenancies Act (1997) Victoria. 

 Housing Act (1983) (amended 2005). 

 Privacy and Data Protection Act 2014 (Vic). 

 Occupational Health and Safety Act 2004 (Vic). 

 Charter of Human Rights and Responsibilities Act 2006 .  

 Guidelines for Registered Housing Agencies published by DHHS. 

 Performance Standards for Registered Housing Agencies. 

 

OTHER RELEVANT UHC DOCUMENTS  

 UHC Strategic Plan. 

 UHC Asset Management Strategy. 

 OH&S Statement. 

 Privacy Statement.  

 HPF General Lease.  

 
 
 
  

http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/
http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/guidelines-for-registered-housing-agencies
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Section 2: Property Standards Policy  
 

Purpose 

This policy identifies property standards including property fixtures and fittings which are a minimal 

requirement for all properties. The standards are subject to ongoing review in response to 

changing technology, budget constraints, member preferences and efforts to improve 

sustainability. 

 

United Housing Cooperatives (UHC) acknowledges that not all properties meet these minimum 

standards but is working towards full implementation of these standards and continuous 

improvement in property amenity through five year Asset Management Planning.  

 

Adopting a standard list of items provides accountability and transparency around maintenance 

decisions and expenditure, and identifies appropriate standard of materials, and appliances 

consistent with to our sustainability principles. 

 

Scope  

This policy applies to all properties owned or leased by UHC.  

 

Policy statement  

Property standards and standard items are set for UHC properties to ensure that all properties are 

safe and secure, while establishing a comparable standard of amenity across the property 

portfolio.   

 

When making maintenance decisions UHC will consider the long term and ongoing costs of 

materials, appliances and design and recognises cheapest option is often not the best choice. 

UHC will also seek to achieve the best quality that the set budget allows. 

 

UHC will continually seek opportunities to improve the:  

 Sustainability of properties, and including applying for government, philanthropic or other 
external stakeholder grants for ongoing improvement. 

 Accessibility for current and future occupants. 

 Amenity of properties. 
 

UHC tenant members will be provided with opportunities to have direct input to review of property 
standards and given choice over the application of standards and appliances where possible.  
Tenant members may request a variation to a standard item which will be assessed according to 
cost and practicability. Where agreed the matter will be confirmed by written agreement. Any 
variation to Standard Items will be at the discretion of the General Manager.  
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Standard Items 

Standard Item Continuous Improvement Action Plan  

1.1. Throughout the property 

Compliant Electrical switchboard with safety 

switches 

As per regulations 

Light globes  

 

LED (light-emitting diode) replacement globes fitted at 

vacancy - tenant responsibility under normal 

circumstances).  

At least one operable window in each room with 

a flyscreen.  

 

Standard 4 mm glass in most circumstances 

Holland blinds to all windows except opaque 

windows  

Working order roller/Holland blinds. 

Blinds should be chain operated (not spring loaded) provide 

sun block out and durable  

Direct wired smoke detectors x 2 minimum Green band smoke detectors i.e. hard wired and have a 

10year rechargeable battery (does not require annual 

changeover)  

External door locks  Allow for one movement egress from dwelling all doors 

keyed alike 

Security door on up to two external doors  

 

Steel frame with mesh grill  

Doors to all bedrooms, bathroom and WC, 

laundry  

Secure closing mechanism 

No locks to bathroom and toilet doors  

Appropriate floor coverings throughout. 

Member choice operates.  

Safe and durable floor coverings throughout i.e. durable 

vinyl, and/or polished floorboards, acrylic or polyester type 

carpet with medium/high range underlay.  

 
Other options will be considered however woollen carpets 

are not a standard option. 

Windows fastening devices on openable 

windows (not keyed locks) 

Any keyed locks in windows will be removed on 

vacancy. 

Door stoppers to every door Same as existing 

Weather coverings on main external doors Same as existing 

Built in robes in bedrooms where possible Same as existing 

Ceiling Fans  2 x ceiling fans per property with preference for bedrooms, 

subject to reverse cycle installations. 

1.2. Kitchens 

Fully operational stove 

 

Operational cooker with stovetop, oven and externally 

vented range hood prefer upright however consideration 

given to inbuilt in some kitchens. Well-known brand.  

Preference for electrical or induction stoves where solar 

panels are fitted 

1.3. Living areas 

Fully operational heater  

 Gas - externally flued or 

Where a property has both gas and reverse cycle the gas 

heater will only be maintained until the gas appliance is no 
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 Electric -reverse cycle Heater/Cooler -   
5kw to 6kw 

Consideration given to star rating and  

well-known brands only. 

longer serviceable. 

 

Reverse cycle in living areas 

1.4. Bathrooms and wet areas 

Toilet pans and cisterns Minimum 4 star toilets dual flush 

Towel rail  Double towel rail  

Shaving cabinet with mirror Same as existing 

Shower screen  

 

Any bathroom renovation to give consideration to 

improving accessibility  

Wet area exhaust fan  Exhaust fan to reduce heat loss linked to wet area light 

switch. This will apply to wet areas such as bathroom, 

toilet where separate and laundry.  

(Self-closing fans optional extra) 

1.5. External 

Clothesline  Paraline, Hills Hoist or similar suitable to space and 

household type.   

Garden storage shed Outdoor storage maximum 6m3 (i.e. 2m deep, 3m wide and 

2m high) 

Hard-surfaced pathways will be provided 

 

hard-surfaced driveway path to allow car to be parked within 

boundaries or to carport (where carport is provided) and 
hard surface footpath from driveway to the closest door 

either front door; side door; or rear door  

Letterbox Same as existing 

External sun blinds on north and west facing 

windows  

Same as existing 

TV antenna (if required)  Standard medium range antenna suitable for providing 

television reception for majority of free-to-air Victorian 

metropolitan television stations. 

Sensor lights at front door (if requested) For security reasons  

Fences Side and rear fences typically timber palings with 

consideration of existing. 

Front fences will be maintained with consideration given 

to existing, safety, passive surveillance streetscape, 

planning overlays.  

An enclosed rear yard will be provided which may 

include the provision of gates. Consideration of gates at 

front of property will be considered where there is a 

clear and demonstrated need i.e. young children near 

busy roads 

1.6. BUILDING MATERIALS  

Paint  preference for non Volatile Organic Compounds (VOC) 

(or very low VOC where necessary) 

Telephone / Modem / Internet connection  To be reviewed subject to technology and NBN 

availability 
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As part of the budget planning and in consultation with tenant members an annual implementation 

plan will be developed to deliver items identified under the continuous improvement plan.  

 

Non Standard Items  

Items listed below are typically removed from a property to avoid ongoing maintenance costs 

and/or safety considerations, unless the new tenant member accepts responsibility of the non-

standard item:  

 Dishwashers. 

 Landscaping that may impact on future property maintenance i.e. trees too close to buildings, 

footpaths. 

 Foxtel dish. 

 Curtains and no standard blinds. 

 Landscaping including pergolas and barbeques.  

 

Please note: Door and window dead locks will be removed as they contravene DHHS fire code. 

 

The non-standard fixtures should be identified in the tenancy agreement and a clause inserted, 

stating that if the non-standard items mal functions it will be replaced with a standard item in its 

place or disconnected at UHC’s expense, unless the tenant agrees to pay the difference between 

the standard item and non-standard item.    Any other fixtures, fittings or finishing’s that remain 

from a previous tenancy and are not listed in the tenancy agreement, are required to be 

maintained by United Housing Co-operative.    

A tenant member may apply to install a non-standard item and where permission is granted the 

tenant is responsible for maintenance of the non-standard item and for returning the property to its 

original condition at the cessation of their tenancy.    

 

Special Programs 

Where opportunities arise UHC will endeavour to complete or extend programs to improve the 

sustainability of UHC properties. This includes; 

Solar Photo Voltaic Systems 

 Solar PV systems are not suited to all properties or tenant member preferences and therefore 

not considered a standard item.  

 UHC does not have the resources to install solar PV systems on all properties however will 

seek external grants and facilitate the installation of solar PV systems where tenant members 

are agreeable to paying up to 25% of the installation costs, and subject to written agreement.    

 UHC will include cleaning and repair of solar PV systems as part of cyclical and responsive 

maintenance planning.  

 UHC standard for solar inverters is Fronius Inverters or equivalent with a minimum of 10 year 

warranty.  

 UHC standard for solar panels is JA monocrystalline panels or equivalent with a minimum of 

10 year warranty.  

 UHC standard size of solar PV system is depend on size of property but aims to install 

systems between 2.7 Kilowatt and 4.5 kilowatt.  
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Water Tanks 

 Water tanks are not suited to all properties or tenant member preferences and therefore not 
considered a standard item.  

 UHC does not have the resources to install water tanks on all properties however will seek 
external grants and facilitate the installation of water tanks for tenant members who agree to 
share the cost.   

 Where water tanks are installed they will be subject to particular agreements and member 

contribution depending on whether the tanks are plumbed to toilets.  

 UHC will include repair of water tanks as part of cyclical and responsive maintenance planning. 

The tenant member is responsible for cleaning filter on pump where supplied. 

 UHC preferred standard is for re-cycled plastic water tanks plumbed to toilet with a minimum of 

10 year warranty.  

 

Alternative Sustainability Items 

 UHC will consider options to provide a sustainability item for properties who missed out on 

solar for whatever reason. 

 The sustainability item could be anything that assists in reducing cooling, heating bills or 

reducing environmental impact, e.g. additional external blinds, whirligigs, draft proofing, 

composting, raised garden beds, etc.     

 Where alternative sustainability item is not a standard item, members have the option to opt in 

or not on the understanding that if they opt in, they would contribute 25% towards the 

installation expense in line with the Solar Program.   

 UHC assume responsibility for maintenance of the Alternative Sustainability Items. 

 

Relevant Legislation and Standards 

This policy adheres to the obligations of UHC and tenant members under the; 

 Residential Tenancy Act 1997 

 Housing Act 1983 (Vic) 

 Guidelines for Registered Housing Agencies published by DHHS 

 Performance Standards for Registered Housing Agencies   
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Section 3: Property Maintenance Requests  

 
Purpose 

This policy establishes United Housing Co-operative’s (UHC) approach to requests for 

maintenance on properties.  

 

Scope 

This policy applies to all properties owned and under lease to UHC. 

The policy covers all types of property maintenance, refer Definitions on page 3. 

 

Policy Statement  

UHC will respect tenant member’s rights not to have their privacy, family, home and/or 

correspondence unlawfully or arbitrarily interfered with, while undertaking property maintenance. 

  

All requests for property maintenance will be assessed on a case by case basis, based on property 

information and in accordance with the Residential Tenancy Act. 

 

Tenant members must be informed of what constitutes emergency maintenance and the procedure 

to be followed in the event of reporting emergency maintenance at sign up.  

 

Tenant members have a duty under the Residential Tenancy Act (RTA) to report all damage, 

defects, and any relevant property issues to UHC for action. This is stipulated in the tenancy 

agreement and the RTA.  

 

Contractors will, as far as practicable be inducted and pre-approved by UHC to ensure:  

 Work safely and not present a risk to tenant members or visitors. 

 Be aware of UHC expectations of contractors. 

 Be respectful of tenant members.   

 Respect privacy of tenant members.   

 Be respected by tenant members.  

 

Procedure   

Property maintenance issues are identified either by a tenant member reporting a maintenance 

concern, UHC staff undertaking inspections, third parties such as neighbours or Owners 

Corporation reporting a maintenance issue.  

 

Tenant members are able to request property maintenance either by:  

 SMS to office mobile.  

 Calling the UHC office or Out of Hours number outside of normal office hours. 

 Emailing UHC staff member, or 

 Completing a Maintenance Request Form.  
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When a maintenance request is received:  
  
1) UHC staff will assess maintenance requests to determine the appropriate response.   
 
2) Emergency maintenance will be dealt within 24 hours. 
 
3) Planned, structural or capitals maintenance requests will be added to appropriate works lists 

and reviewed as part of annual asset and budget planning processes. 
 
4) Responsive maintenance will be responded to within 14 days as follows:  

 Staff will issue Work Order to engage a contractor to undertake the works; 

 Staff will advise the tenant by SMS, email or phone that a contractor will contact them to 
arrange a mutually convenient time to undertake the works to confirm that the works have 
been engaged.  

 
5) When the responsive maintenance has been completed tenant members are required to 

contact UHC to confirm works are complete. Contacting UHC provides an opportunity for the 
tenant member to provide feedback on the quality of the works, customer service by 
contractor, any inappropriate behaviours or other concerns.  

 
6) Where the maintenance is included as part of annual planned works, the tenant member will 

be notified of this decision and approximate timeline, and informed they will be provided with 
an opportunity for input at a later date.  

 
7) Where the maintenance requests is not UHC’s responsibility or not a Standard Item the tenant 

member is notified and given the option of proceeding with the maintenance request 
themselves and covering any costs. Tenant who would like to proceed will be directed to the 
procedure for “Tenant Requests for Alterations”.  

 

8) Tenant members may appeal any decision through discussion with the appropriate staff 
member or if not satisfied through UHC Complaints and Disputes Procedure. 
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Timelines and Decision points for maintenance  

 
Maintenance 

Type 

Timelines  Decision Points  

Urgent Repairs 24 hours Identified by tenant, staff member 24 hours 

Planned Some planned works determined by 

Asset Management strategy.  

Planned maintenance identified by UHC 

staff and Approved by Board in Q3 

Identified by tenant or through annual inspections 

process. Items considered as part of the budget 

development process Q3 of fin year. Staff 

development draft planned works scheduled for 

Board approval as part of overall budget process.  

Responsive  14 Days - where appropriate; or by 

other arrangement to coincide with 

other Planned Maintenance. All 

maintenance requests in this 

category will be formally 

acknowledged within 7 days. 

Identified by tenant or through annual inspections 

process. Maybe considered within a budget cycle 

if immediate works will cost less, maximize 

efficiency reduce impact on tenant.  

Minor and typical vacancy works will be 

considered as responsive maintenance.  

Cyclical Determined by UHC staff and ongoing Determined as part of budget development 

process in Q3. Works are typically prescribed 

and defined based on previous years cyclical. 

Capital  All Capital upgrades are identified by 

Asset Management strategy and plan 

developed by UHC staff and Approved 

by Board in Q3 

Identified by tenant or staff through annual 

inspections process. Items considered as part of 

the budget development process Q3. Staff 

develop draft planned capital works scheduled for 

Board approval as part of overall budget process 

based on Asset Management Strategy. 

Some Vacancy works may be undertaken as 

Unplanned Capital Maintenance or be given 

priority over other planned Capital Works, subject 

to management approval.  

Structural Works All Structural Works are identified by 

Asset Management strategy and plan 

developed by UHC staff and Approved 

by Board in Q3 

Identified by tenant or staff through annual 

inspections process. Items considered as part of 

the budget development process Q3. Staff 

develop draft structural works scheduled for 

Manager and Board approval as part of Asset 

Management Strategy.  
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Section 4: Contractor Management  
 

Purpose 

This policy aims to establish processes to ensure all UHC property maintenance is safely conducted by 

qualified tradespeople who comply with relevant legislation and applicable UHC policies and procedures. 

 

Scope  

This applies to all UHC properties that are either owned by UHC or leased from DHHS. 

 

Policy Statement  

UHC recognizes that contractors are an important part of the success of UHC. UHC appreciates and 

values the support, goods and services provided by suppliers and contractors. 

 

UHC has established clear requirements and procedures for contractor engagement to meet legal 

requirements and facilitate positive relationships to the mutual benefit to all stakeholders.  

 

UHC recognizes the need to provide a safe respectful work environment for contractors and in 

return contractors need to: 

 respect tenant member’s privacy  

 treat tenant members with dignity  

 provide good customer service and  

 provide good value for service.  

 

UHC maintains a preferred list of contractors who have provided requested documentation including 

safety information, before undertaking work with UHC. It is preferred that Preferred Contractors will / 

have participated in induction session. 

 

UHC may from time to time add new contractors and remove existing contractors from this list to ensure 

competitive rates, satisfactory levels of customer services and ongoing compliance with UHC 

Occupational Health and Safety requirements   

 

Procedure  

This procedure ensures as far as practicable that tradespeople who work for UHC:  

 do not to cause injury to themselves, other contractors, UHC staff or tenants.  

 are inducted to provide an appropriate level of services and represent good value.  

 are recorded on register of preferred tradespeople.  

 are treated fairly and paid for work completed. 

 

UHC requires contractors to:   

 Complete UHC contractor induction within 12 months of commencing regular work with 

UHC. 

 Sign Code of Conduct for Contractors.  

 Provide a Working with Children check for person in charge of company/organization – this person is 

expected to have some responsibility for employee persons who are safe and able to abide by 

contractor code of conduct. 
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 Provide certificate of currency for at least $10M public liability. 

 Provide evidence of WorkCover insurance (unless they are sole contractor). 

 

Where scope of works is assessed as involving a level of medium to high risk contractor will 

be requested to provide UHC with relevant information, which may include:  

 License details for high risk work (type and number). 

 Relevant trade licenses (i.e. plumbing, electrical). 

 Plant operation competency card details excavator, bobcat, cherry picker. 

 Copy of plant risk assessments. 

 Details of safe transport of chemicals and hazardous materials and Material Safety Data 

 Sheets (MSDS). 

 Copy of site specific safe works method statements for any high risk activities carried out on site 

i.e. work at heights, Safe Work Management Statement (SWMS). 

 

Contractor expected to work less than 4 times in a year are not expected to provide:  

 Working with Children check.  

 Complete UHC induction. 

 

Engaged Contractor Requirements  

After being engaged for work a contractor should:  

 Contact the tenant to arrange a mutually convenient time to attend and complete works. 

 Unless the tenant member has granted permission, a tradesperson is not permitted to access a 

property when the tenant member is not in attendance. In the case of urgent maintenance, this may 

not apply. 

 Have copies of SWMS/JSA, and MSDS and any other procedures or permits covering 

specific hazards or activities being undertaken if applicable.  

 Advise UHC staff of any incidents, safety issues or matters of concern that occurred on site and 

also any requirement for further work.  

 On completion promptly provide UHC with an invoice.  

 

Deposits for Large Contracts  

UHC may, when requested, provide a deposit for quoted work over $3,000 up to a maximum of 30% of 

the total invoice cost. 

 

Where this policy applies UHC will always retain some of the fees to the end of the project to ensure 

that works are completed to the satisfaction of UHC.  

 

Relevant Legislation and standards 

This policy adheres to the obligations of UHC and tenant members under the; 

 Residential Tenancy Act 1997. 

 Housing Act 1983 (Vic). 

 Guidelines for Registered Housing Agencies published by DHHS. 

 Occupational Health and Safety Act 2004.  

 Performance Standards for Registered Housing Agencies.   
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Attachments  

1. Contractor Details Pack  

2. Contractor Induction Form  

3. Contractor Code of Conduct 

 

 

Contractor Details Pack (sample letter) 
 

Dear Contractor, 

 

As a preferred contractor to UHC, we request you provide information to enable us to manage our 

duty of care to our tenants, employees, contractors and visitors. Please complete the below 

“Contractor Details Form” and attach the required information and documents and return within 28 

days. 

 

Information required is as follows: 

 The name of 2 contact points for UHC  

 Working with Children check for workers that could be reasonably expected to work within 

UHC properties.  

 Workers Compensation Insurance – Certificate of Currency of Work Cover insurer detailing 

name and policy number. Note sole operators are not legally required to have workers 

compensation insurance. 

 Public Liability Insurance – insurers name and policy number (plus copy of certificate of 

currency) 

And where applicable copies of; 

 Trade licences (ie plumbing, electrical) 

 License details for high risk work – i.e. elevated work platform over 11 metres. 

 Plant operation competency card details– i.e. excavator, bobcat or cherry picker (plus a 

copy of each workers cards). 

 Copy of plant risk assessments i.e. excavator, bobcat or cherry picker 

 

Contractors should note that failure to provide the information within the timeframe may mean they 

will not be considered for further work. 

 

While on site contractors are reminded; 

• To have on-site a copy of SWMS/JSA relevant to any high risk tasks being undertaken onsite 

and signed by your workers. This includes works such as but not limited to electrical work, 

renovating bathrooms and/or kitchens, working on roofs, hazardous material removal, working 

with plant such as bobcats, excavators, and trenching work. SWMS must be signed by all 

contractors who will be working at UHC (JSA or similar also sufficient) 

• All mobile plant must have current risk assessments available and operators must be able to 

produce licenses/competencies upon request. 

• Copies of current MSDS’s, registers and risk assessments relating to dangerous goods and / 

or hazardous substances intended to be brought on site e.g. fuels, adhesives/glues, cleaning 

agents or pesticides.  

• All contractors must abide by all site rules and any direction of the site supervisor or UHC staff 
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To ensure payment within 14 days contractors should provide UHC with a timely and valid invoice which 

identifies: 

 Date job is completed.  

 Details of all works completed.  

 Total amount of the invoice and whether GST is applicable or not. 

 Address of property. 
 

CONTRACTORS DETAILS FORM  

Business Name:  

Trade:  A.B.N:  

Street Address    

Postal Address:  

Primary contact person for UHC    

Phone:  Mobile:  

Email:    

Secondary contact person for UHC     

Phone:  Mobile:  

Email:    

Banking Details  
 
Account name    

 BSB    

 Account Number    
 

Copies of documentation to be attached and return to UHC along with this form 

Documentation  Attached yes/no. If no provide reason  

Working with Children Check (not older than  

12 month) for supervisor or business owner.  

 

Certificate of currency for Work Cover (not required for 

sole traders) 

 

Copies of public liability (Min $10m) If applicable  

Copies of any licenses/competency cards for work such 

as plumbing, electrical, excavator, trenching, enclosed 

spaces or other permits for high risk work 

 

Plant operation competency cards   

  Risk assessments for any plant and equipment  

 

I have attached relevant information. I understand I need to forward renewals of insurances to UHC and 

advise UHC of changes of insurers to the above information.  

 

Signed:  ____________________     Date:     /      /       

 

Print:      ____________________     Position in organization:  ____________________ 
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Contractor Induction Form (only completed by attendees at UHC induction) 

 

Inductee Name: ……………………………………………………………………………………………....………        

Date: …………………………………….. 

 

Item Check Comments 

Introduction to UHC    

UHC Contractor Code of Conduct   

Respect to tenants and the Importance of privacy   

OHS Policy & Responsibilities   

Drugs & Alcohol    

Bullying & Harassment   

Induction & Training   

Risk Management   

Emergency Contact List / Emergency Procedures   

Accident & Incident Reporting   

Safety Equipment & PPE   

Manual Handling   

Work At Height    

Safe Driving Practices   

Maintenance On Vehicles / Electrical Hazards   

Hazardous Substances   

 

Contractor / Subcontractor Agreement  

 

It is a condition of your engagement that you agree to procedures outlined in this Contractor Management 

Plan. These procedures have been established for safety of you and those in your work area including staff, 

UHC staff and UHC tenants.  

 

UHC has a commitment to ensuring safe working conditions for its employees and contractors and therefore 

needs the same commitment from its contractors in achieving this aim.  

Please sign to confirm that you have been inducted with these procedures in Contractor Management Plan. 

 

 

Signed:  ____________________     Date:     /      /       

 

Print:      ____________________     Position in organization:  ____________________ 
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Contractor Code of Conduct 

 
Introduction 

UHC appreciates and acknowledges the support, goods and services provided by all contractors. Many 

activities would not occur without contractors. 

In order to provide a safe and rewarding environment for contractors UHC has developed a range of policies 

relating to OH&S, & privacy and safety for contractors, UHC staff and UHC tenants. 

To ensure all contractors are aware and agree to the conditions of contractors UHC requires each 

contractors who are the responsibility of UHC to sign this agreement prior to commencing work. This applies 

to head contractors who have responsibility to ensure that all staff/sub-contractors are aware of their 

obligations. 

This agreement remains in place for the whole of the time that the contractor remains at UHC however if 

there is a need to change the agreement a new agreement will need to be signed. 

UHC agrees to  

 Provide annual orientation of contractors which includes relevant UHC policies that the contractors needs 
to be aware of OH&S and privacy. 

 Inform the contractors of changes where possible to changes in schedules, delivery dates etc. 

 Ensure access to staff who will be responsible for the overall supervision of contractors and/or activity.  

 Ensure contractors are not given access to personal information regarding residents unless it is essential 
to the performance of their duties. 

 Ensure that all forms & personal information collected on the contractors will be treated as confidential & 
will be maintained, used, disclosed and disposed of in accordance with UHC Privacy policy. 

 Provide payment within 14 days of a valid tax invoice. 
 

As a contractor we/I agree to  

 Provide UHC with excellent service at fair and reasonable price.  

 Provide adequate insurance to cover the contractors if injured while working as a UHC contractor. The 
contractors will be covered by adequate insurance if the contractors should cause an injury or loss while 
working as a contractor unless the injury or loss is as a result of criminal or illegal act by UHC. 

 Provide UHC with a working with children check as requested by UHC. 

 Perform duties as assigned with remuneration as agreed by either quote or agreed hourly rate. 

 In circumstances where an urgent repair or supply of goods or services is required the contractor must 
contact a staff member (including by mobile numbers and after hours) prior to providing the completing 
the work  

 Notify the tenant when circumstances mean you can not make agreed appointments such as running late  

 Respect the confidentiality of all information relating to tenants, staff and ensure that this information is 
only used in the context of contracted work and not for any other purpose. 

 Respond appropriately to unacceptable issues of poor behaviors, or sexist, racist, ageist behaviors and 
report incidents to UHC staff or your supervisor to raise with UHC.  

 Treat tenants, other contractors and staff professionally, with dignity and respect.  

 Abide by all UHC policies and procedures including OH&S, and privacy. 

 

     

 Contractor Name  Contractor Signature  Date 
     

UHC Staff member  UHC Staff Signature  Date 
 

 

Copies to both parties 
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Section 5: Property Inspection Policy 
 

Purpose 

This policy establishes United Housing Co-operative’s approach to its responsibilities in relation to 
property inspections.  

 
Scope 

This policy applies to all properties owned and under lease to UHC. 
 
The policy covers the following types of inspections: 

 Routine/planned/regular inspections: routine inspections that generally occur once a year in 
accordance with the Residential Tenancy Act (RTA).  

 Pre-exit tenant inspections: where the premises are inspected before the tenant has 
vacated the property (RTA s86.2) or after the tenant has vacated the property.  

 Prospective tenant member inspections: where an applicant for housing is shown the 
premises prior to an offer for housing being made  

 Comprehensive inspections for asset planning purposes to determine future structural and 
capital works. 

 Scheduled planned maintenance and /or urgent and/or dangerous maintenance, which may 
include external contractors.    

 Other inspections in accordance with the RTA.  
 

Policy Statement  

UHC will respect that tenant member’s rights not to have their privacy, family, home and/or 
correspondence unlawfully or arbitrarily interfered with, while undertaking property inspections.  
 
Inspections will be undertaken at all properties on annual basis in accordance with the RTA. These 
inspections will inform UHC on the condition of the premises as well as assisting in planning for the 
program of property maintenance works. 
 
Inspections will ensure that UHC is meeting its responsibilities under the RTA to maintain 
properties in a good condition. 
 
People conducting house inspections are acting in a professional capacity and should be aware of 
privacy and confidentiality considerations and refrain from making personal judgments on 
housekeeping standards unless they impact on the property’s condition. 
 
Tenant members are required to assist by making themselves available for the inspection at the 
allocated time unless for a very good reason they are not available.  Tenant members have a duty 
under the RTA to report all damage, defects, and any relevant property issues to UHC for action. 
This is stipulated in the tenancy agreement and the RTA.  
 
UHC will provide clear information to tenant members on this policy and will ensure this policy is 
readily available.   
 

In accordance with Section 89 of the RTA, staff have a right of entry to undertake house 
inspections. If tenant member denies access, UHC may issue a Breach of Duty Notice.  Should the 
tenant continue to refuse to comply, a Compliance Order will be sort through VCAT.  Should 
inspections result in UHC seeking to recover the costs for any damage caused by tenant 
members, they will be referred to the Tenant Damage Policy. 
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Tenant members are able to make specific requests for cultural, safety and trauma specific 
practices, in relation to the person(s) conducting house inspections in their home.  

 
Procedure   

Under normal circumstances Inspections will be conducted by Tenancy and Maintenance 
Coordinator or the Property Coordinator and/or to: 

 Determine whether any urgent or routine repairs are required. 

 Ensure properties are being maintained to the standard outlined in the tenancy agreement. 

 Assess whether damage has been caused by a tenant and if so, assess whether this 
damage was intentional or accidental. 

 Assess whether the property continues to meet the needs of the tenant member. 

 Check any requested alterations from the tenant member. 
 
Responsible staff will record the matters of concern to tenants and all standard areas of property 
maintenance. 
 
Inspections may be undertaken by external contractors relating to scheduled planned maintenance 
and /or urgent and/or dangerous maintenance,  
 
Under normal circumstances UHC does not show a premises to a prospective renter while 
tenanted.   

 
Notice of Entry 

UHC will provide 7 days written notice of the inspection to the tenant member.  The notice will be 
sent by email, mail or text and explain the purpose of the inspection. 
 
Where there any concerns the notice would include a statement that: reasonable grounds exist to 
believe that the tenant member has failed to comply with his or her duties under the RTA or the 
tenancy agreement. 
 
Inspections by UHC staff and external contractors will be arranged with tenant members between 
8am and 6pm on any business day. It is expected that the tenant will be present at the date and 
time agreed.  
 
UHC staff or Contractors will not enter the property when the tenant member is not present unless 
prior consent has been is received OR there is an emergency situation. 

 
Legislation and standards 

This policy implements the obligations of UHC and tenant members under: 

 Residential Tenancies Act 1997  

 Housing Act 1983 (Vic) 

 Charter of Human Rights and Responsibilities Act 2006 .  

 Guidelines for Registered Housing Agencies published by DHHS 

 Performance Standards for Registered Housing Agencies. 
  

http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/
http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/guidelines-for-registered-housing-agencies
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Section 6: Capital Upgrades and Planned Works Procedure 
 

Purpose 

This policy establishes United Housing Co-operative’s (UHC) approach to its responsibilities in 

relation arranging and undertaking carrying out planned maintenance and capital upgrades in UHC 

properties. 

 

Scope 

This policy applies to all properties owned and under lease to UHC which have scheduled planned 

maintenance or capital upgrades.  

 

Policy Statement  

In preparing and undertaking planned works or capital upgrades UHC will ensure:  

 Tenant member’s privacy is respected,  

 Tenant members are consulted and given the opportunity to have input into the works, and  

 Both tenant members and contractors are aware of their obligations and responsibilities  

 

Procedure   

1. The Property Coordinator will contact the tenant member to advise that planned works or 

capital upgrades have been scheduled for their property.  

 

2. Property Coordinator will arrange a time with tenant member to visit site to: 

 Discuss the proposed works with tenant member.  

 Define the scope of works.  

 Discuss the process for quoting and engaging contractors and  

 Seek tenant members approval to pass on their contact details to contractors.  

 

3.  Property Coordinator will contact contractors and describe the proposed works to contractors 

and request contractors contact the tenant member to visit site and forward quote to the 

property coordinator.  

 

4. Property Coordinator will assess quotes and contact tenant member to advise of the preferred 

contractor. If the quoted price is outside budget then tenant will be given opportunity to 

contribute to costs of planned works. 

 

5. Property Coordinator will seek necessary approvals before engaging contractors.  

 

6. For larger planned works such as kitchen and bathroom upgrades, the Property Coordinator 

will also arrange for all parties to meet on site with a focus on project delivery such as safety 

considerations, contractor access and proposed timelines. This meeting will also confirm other 

details such as paint colours. These discussions will be documented and signed by all parties 

and copies provided. At this time contractors will be required to confirm start date with both 

tenant member and also UHC Property Coordinator. 

 

7. Contractors will then be formally engaged by UHC 
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8. Any changes to contractor access or works schedule will be communicated between the tenant 

and contractor. Any changes to the proposed works will need to be communicated to Property 

Coordinator.  

 

9. Property Coordinator may contact tenant member during works to discuss progress and also to 

arrange a site inspection during works. Tenant members may also contact the Property 

Coordinator to request a site inspection during works if they have concerns.  

 

10. Property Coordinator will debrief with Tenant members at the completion of project to discuss 

any quality issues along with safety concerns and contractor performance. 

 

Notice of Entry 

UHC will only arrange to enter the premises by agreement with tenant members and between 8am 

and 6pm on any business day. It is expected that the tenant will be present at the date and time 

agreed.  

 

UHC staff will not enter the property without the tenant being present unless it has been agreed 

prior. 

 

Indicative Timelines for major capital upgrades  

Indicative timelines for major capital upgrades is;  

Upgrade Item Occurrence Typical occurrence 

Kitchen 14-25 Years 18 years 

Bathroom 12-20 years 16 years 

Internal Paint 10-20 years 13 years 

External Paint 10-15 years 12 years 

Floor Coverings 10-20 years 15 years 

(Source: Asset Management Plan 2019) 

 
The table above is not definitive in stipulating the numbers of years before tenant members can 

expect a capital works such as a kitchen renovation. Timing of a capital works is an operational 

decision which takes into consideration;  

 Wear and tear, and 

 Other budget priorities for the property and for the organisation.  
 
This table is further detailed in the Asset Management Plan. The Asset Management Plan is 

updated annually and is adjusted to account for changing costs and is used as the basis for 

development of budgets.    

 

Legislation and standards 

This policy implements the obligations of UHC and tenant members under: 

 Residential Tenancies Act 1997  

 Housing Act 1983 (Vic) 

 Charter of Human Rights and Responsibilities Act 2006 .  

 Guidelines for Registered Housing Agencies published by DHHS 

 Performance Standards for Registered Housing Agencies 

http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/
http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/guidelines-for-registered-housing-agencies
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Section 7: Requests for Alterations 
 

Purpose 

This policy establishes United Housing Co-operative’s (UHC) approach to tenant member requests 

for alterations that are outside the standard list of inclusions.  

 

Scope 

This policy applies to all tenant member requests for an alteration, contribution or addition to their 

property, where the request is outside the list of standard items and unable to be fulfilled as part of 

maintenance works, and the tenant wishes to proceed by undertaking the works at their expense. 

 

This policy does not apply when tenant’s requests relate to improvements or alteration for health 

reasons. In these cases refer to:  Accessibility and Disability Modifications.   

 

Policy Statement  

UHC is a cooperative housing organisation that empowers tenant to be active and engaged in 

looking after their properties which they lease on a long term basis.  

 

Tenant members may make requests to UHC to undertake alterations to improve their properties.  

Decisions regarding these requests will consider the following:  

 encourage tenant members responsibility for own property and participate in decisions 

relating to maintenance for their home.  

 ensure maintenance activities are carried out according with legislative standards  

 ensure all properties owned or managed by UHC are secure, affordable and well managed 

housing.  

 changing needs of tenant members as well as future occupants. 

 

Procedure   

 

Request for alterations  

Tenants may request alterations or improvements to their home up to $3,000 at their own expense, 

using Alteration Request Form, which requires UHC approval.  Proposals should be discussed with 

UHC staff prior to submitting attached form.   

 

UHC staff will consider:  

 Benefit for the current occupants, but also impact on future occupants and neighbours. 

 Cost to reinstating to the original conditions if required  

 Impact of alterations on future maintenance or servicing costs,  

 Whether external approval/permit is required i.e. Council 

 Use of UHC pre-approved and preferred contractors. 

 

Where UHC approved contractors are not used UHC will request evidence of a quote, public 

liability and OH&S information if required. 
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UHC Contribution to Cost 

In some circumstances where there is clear benefit to the property, UHC may assist by paying up 

to $1,000 toward the alterations and enter into a written agreement with the tenant member which 

details re-payment plan, payable within two years.   

 

All alterations are subject to UHC written approval with proof of expenditure. 

 

To be eligible tenant members will must: 

 Not have any outstanding debts with UHC  

 Demonstrate capacity to re-pay debt and/or to undertake proposed works. 

 

Approval and repayments  

UHC’s written confirmation will acknowledge any terms and conditions such as repayment terms, 

any further requirements, and additional permissions before final approval. The tenant member will 

be required to acknowledge these terms, especially any agreed repayment terms, in writing before 

proceeding.  

 

Complaints and discretion 

UHC will consider the best interests of the co-operative and not unreasonably withhold approval for 

alterations.  

 

Where UHC has decided not to agree to proposed alterations a tenant may put their concerns in 

writing to the General Manager or access the Complaints and Disputes Policy.    

 

Legislation and standards 

This policy implements the obligations of UHC and tenant members under: 

 Residential Tenancies Act 1997  

 Housing Act 1983 (Vic) 

 Guidelines for Registered Housing Agencies published by DHHS 

 Performance standards for Registered Housing Agencies 

  

http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/guidelines-for-registered-housing-agencies
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UNITED HOUSING CO-OPERATIVE LTD.  

 

   TENANT REQUEST FOR ALTERATIONS 

 
 

Name of Tenant: …………………………………..………………………………. 
 
Address:        …………………………………………………………………………… 
 
Items I would like to add or alterations I would like to have carried out at the above 
property whilst a tenant at my own expense. Please list item and location e.g. Ceiling Fans 
in lounge room and 2 bedrooms 
 
 
………………………………………………………………………………………………………… 
 
………………………………………………………………………………………………………… 
 
Cost of works? ……………………………………………………………………….…………… 
 
Who will undertake the work?  ………………………………….………………………………. 
 
 
I understand that when I leave this property I may take these items with me or leave 
behind at no cost to UHC. If I choose to take items with me I understand that must 
repair/restore this area to a suitable working order to the Co-operatives satisfaction at my 
expense. I understand that any damaged caused will be paid for by me as the tenant. 
 
In order to proceed with works I request that UHC consider paying upfront for the works 
and I will agree to enter repayment plan with UHC repay UHC in full.  
 
I understand UHC will consider this request and may contact me to discuss further. I 
understand I cannot proceed until UHC staff have advised me in writing and if applicable a 
repayment plan agreed and signed. 
 
 
Signed by:  ________________________ (Tenant)   Date   ___ / ___ / _____ 
 
 
APPROVED:  Staff ……………....……….. I ………………………………………………… 
 
Dated: ……………………………… 
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Section 8: Accessibility Modifications 
 
Purpose 

This policy establishes the approach of United Housing Co-operative (UHC) to modifications and 

alterations required to allow older persons, and people with a disability, to remain in their own home.  

 

Scope 

This policy applies to all housing;  

 owned and managed by UHC, and,  

 future properties either acquired or developed by UHC.   

 

In some cases required modifications may only be temporary. 

 

Policy Statement   

Guiding Principles  

UHC is committed to facilitating older tenants and tenants with disabilities to remain independent in 

their own homes for as long as possible. To achieve this:   

 UHC will support reasonable adjustments for all people experiencing mobility or sensory, 

disabilities or people with chronic medical conditions.  

 UHC will assist older people to age in place through the provision of modifications which will 

assist independent living. 

 UHC will when undertaking planned maintenance works consider improving accessibility 

 UHC believes disability modifications are the responsibility of Local, State and Federal 

Government and will seek financial assistance for the modifications in the first instance. In 

circumstances where no alternative funding is available UHC will assume responsibility for 

modifications under this policy.  

 UHC supports the concept of universal access is when everyone can access the service 

somewhere, at a public place, thus also called public, community or shared access. 

Improving access for all reduces the discrimination of people with access issues. 

 

Properties currently owned and managed by UHC 

A tenant member may request upgrade works that will improve the access and/or amenity of their 

property for an older person or a member of the household who has a disability. These works are 

generally requested because the existing housing presents a health and/or safety concern for the 

household member with special needs.  

 

Where the immediate health and safety of members or household members are placed at serious risk, 

works are completed as urgent works. 

 

UHC members may request relatively minor works such as additional grab rails, removing shower 

screen doors, replacing taps with flick mixers.  

 

However in order to determine a request for significant accessibility modifications UHC will require 

support documentation (e.g. Medical Assessment Form) from a healthcare professional such as an 

Occupational Therapist. This documentation must confirm the need and urgency for the modifications and 



United Housing Co-operative Ltd. Property Maintenance & Management Policy (Approved: 2 April 2020)  Page 32 of 39 

 

 

detail the type of modifications required. In addition to support documentation provided by health care 

professionals UHC will also consider:  

 Costs 

 Future use of the property, and, 

 Future occupants of the property.  

 

Future properties either acquired or developed by UHC 

In recognition that future occupants of properties either acquired or developed by UHC 

may be occupied by older people, and/or people with a disability UHC will consider access 

issues. UHC understand that future tenants may have visitors with access issues and where 

possible will support and advocate for improved access for all.  

 

UHC understands that facilitating tenants to remain in their own is not limited to the physical 

structure of the property and may include providing facilities for additional onsite support. 

Where UHC undertakes a housing development or acquires a property, UHC will seek to 

provide property with provision of additional space to accommodate a support worker or 

family member on a short-term basis. 

 

Legislation and standards 

This policy adheres to the obligations of UHC and tenant members under the; 

 Residential tenancy Act 1997 

 Housing Act 1983 (Vic) 

 Guidelines for Registered Housing Agencies published by DHHS 

 Performance Standards for Registered Housing Agencies   
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Section 9: Dealing with Owners Corporations Policy 
 

Purpose 

This policy establishes United Housing Co-operatives approach to its responsibilities for managing 

properties within a Body Corporate.  

 

Scope  

This applies to UHC properties either owned or leased from DHHS that are subject to Owners 

Corporations which have additional legislation governing the properties and in particular common 

areas.  OC’s can restrict the management function of UHC and may have restrictive uses of 

common areas, external appearance and establish restrictive by-laws.  

 

UHC aims to provide a clean, safe and hygienic environment to all common areas. Cleaning should be 

carried out to communal areas regularly, in line with community standards and any legal requirements. 

Cleaning is restricted to the public and communal areas of UHC managed properties within OC.  

 

Where UHC owns properties with shared areas UHC will have a strong preference to engage an 

Owner Corporations Manager. 

 

Procedure  

UHC will attend Annual General Meetings of Owners Corporation meetings and communicate 

information back to the tenant. The tenant member will be given the opportunity to participate and 

should advise UHC staff if they wish to do so.  

 

It is anticipated that participation in annual owners’ corporation meetings will provide:  

 UHC with information relating to the operation of common areas and adjoining properties 

 Ensure UHC tenants are being treated fairly and tenants’ rights are being respected 

 Develop good relation with neighbours and adjoining property owners 

 Provide oversight of any risks or hazards in common areas.  

 Ensure adequate levels of insurance, minimum building insurance should underwrite the 

rebuild of all units, any built common areas and services, including public liability of at least 

$20Million  

 Ensure adequate and regular contributions towards sinking funds and reduce needs for 

special levies which can potentially be resisted by other members of owners corporation,   

 For inactive OC ensure on site safety assessments are conducted at least every 2 years.  

 

UHC will not usually be involved in Owners Corporations Committees unless there is an identified 

need. Participation in committees will be agreed with UHC General Manager.   

 

Legislation and standards 

This policy adheres to the obligations of UHC and tenant members under:  

 Residential Tenancy Act 1997 

 Housing Act 1983 (Vic) 

 Owners Corporation Act 2006 

 Guidelines for Registered Housing Agencies published by DHHS Performance Standards 

for Registered Housing Agencies   
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Section 10: V aca t i ng  Ma i n t e na nce  P r o ce dur e  
 

Purpose  

This policy establishes United Housing Co-operative’s (UHC) approach to its responsibilities in 

relation to inspections and management of vacancies, and minimum standards requirements prior to 

re-letting vacant properties.  

 

Scope  

This policy applies to all UHC properties that are vacant, or about to be vacant, that are owned or 

under lease to UHC and; 

 Establishes common maintenance standards for all vacant UHC properties to ensure properties 

meets UHC standards for properties prior to re-letting. 

 Provide a base for the cost effective and efficient use of funds. 

 Establishes clear guidelines for property management including planning, responsibilities for 

maintenance and reporting mechanisms of vacancy works. 

 Details applicable UHC and legal requirements for maintenance. 

 

Policy Statement 

 UHC will seek to balance the need to re-let properties within DHHS regulatory timeline 

requirements, the need to present the property to a high standard, reduce vacancy times to 

reduce costs and ensure households waiting for properties are given access to an 

affordable property within a reasonable timeframe. 

 While properties are vacant consideration will be given of bringing forwards works identified 

in the 5 years asset management plan. UHC General Manager will approve any capital 

works which may impact on DHHS vacancy timelines. 

 Efficiencies are to be sought so long as they are not to the detriment of the quality of works 

and services. Opportunities to maximise works carried out at the time of vacancy will be 

considered in line with annual maintenance plans and 5 year Asset Management Plan.  

 A UHC property cannot be re-let unless it is: 

- Safe and secure 

- Structurally sound and weatherproof 

- Works are completed in efficient and cost effective manner 

 

Procedure  

 

Vacating Tenant Member Responsibilities  

When a tenant member vacates a UHC property, they are required to ensure that it is left in a clean 

condition including: 

 Carpets cleaned; 

 removal and disposal of all rubbish; 

 washing floors and vacuuming carpets; 

 professional steam cleaning of carpets where considered necessary; 

 cleaning bathroom and kitchen fittings (including cupboards) and appliances, including the 

stove grill, oven and range hood filters; 

 washing walls, woodwork, windows and window coverings; and, 

 lawns mowed, weeds removed and generally clean and tidy yards. 
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Exit Inspection 

Once notified of a vacancy, UHC staff will meet with the occupant prior to vacating to review 

Condition Report, determine any damage, assess deterioration as part of normal wear and tear 

and liaise with the tenant member about items that they need to attend to.  

 

If damage is result of tenancy UHC staff will determine whether to pursue tenants or third party for 

damage. (See tenant related damage -Tenancy Management Policy)  

 

At this inspection UHC staff will also determine what works if any need to be undertaken prior to 

allocation.  

 

Vacancy Maintenance 

In determining works to be conducted during vacancy UHC staff will consider;  

 Asset Management strategy - 5 year planned maintenance works plan.  

 Planned works or capital upgrades may be brought forward and completed during vacant 

period.  

 

UHC will ensure the following are completed;  

 Steam clean of carpets. 

 Windows cleaned. 

 Oven cleaned.  

 Shower recess cleaned. 

 Bath cleaned. 

 One movement egress locks and keyed alike (minimum 3 sets at least one set for office). 

 Windows check to remove any window locks. 

 Trees removed that may grow over gutters. 

 Removal of any items that could present as a hazard. 

 UHC Prescribed Electrical safety check. 

 

Inspection Opportunity By Other UHC Members 

In normal circumstances UHC tenant members will be given an opportunity to inspect a property 

prior to tenancy. UHC staff will advise tenant members of a time and date if they wish to view a 

property.  

 

Conditions Report  

UHC staff will complete a Condition report with prospective tenant member.     

 

Vacant properties cannot be re-let until the property meets UHC Standards.  

 

Legislation and standards 

This policy adheres to the obligations of UHC and tenant members under the: 

 Residential tenancy Act 1997. 

 Housing Act 1983 (Vic). 

 Guidelines for Registered Housing Agencies published by DHHS. 

 Performance Standards for Registered Housing Agencies.   
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Section 11: Procedure for Keys and Locks 
 

Purpose 

This policy sets out UHC requirement to maintain properties in a safe and secure manner in 

relation to locks and keys.  

 

Scope 

This policy applies to all properties owned and under lease to UHC. 

  

Policy Statement  

 UHC will provide a safe and secure property. 

 UHC will provide a property that allows for safe and easy egress from the dwelling in case 

or emergency such as fire. 

 UHC will comply with formal advice from DHHS in relation to no keyed windows and single 

action door handles. 

 UHC will hold a full set of keys for each property secured in a key safe at the registered 

office.  

 

Keys  

In order for UHC to fulfil its obligations as landlord UHC will:  

 Regularly check keys during annual inspections.  

 Regularly remind tenants that they obligated to seek approval from UHC to change locks at 

any time.  

 Ensure security doors and external doors are keyed alike. 

 Remove any window locks or locks not consistent with the policy.  

 Provide new tenants with one full set of keys. 

 

Locks   

On vacancy UHC will ensure that locks to external doors comply with the following;   

1. Fire exit regulation one action door handles 

2. No locks able to be locked with a key from the inside. 

3. Only able to lock doors with a key from outside or snib from inside. 

4. Unable to lock oneself out. 

 

Where required UHC will request contractors responsible for changing locks to add cover plates 

etc to cover unpainted area once locks are changed as required. 

 

Legislation and standards 

This policy implements the obligations of UHC and tenant members under: 

 Residential Tenancies Act 1997.  

 Housing Act 1983 (Vic). 

 Charter of Human Rights and Responsibilities Act 2006.  

 Guidelines for Registered Housing Agencies published by DHHS. 

 Performance Standards for Registered Housing Agencies. 

http://www.austlii.edu.au/au/legis/vic/consol_act/cohrara2006433/
http://www.dhs.vic.gov.au/about-the-department/documents-and-resources/policies,-guidelines-and-legislation/guidelines-for-registered-housing-agencies
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Section 12: Fences Policy 
 

Purpose 

This policy establishes United Housing Co-operative’s approach to its responsibilities in relation to 

fences including fences shared with neighbours.  

 

Scope 

This policy applies to all properties owned and under lease to UHC 

 

The Fencing Act 1968 places particular emphasis on fences being suitable for the purposes of both 

owners. Legal action should always be viewed as a last resort, and as something to be avoided wherever 

possible. 

 

Policy 

UHC understands that fences are important security item and assist in maintaining positive 

relationships with neighbours. 

 

Procedure  

UHC repairs fencing regardless of age in preference to replacement, unless it is not economic to do so or 

replacement is legally required. In deciding whether to approve repair a fence UHC will take into 

consideration: 

 The quality and durability of the proposed fence. 

 The ongoing maintenance of the fence. 

 

If a member is contacted by a neighbour in relation to a joint fencing issue, the member should request 

the neighbour to contact UHC. 

 

Members may request another type of fencing other than paling provided they are willing to pay all costs 

over and above that of a paling fence and their chosen fence type is approved by UHC (see Procedure: 

Tenants requests for alterations). 

 

For boundary fences UHC will act so as to negotiate appropriate outcomes for fencing with the owners of 

neighboring premises to avoid the initiation of legal action through the Magistrates’ Court.  

 

Shared Boundary fences 

Replacement of boundary fencing to properties will be carried out where: 

- The fence has been substantially damaged and its ongoing viability compromised; 

- A fencing request has been made by the adjoining owner under section 6 of the Fences Act 

1968, and UHC agrees that there is need to fence; 

- UHC is legally compelled. This means UHC has disagreed that the fence should be replaced and 

where the Magistrates’ Court or court appointed arbitrator has found against UHC; and, 

- Where the condition of the fence has deteriorated to the point where it has become a 

serious health and safety issue. 
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Where a shared boundary fence is to be replaced UHC will; 

- Have a preference for well seasoned preferably kiln dried timber paling, 1800mm nominal 

height from ground, continuing to the front of the property.   

- Have a preference for fences common to the local streetscape or, in the case of corner 

properties, as legally required.  

- Where a private owner or member requests fencing over 1800mm high, the request may be 

approved, subject to the private owner or member agreeing in writing to pay all costs associated 

with the additional height. 

- Where agreed by adjoining owners, UHC may install alternative styles of fence appropriate to the 

local environment, or in accordance with local planning laws. 

 

Wing Fencing & Gates 

Wing fencing complete with gate is normally provided to individual properties. Replacement wing 

fencing should be positioned to ensure the rear yard is enclosed with gates installed on the drive side of 

the property. 

 

The type and style of replacement fencing shall be appropriate to the fencing styles of the 

neighborhood and shall be provided in accordance with municipal planning requirements and the 

Building Regulations. This may include picket, vertical board screen, coloured chainmesh, horizontal 

board or Colorbond metal. 

 

Front Fences and Gates 

Font fencing and gates shall be consistent with neighbourhood character and not more than one metre 

high. 

 

Preference should be given to the use of durable, low-maintenance products.  

 

Legislation and standards 

This policy implements the obligations of UHC and tenant members under: 

 Residential Tenancies Act 1997.  

 Housing Act 1983 (Vic). 

 The Fences Act 1968 (Vic). 

 Performance Standards for Registered Housing Agencies. 
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Attachments: 

 

Attachment A: Planned Maintenance Works Approval 

Attachment B: Kitchen Design Specifications 

Attachment C: Bathroom Specifications 

Attachment D: Upgrade Works Agreement 

Attachment E: Works and Services Agreement 

Attachment F: DHHS Internal/External Works Permit Application Form 

 



 

 

[Attachment A: Planned Maintenance Works Approval]  

Property: ______________________  

Approved Works ___________________ 

Quotes received 

Installer Quote No. Option 1  

Retain existing layout  

Price (ex GST) 

Option 2  

Alternative layout 

Price Ex GST 

    

    

    

 

Assessment of quotes  

______________________________________________________________________________
______________________________________________________________________________
____________________________________________________________. 

Recommendation 

Internal UHC staff recommendation for UHC Manager sign off  

 

UHC Approval of planned maintenance works  

United Housing Rental Housing Co-op policy is that planned maintenance works over 

$3,000 ex GST require Manager’s approval. For Manager’s approval at least 2 competitive 

quotes should be provided for consideration.  NB for works over $10,000 ex GST also 
required DHHS approval. 

 

UHC acceptance of quote __________________________ Date: ___ / ____ / ______   



 

 

[Attachment B: UHC - Kitchen Design Specifications] 

UHC is a not for profit housing provider providing housing for lower income households. UHC is a co-operative providing 
tenants with input into how their housing is managed. UHC has an asset management plan which target 3-5 kitchens 
bathrooms for upgrade each year. In upgrading kitchens UHC aims;    

 to provide opportunity for tenant input into design, finishes and colours 
 to meet UHC approved budget for kitchen renovations,  
 provide energy sustainable option to reduce reduce the impact on the environment by reducing energy 

consumption, and also materials including paint that have a low impact on environment, and,  
 take on board suggestions from contractors to improve design, layout, materials as well as opportunities to 

save costs.  
In order to achieve good quality kitchens that are serviceable and durable and looked after by current tenants and 
suitable for future occupants.   

UHC will  

 Undertake a Division 6 Hazardous Materials audit where appropriate and forward this to preferred contractor 
prior to commencing work 

 Will manage any issues arising between tenant and contractor  
 Ensure reasonable access to property 
 Make available a 30% deposit and balance on completion if required 
 Pay invoices within 14 days. 
 Inspect job prior to commencement, during and on completion 
 With reasonable notice will ensure UHC staff are available to visit site during work to clarify issues. 

Tenderers should confirm;   

 They will supply, (or willing to supply with UHC staff assistance) adequate OH&S information such as Safe 
Work Method Statement (SWMS/JSA), prior to commencement ,and provide relevant licences if required 

 They can provide evidence of current Public liability of at least $10M ($20M is preferred)  
 Confirm Installation will comply with applicable standards and also manufacturers specifications,  
 Are registered for GST 
 Will produce a timely and valid invoice   
 Be responsible for the complete all coordination of the supply and installation (including responsibility for sub-

contractors) 
 A timeline for delivery of all unit installations (max of 2 months.)  
 Are committed to neat and tidy workmanship and to deal with tenants with tenant in a respectful manner 
 They will provide a rough sketch to show layout with main dimensions including GPOs  

Submitted quotes must reference UHC Kitchen Design Specifications 

 
 
  



 

 

 
Process 

1. UHC contact contractor with job details 
2. Contractor to contact tenant to arrange inspection and measure  
3. Contractor provide UHC with quote and rough sketch  
4. UHC to assess max 3 quotes 
5. UHC advise contractor of successful quote or unsucessful 
6. Contractor to arrange to meet on site with UHC staff and tenant to confirm materials, design, colour, start dates, 

duration and access arrangements.  

 
Standard Specifications (Can be varied by agreement UHC to cross out where not applicable) 
 

Hazardous materials    

 Asbestos audit to be provided to trades prior to commencing. Any removal of ACM will be variation to quote  
 
Joinery  

 Walls to be straight 

 Appropriate space for microwave either a shelf alongside overhead cabinets  or under bench cavity including 

double GPO  

 Plastic cutlery inset to be supplied.  

 1 x pantry style cupboard.  

 If possible bench Bench space to be minimum of 1 m sq and 2 pot stand areas of .6 m. (can be discussed with 

tenant) – too prescriptive  

 A minimum 1800 mm high X 900mm wide X 650mm deep fridge cavity with double GPO and adequate 

ventilation especially if overhead cupboard installed. 

 Need appropriate bin store for 2 bins (recycle and general waste) of a reasonable size depending on number of 

occupants. Suggestion provide a cupboard or drawer that are in a full height position under a bench. 

 Bench tops to be 900m from floor. 

Allowance for dishwashers 

 Standard space under bench for dishwasher. Electrical plug in this space for dishwasher or in cupboard beside 
with hole from dishwasher space adequate for plug to go through without any wiring work required.  

 Dishwasher space to be all painted white internally so cavity is neat until a dishwasher is purchased. Floor 
should be neatly finished 

  A cupboard may be built to fill dishwasher cavity however this will be additional cost 
 

Electrical 

 LED lighting circular and located above of close to work space.  

 Rough sketch to show electrical double plugs for kitchen is stove, microwave, fridge, range hood. 

 All appliances to have a separate plug and switch not hard wired 

 Stove to have safety switch installed 

 All GPOS to be double (incl fridge and microwave cavity)  



 

 

 Benches to have a minimum of three sets of 2 double GPOS positioned above bench height for appliances 

such as toaster, kettle etc 

Appliances 

 Oven - Preference for free standing oven and stove .Flame stop. Cast iron trivet. Easy care enamel or stainless 

steel (separate grill knobs at front) gas flame stop/power stop switch installed. Safety chain must be fitted 

 Range hood, low noise (pull out preferred) with joinery above. Range hood to be exhausted externally (or 

according to standards) 

Plumbing  

 Sink to be double with drainers both sides where space permits size of second bowl to be agreed with tenant 

 Water to sink to have a valve/stop tap that allows it to be isolated and turned off for any future repair work - 

prefer no flexible hoses.  

 Sink bowl to have at two bowls 1 & ½ preferred tenant to agree LHS or RHS 

 Flick mixer style with easy change washer cassette. 

 Water saving fittings and appliances. 

Tiling 

 Appropriate splash backs tiles to be agreed with tenant (large format acceptable) 

 

Painting  

 All plaster surfaces to be painted including ceiling  

 Paints to be low of no VOC (volatile organic compound) 

 Paint colours to be agreed with tenant with final approval from UHC staff  

 All woodwork within renovation area to be painted including window frames, door faces, architraves etc  

 In cases of open plan kitchen paint colours to match – reduce extent of painting 

Floor coverings  

 Floor coverings to be agreed with tenants and final say UHC staff  
 

 



 

 

[Attachment C: UHC – Bathroom Specifications] 

Job: ___________________________  

UHC is a not for profit housing provider providing housing for lower income households. UHC is a co-operative providing 
tenants with input into how their housing is managed. In upgrading bathrooms UHC aims;  

 to provide opportunity for tenant input into design, finishes and colours 
 to meet UHC approved budget for bathroom renovations,  
 provide energy sustainable option to reduce reduce the impact on the environment by reducing energy 

consumption, and also materials including paint that have a low impact on environment, and,  
 take on board suggestions from contractors to improve design, layout, materials as well as opportunities to 

save costs.  
In order to achieve good quality bathrooms that are serviceable and durable and looked after by current tenants and 
suitable for future occupants.   

UHC will:  

 Undertake a Division 6 Hazardous Materials audit where appropriate and forward this to preferred contractor 
prior to commencing work 

 Will manage any issues arising between tenant and contractor  
 Ensure reasonable access to property 
 Make available a 30% deposit (if requested) and balance on completion  
 Pay invoices within 14 days. 
 Inspect job prior to commencement, during and on completion 
 With reasonable notice will ensure UHC staff are available to visit site during work to clarify issues. 

Tenderers should confirm;   

 They will supply, (or willing to supply with UHC staff assistance) adequate OH&S information such as Safe 
Work Method Statement (SWMS/JSA), prior to commencement, and provide relevant licences if required 

 They can provide evidence of current Public liability of at least $10M ($20M is preferred) and Certificate of 
Currency for Workcover (if applicable)  

 Confirm Installation will comply with applicable standards and also manufacturers specifications,  
 They are registered for GST 
 Will produce a timely and valid invoice   
 Be responsible for coordination of the supply and installation (including responsibility for sub-contractors) 
 A timeline for delivery of all unit installations (max of 2 months.)  
 Are committed to neat and tidy workmanship and to deal with tenants with tenant in a respectful manner 
 They will provide a rough sketch to show layout with main dimensions including GPOs  

Submitted quotes must reference UHC Bathroom Design Specifications 

 
 
  



 

 

 
Process for quoting 

1. UHC contact contractor with job details and tenant contact details  
2. Contractor to contact tenant to arrange inspection and measure (and advise Tim of time and date) 
3. Contractor provide UHC with quote and rough sketch  
4. UHC to assess max 3 quotes 
5. UHC advise contractor of successful quote (or unsuccessful quote)  
6. Contractor to arrange to meet on site with UHC staff and tenant to confirm materials, design, colour, start dates, 

duration and access arrangements.  

 
Standard Specifications (can be varied by agreement and/or UHC to cross out where not applicable) 
 

Hazardous materials    

 Asbestos audit to be provided to trades prior to commencing. Any removal of Asbestos Containing Material 
(ACM) will be variation to quote or excluded from scope of works  

 
General  

 Toilet roll holder to be robust and one hand change -not spring loaded.  

 2 Towel rails.  

 No small spaces/gaps i.e. between bath hobs and vanities, or shower screens and vanities- these should be 
filled 

 Improve accessibility including grab rails – consider graded shower where appropriate with standard 
fall 

 Central floor waste if able to be accommodated  
 Grab rail installed as appropriate  

 Baths must be secured and adequately supported underneath bath 

 No sharps edges  
 
Joinery  

 Walls to be straight 

 Bench tops to be 900m from floor. 

 Shaving Cabinet recessed if possible with mirror doors and internal shelves minimum size 900 *900.  

 Mirror to be placed at a minimum height of 1.93 meters  

 

Electrical 

 LED lighting circular and located above of close to work space.  

 Exhaust fan and light switch to be operated of same switch (or exhaust fan separately switched to auto turn off 

after 3 minutes) 

 All GPOS to be double  

 No heat lamp type lights 

 Ground level power point.  



 

 

 Power points external beside shaving cabinet.  

 Lighting to be central as well as above mirror. Lighting above mirror to be bright 

Plumbing  

 Sink to be durable and not prone to chipping 

 Water to vanity to have a valve/stop tap that allows it to be isolated and turned off for any future repair work - 

prefer no flexible hoses.  

 Flick mixer style with easy change washer cassette. 

 Water saving fittings and appliances. Shower hose final highest position to be a minimum of 2 Meters from 

inside shower base. Shower screens to be a minimum of 2m high. Shower screens to be good quality and 

framed. Shower screens to be higher than height of highest outlet attachment so that whole look is also 

aesthetically pleasing.  

 Sustainable shower head outlets -7 to 9 litres per minute. Water saving fittings and appliances and hand held 
shower heads on rail  

 No flexible hoses unless by agreement (maybe required in some circumstances) 

 Dual flush cistern.  

 Bath outlet/spout able to be moveable if in middle of bath area.  

 New baths and vanity basins to have overflow outlets inside bath.  

 Soap holder in shower.  

 Showers to have disability type hand rails.  

 Graded or entry level showers must have correct fall (and meet standards)  

 

Tiling 

 Appropriate splash backs tiles to be agreed with tenant (large format acceptable) 

 2 m high tiles around wet area where suitable 

 

Painting  

 All plaster surfaces to be painted including ceiling  

 Paints to be low of no VOC (volatile organic compound) 

 Paint colours to be agreed with tenant with final approval from UHC staff  

 All woodwork within renovation area to be painted including window frames, door faces, architraves etc.  

Floor coverings  

 Floor coverings to be non-slip tiles (or vinyl by agreement) 
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[Attachment D: Upgrade Works Agreement] 

 
UHC has reviewed quotes and approved for the works as described below to proceed. The successful contractor will 
discuss with you the final details of the works such as colours, start dates, finish dates, access requirements and any 
safety concerns. 
 
Please note upgrade works are always disruptive however good communication is essential to a well 
delivered project  
 
Tenant members responsibility  

 Provide good access to site for contractor and advise contractors of any difficulties. NB: let UHC staff know if 
you would like a portable key safe on site for duration of works if you would like to provide a contractor with a 
key while they are on site. 

 Communicate with contractor about any safety issues including pets, children, visitors known hazards 

 Supervise minors (children are under your care)  whilst contractors are on site 

 Understand the work area is a construction site and can be hazardous and follow contractors instructions   

 Allow contractors to have reasonable access to basic amenities such as water and toilets 

 Not to expect contractors to arrive on time but expect they will notify you if they are running late or not able to 
get to the site on that day 

 Contractor is your first point of call for any issues 

 If you intend leaving your home at a specific time please contact the contractor especially if they have not 
arrived by you will be leaving 

 Advise UHC when works are completed 
 

 
Contractors responsibilities 

 Endeavour to keep tenant aware of access requirements and changes to access requirements (especially 
when contractors can’t make it to site) 

 Understand the UHC is a co-operative and allows for tenants to have a say in timely decisions about their 
housing including maintenance  

 Undertake works as per quote and contact UHC is works change or tenants request a change that impacts 
on cost of delivery dates 

 Be mindful of Code of Conduct for contractors 

 Always be diligent about occupational health and Safety of your employees and also tenants, children, pets 
and visitors 

 Keep a clean and tidy site 

 Remove all rubbish at completion of job 

 Ensure job is tidy and safe at end of each day 

 Ensure tenant is aware of what can be used or access whilst contractor is not on site.  
 
 
Approved works: ____________________________________________________________ 
 
Address: ___________________________________________________________________ 
 
 

Job details   

  

Contractors name  

Contractors mobile numbers  

Contractors company   

  

Tenants Name   

Tenants contact Details   
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Installation  
 
Installation period  

Estimated start date   

Number of days to complete  

Estimated finish date   

  

  

  
 

 Start date should be confirmed with tenants 24 hours before commencing 

 Any variation to finish date should be communicated to either party as soon as 
possible and UHC notified 

 

Agreed details: 
 

Job Details to be agreed   

Wall paint colour   

Ceiling paint colour  

Wall tiles/ splash back  

Floor tiles or vinyl   

Benchtop colours  

Cupboard doors   

Cupboard Handles   

Taps   

Kitchen sink bowl  

Light /fan switch linked if 
bathroom  

 

Benchtop profile  

Any other items to be agreed  

  

  

  

  

 
The contractor has explained the details of the proposed works and we have agreed the 
above details.  
 
 
Member’s Signature   __________________________     Date _______________ 
 
Member’s Name          __________________________ 
 
Contractor’s Signature  __________________________     Date _______________ 
 
Contractors Name   __________________________ 
 
Please return this form to UHC prior to works commencing. This agreement may form part 
of the works. 
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[Attachment E: 
Works Agreement] 
Kitchen Renovation at XX  XXXX St 
Moonee Ponds  
 
UNITED HOUSING CO-OPERATIVE LTD 

And  
 
XXX Group Pty Ltd 

 

MOORES 
1/5 Burwood Road 

HAWTHORN VIC 3122 
 

Tel: (03) 9843 2100 
Ref: HFW/MS 162508 

 
Moores Legal Pty Ltd 

ACN 005 412 868 
 



 

HFW\HFW\30421570_2  

DATE:   

PARTIES 

1  UNITED HOUSING CO-OPERATIVE LTD 
ABN 47 870 380 676 
of 1a Ballarat Street Yarraville VIC 3013 
(“United Housing”) 

2  XXXXXX GROUP PTY LTD 
ABN XXXXX197 379 
of PO Box XXXX 
XXXX  3199 
(“Contractor”) 

BACKGROUND 

United Housing has agreed to appoint the Contractor to carry out and complete, and the Contractor has agreed to 

carry out and complete, the Works on the terms set out in this Agreement. 

DETAILS 

Detail Description 

Works  As identified in Annexure A  

Fee $XXXX incl GST 

Defects Liability Period From the date of the Agreement until 12 months after completion of the Works in 

accordance with this Agreement  

Completion Date 15th May 2019 

Site XX  XX Street, Moonee Ponds 

Special Conditions Not applicable 

Insurances Public liability 
insurance 

Amount per occurrence must not be less than $ 
20 million 

Contract works 

insurance 

Contract works insurance is not required 

Notice details United Housing Postal address: 1a Ballarat St, Yarraville 3013 

Email address: tim.liston@unitedhousing.org.au 

Telephone number: 9689 8157 / 0423 303 171 

Attention: Tim Liston 

Contractor Postal address: PO Box XXX Frankston 3199 

Email address: info@XXXXp.com.au 

Telephone number: XXX 

Attention: Gary BXXX 

Other documents which are 

part of this Agreement 

Safe Work Method Statement (SWMS) to be supplied by Beauchamp Group 
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EXECUTED AS AN AGREEMENT: 

 
EXECUTED by UNITED HOUSING CO-
OPERATIVE LTD (ABN 47 870 380 676) in 
accordance with section 127 of the 
Corporations Act 2001 (Cth): 

) 
) 
) 

 

   
   
   

Director  Full name 
   
   
   

Director/Secretary  Full name 

 

 
EXECUTED by XXXXXX Group (ABN 36 155 
197 379 ]) in accordance with section 127 of 
the Corporations Act 2001 (Cth): 

) 
) 
) 

 

   
   
   

Director  Full name 
   
   
   

Director/Secretary  Full name 
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GENERAL CONDITIONS 
1 Application 

1.1 This Agreement constitutes the entire agreement 
between the Contractor and United Housing and 
applies to the exclusion of any terms and conditions 
appearing on or forming part of the Contractor’s 
dockets, invoices or other documentation.  

1.2 If United Housing or any of its representatives signs a 
document acknowledging completion or receipt by 
United Housing of the Works, United Housing will not 
be taken to have accepted the Works as being in 
accordance with this Agreement (whether as to quality 
or quantity) notwithstanding any terms and conditions 
appearing on any such acknowledgment of completion 
or receipt. 

2 Performance, variations and completion 

2.1 The Contractor must perform and complete the Works 
for United Housing in accordance with this Agreement 
and United Housing’s reasonable directions. 

2.2 United Housing may, by written notice to the 
Contractor, vary the quantity, quality or description of 
the Works, the Completion Date or any other aspect of 
the performance of the Works.  For that variation, the 
Fee and Completion Date (if applicable) will be altered 
by the amount agreed by the parties or, where the 
parties are unable to reach agreement, by a 
reasonable amount determined by United Housing. 

2.3 The Contractor must notify United Housing when it 
considers that the Works have been completed, which 
will not be until everything identified in or reasonably 
ascertainable from this Agreement required for 
completion is done and the Contractor has made good 
all untidiness, mess or damage in or to the Site caused 
by the performance of the Works.  Where the parties 
are unable to reach agreement on whether the Works 
have been completed, completion of the Works will be 
determined by United Housing acting reasonably.  

3 Time 

3.1 The Contractor must perform the Works from the date 
of this Agreement (unless otherwise agreed by the 
parties in writing) and complete the Works by the 
Completion Date. 

3.2 The Contractor must notify United Housing immediately 
upon the Contractor becoming aware or having 
reasonable grounds to believe that it will not be able to 
complete the Works by the Completion Date, or in the 
time otherwise required by this Agreement. 

3.3 If the Contractor is or will be delayed by a Delay Event 
in a manner which will prevent it from completing the 
performance of the Works in accordance with this 
Agreement by the Completion Date, United Housing 
will extend the Completion Date by a reasonable period 
to be notified in writing to the Contractor. 

3.4 Without limitation to clause 3.3, the Completion Date 
may be extended for United Housing’s sole 
convenience. 

4 Inspection and Rejection of Works 

4.1 If United Housing discovers that the Works may be 
defective, not performed, incomplete or otherwise not 
in accordance with this Agreement, United Housing 
may give the Contractor a notice requiring it to, at its 
cost and within the reasonable time prescribed in the 
notice, remove, re-perform or rectify the Works. 

4.2 If the Contractor does not comply with a notice under 
clause 4.1, United Housing may have the Works 

rectified, re-supplied or re-performed itself and the cost 
suffered or incurred by United Housing in doing so will 
be a debt due and immediately payable from the 
Contractor to United Housing. 

4.3 The Contractor must cooperate with United Housing in 
relation to the investigation and resolution of any 
complaints arising from the performance of the Works. 

5 Warranties and intellectual property 

5.1 The Contractor warrants that: 

(a) the Works will be performed in accordance with: 

(i) this Agreement; 

(ii) all applicable Australian standards; 

(iii) all applicable laws (including legislation, 
authority requirements and codes and 
standards); and 

(iv) policies and procedures of United Housing 
notified to the Contractor from time to time; 

(b) the Works will be performed using the materials, 
standards of workmanship or professional 
standards (as applicable) which are of high quality 
and consistent with best industry practice; 

(c) the Works, when completed, will be free from 
defects, errors and omissions; 

(d) the Works conform to any sample supplied; 

(e) it has the necessary skills, resources and 
experience to successfully, effectively and 
efficiently perform the Works in accordance with 
this Agreement;  

(f) it will perform the Works in a proper, timely and 
efficient manner using a standard of care, skill and 
diligence that would reasonably be expected from 
a prudent, expert and experienced provider of 
works that are similar to the Works; and 

(g) it will provide any and all equipment and materials 
necessary for the performance of the Works. 

5.2 The Contractor must carry out the Works so as to 
minimise nuisance or interference with the 
accommodation connected with the Site.  The 
Contactor has no entitlement arising in connection with 
the operation of the accommodation connected with 
the Site. 

5.3 The Contractor indemnifies United Housing against any 
loss, cost, damage or expense incurred by United 
Housing as a consequence of or in connection with any 
claim by a third party that it has a right to any 
Intellectual Property in the Works. 

5.4 All Intellectual Property created in the performance of 
the Works will vest in United Housing immediately 
upon creations.  The Contractor grants to United 
Housing a royalty-free, perpetual and irrevocable 
licence to use all pre-existing Intellectual Property in 
the Works for any works which United Housing may 
perform which the Works.  The licence will remain 
vested in United Housing despite the termination of this 
Agreement and United Housing may assign or 
sublicense the rights granted by the licence without the 
consent of the Contractor. 

6 Fee 

6.1 The Fee is fixed and will not be subject to adjustment 
for rise and fall, exchange rate variations or any other 
reason, except as provided in this Agreement. 

6.2 The Fee includes: 
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(a) all taxes, levies and fees (excluding GST) which 
are payable in relation to the performance of the 
Works.  For the avoidance of doubt, the 
Contractor must pay all such taxes, levies and 
fees; and 

(b) all costs associated with delivery, including the 
transport, loading and unloading of the Works.  

6.3 The Fee cannot be varied for any reason except where 
expressly agreed in writing by United Housing. 

6.4 Once the Works are performed under this Agreement, 
the Contractor may give United Housing a valid tax 
invoice for the performed Works (Invoice).  An Invoice 
must include: 

(a) a reference to this Agreement; 

(b) a detailed description of the Works performed; 

(c) an individual reference number for United Housing 
to quote with remittance of payment; 

(d) the Fee relating to the Works, broken down to 
reflect the Fee components on this Agreement; 
and 

(e) such other information advised by United Housing 
to the Contractor in writing. 

6.5 If United Housing requests, the Contractor must 
provide United Housing with all relevant records to 
calculate and verify the amount set out in an Invoice. 

6.6 Subject to clause 6.7, United Housing must pay the 
Contractor the amount claimed by the Contractor in the 
Invoice within 30 days of the date the Invoice satisfying 
the requirements of clause 6.4 is received by United 
Housing. 

6.7 If United Housing disagrees with the amount claimed 
by the Contractor in the Invoice, United Housing must 
determine the value of the Works performed by the 
Contractor in accordance with this Agreement during 
the payment claim period and must issue a payment 
schedule to the Contractor (which will be a payment 
schedule for the purposes of the Building and 
Construction Industry Security of Payment Act 2002 (Vic)) 

within 10 Business Days of receiving an Invoice under 
clause 6.4 stating: 

(a) the amount determined by United Housing as the 
appropriate proportion of the Fee for the 
performed Works (having regard to the provisions 
of this Agreement and the proportion of the total 
Works performed); 

(b) the reason why the amount in the payment 
schedule is different than the amount claimed; and 

(c) if the reason for the difference is that United 
Housing has deducted, set-off or withheld 
payment or proposes to deduct, set-off or withhold 
payment for any reason, the reason for the 
deduction, set-off or withholding.  

The Contractor must, as soon as reasonably 
practicable following receipt of the payment schedule, 
provide United Housing with a revised valid tax invoice 
in accordance with clause 6.4 for the amount 
assessed as payable in the payment schedule.  
Nothing in this clause 6.7 will limit or affect the right of 
the Contractor to dispute United Housing’s 
determination of the value of the Works performed by 
the Contractor in accordance with this Agreement 
during the payment claim period. 

6.8 United Housing must pay the Contractor the amount 
determined by United Housing pursuant to clause 6.7 
as payable to the Contractor within the last to occur of:  

(a) 30 days of the date the Invoice is received by 
United Housing; and  

(b) 10 Business Days after receipt by United Housing 
of the revised valid tax invoice, required under 
clause 6.7, for the amount stated in the payment 
schedule as payable to the Contractor. 

6.9 United Housing may deduct from any amount owing to 
the Contractor, including any part payment of the Fee, 
any amount which under this Agreement which is 
payable by the Contractor to United Housing including 
amounts by way of liquidated or unliquidated damages. 

6.10 All payments by United Housing will be on account only 
and will not be an admission that the Works comply 
with this Agreement. 

7 Goods and Services Tax 

7.1 Unless expressly stated otherwise in this Agreement, 
the Fee does not include GST.  United Housing is not 
required to pay the GST component of the Fee until 
United Housing receives a tax invoice from the 
Contractor in respect of the taxable supply. 

7.2 If an adjustment event occurs, the Contractor must 
issue an adjustment note and a payment must be 
made as between the parties to reflect the adjusted 
amount of the GST on the taxable supply. 

7.3 Italicised expressions used in this clause 7 have the 
meaning given to them in the A New Tax System 
(Goods and Services Tax) Act 1999 (Cth). 

8 Risk, title and Indemnity 

8.1 Risk in any works, goods, plant, equipment and 
materials forming part of the Works passes to United 
Housing when they are delivered or completed (as 
applicable) in accordance with this Agreement and 
accepted by United Housing. 

8.2 Title in any works, goods, plant, equipment and 
materials forming part of the Works passes to United 
Housing free of any Security Interest upon the payment 
of the Fee. 

8.3 The Contractor indemnifies United Housing against any 
claim, expense, liability or loss arising out of or in 
connection with: 

(a) personal injury or death or loss of, or damage to, 
any other property including, without limitation, 
United Housing property arising out of or as a 
consequence of the performance of the Works; 
and 

(b) any breach by the Contractor of this Agreement, 

but the indemnity shall be reduced proportionally to the 
extent that the act or omission of United Housing or its 
agents or other contractors (not being employed by the 
Contractor) contributed to the claim, expense, liability, 
loss, injury, death, or damage. 

9 Occupational Health and Safety and Environment 

9.1 The Contractor is responsible for the health and safety 
of its employees, agents and subcontractors. 

9.2 The Contractor must take all steps necessary to protect 
the safety of United Housing and its employees, 
residents, subcontractors, agents, invitees and 
members of the public from risks to safety caused by 
the performance of the Works. 
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9.3 Without limitation to its other obligations under this 
Agreement, the Contractor must in performing the 
Works:  

(a) comply with all requirements under OH&S 
Legislation;  

(b) comply with any directions of United Housing or its 
nominees in relation to occupational health and 
safety and the environment at the Site; 

(c) not cause, and must take all necessary 
precautions to prevent harm, damage or nuisance 
to the environment in the performance of the 
Works; 

(d) cause all of its employees, agents and 
subcontractors to complete such safety or other 
training or induction as United Housing directs; 
and 

(e) if the Works involve the supply of goods or 
performance of works, ensure that (as applicable): 

(i) the goods are suitably packed to avoid damage 
in transit or storage; 

(ii) safety labels are attach to the packaged goods 
and the material safety data sheets are 
provided with the goods; and 

(iii) risk assessments, job safety analyses and safe 
work method statements are prepared.   

9.4 The Contractor must take all steps to assist United 
Housing in complying with the provisions of the OH&S 
Legislation. 

10 Insurance 

10.1 The Contractor shall effect and maintain for the term of 
this Agreement:  

(a) public liability insurance for not less than the 
amount set out in the Details in respect of any 
single occurrence;  

(b) workers compensation insurance as required 
under applicable workers compensation 
legislation; 

(c) if required by the Details, plant and equipment 
insurance in respect of all plant, equipment and 
supplies, including any temporary work and 
materials not for incorporation into the Works, 
used or to be used by the Contractor in 
connection with the Works, for a sum equivalent to 
the full replacement value of all such plant, 
equipment and supplies; and 

(d) if required by the Details, contract works 
insurance (however described) covering the 
Works performed on the Site (other than Works 
before delivery to the Site and plant and 
equipment required to be insured by the 
Contractor under clause 10.1(c)).  

10.2 The Contractor shall provide United Housing with 
evidence of the terms and currency of insurances 
required to be effected by the Contractor under this 
Agreement before commencing the performance of the 
Works and when reasonably requested by United 
Housing. 

11 Confidentiality and privacy 

11.1 The Contractor must treat this Agreement and all 
information provided by United Housing or on behalf of 
United Housing under or in respect of this Agreement 
as confidential and must not disclose its existence, the 
information contained in it or its subject matter to any 
third party or use it for advertisement, display or 

publication without the prior written consent of United 
Housing except: 

(a) for the purpose of performing the Works;  

(b) with the consent of United Housing; or 

(c) to comply with any applicable law, the rules of any 
securities or stock exchange or an order of a court 
or tribunal and the other party is given prior notice 
of the disclosure. 

11.2 The Contractor its employees, agents, directors, 
partners, shareholders or consultants shall not disclose 
to any person, any confidential information relating to 
United Housing or the affairs of others which may have 
come to its or their knowledge as a result of this 
Agreement. 

11.3 The Contractor must: 

(a) collect, use, disclose, store, retain and dispose of 
Personal Information obtained in performing its 
obligations under this Agreement in accordance 
with the Privacy Act and United Housing's privacy 
policy; 

(b) comply with any notice or other direction given by 
United Housing which United Housing considers 
necessary to enable it to comply with its 
obligations under the Privacy Act or United 
Housing's privacy policy; 

(c) protect all Personal Information obtained during 
the course of performing its obligations under this 
Agreement against misuse and loss and from 
unauthorised access, modification or disclosure; 

(d) at the request of United Housing, either return to 
United Housing all Personal Information accessed 
or received by the Contractor in connection with 
this Agreement, or permanently destroy or de-
identify all such Personal Information and certify 
that this has been done to the satisfaction of 
United Housing; 

(e) ensure that its employees, agents, subcontractors 
and consultants are made aware of, and comply 
with, the obligations under this clause 11.3; and 

(f) promptly notify United Housing if the Contractor 
becomes aware of a breach or possible breach of 
this clause 11.3. 

12 Suspension and termination 

12.1 United Housing may, acting reasonably, suspend all or 
part of the performance of the Works at any time for 
any period by notice to the Contractor.  The Contractor 
must comply with such a notice and must recommence 
performance of the Works when required by notice 
from United Housing.  The Contractor will be entitled to 
be paid by United Housing the direct, reasonable and 
demonstrable extra costs incurred by the Contractor as 
a result of any such suspension unless the suspension 
arises as a result or consequence of the Contractor’s 
failure to perform its obligations in accordance with this 
Agreement, and subject to the Contractor taking all 
reasonable steps to mitigate the extra costs incurred by 
it as a result of the suspension. 

12.2 United Housing may immediately terminate this 
Agreement at any time by giving the Contractor written 
notice.  Subject to any rights of set off or deduction 
which United Housing may have, on termination of this 
Agreement United Housing only obligation will be to 
pay the Contractor for Works which have been 
performed in accordance with this Agreement prior to 
the date of termination. 
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13 Assignment and subcontracting 

13.1 The Contractor must not assign or deal with the 
Contractor’s interests under this Agreement without the 
prior written consent of United Housing.  United 
Housing may assign or deal with its interest under this 
Agreement at any time by notice in writing to the 
Contractor. 

13.2 The Contractor must not subcontract any part of the 
Works without the prior written approval of United 
Housing, which may be given or withheld in United 
Housing absolute discretion and may be given subject 
to conditions. 

13.3 The Contractor will be liable to United Housing for the 
acts, defaults and omissions of the Contractor’s 
subcontractors (and the employees and agents of such 
subcontractors) as if they were those of the Contractor. 

14 General 

14.1 No waiver by United Housing of a breach of this 
Agreement by the Contractor constitutes a waiver for 
any subsequent or continuing breach by the 
Contractor. 

14.2 If any of the provisions of this Agreement are held by a 
court of competent jurisdiction to be invalid or 
otherwise unenforceable that provision may be severed 
from this Agreement and the remainder of this 
Agreement will continue to be effective and valid 
notwithstanding such severance. 

14.3 A single or partial exercise or waiver by a party of a 
right relating to this Agreement does not prevent any 
other exercise of that right or the exercise of any other 
right.  A party is not liable for any loss, cost or expense 
of any other party caused or contributed to by the 
waiver, exercise, attempted exercise, failure to 
exercise or delay in the exercise of a right. 

14.4 Except as expressly stated otherwise in this 
Agreement, the rights of a party under this Agreement 
are cumulative and are in addition to any other rights of 
that party. 

14.5 Each party must promptly do whatever the other party 
reasonably requires of it to give effect to this 
Agreement and to perform its obligations under it. 

14.6 This Agreement is governed by and is to be construed 
in accordance with the laws applicable in Victoria.  
Each party irrevocably and unconditionally submits to 
the non-exclusive jurisdiction of the courts of Victoria 
and any courts which have jurisdiction to hear appeals 
from any of those courts and waives any right to object 
to any proceedings being brought in those courts. 

14.7 This Agreement may consist of a number of 
counterparts and, if so, the counterparts taken together 
constitute one document. 

14.8 This Agreement may only be amended or varied by the 
written agreement of the parties. 

14.9 The Contractor is an independent contractor and this 
Agreement does not create a partnership, joint venture 
or agency relationship between the parties. 

14.10 A notice or other communication required by or 
relating to this Agreement must be delivered, sent or 
emailed to the applicable address for notices contained 
in the Details, as may be changed by a party by written 
notice to the other party. 

15 Definitions and interpretation 

15.1 In this Agreement, unless the context otherwise 
requires: 

(a) Agreement means the Details, the Special 
Conditions (if any), the General Conditions, the 
Annexures to this Agreement and any other 
documents attached to, or prescribed in, the 
Details as forming part of this Agreement, which, 
in the event of any inconsistencies, must be 
construed in that order of priority. 

(b) Business Days means a day other than a 
Saturday, Sunday or public holiday in Melbourne, 
Victoria. 

(c) Completion Date means the date identified in the 
Details (if any), as may be extended in 
accordance with this Agreement. 

(d) Defects Liability Period means the period 
expiring 12 month (or other period set out in the 
Details) after the completion of the Works in 
accordance with this Agreement. 

(e) Delay Event means: 

(i) any delay or disruption caused by United 
Housing, but does not include any delay or 
disruption caused by United Housing acting in 
accordance with this Agreement; and 

(ii) any other delay or disruption not caused or 
contributed to by the Contractor which:  

(A) the Contractor has not accepted the 
occurrence or consequence of under this 
Agreement; and 

(B) could not reasonably have been foreseen 
by the Contractor at the date of this 
Agreement, 

provided the Contractor has taken reasonable 
steps to preclude the reason for the delay or 
disruption and to avoid or minimise the 
consequences of the delay or disruption. 

(f) Details means the document to which these 
General Conditions are attached. 

(g) Fee means: 

(i) the lump sum stated for the Works in the 
Details; or  

(ii) if no lump sum is so stated the amount 
ascertained by applying the Unit Rate set out in 
the Details to the appropriate total units of 
Works supplied, or units of time properly and 
reasonably incurred by the Contractor in the 
performance of the Works in accordance with 
this Agreement. 

(h) General Conditions means these general 
conditions for the supply of the Works. 

(i) Invoice has the meaning in clause 6.2. 

(j) Intellectual Property means all present and 
future rights conferred by statute, common law or 
equity in or in relation to copyright, trade marks, 
designs, patents, circuit layouts, plant varieties, 
inventions, and other results of intellectual activity, 
including moral rights, in the industrial, 
commercial, scientific, literary or artistic fields 
whether or not registrable, registered or 
patentable. 

(k) OH&S Legislation means all legislative 
requirements relating to workplace or occupational 
health and safety applicable to the Contractor, the 
Works or the Site, including the Occupational 
Health and Safety Act 2004 (Vic) and the 



 

HFW\HFW\30421570_2  

Occupational Health and Safety Regulations 2007 
(Vic). 

(l) Personal Information has the meaning given in 
the Privacy Act. 

(m) PPSA means the Personal Property Securities Act 
2009 (Cth). 

(n) Privacy Act means the Privacy Act 1988 (Cth). 

(o) Security Interest has the meaning given in the 
PPSA. 

(p) Site means the site identified in the Details (if 
any). 

(q) Special Conditions means the conditions (if any), 
which may or may not effect an amendment to 
these General Conditions, identified in the Details. 

(r) Works means (as applicable) the supply, delivery 
or performance of the goods and works identified 
in the Details or reasonably ascertainable from 
this Agreement and the performance of the 
Contractor’s other obligations under this 
Agreement, as may be varied in accordance with 
this Agreement. 

(s) Unit Rate means the rate identified in the Details 
(if any) payable to the Contractor (per units of 
items or units of time as the case may be) for the 
performance of the Works in accordance with this 
Agreement.  Unit rates are fixed for the duration of 
this Agreement. 

15.2 In this Agreement, unless the context requires 
otherwise: 

(a) the singular includes the plural and vice versa; 

(b) a reference to any legislation includes a reference 
to any proclamation, order, amendments or 
modification made under that legislation; 

(c) where the Contractor comprises two or more 
persons, then the obligations on the Contractor 
will bind and be observed and performed by those 
persons jointly and severally; 

(d) “include”, “includes” and “including” means 
“includes without limitation”; 

(e) no rule of construction will apply to a clause to the 
disadvantage of a party merely because that party 
put forward the clause or benefits from it; 

(f) if the date on or by which any act must be done 
under this Agreement is not a Business Day, the 
act must be done on or by the next Business Day; 

(g) where time is calculated by reference to a day or 
event, that day or the day of that event is 
excluded; and 

(h) a notice or other communication means a notice 
or communication in writing in the English 
language, addressed to the postal addresses of 
the recipient party. 

15.3 In this Agreement a reference to: 

(a) a person includes that person’s legal personal 
representatives, successors, assigns; 

(b) time is to local time in the capital city of the state 
or territory in which the Site is located or the 
Works will be delivered or performed; 

(c) “$” or “dollars” is a reference to Australian 
currency unless otherwise agreed; and 

(d) a clause or Annexure is a reference to a clause or 
Annexure of this Agreement. 
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ANNEXURE 1 – DESCRIPTION OF THE WORKS 

 

Attachment 1 XXXX Group Quotation QU – 0568  18th April 2019 (Amount of $10,600) 

Attachment 2 Hazardous Material Summary  

Attachment 3 Signed works agreement  
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 Department of Health and Human Services 
 

[Attachment F: DHHS Internal External Works Permit] 

INTERNAL/ EXTERNAL WORKS PERMIT APPLICATION FORM  

MINOR WORKS 

Director of Housing owned properties leased to Community Housing Agencies  

 
HOW TO APPLY 

 
Written approval from a delegate of the Director of Housing (DoH) is required prior to the 
commencement of any works. In normal circumstances the applicant will be the Agency 

responsible for management of the property. 
 
The completed form should be returned to either: 
 
 Program and Service Advisor (PASA) at the Regional Office - THM and Crisis Properties  
 Program Leasing Team, Property and Asset Services, Level 8, 50 Lonsdale Street, 

Melbourne, VIC 3000 – HPF, General, Youth Foyer & Community Facility properties  
 
If you wish to install an external item, such as a garage or pergola, you will also need to 
contact your local Council. The Council will inform you of the specific building requirements 
you must meet. You may also be required to pay for a building permit.  
 
Where appropriate, include building permits, plans and other documentation from your 
local Council. 

 

Agency Name 
United Housing Cooperative  

Property address 
 

Region 
 

Date of Application 
 

 
If a qualified builder is to install the item, please give details: 

Name of Builder    

Address     

Registration number  Telephone  

If an installation company is to fit the item, please give details: 

Name of Company    

Address  Telephone 
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TICK THE APPROPRIATE ITEM TO INCLUDE IN YOUR PROPERTY 

 

External Works Internal Works 

Garage                                              
 
Bungalow/Sleepout                            

 
Carport                                              
 
Enclosed rear/front Porch                   
 
Pergola                                              
 

External Awnings                                
 
Garden shed                                       
 
Communication Equipment               
(TV antennas, Satellite dishes, Cable TV 
connections) 

 
Other                                                

______________________________ 

______________________________ 

______________________________ 

NOTE: 
 Provide plans or drawings showing site 

location, measurements, etc if possible. 
 Provide a copy of the tradesperson’s 

quote, which details the works.  
 Provide a copy of the building permit if 

applicable. 
 External window mounted air 

conditioners in multi-storey properties 
are not permitted. 

 Swimming pools and spas are not 
permitted. 

 

Appliances                                         
(including air conditioners, dishwashers, 
ceiling fans, rangehoods, heaters, stoves) 

Specify Appliance  ________________ 
Location  ________________________ 
 
Floor Coverings                                   
(including carpets, sheet vinyl and ceramic 
tiles) 
Specify Type  ____________________ 

Location  ________________________ 
 
Internal Painting                                 
(Light/pastel colours only) 
Location  _______________________ 
 
Built-in Robes                                     

Location  _______________________ 
 
Electrical                                            
Power points/Light fittings 
Details  ________________________ 
Location  _______________________ 
 

Other                                               
Details  ________________________ 
_______________________________ 
_______________________________ 
_____ __________________________ 
_______________________________ 
_______________________________ 

 

 

Is a Council building permit required for this 
work?         YES   /   NO 

Has the Council permit been issued?         YES* /   NO 

 
* Attach a copy of the permit to this application 
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INTERNAL/EXTERNAL WORKS PERMIT CONDITIONS 

 

1. The Director of Housing (DoH) and its representatives are under no obligation to 
contribute towards the cost of the item(s) listed in this application form. This application 
will be considered on the basis that the Agency is prepared to meet the full cost of the 
works and the ongoing maintenance of the item. 

2. Works must not commence before written approval is obtained from the DoH. 

3. The works are to be carried out by appropriately qualified trades persons in a proper 
manner, in compliance with all legislative requirements and to the reasonable 
satisfaction of the DoH. If the property is damaged as a result of the works, the Agency 
will be responsible for the cost of repairs. 

4. The applicant must comply with all laws applicable to the undertaking of the works 
including obtaining, prior to the commencement of the works, all permits, licences and 
other approvals required.  

5. Where a permit from the local Council is required for the works, the applicant must 
obtain that approval at their expense.  The works must not commence before the permit 
is given.  

6. The works may be subject to inspection by a Field Services Officer (FSO). The applicant 
is required to notify the DoH when the works are finished.  

7. If the Council has issued a permit for the works, the applicant must obtain a final 
inspection notice and forward a copy to the DoH. 

8. The work listed in this application form is to be maintained at the applicant’s expense 
and insured by the same. 

9. In the event of vacating the property the applicant agrees to meet the cost of removing 
the item and restoring the property to the standard Housing and Community Building 
condition. This may include any redecorating, if required. 

10. In the event that the property is vacated without the applicant removing the item listed 
in this permit, the item will become the property of the DoH without reimbursement 
due to the applicant. 

11. In the event that the applicant either vacates or ceases to manage the property and 
leaves the item at the property, the DoH may make an application to the Victorian Civil 
and Administrative Tribunal (VCAT) to seek compensation for costs associated with any 
the removal/restoration works. 

12.  Any item in the property that is replaced, such as a gas stove or heater, must be 
delivered to the address provided by the Program Leasing Team or FSO and must not 
be traded in. 

13.  TV antennas can only be fixed to brick and concrete chimneys with approved brackets 
to the manufacturer’s specifications. 

14.  Each application will be assessed on its own merit and without bias.  However, the DoH 
reserves the right to refuse any application deemed to be inappropriate. 
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Declaration to be signed by applicant 
 
I/We have read and agree to the permit conditions detailed on this application form. 
I/We declare that all the information provided is true and correct. 
 
 

Declared by:    Name of Agency _United Housing  Co-Operative ______ 

 Signature _________________________________ 

Witnessed 
before: 

 
Full name of 
Witness 

 
__Tim Liston   _________ 

 Signature _________________________________ 

 Date           /         / 20 
 

 

Declared by:    Full name of 
Applicant if not 
Agency 

_________________________________ 

 Signature _________________________________ 

Witnessed 
before: 

 
Full name of 
Witness 

 
_________________________________ 

 Signature _________________________________ 

 Date               /         / 20 

 

 

OFFICE USE ONLY 

 

COUNCIL PERMIT                ATTACHED  / NOT ATTACHED  /   

 

NOT APPLICABLE  

       

  

ENDORSED BY FIELD SERVICES OFFICER/HOUSING 
MANAGER                                                           Y  / N        

 

Signature_____________________________________ 

Print Name____________________________________ 

 

 

 

Date:          /       / 20 

 

APPLICATION                      APPROVED   /   NOT APPROVED 

 

Signature______________________________________ 

MANAGER, PROGRAM LEASING  

 

 

   

Date:        /        /  20 

 

 


