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Acronyms  
 

ATO Australian Taxation Office 

CRA Commonwealth Rent Assistance  

DHHS Department of Health and Human Services  

VHR Victorian Housing Register   

RHA Registered Housing Agencies  
RTA        Residential Tenancies Act (1997) 
VCAT         Victorian Civil and Administrative Tribunal 
 

 

Definitions 

Assessable Income  
Assessable Income is defined in the DHHS Rental Rebate Policy as the total income of all household 
members over the age of 18.  Assessable Income includes most income sources but excludes Pension 
Basic Supplement, Pharmaceutical Allowance, Carers Allowance and some other benefits.  
 
Family Tax Benefit A & Family Tax Benefit B and Child Maintenance are calculated at 15% of income.  
 
UHC cannot charge more than 75% of ATO rental benchmark for Melbourne to ensure it maintains its 
current charitable status. 

 
Reasonable adjustments  
Reasonable adjustments are changes to the work environment or other formal settings that allow 
people with disability to work or participate safely and productively.  Under the Equal Opportunity Act 
2010, 'disability' includes: physical, psychological or neurological disease or disorder. Illness, whether 
temporary or permanent. 
 
Commonwealth Rent Assistance (CRA) 
All households who are eligible are expected to claim CRA from Centrelink and will be assessed as 
such. For community housing tenants who reside in properties managed by Registered Housing 
Agencies under a General Lease, the CRA calculation is based on a benchmark figure provided by 
DHHS. All Centrelink recipients except those on single Newstart are eligible for the full CRA amount 
unless they are in receipt of child maintenance or other income.   
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1. INTRODUCTION  

1.1. Legislative Framework 

Co-operatives are governed by two main pieces of legislation: 

 Housing Act 1983 (Vic), especially Part VIII to the Housing Act 1983 – Housing Registrar 

 Co-operatives National Law Application Act 2013 (Vic) 

 
Other legislation which impacts on United Housing Co-operative (UHC) includes:  

 Residential Tenancies Act (1997) which details the rights and duties of landlords and 
tenants of rented premises in Victoria  

 Australian Charities and Not for Profit Commission Act 2012  

 Disability Act 1992 (Vic) 

 Equal Opportunity Act 2010 (Vic) 

 Privacy and Data Protection Act 2014 (Vic) 

 Occupational Health and Safety Act 2004 (Vic) 

 Protected Disclosure Act 2012 (Vic) 

 Child Wellbeing and Safety Amendment (Child Safe Standards) Act 2015 (Vic) 

 Charter of Human Rights and Responsibilities Act 2006 

 

1.2. Tenancy Management Framework  

The following key documents are the foundation of UHC tenancy management framework. 
 
INTERNATIONAL CO-OPERATIVE PRINCIPLES 

UHC endorses the International Co-operative Principles.   
 
Principle 2: Democratic Member Control is of particular relevance to the tenancy management policy 
framework, which states “Co-operatives are democratic organisations controlled by their members, 
who actively participate in setting their policies and making decisions”.    
 
Central to this principal is UHC’s clear preference for tenant members to maintain direct involvement 
in the policy formulation process around allocations, rent setting and the management of arrears and 
to maintain membership control over selection of new members.   

 
DEPARTMENT OF HEALTH AND HUMAN SERVICES (DHHS) LEASE AGREEMENTS 

 

 UHC’s current property portfolio includes 90 properties leased from DHHS subject to the terms 

and conditions of the General Lease and 12 owned properties which fall under the Funding 

Deed Agreement and Project Annexure agreements with DHHS each with different lease 

conditions and reporting requirements which direct many aspects of operational activities.  
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 Rental Policy for leased properties is detailed under the General Lease which determines that 

tenants must not pay more than 25% of their income plus 15% of family tax benefits plus 

Commonwealth Rental Assistance entitlement on rent, up to a maximum of 75% of market 

rents as determined by the Australian Taxation Office.  

 

 Registered Housing Agencies are provided with some flexibility in the application of rental 

policies for properties which they own and hold title.  DHHS stipulates that rents must not be 

more than 30% of household gross income for owned properties.   

 

 UHC Rents Policy is detailed in Section 6 of this Tenancy Policy Manual.  

 
HOUSING REGISTRAR’S PERFORMANCE STANDARDS FOR REGISTERED HOUSING 
AGENCIES 

Registered Housing Agencies are required to meet a number of Performance Standards some of 
which relate directly to tenancy management as follows: 

 Performance Standard 1: The registered agency is fair, transparent and responsive in 

delivering housing assistance to tenants, residents and other clients. 

 Performance Standard 4: The registered housing agency is well-governed to support the 

aims and intended outcomes of the business. 

 Performance Standard 6: The registered housing agency is financially viable at all times.  

VICTORIAN HOUSING REGISTER (VHR) 

The Victorian Housing Register (VHR), the state wide application and allocations process (including 
common waiting list) for all forms of social housing in Victoria was introduced in 2018/2019. 

Under the VHR two distinct categories of applicants are identified: ‘Priority Applicants’ and 
‘Registration of Interest Applicants’, with different income and eligibility limits for each.  Priority 
Applicant eligibility criteria is lower than Registration of Interest applicants eligibility criteria. 

Registered Housing Agencies operating under the VHR are set an allocation target, where 75% of 
all new applicants should be from the Priority Applicant eligibility criteria and 25% of applicants from 
the ‘Registration of Interest’ eligibility criteria category.   

Under the VHR certain properties are exempted from the 75%/25% allocation target and referred to 

as non-targeted social housing. UHC had six such properties at the time of the introduction of the 

VHR, two under finance agreements (mortgage) and four purchased under a Federal Government 

funding program.  

Further to this, under certain Government funding programs properties purchased under a particular 
program must be utilised only for applicants who meet the program criteria.   For example properties 
purchased under the Rapid Housing Assistance Program must be utilised for families who are family 
violence category.   Of UHC’s eight properties purchased under the Rapid program, a minimum of 
75% of the properties must be utilised for Priority Applicant eligibility with a Family Violence 
background (six) and 25% must be Registration of Interest eligibility with a Family Violence 
background (two).  
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1.3. Purpose 

UHC’s Tenancy Policy manual seeks to set the broad policy framework for a fair and equitable 
process to undertake the tenancy management functions of the co-operative. The policy combines 
best practice policy and procedures with democratic and co-operative management principles, in 
compliance with the Victorian Housing Register guidelines.  
 
This policy manual seeks to provide clear information for applicants, members and staff to work 
collaboratively in tenancy management functions.  It also details agreed rent setting criteria and 
processes for the management of rent arrears.     
 
UHC provides secure and affordable housing for low to moderate income households within a co-
operative housing model. As a member based co-operative, UHC places a high value on tenant 
members’ input to the intake process within the Government regulatory framework. Tenant 
members play a central role in informing and training applicants and the actual selection of new 
tenant members of the co-operative through the interview process.    
 
Staff are delegated responsibility for discrete parts of tenancy management operations and open 
communication between staff and members is critical for the successful implementation of these 
tenancy management functions.   This working relationship is unique to co-operatives.  The UHC 
Operations Manual details procedures to be followed by staff for the implementation of this policy 
 
To ensure compliance and transparency the tenant member selection processes must be conducted 
professionally and comply with the Privacy and Data Protection Act (2014), Equal Opportunity Act 
(2010) and The Residential Tenancies Act (1997).  UHC is committed to principles of confidentiality 
and has established procedures to ensure applicants’ personal information is protected.   
 
This Tenancy Policy Manual is part of a suite of United Housing Co-operative policy documents 
which include: 

 UHC Constitution 2015 

 Governance Manual 2016 

 Property Maintenance Manual 2015 

 Members Manual 2016  

 Operations Manual 2017 

 

1.4. Principles 

 UHC is committed to providing affordable housing for low to moderate income 

households in the western and north western metropolitan region of Melbourne within a 

co-operative housing model.  UHC also strongly supports the rights of tenants to security 

of tenure and good quality affordable housing.   

 

 The selection process for prospective tenant members who will reside in UHC properties 

as members of the Co-operative, must be conducted fairly and in compliance with all 

relevant government legislation and standards of practice. 
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 The allocation of UHC properties must meet all DHHS eligibility criteria whilst giving 

preference to those people experiencing housing related stress in the inner west and north 

west metropolitan region of Melbourne who are willing to embrace the Co-operative’s 

philosophy. 

 
 UHC supports fair and equitable rent setting and arrears management which meet social 

justice considerations. 

 

 Professional tenancy management of rental payments and the management of rent 

arrears will assist in ensuring the financial viability of UHC. 

 

 Household needs are subject to change and the provision of appropriate housing 

requires a flexible approach to long term tenancy arrangements to ensure that Co-

operative properties are not underutilised. 

 

 Properties must be presented to as high a standard as possible at the commencement 

of all new tenancies, subject to budgetary constraints. 

 

 UHC is committed to the efficient utilisation of the properties under its control. As a 

result UHC may encourage members to downsize in accordance with this manual. 
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2. DELEGATIONS  

2.1. Policy Statement 

United Housing Co-operative will give due consideration of all applicants’ human rights under the 

Victorian Charter of Human Rights and Responsibilities 2006 (The Act).  UHC will not arbitrarily 

interfere with a person’s privacy, family or home in the application of its tenancy management 

functions.  

 
The Board of Directors delegates responsibility for the selection and allocation process for new 
tenant members to the following:   

 The General Manager for oversight of the process and the nomination of authorised staff to 

lead the process. 

 The Director of Tenancy and Tenancy Committee are delegated responsibility for 

organising and presenting Information and Training Sessions and interviews in consultation 

with authorised staff, who are collectively responsible for the selection of new tenant 

members for UHC properties in line with this Tenant Selection policy, Department of Health 

and Human Services (DHHS) eligibility criteria and Victorian Housing Register guidelines.  

 The General Manager is responsible for ensuring selection and allocation of new tenant 

members complies with the above guidelines, the Housing Registrar’s performance 

standards and the DHHS lease and funding agreements.  

 Director Tenancy is responsible for reporting to the Board   

 
Tenancy Committee 

 The Tenancy Director is responsible for arranging Tenancy Committee meetings for the 

purpose of coordinating and monitoring the tenant member selection process, including 

Information Sessions and interviews and other Committee functions.  

 This Committee is guided by the UHC Governance policies and Terms of Reference as 

determined by the Board of Directors.     

 
Tenant Member Selection Sub Committee 

The Tenancy Committee is responsible for forming a Tenant Selection Sub Committee for the specific 
purpose of selecting and recommending to the Board new tenant members for the co-operative.  
 
The Sub-Committee’s Interview Panel consists of three people includes: 

 Tenancy Director (member) or her/his nominee,  

 One other Tenancy Committee representative (member) and  

 Tenancy & Maintenance Coordinator (staff), or his/her nominee as nominated by the General 

Manager.  

 
All members of the Tenant Selection Sub-committee shall have equal voting rights in decisions 
related to the selection of new members and are considered equal participants in the selection 
process.    
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3. ELIGIBILITY FOR HOUSING  

3.1. Policy Statement 

In 2019 UHC agreed to opt into the Victorian Housing Register (VHR) the common register for all 
long term housing and agrees to comply with eligibility and allocations criteria as outlined under VHR 
guidelines.     
 
All prospective applicants for UHC tenancy membership are required to have a current VHR   
application and/or live in social housing with an approved transfer application.  
 
In fulfilling its mission and in keeping with its broad social justice objectives, UHC applies DHHS 
income and asset eligibility criteria to determine eligibility for all properties in its property portfolio. 
Applicants must meet the eligibility criteria at the commencement of their tenancy membership with 
UHC. 
 
The eligibility criteria will clearly communicated to the public and made available to interested 
applicants including those who cannot access the internet.  
 
UHC applies the DHHS income and asset eligibility criteria to both targeted properties and not 

targeted properties. 

 

3.2. Income and Assets Eligibility 

All applicants for UHC housing must meet the VHR eligibility criteria. 
 
Under the VHR, there are two categories of social housing applicants with two different sets of 
income and asset eligibility criteria. Two categories are:   

 Priority Access Applicants  

 Registration of Interest Applicants. 

 
The DHHS Income and Assets Eligibility criteria changes six monthly and can be accessed at the 
following link:  www.housing.vic.gov.au/social-housing-income-and-asset-limits.    

 

3.3. House Size Eligibility  

UHC aims to maximum use of its properties as an asset management strategy and applies DHHS 

house size eligibility guidelines to determine the appropriate number of bedrooms for each 

household.  (Refer to Attachment 2: Housing Size Guidelines for determining the appropriate 

number of bedrooms for households – page 27).  

 
Additional Bedroom Criteria 

When determining the appropriate number of bedrooms, UHC applies the following additional 
criteria for determining house size guidelines for both new and transfer applicants:  

  Residents 18 years and over are entitled to their own room.  

  Siblings of different gender are not required to share a bedroom regardless of age. 

 An additional bedroom allocation will be considered in special circumstances such as a 
serious medical condition.  

http://www.housing.vic.gov.au/social-housing-income-and-asset-limits


United Housing Co-operative Ltd. Tenancy Manual. Page 11 

 
 

 Child access for parents who are not the primary carer - UHC may approve extra bedrooms 

to accommodate regular child access arrangements providing the parent member has 

access for a minimum of 40% of the year with Court Order evidence or Australian Taxation 

Office assessment.  

 

3.4. Other Eligibility Criteria 

In addition to meeting income and assets eligibility criteria, applicants will only be considered for 
tenancy membership of UHC if they meet the following criteria: 

 
 Currently registered on the Victorian Housing Register.  

 Have completed two Information Sessions. 

 Completed expression of interest or demonstrated community involvement with their 

local area    

 Have a genuine interest and commitment to co-operative principles, including UHC’s 

membership requirements. 

 Other specific criteria as determined by Government funding programs, as agreed by the 

Board of Directors. 

 
The Income and Assets Eligibility criteria applies to all households including existing tenants 
transferring to new properties, except where transfers occur for property re-development and stock 
management purposes or in exceptional circumstances as determined by the Board of Directors.  
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4. ALLOCATIONS POLICY 

4.1. Policy Statement 

The United Housing Co-operative (UHC) Allocations policy and procedure complies with Victorian 
Housing Register (VHR) obligations.   
 
UHC will allocate its housing to eligible applicants who have a demonstrated need for affordable and 
secure housing and support the future sustainable development of the co-operative.  
 
Consideration the health, safety and support needs of applicants in the allocations of properties.  
 
UHC may receive external referrals for tenancy membership from Support Agencies however these 
referrals will only be considered if they are VHR registered applicants and indicate an interest in 
co-operative housing and supplied the necessary information. 
 
Interested applicants who are not on VHR will be referred to an appropriate Support Agency for 
assistance to complete VHR registration if required.  
 
UHC reserves the right to maintain responsibility for its tenant member selection process according 
to VHR criteria and its internal policies and procedures.  
 
UHC will: 

 Ensure internal policy and procedures comply with VHR criteria 

 Agree on the content of the initial Information and Training Session and deliver accordingly 

 Organise a second localised Information and Training Session 

 Conduct interviews of applicants for all upcoming vacancies. 

 Clearly communicate allocations processes to eligible applicants. 

 
Two UHC staff will be authorised to access the VHR data base to obtain prospective applicants.  
The staff will attend training sessions organised by DHHS or its nominee organisation as required. 

 
Eight of UHC properties are specifically targeted for families who are impacted by family violence 

and will only be allocated to households whose VHR waitlist application is designated as a Family 

Violence category.  

 
TARGETED AND NON TARGETED PROPERTIES 

At the time of introduction of the VHR, UHC manages:  

 Ninety-six (96) Targeted Properties of which 75% of allocations must be from the Priority 

Housing category and 25% from Registration of Interest category and  

 Six (6) Untargeted properties which in most circumstances will be allocated to Registration 

of Interest category, two of which are for households who have been impacted by family 

violence.  

 
UHC will monitor its performance against Priority Allocations Targets each year when completing 
Housing Registrar reporting  
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4.2. Internal Transfer Procedure 

SCOPE 

Tenant members will only be eligible for “priority” transfer for the following reasons:  

 Family violence 

 Manifestly unsuitable housing 

 Family reunification 

 Stock utilisation  

 Property development 

  
Priority transfers applicants income eligibility is not restricted to Priority Applicant income eligibility 

criteria and may include households who are income eligible under the Registration of Interest 

criteria.   

Transfer applicants who are not eligible for priority transfers will be considered as part of the 25% 

Registration of Interest allocations. N.B. A desire to live in another property will not meet the priority 

transfer eligibility criteria. 

  

POLICY STATEMENT  

UHC supports and gives priority to internal transfers for existing tenant members subject to VHR 
criteria.    
 
Existing members will be supported to lodge priority transfer applications though the VHR and to 
obtain priority transfer status, where the tenant member is:     

 Free of tenancy breaches and have maintained their property in good order.  

 Meet House Size Eligibility criteria and Income and Asset eligibility criteria. 

 
Members can only transfer once every three years, unless one or more of the following 
circumstances apply:  

 The household requires larger or smaller accommodation to meet household needs, 

thereby improving property utilization. Supporting documentation should be provided. 

 There is a medical condition and alternative housing is required e.g. difficulty with stairs 

due to lack of mobility. Supporting documentation should be provided. 

 
New members may only apply for a transfer on completion of the probationary period except in 
exceptional circumstances. 
 
If there are outstanding charges or maintenance matters arising from tenant caused damage, the 
application for a transfer cannot be formally approved until the charges have been paid, the 
maintenance works completed and/or arrangements made to re-pay the debts in a short time line. 
 
When a UHC property is vacated, all members will be notified and offered the opportunity to view 
the property whilst it is vacant.  
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UHC will consider applications for mutual swaps on a case by case basis and support staff to 
arrange swaps and to arrange to register swaps as a Registration of Interest allocation under the 
VHR.  
 

4.3. Allocations Procedure Criteria  

UHC will organise Information Sessions and the intake process to ensure it meets the 75% / 25% 
requirement.   Accordingly, UHC will plan to allocate three of four Targeted Property allocations to 
Priority Applicants and one in four Targeted Property allocations to Registration of Interest 
Applicants.  

 

Priority Order for Priority Applicant Allocations 

When a UHC property becomes vacant targeted for a Priority Applicant, allocation of that property 
will be considered in the following order of priority:      

A. Internal priority transfers as defined by the VHR including property management 

transfers, members wanting to downsize, unsuitable housing etc .  

B. New applicants, including external priority transfer applicants .  

 
Registration of Interest Applicant Allocations 

When a UHC property targeted for a Registration of Interest applicant becomes vacant, allocation 

of that property will be considered from both new applicants and internal non priority transfer 

applicants 

 

4.4. Other Allocations Criteria 

4.4.1. Downsizing Policy 

Any member living in a property which has two or more bedrooms more than the total 
number of residents living in the property, will be encouraged to transfer and downsize 
when a UHC property with a smaller number of bedrooms becomes available, within 5 
kilometres of their current property. 
 
Residential Tenancy Agreements, from 1 September 2018 include a clause that seeks the 
tenant member’s agreement to downsize should they have two or more vacant bedrooms 
and an alternative property is available within 5 kilometres. 
 

4.4.2. Property for Older Singles and Singles with Special Needs  

In recognition of the needs of older people living alone or singles with special needs, UHC 
supports the provision of additional space to accommodate a support worker or family 
member on a short-term basis.     
 
Where UHC undertakes a housing development or purchases new single properties, they 
will seek to provide property with 1 bedroom plus study, where the study is capable of 
accommodating a single bed for a carer or family member on a short term basis.   
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The minimum size of newly acquired properties will not be less than 50m2. 

4.4.3. Public Housing Tenants 

People who are currently living in public housing and wish to apply to join UHC are eligible 
to apply subject to VHR transfer processes and UHC Tenant Member selection processes.   

 
Under the terms of the VHR public housing tenants who wish to apply to join UHC will be 
required to have an approved transfer application with the VHR.  
 

4.4.4. Transfer Removal Costs 

An existing tenant members removal costs may be substantially met by UHC in situations 
where the transfer is a compulsory move for major renovation works or re-development.  

 

4.5. Inheritance Rights 

In the event of the death, or institutionalisation of a member, UHC will support the surviving family 
members to apply for a priority application / transfer through the VHR subject to the following 
conditions: 

 Member training is undertaken 

 Enter a 18 month probationary membership period on a fixed term lease  

 Sign an agreement to downsize to a smaller property when available.  

 Sign an agreement to meet the active membership requirements 

 Maintain a good record of responsible tenancy  

 The person has been living with the member for a minimum of six months prior to the 

event.   

 Subject to meeting income and asset eligibility and other criteria. 

 
UHC also acknowledges the importance of allowing a family reasonable grieving time in the event 
of a member’s death prior to finalising tenancy arrangements and will provide interim tenancy 
arrangement under existing lease.  These arrangements may be considered whilst VHR 
arrangements are finalised. 
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5. TENANT MEMBER SELECTION  

5.1. Policy Statement  

All tenant member selection processes will comply with UHC Tenant Selection Policy and VHR 
criteria.  
 
Wherever possible Training and Information Sessions for new applicants are presented by tenant 
members who are required to undertake training, with a strong focus on confidentiality and privacy 
considerations and are required to sign Confidentiality Agreements.  
 
All Tenant Selection Sub-Committee members are required to complete a Committee Member 
Confidentiality Agreement and receive training. 

 
Consideration of applicants’ human rights will be given under the Charter of Human Rights and 

Responsibilities.  

 

5.2. New Tenancy Membership Arrangements 

Applicants who have been selected by the Tenant Selection Sub Committee for tenancy 
membership must be formally ‘endorsed’ by the Board of Directors prior to the signing of 
Residential Tenancy Agreement.  (Refer to: Rule 7(2) of the Constitution). 
 

Probationary Period and Residential Tenancy Agreement  

New UHC tenant members will be offered an 18 month fixed term Residential Tenancy Agreement 
at the commencement of their tenancy. On satisfactory finalisation of their probationary 
membership tenant members will be offered an ongoing Residential Tenancy Agreement.  (See 
Members Manual re: Probationary membership requirements).  
 

Director Meeting with New Tenant Members  

The Tenancy Director or another member will actively engage with new applicants where possible 
and  reinforce an explanation of the operations of the Board of Directors, General Meetings and 
members’ role in the operation of the Co-operative and ensure the new member are able to access 
all relevant UHC documents. 
 

Support Services for Tenant Members 

UHC acknowledges the need to assist in arranging external support services for its tenant 
members where needed.  Under normal circumstances UHC staff are not required to provide 
intensive support to tenant members however the Member Services Officer and other staff do have 
a role in facilitating linkages to support services and providing referral and advice where requested 
and able to do so. 
 
UHC members may also provide informal support to new members through the mentor program on 
the understanding this is a non-binding arrangement.  
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5.3. Tenant Member Selection Procedures 

STEP 1: TRAINING AND INFORMATION SESSIONS 

Tenancy Committee members work with staff to organise the Training and Information Sessions on 

an as needs basis in consultation with staff.  

Session 1: Common Introductory Session on Housing Co-operatives  

Session 2:  UHC Specific Session. 

 
STEP 2:  SELECTION OF APPLICANTS TO PARTICPATE TRAINING AND INFORMATION 
SESSIONS 

Authorised Staff will select a range of eligible applicants from the VHR waiting list including those 
referred from Support Agencies to participate in Information and Training Session. 
 
STEP 3:  SELECTION OF APPLICANTS TO PARTICPATE FOR INTERVIEWS 

Once a vacancy occurs the authorised staff members determine appropriate property allocation 
classification as either: 

 Priority Applicant  

 Registration of Interest Applicant 

 Rapid Program eligible   

 
STEP 4: INTERVIEWS 

The Tenancy Committee is responsible for setting and reviewing interview questions and 
establishing a point system to assist in the selection process. 
 
The Tenancy & Property Maintenance Co-ordinator (TMC) and Member Services Officer are 
responsible for organising tenant selection interviews in consultation with Director of Tenancy and 
Tenancy Selection Sub Committee.   
 
The Tenancy Selection Sub Committee will interview up to four applicants per property allocation 
and select the most suitable applicant using selection criteria based on:  

 Housing need. 

 Support for Co-operative principles and practices; 

 Willingness to take on the responsibilities of Co-operative membership 

 Ties to the local area. 

 Previous tenancy record 

 
The Tenant Member Selection Sub-committee is responsible for making recommendations on the 
most suitable applicants for vacant properties, including transfers.   
 
The highest ranked applicant will be offered the vacant property subject to internal transfers. 

 
Subsequent vacancies may be filled from VHR applicants who have previously been deemed 
appropriate from previous interviews 
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5.3.1. Compliance and Protocols  

 Where a member of the Sub-committee has a conflict of interest in the selection 
process, this should be declared and the other members of the Sub Committee 
decide whether or not it is appropriate for the person to participate in the selection 
process.  Where the matter cannot be resolved, refer to the General Manager for 
resolution. 

 
 The Tenancy Committee, the Tenant Selection Sub Committee and staff must act in 

accordance with UHC’s constitution and policies at all times.   
 
 Applicants from a non-English speaking background or people living with a disability 

are able to arrange support and assistance and will be provided with special 
consideration in the interview process. 

 
 Prospective members and / or UHC staff will request Support Agencies to arrange 

interpreters for people from a non-English speaking background experiencing 
language difficulties, recognizing cultural differences and other reasonable 
adjustments as required for interviews.  

 
 UHC will provide assistance where possible for people living with a disability where 

this cannot be provided by a Support Agency and making other reasonable 
adjustments as required.  

 

 The General Manager must be informed of Tenant Selection Sub-committee’s 
recommendations and unless he/she is aware of serious breaches of Government 
regulations or eligibility criteria, is obliged to accept them.  Where disagreement 
between General Manager and Tenant Selection Sub-committee cannot be resolved 
the matter will be referred to the Board of Directors for resolution.   

 

5.4. Other Tenancy Policy 

Changes to Household Composition  

As a condition of their lease, all tenant members are required to notify the office and make 
application to the Tenancy and Maintenance Coordinator (TMC) if they wish to make changes to 
the household composition.   
 
The addition of a new household member(s), not included on the original membership application 
form, is considered a sub-letting situation and may or may not be approved. 
 
Visitors  

Where an associate of a tenant member, initially stays at a member’s house on temporary basis 
but later seeks permanency, the member is obliged to notify the UHC office. 
 
To allow some flexibility in these matters, UHC allows tenant members to accommodate an 
additional person(s) as a visitor(s) for a period of up to three months, after this time the member is 
obliged to declare the visitor as a permanent resident and provide their income details for the re-
calculation of rent. Some discretion maybe required.   
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5.5. Breach of Active Membership Requirements 

Members, Roles and Responsibilities 

Details of member’s roles and responsibilities as members of a co-operative are distinct role from 

their role as tenants under the Residential Tenancies Act and are contained in UHC Constitution 

and the Members Policy Manual.  

 

In a situation where a tenant member has consistently breached their active membership 

requirements, including breached the Member’s Code of Conduct on two or more occasions, failed 

to meet participation requirements or provide information when requested, the Board of Directors 

will make a determination on their membership in accordance with the Constitution.  

 

The Residential Tenancies Act or agreements cannot be used to censure a tenant members who 

breaches their active membership requirements. However, where the Board of Directors resolves 

to cancel a tenant member’s membership under the National Co-operatives Act 2012, staff may be 

required to issue a 120 day no specified reason Notice to Vacate and to seek an Order of 

Possession. 

 

Eviction 

Refer to Evictions Policy (page 28) 
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6. RENTS POLICY 

6.1. Purpose  

The purpose of this policy is to outline UHC’s rent setting policy and process for managing rents, in 

keeping with the Housing Registrars and Department of Health and Human Services (DHHS) 

regulatory requirements and UHC’s Strategic Plan.   

 

United Housing Co-operative (UHC) is committed to maintaining rents at an affordable and realistic 

level to minimise financial hardship and aims to balance the setting of fair and equitable rents with 

the financial viability of the Co-operative and maintaining high standards in all its operations.   

 

UHC will ensure current tenant members and applicants are informed about rents policy and the 

rent setting formula. This information is published on UHC’s web page.  

 

6.1.1. UHC Rents Policy Framework 

 UHC has a commitment to cross subsidy arrangements and cost sharing across the 

UHC property portfolio as a co-operative principal.    
 

 UHC utilises two rent setting models, one based on the ‘DHHS Rental Rebate 

formula’ for leased properties and ‘Property and Income Rent Model’ for owned 

properties.  UHC aims to maintain equity/equality across these rent setting models 

where possible. 
 

 Maximum rent for all DHHS properties must not be more than 75% of Australian 

Taxation Office or Valuer General’s private rental benchmarks. 
 

 UHC supports capping rents as a means of providing fairer and more standardised 

rents across properties and as a means of ensuring rents remain affordable for all 

members.  
 

 UHC imposes a set minimum rent for owned properties and all one bedroom 

properties. 
 

 For owned properties UHC is able to charge up to 30% of gross income however, 

UHC’s intention is that rents not exceed 26% of the household’s gross income for all 

properties types.   
 

 All tenant members are required to notify UHC’s office of changes in the household 

income or receipt of lump sum payments within 14 days. 
 

 Unless stated otherwise, rent assessment criteria is determined as per the DHHS 

Rental Rebate Manual Assessable Income (Sept. 2013)      

Refer:   www.housing.vic.gov.au/social-housing-income-and-asset-limits 

 

http://www.housing.vic.gov.au/social-housing-income-and-asset-limits
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6.2. Rent Models 

UHC currently uses two rent setting models:  

1. Rebated Rent – applied to all properties owned by the Director of Housing and leased to 

UHC. 

2. Property and Income Rent – applied to all properties owned by UHC.  (All Wyndham 

properties will transition to the Property and Income Rent model as tenancy arrangements 

change).    

 

6.2.1. Rebated Rent Model  

 Tenant members pay either the maximum property rent or the rebated rent, meaning 

tenant members pay the lesser of the rebated rent and maximum property rent. 

(Refer:  http://www.housing.vic.gov.au/market-and-rebated-rent) 

 Maximum property rents are reviewed annually. (See Section 3.3)  

 All tenant members living in DHHS leased properties are entitled to apply for rebated 

rent.  

 

The Rebated Rent model is based on public housing rental formula plus Commonwealth 

Rent Assistance (CRA) and is calculated as the total of: 

i)  25% of the total household’s assessable income  

ii) 15% of Family Tax A and B and child support  

iii) 100% of the Commonwealth Rent Assistance to which the household is entitled. 

 

Rent Setting  

Where tenant members submits their household’s total income information, the Finance 

Coordinator assesses rent payable using the rental rebate formula and determines whether 

the assessed rent is less than the maximum property rent for the property, if so the rebated 

rent applies.    

In all other circumstances the maximum property rent applies. 

 

6.2.2. Property and Income Rent Model (Owned Properties)  

Registered Housing Agencies are able to charge up to a maximum of 30% of gross income 

for rents for owned properties, and given flexibility to develop their own rent model.  

 UHC is committed to maintaining rent levels at not more than 26% of all income 

sources (gross income).   

 All tenant members living in owned properties are entitled to apply for rebated rent.  

 UHC sets a minimum rent for owned properties, and the tenant members residing in 

owned properties cannot pay less than the set minimum rent unless the minimum 

rent is more than 26% of all income.  In this situation rent is set at 26% of all income 

and subject to Manager’s discretion.    

http://www.housing.vic.gov.au/market-and-rebated-rent
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 Rent is re-assessed using the Rebated Rent formula for owned properties also.  The 

tenant member is required to pay the assessed rent if it is more than the set 

minimum rent.  

 Maximum rents for owned properties are equivalent to maximum rent caps set for all 

properties (see below).    

 It is a UHC practice that households residing in two of the Wyndham properties pay 

maximum rent, and are allocated to households with higher incomes. 

 

6.3. Maximum Property Rents 

Maximum rent for owned properties will not exceed 75% of ATO market rent benchmarks to ensure 

we maintain our charitable status.   

 

UHC’s maximum property rents are set as the lesser of the following: 

 75% DHHS Market Rents (Valuer General) benchmarks.  

 75% of the ATO benchmark. 

 UHC maximum rent caps, reviewed annually, (see below). 

 

RENT CAPS  

UHC sets maximum rent caps for all properties of the same size and distance from the GPO as a 

means of ensuring rents are affordable and equitable.   Maximum rent caps are set in recognition 

of the need for affordable housing for low income people including key workers and their families in 

the inner city. Rent caps are reviewed and published on our web site annually.  (Refer Attachment 

1 – page 29). 

 

The Board of Directors, in consultation with the General Manager reviews maximum property rents 

with reference to Consumer Price Index (CPI) and property market data annually. The review forms 

part of the annual budget process and scheduled to meet the requirements of the annual rent 

review held in October each year.  

 

Outer Urban Rent Caps 

Outer Urban is defined as 30 kilometres or more from the General Post Office.  

In setting outer urban rents, consideration is given to local rental market comparisons, amenity of 

area and access to services.  
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6.4. Minimum Property Rents  

Set minimum rents for owned properties and one bedroom properties are reviewed by the Board 

annually to coincide with the annual rent review. 

 

Minimum Rents for Owned Properties 

Set minimum rents for owned properties are determined with reference to the market rent 

benchmarks, the CPI and the long term financial viability of the Co-operative.   

 

Minimum Rents for One Bedroom Leased Properties 

Minimum rents are set for one bedroom properties to ensure that UHC attracts the maximum 

Commonwealth Rent Assistance (CRA) and tenant members not pay more than 25% of income on 

rent. Minimum rents are set with reference to Centrelink increases.   

 

6.5. Rent Reviews   

All tenant members are required to notify the Finance Coordinator of changes to their household’s 

income, receipt of lump sum payments or changes to the household composition within 14 days of 

the change, to enable a review of rent payable, as detailed in their Residential Tenancies 

Agreement.   

 

Rent Reviews  

In addition to income changes throughout the year, UHC conducts an Annual Rent Review and a 

Mid Term Rent adjustment. 

 

DHHS usually releases revised market rents in April or May each year which are the basis for 

calculating maximum property rents for each property.  UHC imposes minimum rents for owned 

properties and caps on maximum rents.  The Finance and Audit Committee reviews minimum rents 

and maximum rents caps at its pre-budget meeting and makes a recommendation to the Board on 

any changes for the coming 12 month period.  

 

Annual Rent Review 

The Annual Rent Review occurs in November each year.   All tenant members on rebated rent, 

maximum rent, minimum rent or otherwise will be reviewed at this time. 

 

Tenant members who are paying maximum rent at the time of the scheduled annual rent review 

will be issued a 60 day notice of rent increase each year notifying them of the annual rent increase 

if applicable.  The notice will also inform them that they are able to apply for rebated rent. 

  

All tenant members on rebated rent are notified of the annual rent review and requested to provide 

current income information and appropriate documents if they have not provided UHC with consent 

to access Centrelink information within 4 weeks. 
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On receipt of documentation the Finance Coordinator conducts the rent review/assessment and 

tenant members are advised of the new rent at least 1 week prior to it taking effect.  The new rent 

rates always begin at the start of the nominated rent cycle, i.e. Sunday. 

 

Household Information and Income Declaration (Rental Rebate Application)  

All tenant members in receipt of rent rebates are required to complete a Household Information 

and Income Declaration annually. Failure to submit the Declaration or income information within a 

reasonable period will result in the tenant member being charged the maximum property rent.  

 

Mid Term Rent Review 

UHC undertakes six (6) monthly rental adjustments for tenants on rebated rents to coincide with 

Centrelink changes. The Mid Term Rent Review occurs In May of each year.  All tenant members 

on rebated rent are notified of the mid term rent review and requested to provide current income 

information and appropriate documents if they have not provided UHC with consent to access 

Centrelink information within 4 weeks. 

 

6.5.1. Rent Assessment Procedures 

 Tenant members are required to advise UHC within 14 days of changes to their 

income (as per the Residential Tenancy Agreement). This means tenant members 

who obtain employment (and increased income) between the six (6) monthly review 

dates are required to declare additional income within 14 days so that UHC can 

calculate a revised rent. 

 

 UHC undertakes a rent assessment to determine whether the tenant should 

continue to pay rebated rent, or whether their rent should increase.  

 

 If a tenant loses income between review periods, they are able to apply for an 

immediate rent review. Any adjustment in rent will be based upon income 

information provided by the tenant and confirmed by Centrelink. Fixed minimum 

rents will continue to apply. Adjustments will be made from the Sunday following the 

assessment of the new rate 

 

 Under the Residential Tenancies Act 1997, tenants must receive 60 days’ notice of 

all property rent increases resulting from annual rent increases as determined by the 

Government market rent changes. This does not apply to rebated rent increases.  

 

 Tenant members in receipt of Centrelink payments are encouraged to pay rent by 
Centrepay and are provided with Centrelink Consent forms at the commencement of 
their tenancy to authorise these transfers. 

 

Casual Employees   

Each tenant member who obtains casual employment is required to provide pay slips at 

intervals of 6 weeks, 2 months or 3 months by arrangement with the Finance Coordinator.  
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6.5.2. Rent Increase Restrictions 

In recognition of the transition to work arrangements, UHC provides a four week grace 

period for tenant members who obtain employment. This means the tenant member is 

allowed to continue to pay rent at the existing rate before the revised rent is applied and the 

rent increases. This means the revised rent will apply no earlier than 4 weeks after the 

tenant has commenced employment, within any one 12 month period. 

 

6.5.3. Rent in Terms  

UHC tenant members are expected to be one week in credit, at the commencement of each 

week in addition to the requirement that rent is payable prior to the commencement of their 

normal rent cycle to be considered “in terms” as detailed in the Residential Tenancy 

Agreement. 

TO BE REVIEWED 

 

6.5.4. Rent Statements 

Rent Statements are issued to all members on a quarterly basis. 

Tenant members in rent arrears will receive rent statements weekly as per Rent Arrears 

Procedure.  

 

6.5.5. New Tenancies 

As all tenant members’ rent accounts are required to be at least one (1) week in advance at 

all times, new tenant members are required to pay three (3) weeks rent prior to receiving 

keys to property and then to remain at least one week in advance at all times.  

 

Tenant members who reside in owned properties will be issued a notice attached to the 

lease at the commencement of their tenancies, explaining the minimum set rent and the 

maximum property rent with an explanation that their rent will be adjusted between those 

two amounts subject to income changes. 
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7. RENTAL ARREARS PROCEDURE 

United Housing Co-operative Ltd. (UHC) acknowledges that low to moderate income singles and 
families will experience difficulty in meeting rent payments on occasions. However, it is important that 
tenant members advise staff if rent payments will be late or if they will be unable to make their rent 
payment when due. Every effort will be made to reach appropriate, affordable solutions and re-payment 
agreements to address rent arrears in keeping with social justice principles. 
 

 UHC is committed to managing rents in an efficient, fair and effective manner. Management of 

rent arrears is the responsibility of the Finance Co-ordinator in consultation with the Tenancy & 

Property Maintenance Coordinator and the General Manager  

 UHC will strive for zero rental arrears and utilises a pro-active strategy in managing arrears, 

including regular monitoring and follow up of arrears.  Tenant members are supplied with 

quarterly Rental Statements and arrears are responded to quickly and sensitively.  

 According to the lease agreement UHC tenant members are expected to be one week in credit at 

any given time, which is in addition to paying rent at the commencement or in advance of the 

preferred rental payment period. Again? 

 
The following procedure will be followed where a tenant member falls into rent arrears and has not 
contacted the office to discuss their rent payment difficulties and has not entered into an arrears 
agreement / payment plan: 

 
Step 1 
Where a tenant member is not in terms, that is not seven days in credit, the Finance Co-ordinator will 
contact the tenant member via email/letter/phone and request they make a payment to bring their 
rental account into terms. 
 
Step 2  
Where a tenant member is seven days in arrears. The Finance Co-ordinator will contact the member 
via email/letter/phone, request they bring their account into terms and offer them the opportunity of 
entering into an arrears agreement or payment plan.  This correspondence is recorded on Chintaro. 
The member is advised that if they do not do so and their account reaches fourteen days in arrears, 
formal RTA (Residential Tenancies Act) action will/may be taken.  
 
Step 3 
Where a tenant member is fourteen days or more in arrears and has not made arrangements as per 
Step 2, a Victorian Civil and Administrative Tribunal (VCAT) Notice to Vacate is issued by registered 
mail, along with a letter advising that they do not have to vacate the property if they contact the office 
and enter into a formal re-payment plan agreement.  
 
Where a tenant member has breached an internal arrears agreement/re-payment plan and is fourteen 
days or more in arrears, UHC will proceed to Step 4.  
 
Where a tenant member habitually makes late/irregular/less than required rent payments or is 
continually in arrears of less than fourteen days and/or  has not made arrangements as per Step 2, an 
application will be made to VCAT to obtain a Compliance Order 
 
Step 4 
Where a member has been issued with a VCAT Notice to Vacate  
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 and they have not contacted the office and entered into an appropriate arrears agreement 
repayment plan; and, 

 their arrears increase/continue to be 14 days or more, 
an application will be made to VCAT to seek a Compliance Order.     
 
Note:   
 If the tenant member does not attend the VCAT hearing a Possession Order will be sought as 

repayment agreements cannot be put in place without the members’ attendance. 
 The tenant member shall be offered the opportunity to seek counselling and support if VCAT 

action is taken. 
 
Step 5 
Where a tenant member breaches the VCAT Compliance Order, an application is made to VCAT to 
obtain an Order of Possession 
 
Step 6 
Where appropriate and possible, the Co-operative may negotiate a “Stay of Proceedings” to allow 
the tenant member to rectify the rent arrears  
 
Step 7 
 If the rent arrears have not been rectified a Warrant of Possession will be obtained and eviction 
proceedings will occur, as directed by the General Manager.  
 
The General Manager will assist the Tenancy & Property Maintenance Co-ordinator and Property 
Manager to execute the eviction with the police.  
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8. EVICTIONS POLICY 

Purpose  

This policy establishes the approach UHC will take in responding to serious breaches of residential 

tenancy agreements by tenant members which results in eviction proceeding through Victorian Civil 

Administrative Tribunal (VCAT). 

 

Scope 

The Residential Tenancy Act (RTA) has specific provisions in relations to ending a tenancy including in 

circumstances. The policy relates to all RTA provisions.  

 

Policy Statement   

At least one UHC staff member will receive extensive and ongoing training in tenancy law and the 

processes of the VCAT to ensure UHC responds to tenancy disputes lawfully and efficiently. 

 

All staff are required to undertake training on the Victorian Charter of Human Rights 2006. 

 

UHC will utilise its Rent Arrears Policy and Complaints and Disputes Policy to resolve tenancy matters 

and inter tenant disputes where ever possible.  

 

UHC will only use eviction as a last resort, after all other avenues to resolve the tenancy dispute have 

been exhausted.  The staff member will consider the rights of the proposed action on the offending 

tenant member and other tenant members and the broader community. 

 

In a situation where a tenancy dispute escalates to the point where UHC seeks a warrant of possession 

through VCAT, UHC staff will provide the tenant member with referrals to alternative accommodation, 

emergency accommodation and community legal services.  

 

UHC will ensure the human rights of the tenant member facing eviction will be fully considered and 

responded to in an appropriate and fair manner.  

 

UHC will utilise the ‘Public Authority Charter Obligation Framework’ to assess the human right impacts 

on tenant members facing eviction. 

 

If, after a full assessment of the impacts of the decision on the rights of all people affected by the 

decision, it is considered that the human rights of the individual facing eviction are being unfairly 

denied, then the warrant of possession will not be enacted.  

 

Relevant Legislation and Standards 

 Residential Tenancies Act 1997 

 Charter of Human Rights and Responsibilities Act 2006 -  
 Housing Act 1983 (Vic)   
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9. ATTACHMENTS 

9.1. Attachment 1  

MINIMUM RENTS FOR ONE BEDROOM LEASED PROPERTIES – As of 1/6/2018 fixed minimum 

rent for one bedroom properties is $94.00 per week. 

RENT CAPS - (2018) – subject to annual review 

PROPERTY SIZE UHC MAXIMUM PROPERTY RENT 

1 BEDROOM $210 

2 BR $300 

3BR $390 

4 BR. $430 

 
OWNED PROPERTIES - INNER URBAN RENTS – subject to annual review 

PROPERTY MIN. MAX. 

1BR $185 $210 

2 BR  $220 $300 

3BR  $255 $390 

4BR   $290 $430 

 
OWNED PROPERTIES - OUTER URBAN RENTS – subject to annual review 

PROPERTY  MIN  MAX 

1BR $155 $180 

2 BR  $190 $270 

3BR  $215 $350 

4BR   $250 $390 

 Rents cannot exceed 26% of gross income for all tenants.  

 Tenant members residing in outer urban properties prior to 1/11/2017 not subject to full impact of 
rent increases and are to be phased in over time.  

 

EXAMPLE of RENTAL REBATE RENT CALCULATION - Single Family plus 2 children (under 12) 

Single Parent Benefit (assessable income) $369.50 x 25% = $92.38 

Family Tax A $182.84 x 15% = $27.42 

Family Tax B $77.77  x   15% =11.66 

Commonwealth Rent Assistance  CRA =  $79.17 

Assessable Rebated Rent $210.63 
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9.2. Attachment 2 

 

UNITED HOUSING CO-OPERATIVE LTD. 
TENANCY COMMITTEE  
TERMS OF REFERENCE  

 
1. Committee Membership and Resources 

The Tenancy Committee’s composition and its effectiveness will be reviewed by the Board 
annually and the Board reserves the right to appoint or remove members of the Committee.     
 
The Committee shall include: 

 Director of Tenancy  

 Tenancy and Maintenance Coordinator  

 Chairperson  

 Five other United Housing Co-operative (UHC) members 

 General Manager  
 
The Member Services Administration Office will attend by invitation. 
Other UHC members may attend as observers. 
Committee members shall be provided with any training or other education necessary to ensure 
that they are able to discharge their duties satisfactorily. 
Committee members involved in tenant member selection are required to sign confidentiality 
agreements.  
 

2. Objectives 

The Committee shall have the following objectives: 

 to provide the Co-operative and the Board with an effective and transparent tenant member 
selection process 

 to ensure the correct implementation of UHC Tenancy policy and compliance with  tenancy 
legislation in tenancy selection processes 

 To arrangement information and training for prospective tenant members of UHC. 

 To arrange interviews of new applicants through the Tenant Member Selection Sub-
Committee.  

 To maintain constructive and effective relationship with UHC staff 
 
3. Powers 

The Committee is authorised by the Board to: 

 investigate any matter within its Terms of Reference 

 seek any information that it requires from management subject to privacy considerations 

 co-opt any resources it may reasonably require to undertake its duties including obtain 
independent legal advice at UHC’s expense without Board approval for amounts not 
exceeding $5,000  

 
The Tenancy Committee is not authorised to involve themselves in matters related to rent arrears, 
tenancy disputes or other Residential Tenancy matters. 
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The Terms of Reference does not create executive power of the Committee.  All UHC directors 
remain responsible for the UHC’s adherence to the Residential Tenancy Act and other relevant 
legislation including Privacy legislation. 
 

4. Duties 

The duties of the Committee shall be: 

 to represent members rights and opinions in the UHC’s tenant member selection process 
and comply with UHC’s constitution and policy  

 to work collaboratively with staff in the organisation of Information Sessions for prospective 
members, arrange interviews and make recommendations on new tenancy and 
membership arrangements.  

 to monitor the integrity and reliability of application process; 

 to discuss any issues arising from the Tenant Selection process 

 to review the scope and effectiveness of policies recommended by management related to 
tenancy matters; 

 to assist in responding to any complaints or disputes arising from tenant member selection 
process.  

 
5. Risk and Internal Controls 

 Committee must assess and monitoring any risk related to their role in the of those systems 
tenant member selection process; 

 to consider the impact on the position or its reputation of UHC; 

 to monitor  

 to review UHC’s procedures for detecting any incidences of favouritism or unscrupulous 
practices in the selection of new tenant members 

 
6. Reporting 

 The Tenancy Director shall provide reports to the Board when required.  

 The Committee Chair shall also prepare a report on the Committee’s role and 
responsibilities and the actions it has taken to discharge those responsibilities for inclusion 
in the Annual Report. 

 
7. Meetings 

Meetings must be held not less than two times a year to coincide with key dates in the UHC’s 
planning cycle. 
A quorum shall be three members including the Director of Tenancy. 
The Committee will be chaired by the Director of Tenancy and his/her nominee. 
 

8. Review 

The Tenancy Committee should review these Terms of Reference and its own effectiveness 
annually and recommend any necessary changes to the Committee of Management. 
 
The Tenancy Committee should also review the processes used and the effectiveness of the 
Information Sessions and interviews at least every two years. 

 

Adopted: 17 August 2017 


