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P U R P O S E  
This policy explains how Haven; Home, Safe will define the eligibility requirements and allocate its affordable 
housing properties to meet its contractual and legal obligations. 

 
P O L I C Y  
HHS AHA’s policies and procedures for determining eligibility, managing applications and allocations will be 
fair, transparent and consistently applied. HHS will ensure communication is clear and accessible to all and 
that properties are allocated as quickly and efficiently as possible and tenanted as soon as practicable once 
vacant. Regular monitoring of processes and measurement of outcomes will support best practice. 

 
Haven; Home, Safe establishes an allocations procedure that will: 
• Fulfil its purpose 
• Be documented and regularly monitored and reviewed to ensure they meet the requirements of 

applicants, HHS Affordable Housing Program, Victorian Housing Register, NRAS Regulations, and the 
Victorian Housing Registrars Regulatory Framework. 

• Be consistent across all HHS offices. 
• Ensure appropriate housing is made available to people seeking assistance 
• Honour all nomination arrangements as agreed to by HHS. 
• Follow the three-tiered reduction in market rents process. Reductions are set at 30%, 20% and 10% and 

classified as A, B and C cohort respectively. Refer to HHS Rent Calculation policy for further information on 
how HHS calculate rents. 

• Support the financial viability of its housing programs 
 
When a vacancy occurs HHS will: 
• Review the tenancy portfolio to determine in which income cohort a vacancy exists. 
• Advertise all vacancies other than those to be allocated from the VHR, on Real Estate.com and the HHS 

website. Exceptions may apply for properties where HHS has entered into a partnership with another 
service to take direct referrals, otherwise known as nominated properties. 

• Source a suitable referral from the VHR where the vacancy is required to be allocated from the VHR waiting 
list.  

• Assist applicants to complete the VHR application form if they require assistance. 
• Provide applicants with information about the assessment process, including timelines for decision making, 

and the opportunity to ask questions. 
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• Record applicant details and notes on the HHS tenancy database. 
• Match eligible applicants to housing that best meets their assessed needs at the point of allocation. 
• Give applicants the opportunity to make an informed decision about whether they choose to take the offer 

of housing. If an applicant chooses not to take an offer of housing, this will not negatively affect their 
application for other properties. 

 
F R E Q U E N T L Y  A S K E D  Q U E S T I O N S  
Am I eligibile? 

All applicants for Affordable Housing with HHS must be eligible for housing under the DHHS VHR application 
guidelines. For further information go to the VHR website Apply for social housing | Housing.vic.gov.au. HHS 
applies the following additional criteria for eligibility: 

 

Residency 

It is preferred that applicants are already residents of the area where housing is sought or have links to family 
or employment. 

 

Age 

Applicants must be over 18 years of age. Applications from applicants under 18 years of age require approval 
from the General Manager Housing at the office where the application has been lodged.  

 

References 

Applicants must be able to demonstrate that they can sustain a tenancy, as such, allocations will be subject to 
satisfactory reference checks. All applicants will be asked to provide 2 recent rental references and 1 personal 
reference. If an applicant has not previously rented 2 written character references will be required or evidence 
of mortgage payments made. References should reflect, good rental payment history and property 
maintenance, information of any prior Victorian and Civil Administrative Tribunal (VCAT) involvement, and 
anything else the referee may want to provide.  

Discretion may apply to exclude the applicant from the usual reference requirement, where extenuating 
circumstances may exist. For example, applicants who may not have rented before, those in long term 
homelessness and priority on the waiting list or applicants exiting an institutional environment. In these 
circumstances’ HHS Management will determine if the application is to be accepted. Haven; Home, Safe may 
undertake a tenancy database check on applicants.  

 

What is the HHS Cohort Policy? 

To expand the supply of Affordable Housing and ensure ongoing financial viability, HHS must generate 
sufficient cash flow from rents received to meet operating costs (including responsive and cyclic maintenance) 
as well as being able to service associated affordable housing borrowings. To achieve this, HHS undertakes a 
portfolio approach to allocations. 

Haven; Home, Safe will group tenants into the following Income Cohort classifications: 

Income Cohort Total Household Income 

A. Very Low Income $0 to $31,000 

B. Low Income $31,000 to $50,000 

C. Moderate Income $50,001 to $107,640 
 

 

 



 
 

 PAGE 3 OF 5 

 

Haven; Home, Safe will target the following proportion of tenants from each of the tenant groups: 

Income Cohort % of total Haven; Home, Safe AHA Portfolio 

A. Very Low Income No more than 30% 

B. Low Income No more than 35% 

C. Moderate Income No less than 35% 
 

The initial allocation to a vacant property will be made considering what cohort vacancies are available in the 
portfolio. An assessment of the household income upon application will determine the cohort of the applicant. 
If there is a vacancy within this cohort and taking into consideration other eligibility requirements and the 
demand for the vacancy, the applicant may be allocated to an appropriate property. High market rent 
properties are generally not suitable for A cohort applicants as they are deemed to be unaffordable. 
Unaffordable is generally defined as rent being more than 30% of a tenant’s income.  

 

What size property am I entitled to? 

Household need will be matched to the size of the property. It is HHS policy to utilise all available rooms in a 
property to enable us to house more people and reduce underutilisation of properties.  

HHS will offer and allocate properties by bedroom size according to the following:  

Household Composition Minimum Bedrooms 

Single person or couple One bedroom / studio 

Single person or couple with one other household member Two bedrooms 

Single person or couple with two other household members Two / three bedrooms 

Single person or couple with three other household members Three bedrooms 

Single person or couple with four other household members Three / four bedrooms 

Single person or couple with five other household members Four / five bedrooms 
 

When determining the suitability of a household to property at the point of allocation, HHS will use the 
following rules: 

• People 18 years and over are entitled to their own bedroom 
• Siblings of different genders are not required to share a bedroom regardless of age 
• Children of the same gender within a household can share a bedroom 
• Only single person households can occupy studio units or rooming house. 
• What if my household size changes during my tenancy? 
 

Where household size changes during the tenancy HHS will assist applicants to apply for a priority transfer to a 
more appropriately sized property. A suitable property may be available within the HHS portfolio, however 
due to the limited number of properties available within the HHS portfolio a tenancy transfer via the VHR to 
another Housing provider will be explored. HHS staff will assist tenants to broaden their options should this 
scenario occur which may include leasing a property from the Private Rental Market. 

 

What if I need support to sustain my tenancy? 

It is expected that applicants must be able to live independently or have a carer to facilitate their 
independence. Applicants who have specific support needs must have demonstrated consistent linkages with 
support services - the application should provide written documentation relevant to the applicant’s 
circumstances, stating that ongoing support needs at the level required are in place to allow the applicant to 
maintain independent living.  
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What if my support needs change during my tenancy? 

If your support needs change during your tenancy, then HHS staff will be available to assist to link you in with 
appropriate services. 

 

How will my rent be calculated? 

HHS uses a discount off market rent model, which means that depending upon your income cohort you will be 
entitled to either a 10, 20, or 30% discount off the market rent of the property. Your rent will be reviewed 
every 12 months and adjusted according to change in your income and/or change to the market rent of the 
property. 

HHS will never charge rent less than a minimum base rent for the size of the property that is sufficient to meet 
operational costs. The base rent is determined annually.  

A service charge may also be added, which includes but is not limited to, services that cannot be individually 
metered. 

 

What income information am I required to provide? 

Applicants are required to provide current income information for all household members receiving an 
income. This information can be provided in the form of a letter or statement from the source of income. 
Applicants who receive Centrelink incomes have the option to give authorisation to HHS staff to obtain the 
information directly from Centrelink. The types of incomes are detailed in the following table: 

Type of income Information / documentation 

Pension or allowance (e.g. Centrelink payment, 
Austudy, overseas pension) 

• Current information (letter or statement no 
more than two weeks old) from Centrelink, the 
Department of Veterans’ Affairs and/or the 
overseas pension organisation. 

Wages or maintenance •  Income statement or consecutive pay slips 
showing the date and total gross amount paid 
over the last 13 weeks by employers. 

• Seasonal workers must provide current 
information that confirms the income they are 
receiving at the time of application. 

• Information from Centrelink, Child Support 
Agency or a Family Court Order showing weekly 
Maintenance Payments received. 

Workcover or superannuation payments • A current letter from Workcover or the 
superannuation institution detailing the regular 
payments received. 

Self-employed • 13-week Profit and Loss statement, and 
Applicants who participate in the Income 
Confirmation Service do not need to provide a 
separate letter or statement. 

Other income • Documentation providing details of the type of 
income, amount received, period of payment, 
source of income etc. 

 

Note: Applicants in receipt of no income are referred to community support organisations in the region to 
assist them with their housing and any other needs. 
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What if my income changes prior to my next rent review? 

If a tenants household income or family circumstances change at any time, the tenant must advise HHS and 
provide evidence of this change, this includes when household income increases.  

If your income reduces during your tenancy and your weekly rent increases to over 30% of your weekly 
household income, then tenants can complete a rent reduction application form and supply documents which 
verify the loss of significant reduction of the household’s primary income that impacts the tenants ability to 
pay rent. 

HHS will assess the application and inform the tenant of the outcome in writing. If approved HHS will reduce 
the weekly amount owed to HHS for a maximum of 12 weeks such that the rent charge is affordable.  

The reduced rent is calculated at he capped rent calculation as per the HHS rental calculation policy 

 

What is NRAS? 

Some properties within the HHS AH portfolio are National Rental Affordability Scheme (NRAS) properties. 
NRAS is a partnership between the Australian Government and the States and Territories to invest in 
affordable rental housing. 

NRAS, which commenced in 2008, seeks to address the shortage of affordable rental housing by offering 
financial incentives to persons or entities such as the business sector and community organisations to build 
and rent dwellings to low- and moderate-income households at a rate that is at least 20 per cent below the 
market value rent. 

Additional criteria and evidence requirements apply to NRAS properties. These are outlined at 
https://www.dss.gov.au/our-responsibilities/housing-support/programmes-services/national-rental-
affordability-scheme 

All rent calculations (initial and ongoing) will be reviewed independently by the NRAS compliance team 
including the 12 month eligibility review. 

 

Specialist Disability Accommodation (SDA) 

HHS manages a portfolio of SDA properties in partnership with licensed disability support providers. Each 
person living in these properties must be a current participant under the National Disability Insurance Scheme, 
be approved to live in the relevant SDA building category and have sufficient SDA funds included in their 
support package. Allocations and vacancies will be managed in accordance with the service agreement 
between HHS and the support provider. 

 


