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	GLOSSARY OF TERMS  
Approved by Committee of Management in June 2009



· Bio-mechanical

For the purposes of the NGRHC policy manual, biomechanical refers to the processes of movement of the body and limbs of humans. 
· Ergonomics

Ergonomics is the study and design of materials which accord with human needs. With good ergonomic design, the tasks and environments are made compatible with, and adaptable to, the abilities and limitations of people. eg. an ergonomic office chair should be able to accommodate a tall person without causing stooping etc.

· Gender identity

Gender identity is a person’s own sense of identification as male or female. Gender identity is separate from sexual identity, ie. a biologically female person need not be attracted to females in order to identify as male.

People can identify as a member of a particular gender by the way they dress, a change of name or by medical intervention (hormone therapy, surgery). Hormone therapy and surgery are not mandatory requirements of gender identification. 

· Housing Provider Framework or HPF

In January 2007, NGRHC commenced a HPF lease through the Office of Housing. Within this document certain conditions and processes have been established for the operation of NGRHC as a manager of Office of Housing-owned properties. 

· Impairment

Impairment for the purposes of the NGRHC Policy manual refers to

· total or partial loss of body function or a body part

· the presence of organisms (such as HIV or Hepatitis C) that may cause disease or impairment, malformation or disfigurement of the body

· mental or psychological disorders

· conditions that may result in a person learning more slowly.

Impairment may be temporary of permanent, and it may be present or have occurred in the past. Impairment may be real, or it may be incorrectly assumed by others to exist.  

· Industrial activity

Industrial activity refers to participation in and membership of an industrial organisation (eg. a trade union). It also refers to the refusal to join and/or participate in an industrial organisation.

· Information Technology

Information Technology, or IT, is the development and use of computer-based information systems, including software applications and computer hardware. IT also refers to systems such as internet access, printing and scanning of documents, and the storage of recorded data both on computer and in removable disks/memory sticks.

· National Community Housing Standards Manual

This manual is the main reference source for actions and processes required by agencies to meet the governmental standards of operation as a housing provider.

Copies of the manual are available from the NGRHC office at Bellbird Avenue for members to view or borrow. 

The Standards listed in NGRHC policies (eg Standard 7.2) refer to the requirements within the manual which have been met by the Co-operative’s policy.

· Post Traumatic Stress Disorder

Post Traumatic Stress Disorder is an anxiety disorder that can develop after exposure to an event or ordeal in which significant harm occurred or was threatened. Traumatic events that may trigger PTSD include violent personal assaults, witnessing of violent personal assaults, natural or man-made disasters, and armed combat.

· Registrar (Housing)

The Registrar of Housing is the organisation established to monitor the actions of all housing agencies across the State, to ensure that they meet Registration or accreditation requirements. The agency is also known as the ‘Housing Registrar’.

· Relevant Co-operative Objectives 

The Co-operative is required to meet the standards established within articles such as the National Community Housing Standards Manual and the Housing Provider Framework. The areas of these manuals that are relevant to the policy described are listed under ‘Relevant Co-operative Objectives’.

· Residential Tenancies Act 1997 or RTA

The Residential Tenancies Act 1997 is the main legislation within Victoria for the leasing of tenancies, including residential houses and flats, caravan parks, and crisis accommodation. The RTA may be referred to for the handling of disputes and complaints by both tenants and landlords. 

· Registrar (Co-operatives)

The Registrar of Co-operatives is the organisation which monitors the actions of all       Co-operatives across the State, to ensure that they meet the standards required of       Co-operatives. This agency operates through Consumer Affairs Victoria.

· Staff 

all references to staff refer to the paid staff of NGRHC
· Worker

all references to Worker refer to the paid staff of NGRHC

· Working Groups

Working Groups are groups of Co-operative members that have been formed to undertake a certain task. Examples might include a gardening group, or a group to proof-read policies. 

They do not need to provide minutes of meetings etc. like a Committee would. 
These Policies and Procedures should always be read in conjunction with the rules.

Where there are discrepancies the rules will prevail.

In these policies:

AGM 
means the Annual General Meeting of the Co-operative.

COM 
means the Committee of Management of the Co-operative.

GM 
means a General Meeting of the Committee of Management

NGRHC 
means the Northern Geelong Rental Housing Co-operative.

NTV 
means a Notice to Vacate.
RULE(s)
means the Rules of the Co-operative.
SGM 
means a Special General Meeting of all Members of the Co-operative.

VCAT
means Victorian Civil and Administrative Tribunal 

Staff
means any person employed by the Co-operative.
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1. INTRODUCTION:

Northern Geelong Rental Housing Co-operative needs a clear process for creating, passing and implementing policy. Policy documents should be based on a uniform template, and policy documents should be gathered together as a ‘policy manual’.

2. PURPOSE:

The purpose of this policy is to ensure an understanding of the appropriate procedure for the development of all NGRHC policy. 

3. RELEVANT CO-OP OBJECTIVES
National Community Housing Standards: Standard 5.5.4  

4. POLICY
The development or amendment of any NGRHC policy will adhere to the format and process as outlined in the Policy Development Policy.
All NGRHC policies are to be reviewed at least every 3 years.

All NGRHC policies will include the following headings:

Policy Number;

Policy Name;

Policy Version Number;

Authors (if known);

Date of First Approval (if known);

Present Version Passed;

Scheduled Review Date;

Introduction;

Purpose;

Relevant Co-op Objectives;

Policy;

Procedures;

Related Documents.

All NGRHC Policies shall be developed through adequate consultation with its members.

5. PROCEDURES:

5.1.  Process

1. A Committee of Management, Sub-Committee or General Meeting of members will identify the need for a policy document, and determine the appropriate Committee/Members/Staff to author a document draft.

2. The author/s will consult with relevant Co-operative members, staff and groups.

3. The author/s will refer to the appropriate sections of the National Community Housing Standards Manual and the Housing Provider Framework to ensure that policy development meets such requirements.

4. The draft policy will be put to the Committee of Management for draft approval.

5. The authors will undertake any alterations required to achieve draft approval, and will create a final draft.

6. The final draft policy will be sent to all members, along with notification that it is an item on the Agenda for the next Special General Meeting of the            Co-operative. The policy shall be sent to members within the appropriate time frame (refer to NGRHC Rules Manual: Rule 31). 

7. At the Special General Meeting, if the proposed policy is passed, the date is recorded on the policy.

8. Approved policies will then be submitted to the Registrar (Co-operatives) and the Registrar (Housing).

9. At the next Committee of Management meeting, the policy will be formally recognised as approved by the membership. The effective implementation date of the new policy will be one week following the next Committee of Management meeting.

5.2.  Non-Passed Policies:

1. If a policy is not passed by the members, NGRHC shall first confirm if the   Co-operative wishes to continue drafting the policy. If this is the case, all dissenting voters shall be given an opportunity to work with the author/s to develop an appropriate revised policy draft.

2. The revised policy draft shall be resubmitted to the membership for approval at the next Special General Meeting. Procedure 5.2 shall continue until the Policy Draft is approved or is discontinued.

3. Once approved, procedure shall follow items 5.1.7 to 5.1.9 above.

6. RESPONSIBILITIES:

The author/s of a policy and the Committee of Management are responsible for ensuring that proper procedure as outlined in this policy is adhered to.

Members who vote against a policy are responsible for working with the author/s to develop an alternative or amended policy draft.

Once approved, all members and staff have a responsibility to adhere to the policy.

Staff and Committee of Management are responsible for ensuring that all members are adequately informed and trained regarding a policy so as to be able to understand and adhere to the new policy.

7. RELATED DOCUMENTS
NGRHC Rules

NGRHC Policy Manual
	Policy Number:
	02

	Policy Name:
	Tenant Responsibility Repairs and Charges

	Version No. 
	03

	Established:
	1986

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative recognises that effective and fair policy and procedures related to tenant responsibility are representative of good governance and management of the organisation and its managed properties.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines to ensure that members fulfil their tenancy responsibilities
· Outline a standard procedure to be followed in cases of relevant breach of tenancy 
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 2.1
Residential Tenancies Act 1997

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY 

The general principle is that tenants are expected to pay for any maintenance and repair work not considered to be ‘fair wear and tear’ or any maintenance required as a result of any intentional and/or malicious damage caused by an NGRHC tenant or their guest(s) except where the work is necessary as a result of the tenant’s efforts to make improvements.

6. PROCEDURE

Tenants are obliged to notify the NGRHC Staff of any damage to property within 48-hours of the damage occurring.

In conformity with the residential tenancies act 1997 the tenant must be given written advice that they are to be charged for the T/R maintenance work. The appropriate forms are to be used and held on file in the office. The written information must include a compensation claim and notification of damage on a “giving notice to tenant” form. The tenant then has 14 days to respond to the claim. If possible quotes for the T/R maintenance costs should be included.

If the tenant believes they could have the T/R maintenance work done for a lower cost they must supply written notification to the NGRHC with quotes included to prove the lower cost.

When there is agreement between the tenant and the NGRHC Staff regarding both the tenant’s liability for the damage and the cost of the T/R repairs the tenant will either pay the cost in full or sign a T/R Arrears agreement with the Staff, agreeing to pay the T/R costs in instalments.

If the staff and tenant cannot reach agreement regarding the tenant’s liability and/or the cost of the T/R work the NGRHC Staff will apply to VCAT for a hearing to determine the matter.
7. RELATED DOCUMENTS

National Community Housing Standards

Residential Tenancy Act 1997



	Policy Number:
	03

	Policy Name:
	Alterations to Property

	Version No. 
	03

	Established:
	1991

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative recognises that a tenant may during the period of their tenancy wish to make alterations to their property that are not considered a part of the legally required maintenance of the property. A policy is required that provides for an effective and fair procedure when such circumstances arise. 
2. PURPOSE

The purpose of this policy is to:

· Define which factors may influence whether proposed alterations to property shall be allowable
· Outline a standard procedure to be followed when a member may seek to make alterations to property.
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards
Standard 1.3 

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY

All requests for alterations to a property shall be considered on a case-by-case basis, through referral to the Committee of Management.

All Decisions shall consider:

· Costs (initial and ongoing) to the NGRHC,

· Occupational health and safety issues,

· Level of improvement to the property,

· Level of liability and/or ability the NGRHC has to perform/pay for the work.

6. PROCEDURE

When a tenant wishes to provide the labour and/or materials for maintenance/alteration works to an NGRHC property they should put their request in writing. This request must also clearly state whether the tenant wishes to be reimbursed for the labour and/or materials. The Staff will forward such requests to the next meeting of the COM.

The COM will consider all such requests on a case-by-case basis, having regard for factors such as:

· Costs (initial and ongoing) to the NGRHC,

· Occupational health and safety issues,

· Level of improvement to the property,

· Level of liability and/or ability the NGRHC has to perform/pay for the work.

The decision of the COM will be communicated, in writing, to the tenant by the Staff.

This letter will clearly state what labour and/or materials the member is to provide and (if any) the labour and/or materials the NGRHC will provide. It will also state what, if any, financial reimbursement will be made by the NGRHC and requirements regarding receipts, proof of payment etc.

This letter will also clearly state whether the tenant will be expected to leave any alterations/additions in place if they should vacate the property at a future date.
7. RELATED DOCUMENTS

National Community Housing Standards

NGRHC Occupational Health and Safety Policy
  
	Policy Number:
	04

	Policy Name:
	House Fixtures

	Version No. 
	03

	Established:
	1991

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative recognises that according to the Residential Tenancies Act, the NGRHC, as Landlord, has a responsibility to maintain all house fixtures which were in the property when the tenant moved in. Because of the costs associated with maintaining all house fixtures, the NGRHC has decided which fixtures they will and which fixtures they will not maintain. 
2. PURPOSE

The purpose of this policy is to explain:

· which fixtures the NGRHC will maintain and replace,

· which fixtures the NGRHC will maintain but not replace;

· which fixtures the NGRHC will remove from a vacant property so that the NGRHC is no longer responsible for that fixture.

· standard procedure to be followed for maintenance of house fixtures.
3. RELEVANT CO-OP OBJECTIVES

Residential Tenancies Act 1997
National Community Housing Standards: Standard 2.1; Standard 2.2
4. WHO DOES THIS POLICY AFFECT?

This policy affects all tenants of the NGRHC.

5. POLICY
The NGRHC will maintain and/or replace the following fixtures:

· Light shades

· One flyscreen per room

The NGRHC will not repair, maintain or replace the following non-standard fixtures:

· Door Bells

· Air Conditioners

· Dishwashers

· BBQ’s

· Garages

· Pergolas/Outbuildings

· TV Antennas

· External Metal Awnings

The NGRHC will maintain but may not replace the following fixtures:
· Blinds

· Tracking
· Curtains

· The NGRHC may replace the above fixtures if this is cost effective. Each fixture will be assessed individually to determine if it is cost effective to replace or not.

The NGRHC will remove the following fixtures from NGRHC properties when they become vacant:

· Above ground swimming pools,

· Any of the above fixtures that are not in good condition and are likely to prove costly to maintain.

Members can opt to keep the fixtures that the NGRHC wishes to remove, on the condition that these fixtures will be the tenant’s responsibility entirely.

Any fixtures that the tenant does not want in their property must be returned to the NGRHC.

6. PROCEDURE

· The Staff will only maintain and/or replace house fixtures according to this policy.

· When a Member requests maintenance work for house fixtures the Staff will inspect the fixture in question and decide if it is worthwhile repairing the fixture.

· If the fixture is worthy of repair the Staff will approve works to go ahead.

· If the fixture is not worthy of repair, the Staff will arrange to have the fixture removed from the property. The Staff will ensure that the property is left in good condition after the removal of fixtures.

· The Staff will inspect the condition of all fixtures in vacant properties. If the Staff decides that any fixtures will prove too expensive to maintain or replace they will arrange to have that fixture removed from the property.

· If a tenant wants to keep a fixture that the NGRHC wishes to remove from a property, that Member must sign a letter stating that they accept all responsibility for that fixture. This letter will be placed on file.

· Any fixtures that the tenant does not want in their property must be returned 
           to the NGRHC.
7. RELATED DOCUMENTS

N/A
	Policy Number:
	05

	Policy Name:
	Inheritance

	Version No. 
	03

	Established:
	1991

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative operates as a manager of social housing for people on low-income. NGRHC recognises that upon the death or incapacitation of a member, the residing partner, family or significant other, should if they fulfil NGRHC membership requirements, be entitled to inheritance of the household membership.
2. PURPOSE
The purpose of this policy is to:

· Define a set of clear guidelines for transfer of membership through inheritance

· Outline a standard procedure to be followed in circumstances where the death or incapacitation of a member occurs.

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.1; Standard 1.3

4. WHO DOES THIS POLICY AFFECT?
This policy applies to all Members of the NGRHC.

5. POLICY AND PROCEDURE
Inheritance rights are to be guaranteed by the NGRHC for the shareholder’s family or significant other, upon the death or incapacitation of the said shareholder, with the following conditions:

INDEPENDENT PERSONS:

Prior to any actions a meeting between the Staff and the COM and/or appropriate       Sub-Committee and any dependants (aged 16 years or older) or significant other of the shareholder shall occur to ascertain their views, rights and responsibilities and to discuss their options. Given that the option to remain in the NGRHC is accepted, the Membership Share shall be transferred as per the requirements of the Act and as per the ngrhc rules. The person shall then be required to accept the conditions of tenancy/Membership of the NGRHC, including meeting attendance, participation on Committees, Sub-Committees, working groups and/or NGRHC activities as required or as policy states. A new tenancy agreement contract will then be signed by the tenant and the NGRHC.

DEPENDENT PERSONS:

Prior to any other action a meeting shall occur between the Members dependents, and, if aged less than 16 years old, their legal guardians and the Staff and COM and/or appropriate Sub-Committee to discuss the preferred options of all parties and the rights and responsibilities of all concerned. The Share transfer, in Trust, for the dependents is to 
proceed and shall be held in Trust until the dependant(s) reach the age of 16 years old. Normal tenancy/Members conditions are to apply, as stated above. The dependant’s guardian and the NGRHC will then sign a new tenancy agreement contract.

Dependent(s) reaching a legal age and independent status would take over all NGRHC and legal responsibilities and the Share that was held in Trust would be transferred to that person(s). A new tenancy agreement contract will then be signed between this person(s) and the NGRHC.
6. RELATED DOCUMENTS 
NGRHC Rules: Rule 23 – Death of a member

	Policy Number:
	06

	Policy Name:
	Meeting Procedures

	Version No. 
	03

	Established:
	1991

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative recognises that effective meeting processes and procedures are representative of good governance and management of the organisation.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for General Meetings of the Co-operative 
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 5.2.2; Standard 5.3.4

4. WHO DOES THIS POLICY AFFECT?
This policy applies to all Members of the NGRHC.

5. POLICY AND PROCEDURE
Special General Meetings.

and

Annual General Meetings.

Minutes must be taken and given to all members. The role of the minute taker is to be rotated.

Reports must be presented to the Meeting by all active working groups.

Any policies which need to be voted on must be put on the agenda and sent out to all Members prior to the SGM/AGM where the policy will be voted on. If consensus cannot be reached after three consecutive meetings a majority vote will rule.

Decisions at an NGRHC meeting are to be adhered to, kept confidential when applicable and/or when directed by the Chairperson of the Meeting.

6. RELATED DOCUMENTS 
NGRHC Committee of Management Meetings Policy
	Policy Number:
	07

	Policy Name:
	Rent Increases and Reviews

	Version No. 
	03

	Established:
	1991

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative recognises that an effective and policy regarding rent increases and reviews is representative of good governance and management of the organisation.

2. PURPOSE
The purpose of this policy is to:

· Define a set of clear guidelines for changes to rents, and the review of such changes
· Outline a standard procedure that is to be followed
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.2.6
4. WHO DOES THIS POLICY AFFECT?
This policy applies to all Members of the NGRHC.

5. POLICY
Tenant Responsibility

Tenants are to notify the NGRHC Staff of any changes to their household income. The NGRHC Staff will then conduct a rent review.

If any Member fails or refuses to provide the income documentation within the required timeframe their rebate will be cancelled and they will be charged full market rent as determined by the Director of Housing.

Members are requested to complete a review form and to provide documentation regarding the income and assets of all household members. 

Co-op Responsibility

The Co-operative will conduct rebated rent reviews bi-annually, in accordance with DHS requirements, and usually in/around June and December. 

Market rents are set by the Director of Housing and may be increased at the Director’s discretion. Members paying full market rent must be given a minimum of sixty (60) days notice of any intention to increase the market rent. This notice should be in writing, and preferably sent as registered post, as per S44 of the Residential Tenancies Act 1997.

6. PROCEDURE 

Members are required to inform the Staff if there is any change (increase or decrease) in household income. They are required to provide documentation of the new income details so a rebate review can be completed. The Staff will then notify the Member of their new weekly rent in writing. Normally the new rent rate will commence from the Sunday after the rent is reviewed, however rent changes may be backdated if a Member doesn’t inform the Staff of their household income changes at the time the change occurs. 

If any Member believes their rent assessment is incorrect or unfair they can write to the COM outlining why they believe the rent is incorrect and asking that the rent be adjusted to more accurately reflect their household income level. The COM will notify the Member in writing and the Staff verbally, of their decision.
7. RELATED DOCUMENTS
NGRHC Rents Policy
	
Policy Number:
	08

	Policy Name:
	Apologies

	Version No. 
	03

	Established:
	1992

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

The NGRHC expects all Members to participate in the running of the NGRHC and to meet all participation and attendance requirements. Members who are unable to attend a meeting or working group meeting can ‘apologise’ for non-attendance so they will not be marked as absent. To prevent Members from continually apologizing for non-attendance, there are restrictions on the number of apologies accepted. To effectively and fairly determine if a member is absent or an apology, a clear system is required to facilitate administration of attendance records.
2. PURPOSE
The purpose of this policy is to:

· Define a system for members to report non-attendance of meetings
· Outline the procedure for implementing this system

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2; Standard 3.3

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.
5. POLICY
Members must make an apology if they are unable to attend meetings or working groups. If Members do not make an apology (and are not exempt for any other reason) they will be marked as absent.

Apologies must be given before the start of the meeting or at the meeting, when the Chairperson calls for any apologies.

Apologies received after this point will not be accepted and the Member will be marked as absent.

As per rule 29(2 &3) Members are allowed:

· for AGM two consecutive apologies or one apology and one absent consecutively

· for SGM three consecutive apologies or one apology and one absent consecutively

As per rule 29(4) if Members have a valid reason for not being able to attend either day or night meetings (e.g. work commitments), they may apply to the COM for a 12-month exemption from attending meetings.
6. PROCEDURE

6.1 Members can make an apology by:

a) Contacting the office before the start of the meeting and telling the Staff or leaving a message on the answering machine,

b) Contacting a Member who is attending the meeting and ask that Member to give their apologies at the meeting,

c) Writing to the COM stating what meetings you are unable to attend.

6.2 The Staff will keep record of any Members who apologize for meetings and will make sure these Members are recorded as apologies in the attendance registers.

6.3 The Members of the meetings will be notified if any apologies have been given.

6.4 The Chairperson of the meeting will ask for apologies at the start of the meeting and make sure that these apologies are recorded in the minutes.

6.5 If an NGRHC Member breaches rule 29(2 or 3) they will be asked to attend the next COM meeting to discuss their non-attendance. If the matter cannot be resolved to the satisfaction of the COM an NTV may be issued.
6.6 This policy does not apply to those Members who have been granted either a    12-month meeting exemption under rule 29(4) or rule 30.  
7. RESPONSIBILITIES

At all meetings the Chairperson at that meeting is responsible for calling for apologies.

All individual Co-operative members are responsible for following the policy procedures to record an apology

NGRHC Staff is responsible for documenting and maintaining records of member apologies. 
8. RELATED DOCUMENTS
NGRHC Rules: Rule 29 – Attendance at Meetings; Rule 30 – Retirement Leave
	Policy Number:
	09

	Policy Name:
	Leave of Absence

	Version No. 
	03

	Established:
	1992

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Members may at times experience a genuine limited ability to actively participate in events, due to factors such as health, mobility, family issues, etc. NGRHC recognises that it may be appropriate for Co-operative members to seek a period of leave from participation within the Co-operative.
2. PURPOSE

The purpose of this policy is to:

· Define the procedures necessary for members to seek a period of leave from obligatory Co-operative participation.
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2; Standard 3.3

4. WHO DOES THIS POLICY AFFECT?
This policy applies to all Members of the NGRHC.
5. POLICY/PROCEDURES
Refer to rule 29 (4-8) for the procedures that apply if any Member wishes to apply for leave of absence from attending any NGRHC meetings.
6. RELATED DOCUMENTS 
NGRHC Rules: Rule 29 – Attendance at Meetings
	Policy Number:
	10

	Policy Name:
	Parental Separation

	Version No. 
	03

	Established:
	1992

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that occasionally members and their partners separate. When this happens the Co-operative needs clear guidelines that explains who keeps the house. This policy is specifically for parents who have children when they separate.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for housing members and their partners after separation 

· Outline a standard procedure to be followed in cases of parental separation

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.3

4. WHO DOES THIS POLICY AFFECT?
This policy affects all Members of the NGRHC.

5. POLICY
5.1 Both of the tenants are Members.
In this situation, the Member who has custody of the children will keep the house. The Member who does not have custody of the children, and who has vacated the NGRHC property, will be placed on the waiting list for a house/unit.

5.2 Only one of the tenants is a Member.

If the NGRHC Member has custody of the children, the Member will keep the house. The Non-Member may apply to become a Member of the NGRHC.

If the Non-Member has custody of the children, they can keep the house but must immediately apply to become a Member of the NGRHC and show their eligibility, prior to signing a tenancy agreement.

If the Member does not have custody of the children and they have vacated the NGRHC property they will be placed on the waiting list for a house.

5.3 Joint Custody.
Where the separating adults have joint custody, every effort will be made to house both families as soon as possible.

6. PROCEDURE:

· The decision to separate has been made and custody of the children has been negotiated.

· Inform the NGRHC in writing stating the custody arrangements and signed by both adults (if possible).

· The COM will write to both adults informing them of the decision regarding their tenancy status based on the rules of this policy.

· If the Non-Member refuses to apply for Membership and/or to sign a tenancy agreement with the NGRHC the COM will investigate the legal options regarding occupancy and taking possession of the property.

7. RESPONSIBILITIES

Members undertaking the process of Separation are responsible for informing NGRHC in writing of all relevant process details.

The Committee of Management is responsible for informing the members involved of all relevant decisions and processes.

Staff and the Committee of Management are responsible for ensuring that appropriate privacy of member information is maintained throughout the procedures.

8. RELATED DOCUMENTS

Privacy Policy

	Policy Number:
	11

	Policy Name:
	Rent Arrears

	Version No. 
	03

	Established:
	1992

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that the majority of members of the NGRHC are on a low income. NGRHC recognises that a fair and equitable process should exist to ensure that members contribute their share of rent, unless there are special reasons why this is not possible. Members should not have rent arrears, but if they do, they need to know what steps will be taken to make sure they pay these arrears.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for payment of rent arrears
· Outline a standard procedure to be followed in cases of rent arrears
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.2

4.  WHO DOES THIS POLICY AFFECT?
This policy applies to all past and present Members of the NGRHC.

5. POLICY

all rent arrears must be repaid to ngrhc.

Members of the NGRHC should make every effort to repay their rent arrears.

The NGRHC will use the Staff and VCAT (and possibly a debt collection agency) to recover any rent arrears owing.

6. PROCEDURE:

6.1 Member will notify the Staff if they are unable to pay their rent. The Staff and Member will make arrangements for future payments.

6.2 The Staff will notify the Member in writing if they fall behind in their rent.

6.3 The Member and Staff will agree on a rent arrears agreement and both will sign the agreement. If the Member refuses to repay the arrears (either in a lump sum or in instalments) the Staff will seek direction from the COM. The COM may decide to issue an NTV and apply for a VCAT hearing. 

6.4 If the Member does sign an arrears agreement but then breaches the agreement the Staff will discuss the case with the COM. The COM may decide to issue an NTV and apply for a VCAT hearing. 

6.5 Members must keep to all conditions decided by VCAT. If Members do not keep to the conditions determined by VCAT the Staff will re-apply to the Tribunal.

6.6 Once an Order for Possession has been obtained the COM may decide to obtain and execute a Warrant for Possession and the Member will be forced to vacate the property.

6.7 If the Member vacates with rent arrears owing the NGRHC may use the services of a debt collection agency to make sure that all arrears are repaid.

7. RELATED DOCUMENTS 
NGRHC Rents Policy
	Policy Number:
	12

	Policy Name:
	Swaps

	Version No. 
	03

	Established:
	1992

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that occasionally tenants are no longer satisfied with where they are living. This is usually because the house has become unsuitable for them in some way. When this happens the tenant may ask to swap houses with another NGRHC tenant.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for swapping of NGRHC-managed houses between members
· Outline a standard procedure to be followed in such cases
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.3

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all tenants of the NGRHC.

5. POLICY
· Any swap shall be regarded as a new tenancy.

· Tenants can only swap if they do not have rent arrears.

· Tenants cannot swap to a house they would not qualify for if beginning a tenancy.

Tenants can only swap if they have met all attendance and participation requirements as identified in rule 29.
It is the responsibility of the tenant wanting to swap to find, with the assistance of the Staff, another tenant who wants to swap, and both tenants must agree to the swap.

Swapping tenants must accept the house ‘as is’ and will sign a document stating they agree to accept the house in its present condition.

The NGRHC will not be responsible for any costs involved in the swapping of houses.

6. PROCEDURE 
SWAPS

· The tenant wanting to swap will find another tenant who also wants to swap.

· Both tenants will write to the COM stating they would like to swap and that they agree to accept the house ‘as is’.

· The Staff will check that tenants are not in rent arrears.

· The Staff will check that tenants have met all their attendance and participation requirements as identified in rule 29.
· The COM will make a decision based on the above information and write to the tenants to tell them if the swap can go ahead or not.

· The swapping tenants will organize a time and date where they will exchange all keys to properties and they will inform the Staff of the date.

· Prior to the swap a condition report on both properties will be completed and signed by both tenants and the Staff.

· Prior to the swap both tenants will go to the NGRHC office and sign new tenancy agreements.

· Prior to the swap both tenants must agree to accept the house ‘as is’.
7. RELATED DOCUMENTS 
NGRHC Rules: Rule 29 – Attendance at Meetings
	Policy Number:
	13

	Policy Name:
	Transfers

	Version No. 
	04

	Established:
	1992

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that occasionally it may arise that tenants of the NGRHC are 
1) no longer satisfied with where they are living
2) no longer able to live in their home

3) wish to transfer to a property appropriate to their changed family size

When this happens the tenant may ask to be transferred to another NGRHC house.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for tenant transfer to another NGRHC house
· Outline a standard procedure to be followed in such cases
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.3, Standard 3.1.1
4. WHO DOES THIS POLICY AFFECT?
This policy affects all tenants of the NGRHC.

5. POLICY
· Any transfer shall be regarded as a new tenancy.

· Tenants can only transfer if they do not have rent arrears.

· Tenants cannot transfer to a house they would not qualify for if beginning a tenancy.

· Tenants cannot apply for another transfer for two years, unless their situation fits the criteria for a priority transfer, in which case the time period is 12 months.

· Tenants can only have a maximum of two standard transfers. Tenants can only have a maximum of two priority transfers. Tenants can only have a maximum of three transfers in total.
Tenants can only transfer if they have met all attendance and participation requirements as identified in rule 29. This provision can be reconsidered at the discretion of the COM.

Transferring tenants must agree to accept the house ‘as is’ and will sign a document stating they accept the house in its current condition.

The NGRHC will not be responsible for any costs involved in the transfer of houses.

Offers to members on the transfer waiting list will be made alternately to offers to applicants on the general waiting list.
Priority Transfers

A tenant may apply for a priority transfer if there are special reasons why they need to be transferred.

If possible, applications for priority transfer should have at least one support letter from a doctor, counsellor, support worker, police person, solicitor etc. explaining why a transfer is needed. All applications will be treated by the Co-operative in accordance with NGRHC Confidentiality policy and procedures.

Tenants approved for a priority transfer will be placed on the top of the transfer and waiting lists.

If a member who is on the Transfer waiting list with a priority status has to vacate their Co-op home due to a risk or threat of violence, they will retain their place and status on the Transfer Waiting list, rather than have to reapply as a new applicant.

6. PROCEDURE
TRANSFERS

· The tenant wanting to transfer will write to the COM explaining why they would like to transfer.

· The Staff will check that tenants are not in rent arrears.

· The COM will make a decision based on the above information and write to the tenants to tell them if the transfer can go ahead or not. The COM has the discretion to waive the conditions stated in 2 and/or 3 above if they believe the transfer is a matter of priority.

· The Staff will put the tenants name on the transfer list.

· The tenant wanting to transfer will be offered three houses only.

· The transferring tenant will sign a document stating that they agree to accept their new house ‘as is’ and they will sign a new tenancy agreement prior to moving.
7. RELATED DOCUMENTS 
NGRHC Rules: Rule 29 – Attendance at Meetings
NGRHC Rent Arrears Policy
NGRHC Property Waiting Lists

	Policy Number:
	14

	Policy Name:
	Absences

	Version No. 
	03

	Established:
	1994

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that the NGRHC expects all Members to participate in the running of the NGRHC and to meet all attendance and participation requirements. Attendance records are used to prove if Members are meeting their requirements. Members who have excessive absences recorded are obviously not meeting attendance and participation requirements and this will result in further action (see attendance and participation policy and rule 29).

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for member absence from Co-operative meetings

· Outline a standard procedure to be followed to record member absences and respond to breaches

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2; Standard 3.3

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY
Members will be marked as absent when they do not attend SGM, AGM and/or GM if they:
· do not have a 12-month exemption from attending meetings as per rule 29(4),
· have not apologized for that meeting,
· apologize for a meeting after it has started,
· fail to sign the attendance sheet at the meeting.
Members will also be marked as absent if they:
· arrive more than 30 minutes late for the meeting (unless the COM believes there was a valid reason for doing so),
· leave the meeting within 60 minutes of arriving (unless the COM believes there was a valid reason for doing so).
As per rule 29(2 & 3) Members are allowed:
· For AGM only one absent or one absent and one apology consecutively,
· For SGM two absents consecutively or one absent and one apology consecutively,
· As per rule 29(4) if Members have a valid reason for not being able to attend meetings (e.g. work commitments) they may apply to the COM for a 12-month exemption from attending meetings.

6. PROCEDURE
ABSENCES
· The Chairperson of SGM/AGM will make sure that all attendances for that meeting have been accurately recorded in the minutes and attendance records.

· After the meeting has finished the Staff will check all absences have been accurately recorded.

· If an NGRHC Member breaches rule 29(2 & 3) they will be asked to attend the next COM meeting to discuss their non-attendance. If the matter cannot be resolved to the satisfaction of the COM a NTV may be issued.

· This policy does not apply to those members who have been granted either a      12-month meeting exemption under rule 29(4) or rule 30.

7. RELATED DOCUMENTS
NGRHC Attendance and Participation Policy

NGRHC Rules: Rule 29 – Attendance at Meetings; Rule 30 – Retirement Leave

	
Policy Number:
	15

	Policy Name:
	Vacating

	Version No. 
	03

	Established:
	1994

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that it is important that Members of the NGRHC know what is expected from them when they move out of their NGRHC house. This policy explains what Members need to do when they move out of their house. This policy also explains what will happen if the vacating tenants do not do what is expected from them when they move out of their NGRHC house.

2. PURPOSE

The purpose of this policy is to:

· Outline a standard policy and procedure to be followed for members who wish to vacate a property
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.4

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY

Tenants must give the NGRHC at least 14 days notice of their intention to vacate and they must fill out an ‘intention to vacate’ form.

When tenants move out of their house they must make sure that the house is in the same condition it was in when they moved into the house (excluding approved work done to the house and reasonable general wear and tear).

Tenants must complete a final condition report on the day they move out of the house.

Tenants will be charged for all maintenance and cleaning costs not caused by fair wear and tear that needs to be done to return the property and surrounds to the condition it was in when the tenant moved in (excluding approved work).

The tenant must make arrangement with the Staff to repay any rent arrears.

Rent will be charged up until the day the tenant returns the keys.

VCAT will be used to settle any disputes arising from moving out of the house.

A debt collection agency may be used to recover any money owing to the NGRHC after the member has been given a reasonable time to repay this money.

When a tenant moves out of their NGRHC house and not into another NGRHC house, they also resign as Members of the NGRHC.
6. PROCEDURE

VACATING

· The tenant will contact the office, fill out an intention to vacate form and include a forwarding address.

· When a tenant vacates an NGRHC property and not move into another NGRHC property they must return their share certificate and a refund will be given.

· All keys to the house must be handed back to the office by 4:00 PM on the agreed vacating date. (Rent will be charged up to the time the keys are returned.)

· The tenant will arrange a time to complete the final condition report with the Staff and/or COM member.

· Photographs will be taken to verify any damage to the property and surrounds.

· If the tenant and Staff are both satisfied with the condition report, they will both sign the report.

· If the tenant and Staff disagree about the condition report, the tenant should provide proof on how the damage occurred.

· If the vacating tenant does not pay to the NGRHC any money owing due to rent arrears, cleaning or maintenance costs, the Staff will apply to the VCAT for compensation for these costs.

· The Staff will notify the NGRHC members of any changes in tenancy at the next SGM.

7.  RELATED DOCUMENTS 
NGRHC Intention to Vacate Form

NGRHC Final Condition Report

Residential Tenancies Act 1997

	Policy Number:
	16

	Policy Name:
	Attendance and Participation

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that the NGRHC depends on the participation of all Members and does not believe it is fair that some Members do participate and attend meetings while others do not.

It is a condition of membership of the NGRHC to meet all attendance and participation requirements. This policy clearly explains what those requirements are and what will happen if you do not meet these requirements.  

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for member attendance
· Outline a standard procedure to be followed to record attendance and respond to attendance breaches
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2; Standard 3.3

4. WHO DOES THIS POLICY AFFECT?
This policy applies to all Members of the NGRHC.

5. POLICY
As a Member of the NGRHC you are expected to:
· attend and participate in SGMs and AGMs as set out in rules 29 & 30,
· participate in Working Groups and/or Sub-Committees when appropriate.
The NGRHC understands that not all Members can meet all these requirements so have made allowances for these Members (see policies on leave of absence, apologies & absences and rules 29(4) and 30).

As per rule 28 (2 & 3) Members who are ‘absent’ for three or more consecutive SGMs or two or more consecutive AGMs are not meeting their attendance and participation requirements.

Members who are not meeting the attendance and participation requirements will be seen as not fulfilling their responsibilities as a Member of the NGRHC and will be asked to attend a meeting of the COM. If the issue cannot be resolved at that meeting an NTV may be issued.

6. PROCEDURES

ATTENDANCE AND PARTICIPATION

· The Staff will keep accurate records of meeting attendances and will report to the COM if a Member breaches rule 29.
· The COM will write to the Member advising them that they have breached the NGRHC’s attendance and participation expectations and ask them to attend a COM meeting to discuss the issue.

· At this meeting the COM and the NGRHC Member will try to negotiate acceptable terms regarding future attendance expectations. If an agreement is reached the Staff will monitor the Member’s attendances for the next 6 months. If an agreement cannot be reached an NTV may be issued.

· The COM will write to the Member notifying them of their decision and formalising all agreed terms and conditions of the Member’s future attendance and participation. 

· If an NGRHC Member breaches rule 29(2 or 3) they will be asked to attend the next COM meeting to discuss their non-attendance. If the matter cannot be resolved to the satisfaction of the COM, an NTV may be issued. 

· This policy does not apply to those members who have been granted either a 12 month meeting exemption under rule 29(4) or rule 30.
· If the COM decides to issue a NTV the Member must vacate the NGRHC property by the NTV expiry date. If the member does not vacate the property the NGRHC will apply to VCAT for an Order and Warrant of Possession in order to instigate a legal eviction process.
7.  RELATED DOCUMENTS 
NGRHC Rules: Rule 29 – Attendance at Meetings; Rule 30 – Retirement Leave

	Policy Number:
	17

	Policy Name:
	Camera

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC has purchased a Digital Camera, which may be a significant financial expense to the Co-operative if it is removed from the Co-operative office and not returned, or is damaged.  
2. PURPOSE

The purpose of this policy is to:

· Define a set of clear procedures for access and use of the Digital Camera
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 6.2; Standard 6.4

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY
The NGHRC has purchased a digital camera so that photographs could be taken to prove the condition of houses when they are vacated.

Other equipment the NGRHC has purchased has mysteriously gone missing. It is hoped this policy will help prevent our camera meeting the same fate. The NGRHC cannot afford to continuously replace equipment that goes missing.

· The camera is to be used for NGRHC business only. The camera is not for personal use.

· Only Staff or members of the COM and Sub-Committees can use the camera.

· The camera will be kept in the lock-up file in the Staff’s office.

· The member who loans the camera is responsible for its safety.

· The NGRHC will pay for all disks, film and developing.

6.    PROCEDURE

CAMERA
· If you need to use the camera, contact the office and tell the Staff what day and time you will need the camera.

· On the day you need the camera come into the office and fill out the “temporary use of camera” form.

· When you return the camera, sign the “temporary use of camera” form and give the camera to the Staff. If the Staff is not in the office, give the camera to another Committee/Sub-Committee member or keep the camera until you can give it to them personally.

· If you happen to break or lose the camera, you must come into the office and report it.

· The Member who borrowed the camera will be responsible to pay for repairs or a new camera if it is lost or broken. If you cannot afford to do this you must sign an agreement stating that you will repay to the NGRHC the cost of repairs or replacement.

7.   RELATED DOCUMENTS
NGRHC Equipment Use and Purchasing Policy 
NGRHC Temporary Use of Camera Form

	Policy Number:
	18

	Policy Name:
	Childcare

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that all Members of the NGRHC must meet all the participation and attendance requirements. This is often difficult for Members who have young children unless there is some childcare available. The NGRHC has a childcare policy so that no Members are unable to attend meetings or working groups because they do not have childcare or because they cannot afford childcare. Many Members find it very distracting to have children at meetings or working groups. The NGRHC has a childcare policy so that parents can attend meetings without their children and other Members can attend meetings without children being present. To keep childcare costs under control there are some restrictions on when childcare will be paid and how much will be paid.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for payment of childcare and attendance of children during Co-operative meetings
· Outline a standard procedure to be followed for payment of childcare to members
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2.5

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY
· The NGRHC will contribute to the costs of childcare incurred when Members attend:

· Committee/Sub-Committee Meetings,
· SGMs,
· AGMs,
· Working Group meetings,
· Workshops.
· Children under the age of 12-months can be brought to meetings. Children over the age of 12-months should be either booked into a crèche or looked after by a suitable child minder.

· The reason for this is that there have been comments made with regard to children disrupting meetings and at times it is hard to concentrate on what is being said. Also in the office there is equipment such as computer, photocopier, telephone, fax machine, etc, which in all has cost the NGRHC a great deal of money. In addition to the equipment there is also the urn (which has boiling 
· water in it most of the time) and the cleaning products in the cupboard (which are poisonous if swallowed).
· The Staff and the Treasurer must approve childcare payments.

· No family member will be paid for childcare.

· If the Member doesn’t attend the scheduled meeting but does not cancel their childcare arrangement the NGRHC will not contribute to the childcare costs.

6. PROCEDURES
CHILDCARE
· Members should (as much as possible) inform the Staff that they will require the NGRHC to contribute to childcare costs prior to attending the meeting/workshop.

· At, or soon after, the meeting Members requesting childcare costs contributions must complete a “requisition for payment to member” form which they can get from the Staff or the Treasurer.
· The Staff will then forward the “Requisition for payment to member” form to the Treasurer for approval and payment.

· Payment will be made as a cheque made out to the child carer.

7.  RELATED DOCUMENTS 
NGRHC Requisition for Payment to Member Form

	Policy Number:
	19

	Policy Name:
	Garden Maintenance

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that the NGRHC believes that it is the responsibility of the tenant/Member to maintain their gardens.

The NGRHC will not pay the cost of any required garden maintenance, where a tenant/Member has not maintained their garden in a neat and reasonable condition.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for responsibility of Co-operative garden maintenance
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.3

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY / PROCEDURE
· The garden of the property will be maintained by the tenant/Member.
· Any maintenance costs arising from the tenant/Member failing to maintain their garden will be paid for by the tenant/Member.
· When planting trees, the tenant/Member must take into consideration the height the tree will grow to and the root system of the tree and not plant any trees that will cause future damage to the property, plumbing or fencing.
· If the tenant/Member does plant trees that cause damage or problems, the tenant/Member will be responsible for the costs of repairing the damage.
· The NGRHC will pay the cost of tree-lopping only if the trees are affecting power or telephone lines or are causing structural damage to the property and the trees were not planted by the current tenant/Member.
· Tenants/Members are responsible for trimming trees, shrubs and bushes on their property so that they do not cause problems now or in the future.
· Tenants/Members are responsible for mowing their own yards.

· If a vacating tenants/Members garden is not left in a neat and reasonable condition, the vacating tenant/Member will be charged for any work done on the gardens to bring them to a neat and reasonable condition.

· Vines and creepers are not to be planted on NGRHC properties.

· The NGRHC will remove all vines and creepers from vacant properties

· Tenants/Members who are responsible for garden maintenance costs will be billed directly wherever possible.

· Tenant/Member is to notify the NGRHC if there are any trees, shrubs or vines causing damage to the property or fences.
6. RELATED DOCUMENTS 
NGRHC Alterations to Property Policy

	
Policy Number:
	20

	Policy Name:
	Office Behaviour

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that there is a need to ensure that whilst in the workplace (office) Members, Staff and visitors are not subjected to offensive or disruptive behaviour. A policy is required also to meet the NGRHC’s occupational health and safety responsibilities and to provide a safe work and office environment.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for office behaviour within the Co-operative
· Outline a standard procedure to be followed in cases of inappropriate office behaviour
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.3.4; Standard 7.4

4. WHO DOES THIS POLICY AFFECT?
All Members, Staff and visitors of the NGRHC.

5. POLICY
No abusive, threatening or indecent language or behaviour will be tolerated in the office.

6.  PROCEDURES
OFFICE BEHAVIOUR

· Staff/Member can ask a person to tone down their inappropriate behaviour and inform them why.

· If the behaviour persists the person will be asked to leave the office.

· The incident should be brought to the attention of the COM and monitored.

· The COM has the right to take whatever action they deem appropriate to facilitate the resolution of any dispute or discomfort, taking into account the options and processes stipulated in rule 12.
7. RELATED DOCUMENTS 
NGRHC Rules: Rule 12 - Disputes

	
Policy Number:
	21

	Policy Name:
	Parental Leave

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

The NGRHC recognises that Members who are expecting a baby may not be able to meet the participation requirements of the NGRHC. Members who are expecting a baby can apply for Leave of Absence so that they are exempt from NGRHC duties without risking losing their NGRHC house.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for accommodating the requirements of members who are expecting a baby
· Outline a standard procedure to be followed in such cases
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2; Standard 3.3

4. WHO DOES THE POLICY AFFECT?
This policy applies to all Members of the NGRHC.

5. POLICY
Pregnant Members or Members who are the partners of pregnant women may apply for three-month Expecting Parents Leave. 

The Leave can be taken during the pregnancy or when the child is born.

If the Member wants to request more than 3-months leave refer to model rule 29(4) for the application process.

6. PROCEDURES
PARENTAL LEAVE
1. Members who are pregnant or Members whose partner is pregnant should write to the COM requesting Expecting Parents Leave.

2. The decision to approve the request for Leave will be made by the members of the COM.
3. The Staff will write to the Member formally notifying them of the decision made by the COM and a copy of this letter will be kept on file.
7. RESPONSIBILITIES

Staff and Committee shall undertake necessary procedures to accommodate Parental Leave for all relevant members.

Staff and Committee shall undertake procedures as appropriate to the NGRHC Privacy Policy 

8. RELATED DOCUMENTS

NGRHC Equal Opportunity Policy

NGRHC Privacy Policy

NGRHC Rules: Rule 29 – Attendance at Meetings

	
Policy Number:
	22

	Policy Name:
	Retirement Leave

	Version No. 
	03

	Established:
	1995

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION

Elderly members and members with a recognised disability may experience a limited ability to actively participate in events, due to health, mobility etc. NGRHC recognises that Co-op members who are elderly or with a disability may continue to participate within the Co-operative, however they should be able to nominate for retirement from obligatory participation.
2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for determining members eligibility to retire from obligatory Co-operative participation
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2; Standard 3.3

4. POLICY 
Refer to rule 30 for the procedures that apply if any Member wishes to apply for retirement leave from attending any NGRHC meetings.
5. PROCEDURES

N/A

6. RELATED DOCUMENTS 
NGRHC Rules: Rule 30 – Retirement Leave
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1. INTRODUCTION

NGRHC recognises that the NGRHC believes that it is fair for Members to be reimbursed expenses incurred while on NGRHC business that takes place outside the City of Greater Geelong.

The NGRHC understands that Members may not be able to attend meetings away from the NGRHC unless the NGRHC pays for travelling costs, but believes there should be a limit on how much money can be spent on travel.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for reimbursement of Co-operative-based member travel costs
· Outline a standard procedure to be followed for member travel reimbursement
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 3.2.5
4. WHO DOES THIS POLICY AFFECT?
This policy affects all Members of the NGRHC.

5. POLICY
· Members will be reimbursed for travel and parking expenses incurred while on NGRHC business outside the City of Greater Geelong. Wherever and whenever possible Members will be encouraged to travel via public transport.

· Where public transport is used, Members will be reimbursed all fares.

· Where public transport is not available or inconvenient, and the Member must use their own transport:

· when the travel is within a 100km range of the NGRHC office, a flat rate will be paid.

· when the travel is over a 100km range from the NGRHC office, the flat rate plus a cent per kilometre rate (see note) for any distance over 100km will be paid.

· Members will be reimbursed for meal costs that are incurred while away from the NGRHC on NGRHC business. The maximum amount that can be claimed for a meal is $15.

· Whenever possible in advance, the committee must approve all travel, parking and meal expenses.

· Any claim for travel, parking and meal expenses must be made on a “members requisition for payment by cheque” form and with receipts attached to the form.

6. PROCEDURES

TRAVEL

· Wherever possible, seek COM approval before commencing any travel.

· Fill out a “members requisition for payment by cheque” form and attach receipts and mileage log.

· Give this form to the Staff or a COM member.

· Cost to be reimbursed via NGRHC cheque.

note

The cents per kilometre rate shall be as set out in the social and community services (sacs) Award applicable at the time of travel.

7. RELATED DOCUMENTS 
Social And Community Services (SACS) Award - Travel
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1. INTRODUCTION

NGRHC recognises that its managed properties will require maintenance. Such maintenance may be defined as urgent or non-urgent. Maintenance responsibility may also be determined by actions, behaviour or lack of due care.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for maintenance work requests 

· Outline a standard procedure to be followed for maintenance requests

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 2.1; Standard 2.2

4. WHO DOES THIS POLICY AFFECT?

This policy affects all Members of the NGRHC.

5. POLICY

Standard Maintenance

Standard Maintenance is day-to-day maintenance that occurs in relation to standard items within the property. It may be urgent, priority or responsive maintenance.

Within its budget constraints NGRHC will perform all standard maintenance as per our responsibility as a Landlord under the Residential Tenancies Act 1997.

If maintenance is agreed by the tenant and the Co-op to be the tenants responsibility, the tenant shall repay all costs of, and associated with, any such repair.

NGRHC will endeavour to have all maintenance completed by NGRHC contractors within 14 days, unless under extraordinary circumstances. 

6.  PROCEDURES

All requests for standard maintenance work must be communicated to the NGRHC Staff, either by telephone or in writing. The staff will decide if the requested work is to be arranged and paid for by the NGRHC according to the NGRHC’s responsibilities as outlined in the Residential Tenancies Act (the RTA).

If Staff believe the maintenance is the responsibility of the NGRHC they will issue an order to an appropriate approved contractor/tradesperson, indicating also whether the maintenance order is urgent, priority or standard. 

A) STANDARD NON URGENT MAINTENANCE

Examples of standard non-urgent maintenance include:

Replacement of light fittings

Rewiring of flywire screen to door or window

Repair of cabinet shelves, door handles

Repairs of general wear and tear

B) PRIORITY MAINTENANCE

Examples of standard non-urgent maintenance include:

Replacement of stove element

Dripping tap

Leaking cistern

Repairs to front and rear security doors

Repairs/adjustment of external door locks

C) STANDARD URGENT MAINTENANCE

Examples of Urgent maintenance include:

A blocked or broken toilet; 

A serious roof or gas leak; 

Dangerous electrical fault; 

Serious storm, flood or fire damage;

A failure of gas, electricity or water supply to the premises; 

The failure or breakdown of any service essential for hot water, cooking, heating or laundering; 

A fault or damage that causes the premises to be unsafe or insecure, or dangerous to persons on property

PROCEDURES – NON-URGENT

For all requests, an order shall be faxed to the appropriate tradesperson on the same day that request is received by staff. The order shall include contact details of the tenant, for the contractor to then contact tenant and arrange access to site.

The order is recorded on CODA software database on the same day as the request is received by staff.

Tenants are encouraged to contact staff if work has not been completed within 14 days.

If work is not completed within 14 days, the matter is followed up with the contractor by NGRHC staff.

PROCEDURES – URGENT

For all requests, the tenant rings the office to report urgent standard maintenance. If unable to contact NGRHC staff, tenants are aware that they should report maintenance requests immediately and directly to the Co-operative’s agreed general contractor, MMD.

All members are given the general contractor’s business hours and after hours phone numbers. These details are also provided in the Co-operative’s answering machine, operational 24hrs/7 days week outside of business operations.

All standard urgent work maintenance shall be initially attended to within 24 hours of tenant contact.

Upon completion of all maintenance, the details of the work performed, date of request and of completion, and the cost, shall be recorded on CODA, the Property Register and the Maintenance Budget Spreadsheet. 

If any tenant believes that the NGRHC is not meeting its legal obligations as defined by the RTA by refusing to arrange any maintenance requests the tenant is to be informed, by the Staff, of their rights. Staff shall consult with the tenant and provide referral as outlined within the NGRHC Grievance Policy. If the tenant prefers to take the matter to VCAT, the tenant shall be referred to the local SHASP advocacy service.

7.   RELATED DOCUMENTS

Residential Tenancies Act 1997

NGRHC Maintenance Policy (Non-Standard Maintenance)

NGRHC Grievance Policy
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1. INTRODUCTION

NGRHC recognises that its managed properties will require maintenance. Maintenance responsibility may also be determined by actions, behaviour or lack of due care.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for maintenance work requests 

· Outline a standard procedure to be followed for maintenance requests

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 2.1; Standard 2.2

4. WHO DOES THIS POLICY AFFECT?

This policy affects all Members of the NGRHC.

5. POLICY

Non-Standard Maintenance

Non-Standard Maintenance is the repair, upgrade or replacement of items/furnishings not considered to be standard household fixtures/items.

Examples of Non-standard Maintenance items include: air conditioners, garages, pergolas, antennas, ceiling fans, awnings.

6.  PROCEDURES

1. All tenant requests for Non-Standard maintenance will be communicated to NGRHC staff either by telephone or in writing. 

2. Staff will send out a Non-Standard Maintenance Request Form to the tenant within 3 working days.

3. The tenant will fill out the Request Form and return it to the NGRHC office, attaching to it all relevant documents, including quotes, medical certificates, floor plans, etc. 

4. Staff will raise the Non-Standard Maintenance request at the next scheduled Committee of Management meeting. 

5. Committee of Management make the decision on whether to approve the request by majority vote, taking into consideration such factors as: 

· if a similar item is already in situ at start of tenancy

· if member agrees to leave item in situ at termination of their tenancy
· if other members have had same/similar Non-Standard maintenance requests approved

6. Staff will write to the member advising of Committee decision, and reasoning, within 7 days of the Committee meeting.

7. Staff will fax an order to the appropriate contractor within 7 days to arrange Non-Standard Maintenance. Details of order are entered into CODA data program on the same day.

8.  If work has not been completed within 4 weeks, staff are to contact and follow up with contractor.

9. If any tenant believes that the NGRHC is not performing its legal obligations as defined by the RTA the tenant shall initially pursue recourse through the processes as outlined within the NGRHC Grievance Policy. If the tenant grievance remains, the tenant shall be informed of their rights to apply for a VCAT hearing, and shall be referred to a tenancy advocacy service for advice and support.

7.   RELATED DOCUMENTS

Residential Tenancies Act 1997

NGRHC Non-Standard Maintenance Request Form

NGRHC Maintenance Policy (Standard Maintenance)

NGRHC Grievance Policy
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1. INTRODUCTION

NGRHC recognises that the COM should always be open and accountable to the general membership of the NGRHC.

However, due to privacy laws and the NGHRC’s own internal privacy policy, the sensitivity of some issues discussed at COM meetings prevents the meeting from being open to the general membership.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for the handling of issues discussed at COM meetings.
· Outline a standard procedure to be followed to ensure that the guidelines are adhered to.
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 5.2; Standard 5.3
4. WHO DOES THIS POLICY AFFECT?

This policy applies to all Members of the NGRHC.

5. POLICY
Members of the COM cannot discuss issues raised at COM meetings with the general membership where they contravene any privacy laws or NGRHC policies.

6. PROCEDURES

· The COM usually meets once per month.
· The minutes of the meeting are available within one week.

· Any Member of the NGRHC is free to ask to see the minutes of any COM meeting at a time convenient to both them and the Staff.

· If the Member wishes to take issue with any item contained in the minutes, they should inform the Staff or a COM member. This will then be placed on the agenda for the next COM meeting.

· The Member making the request will be informed of the time of the next COM meeting and will be expected to appear at the appropriate meeting.

· If the Member does not appear the matter shall be deemed closed and no further discussion will take place.

· If, after meeting with the COM, the Member wishes to take the matter further, they have the option of requesting the matter be dealt with at an SGM.

· The outcome of any discussion at the SGM shall be final and the matter considered closed.

7.   RELATED DOCUMENTS

Privacy Policy

NGRHC Meetings Procedures Policy
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1. INTRODUCTION

NGRHC recognises that in line with the RTA and the Department of Human Services/Office of Housing, any Member housed in an NGRHC house must pay rent.

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for payment of rents
3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards: Standard 1.2

4. WHO DOES THIS POLICY AFFECT?

This policy applies to all housed Members of the NGRHC.

5.  POLICY/PROCEDURES
· Prior to moving into an NGRHC house, Members must sign a rental agreement.

· Rent shall be calculated using DHS/OOH supplied software.

· The Members will be issued an agent number and a Bank of Melbourne / Westpac Bank deposit book relating to the number.

· With the exception of Clause (5), members may pay their rent in three ways:

a) personal deposit at any Bank of Melbourne / Westpac branch, or

b) via Centrelink Centrepay, or

c) via direct debit.

· As of the date of acceptance of this Policy (see note), any Member/s beginning a new tenancy (including existing tenants transferring):

a) who are on a Centrelink benefit must pay their rent via Centrelink Centrepay, or

b) who are not on a Centrelink benefit must pay their rent via direct debit.

· Existing tenants:

a) on a Centrelink Benefit shall be strongly encouraged to arrange Centrepay, or

b) not on a Centrelink benefit shall be strongly encouraged to pay via direct debit.

· In line with DHS/OOH guidelines, Members must be one rent payment in advance. i.e.:
a) If rent is paid weekly, one week in advance,

b) if rent is paid fortnightly, 2 weeks in advance,

c) if rent is paid monthly, one month in advance.

· Any Member experiencing financial difficulties should contact the Staff and discuss their situation.

· The Staff must consider every discussion under to Clause (8) on an individual basis.

· Should the Staff have any doubt about a Member’s ability to pay rent, the Staff shall bring the issue before the COM.

· Where necessary the COM shall make a decision that will be binding on all parties concerned.

· Should the Member fall into arrears the rent arrears policy will then come into effect.

6. RELATED DOCUMENTS 
Residential Tenancies Act 1997
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1. INTRODUCTION
The Co-op recognises the need to maintain appropriate levels of security for members of the Co-operative, staff, and their property. 

2. PURPOSE
The purpose of this policy is to determine areas within the Co-operative where security is required, and to determine the appropriate processes for implementing security.

This policy recognises the requirements of security as determined through the              Co-operative’s Privacy policy.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 1.3; Standard 6.2.7; Standard 7.4.

4. POLICY
· All staff, members and volunteers shall be as far as possible protected from harm. 

· All property held within the Co-operative’s office premises shall be protected by appropriate levels of security.
· All properties managed by NGRHC shall be provided with security appropriate to RTA requirements. Security-based maintenance issues shall be responded to in a manner appropriate to their urgency.
· All security procedures shall be reviewed regularly to ensure appropriate security is being employed.

5. PROCEDURES
RISK MANAGEMENT

As a part of the Co-operative’s Risk Management policy, the Co-operative shall undertake regular annual evaluations of risk assessment with regard to issues of security, to tenants, staff and to managed property of the Co-operative.

Where evaluation determines that policy or practice changes should be made, approval for such changes shall be obtained by Committee of Management prior to implementation. 

CO-OPERATIVE OFFICE

The Co-operative office is to be patrolled regularly and continually by a recognised local security firm. 

Keys to the Co-operative office shall be distributed to:

· 1 member of the Committee of Management, as determined by the Committee at the commencement of each new year.

· All permanent members of staff.

· Security firm’s assigned patrolling drivers (during holiday periods where the office is unattended).

IN THE EVENT OF A SECURITY INCIDENT

Members of the Co-op should inform staff

Staff should refer any matters to the next available CoM meeting

In the case of suspected serious criminal matters, staff shall inform the relevant authorities (police).

SECURITY OF MEMBERS 

All external doors and windows of Co-operative properties shall be secured to a standard appropriate to the Residential Tenancies Act 1997.

Where a member believes their residence is not secure, they should notify the Staff, who shall take appropriate action, subject to Committee of Management approval if required.

Security of tenant households shall be evaluated as part of the regular property inspections. All non-secure external doorways and windows shall be noted, and referred to the Staff for appropriate action.

If member or a recognised person residing within a member’s property shows good reason to feel threatened, either physically, emotionally or financially, they may apply for either a priority or a regular transfer of property.

Applications for priority or regular transfer of property shall be referred to the CoM. 

CoM will determine whether approval is granted.

Staff shall inform the member of the Committee’s decision.

Staff should determine from the member the level of security risk posed, and shall then direct the member to any appropriate services of assistance (counselling, police, etc.).

SECURITY OF STAFF

Where Co-operative staff believes that there is a danger to their personal security when meeting with another person, regardless of whether the person posing a security risk is a member or not, the Co-operative shall ensure that at least one other adult is in attendance. The extra person/s in attendance should preferably be either another staff member, or a member of a Co-operative Committee/Sub-Committee. 

6. RESPONSIBILITIES
It shall be the responsibility of all members and staff to notify the Co-operative of security issues as soon as they are aware of them.
It is the responsibility of staff and the Committee of Management to act and respond according to the procedures established in this policy.
7. RELATED DOCUMENTS
NGRHC Privacy Policy

NGRHC Occupational Health and Safety Policy

NGRHC Risk Management Policy
Residential Tenancies Act 1997
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1. INTRODUCTION 
Northern Geelong Rental Housing Co-operative recognises the need to responsibly co-exist within the wider natural environment. NGRHC aspires to minimise its impact on our environment and maximise the effective use of resources.
2. PURPOSE
This Environmental Policy is intended to provide a framework to the development of a culture of environmental responsibility within the Co-operative. It aims to establish effective procedures for a number of sound environmental practices within the               Co-operative’s operations. 

3. RELEVANT CO-OPERATIVE OBJECTIVES 
National Community Housing Standards: Standard 4.2.1; Standard 7.4
4. POLICY
Northern Geelong Rental Housing Co-operative commits itself to minimising its impact on our environment through 

· Providing a safe and healthy workplace 

· Creating an environmentally aware culture within the Co-operative 

· Conserving natural resources by reusing and recycling

· Using in our own operations processes that do not adversely affect the environment 

· Ensuring the responsible use of energy throughout the organisation 

· Participating in efforts to improve environmental protection and understanding within the community 

· Conducting regular evaluations of the implementation of this policy 

· Working with suppliers and contractors who promote sound environmental practices
All energy reduction and environmental management practices performed by the           Co-operative are to be undertaken without impact upon occupational health and safety, and without resulting in discrimination of members/staff.

5. PROCEDURES
· Northern Geelong Rental Housing Co-operative will develop clear guidelines for staff, volunteers and users to adopt sound environmental work practices, and adequate training will be provided to ensure these practices are carried out. 

· Northern Geelong Rental Housing Co-operative will act promptly and responsibly to correct incidents or conditions that endanger health, safety, or the environment. It will report any such incidents to the relevant authorities promptly and inform affected parties as appropriate.

· Northern Geelong Rental Housing Co-operative will, where feasible, reuse and recycle materials, purchase recycled materials, and use recyclable packaging and other materials.

· Northern Geelong Rental Housing Co-operative will in its operations minimise materials and energy use, prevent air, water, and other pollution, and dispose of waste safely and responsibly.

· Northern Geelong Rental Housing Co-operative will in its operations conserve energy by improving energy efficiency and giving preference to renewable over non-renewable energy sources when feasible.

· Northern Geelong Rental Housing Co-operative will, where appropriate, utilise its particular knowledge and experience to contribute to environmentally sustainable techniques, technology, knowledge and methods.

· In order to continually improve its environmental management system Northern Geelong Rental Housing Co-operative will conduct self-assessments of its compliance with this policy, measure its progress against its environmental goals, and report its success periodically to its members.

· Northern Geelong Rental Housing Co-operative will include in its criteria for selection of suppliers and contractors their environmental performance.
· Northern Geelong Rental Housing Co-operative will recognise members and staff who act within an environmentally responsible manner.
6.   RESPONSIBILITIES
· It shall be the responsibility of the Board to establish and maintain environmentally responsible practices and programs.

· It shall be the responsibility of the staff and members to implement these policies and procedures. 
7.  RELATED DOCUMENTS
Equipment Use and Purchasing Policy 
Occupational Health and Safety Policy

Equal Opportunity Policy
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1. INTRODUCTION
NGRHC recognises that a safe and healthy workplace is an essential component of NGRHC’s duty of care to its members, staff, contractors and visitors. NGRHC recognises its responsibility to uphold this standard.
Accordingly, all staff and members of NGRHC have a responsibility for ensuring, so far as is practicable, an environment that is safe and without risks to health.

2. PURPOSE
The purpose of this policy is to ensure that staff and members of NGRHC are aware of their responsibilities within NGRHC, and are committed to ensuring the health and       well-being of staff, members, contractors, and visitors. In fulfilling this responsibility, all members of NGRHC have a duty to provide and maintain, so far as is practicable, a working environment that is safe and without risks to health.

3. RELEVANT CO-OP OBJECTIVES
National Community Housing Standards: Standard 7.4

4. POLICY
NGRHC recognises its moral and legal responsibility to provide a safe and healthy work environment for its staff, members, contractors and visitors. NGRHC further endeavours to ensure that its operations do not place the wider community at risk of injury or illness.

Risk to a person’s health or safety may arise from the following sources:

Physical environment – An example might be exposure to toxic fumes, or contact with exposed electrical wiring. 
Bio-mechanical (inc. ergonomics) – An example of a bio-mechanical injury might be ‘wrist injury from repetitively typing at a desk which is too low’
Stress-related issues (inc. workload, office culture)

5. PROCEDURE
All buildings managed by NGRHC and all NGRHC offices will be maintained in clean condition and in good repair.

All equipment and furniture will be examined on a periodic basis to assess its safety, and modified as appropriate.
All buildings managed by NGRHC and all NGRHC offices are to be periodically assessed for disability accessibility, and modified as appropriate.

The NGRHC workplace will be maintained as a smoke-free zone.

All staff and members of NGRHC are to be familiar with fire evacuation procedures.

All OHS incidents and injuries are to be written on the NGRHC incident report form and filed in a safe and confidential space.

NGRHC Incident Report forms are to be regularly reviewed as part of the Co-operative’s assessment of safety. 

Training as required, shall be undertaken to enable CoM or staff to identify issues or potential issues of OHS at the earliest possible opportunity. 

6. RESPONSIBILITIES
NGRHC staff and members are responsible for identifying and reporting hazards and identifiable potential hazards.

NGRHC Committee of Management is responsible for providing a safe workplace.

NGRHC Committee of Management is responsible for appropriately following up on any written OHS incident reports.

7. RELATED DOCUMENTS
NGRHC Security Policy
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1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that ongoing risk management of the Co-operative is an important aspect to maintaining appropriate governance and high standards of performance within the social housing sector and environment. 
2.   PURPOSE
The purpose of this policy is 

1. To ensure that all Co-operative staff, members and Committee members are aware of their responsibilities for identifying exposures to fraudulent activities, financial risk, management risk, and for establishing controls and procedures for preventing such activity and/or detecting such activity when it occurs.

2. To provide guidance to Co-operative staff or members as to action which should be taken where they suspect any fraudulent activity.

3. To provide a clear statement to staff, members and Committee members forbidding any illegal activity, including fraud for the benefit of the organisation

4. To provide assurance that any and all suspected fraudulent activity will be fully investigated.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 5.4; Standard 7.4.1
4. POLICY
· The Committee of Management of Northern Geelong Rental Housing Co-operative has ultimate responsibility for risk management including the prevention and detection of fraud and is responsible for ensuring that appropriate and effective internal control systems are in place.

· The Committee of Management must ensure that there are mechanisms in place within their area of control to:

(i)  assess risk within the Co-operative

(ii)  educate Co-operative members about fraud prevention and detection

(iii)  facilitate the reporting of suspected fraudulent activities
· All members of the Co-operative and staff members share in the responsibility for risk management, including the prevention and detection of fraud, in their areas of responsibility.  All members and staff are responsible for reporting areas of risk, including suspected fraud. Issues must be raised immediately with the Staff and/or the Committee of Management. In situations where the Staff and/or Committee of Management are suspected of involvement in fraudulent activity, the matter should in such cases be notified to the Department of Human Services. Where fraud is 
determined to be of a serious nature, the matter should be referred to the Victorian Police.
· Where fraud by a staff member is proven this shall constitute grounds for dismissal. 

5. PROCEDURES
General Risk Management

Regular risk Management reviews of the Co-operative shall be performed by the Committee of Management or a sub-committee thereof;

Where issues of risk management arise, such issues shall be addressed and minimised in accordance with the Co-operative’s risk management practice procedures.

Such issues shall then be reviewed periodically to ensure that these areas of risk are managed appropriately.

Fraud Prevention

· Fraud prevention accounting procedures shall be incorporated in the organisation’s policies related to Cash Management, Credit Card Use, Commercial Transactions, and Investment.

· All complaints of suspected fraudulent behaviour will be investigated whilst also providing for the protection of those individuals making the complaint and natural justice to those individuals being the subject of any such complaint.  
· Where a case of fraud has been established the matter shall be referred to police.  Any action taken by police shall be pursued independently of any          employment-related investigation by the organisation. 
· Recruitment strategies shall incorporate fraud prevention; 

· Applicants shall be required to undergo police checks where required by the duties of the position

· Previous employers and referees shall be contacted

· Transcripts, qualifications, publications and other certification or documentation shall be validated

· Fraud prevention and detection issues will be included in relevant staff development and induction activities.

· Volunteers and contracted staff shall be asked to agree in writing to abide by these policies and procedures.
6. RESPONSIBILITIES
Refer to Item 4. Policy – third paragraph (above)
7. RELATED DOCUMENTS
NGRHC Strategic Plan (current)
NGRHC Statement of Purposes

NGRHC Risk Assessment Plan (current)
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1. INTRODUCTION

In 2002 two Parliamentary Acts were introduced that related to the way services and agencies collect, use, disclose and store personal information about their clients, staff and volunteer personnel. This legislation applies to the information the NGRHC collects both from Members and from people wanting to apply for housing. We collect this information on our application form, our tenancy agreement form and our rebate form.

The two Acts that the NGRHC is bound by are the information privacy act, which relates to personal information and the health records act, which relates to health information.

The Information Privacy Act and the Health Records Act are considered to apply to Co-operatives and their operations. The employment of a Privacy Policy by NGRHC is indicative of its regard for these Acts and their objectives.

“Personal” information is any information or details that potentially identify an individual– such as name, address, date of birth, financial or contact details. “Health” information is any information or report that discloses details of any medical or health condition/prognosis. 
2. PURPOSE

This Privacy Policy has been drafted and implemented as a way of ensuring that all information gathered and held by NGRHC is treated appropriately and that all members are aware of their responsibilities and obligations under the law.

3. RELEVANT CO-OPERATIVE OBJECTIVES

National Community Housing Standards: Standard 3.5

Information Privacy Act, 2000

Health Records Act

4. POLICY
All members, staff and volunteers of NGRHC are aware of the need for confidentiality of individuals’ and NGRHC business, and respect one another’s right to privacy at all times. 

The NGRHC will inform all staff members, volunteers, Co-operative members and applicants of their rights to:

· refuse to provide personal or health information,

· gain access to their personal information that is held by the NGRHC,

· make corrections to any inaccurate information held about them,

· be assured that the NGRHC will collect and store all personal and health information in a secure and safe environment and protect that information from loss and misuse,

· be asked for their consent prior to any personal or health information being used for any other purpose other than that for which it was originally collected,

· know what will happen to the information collected (i.e.: who has access to it, where it is kept, why it is collected).
Regarding the above information, NGRHC will provide potential staff and volunteers with the capacity to refuse to provide information, however must make staff and volunteers aware that, where such information is required under law, (eg. Police check), this refusal may impact upon their employment within the Co-operative.
Staff, volunteers, members and applicants will also be informed of what personal information the NGRHC collects, why it is collected, who it is collected from, where the information is stored, who has access to it, the fact that personal information will be shared with a third party (such as Centrelink, maintenance contractors etc) only with the consent of the person who supplied the information, and the grievance process available if any Member/client believes that their privacy has been breached.

All of this information is outlined for members in a NGRHC pamphlet titled “privacy - your rights, our responsibilities” and this pamphlet MUST be given to all NGRHC Members and all people who receive an application form from the NGRHC.
All of this information shall be provided as part of the Induction procedures for new staff and volunteers.
All personal information, of whatever nature, is kept securely under lock and key.

Any person has a right to access information held by NGRHC about them selves.

Information will only be held for as long as required. Information of a personal nature will be disposed of via an appropriate mechanism. eg. Shredding.

5. PROCEDURES

Regarding Applicants:-

Only seek relevant information In order to carry out the legitimate functions of NGRHC, the following information needs to be collected: 

· Name and contact details;

· Household composition, including names, dates of births, gender, relationship to primary member/applicant;

· Income details of all members of the household including the amount and the nature of the income e.g. pensions/wages, investments etc.;

· Concession Card details;

· Proof of Identity Cards eg. Drivers License, Passport etc;

· In the case of applicants, current housing details;

· Skills or attributes applicants may bring to NGRHC;

· Disabilities or special needs of any members of household;

· Rental history of applicants;

· Bank balance; and,

· Ownership of property.

Return or destroy information of unsuccessful applicants (NGRHC is not obliged to provide a reason the application was unsuccessful).
Regarding Members:-

· Keep NGRHC business within NGRHC meetings 

· If it is necessary to discuss NGRHC business outside of a meeting, it must be brief, to the point, and in total privacy.   

Regarding Directors:-

· Keep Committee business within meetings of the Committee of Management.

· If it is necessary to discuss NGRHC business outside of a meeting, it must be brief, to the point, and in total privacy

· Information from meetings of the Board of Directors that is distributed to General Members should be given in a non-identifying way 
· Information should only be accessed by those office bearers who require it in the performance of their assigned duties. 
· Information of a personal nature shall only be released or discussed if it relates to an issue that impacts upon the management of NGRHC, governance of the NGRHC, or the upholding of NGRHC policy. 
Regarding Staff/volunteers:-

· Keep Committee business within meetings of the Committee of Management.

· It should generally not be necessary to discuss NGRHC business outside of the workplace. If it is necessary (eg. Debriefing/counselling with an authorized third party) it must be undertaken in total privacy.
·  Information of a personal nature shall only be released or discussed if it relates to an issue that impacts upon the management of NGRHC, governance of the NGRHC, or the upholding of NGRHC policy. 
· Information of the Co-operative (newsletters, minutes) that is distributed to General Members should be given in a non-identifying way 
· Information should only be accessed by staff who require it in the performance of their assigned duties. 
Regarding Security:-
· Because information can take many different forms, it is not possible to be exhaustive in describing how to secure all information;

· paper documents must be kept under lock and key; 

· computer files should be passworded (see notes below);

· backup files should be securely stored (separate to the computer).

· NGRHC offices (including storage sheds) should only be accessible to authorised members; 

· Information about an individual can be accessed by that individual providing reasonable notice is given to the applicable director. 

Regarding disposal of information no longer required:-

· Paper information should be shredded or otherwise destroyed (recycling is not destroying);

· Computer files and backup files should be deleted (and empty the “recycle/trash bin”).

Any person wanting to access and/or correct any personal information held about them at the NGRHC office will be asked to put their request in writing to the Staff – this request needs to state what information they wish to have, where the copy of that information is to be sent and an acknowledgement that the information is being provided 

at the request of the individual. If access to the requested information is denied by the Staff a letter will be sent stating why the information has not been provided.

Any person who believes their privacy has been breached or that they have been unreasonably denied access to their personal information will be encouraged to write to the COM outlining their grievance and requesting that the matter be reviewed. If they are dissatisfied with the COM’s response or wish to have the matter dealt with by an independent body they will be advised to refer the matter to either the Victorian Privacy Commissioner or the Health Services Commissioner.

6. RESPONSIBILITIES

All staff, volunteers and members of NGRHC shall abide by the Privacy standards described in this policy. 
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1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that Equal Opportunity for employees and members of the Co-operative is a matter of employment obligation, social justice and legal responsibility. It also recognises that prohibiting discriminatory policies and procedures and practices is sound Governance and Management practice.

2. PURPOSE
This policy has been designed to facilitate the creation of a workplace culture that values, and maximises the benefits of, the diversity of its staff and membership. This policy has been designed to ensure that the Co-operative makes decisions regarding employment or membership of the Co-operative without regard to non-relevant criteria or distinctions. The policy has been designed to ensure that the Co-operative provides adequate opportunity for people who feel they have been treated unfairly to notify the Co-operative, and for the Co-operative to rectify any unfair situation as appropriate.

 3. RELEVANT CO-OP OBJECTIVES
Housing Provider Framework

National Community Housing Standards - Standard 1.1.1

National Community Housing Standards - Standard 7.1

Victorian Equal Opportunity Act 1995

4. POLICY
Northern Geelong Rental Housing Co-operative is an equal opportunity employer and community housing manager, and will provide equality in opportunity in the selection and review of all staff and members. Every person will be given a fair and equitable chance to compete for employment or membership, and to pursue their career, training opportunities or positions within the Co-operative as effectively as others. 
Consistent with this, Northern Geelong Rental Housing Co-operative will not condone and regards as unfair, all forms of unlawful discrimination or vilification including that which relates to the following areas, as determined in the Victorian Equal Opportunity Act 1995:

· age

· breastfeeding

· gender identity

· impairment (inc. HIV status)

· industrial activity

· lawful sexual activity

· marital status

· parental status or status as a carer

· physical features

· political belief or activity
· pregnancy

· race

· religious belief or activity

· sex

· sexual orientation

· personal association with a person who is identified by reference to any of the above attributes

Staff:

In all cases, performance and competence are to be used as the basis for performance assessment, training and development opportunities, promotions and salary reviews. All employees shall be given equal access to training, promotion, appointment or any other employment issue without regard to any factor not related to their competency and ability to perform their duties.

Members:

In all cases, eligibility for housing shall be used as the basis for selection of members. All members meeting eligibility requirements and with a willingness to abide by the            Co-operative’s Constitution and Policies shall be given equal access to membership and ongoing housing, including all related activities of the Co-operative.

No Co-operative staff or Co-operative members shall be subject to any detriment because they have made a complaint of discrimination, harassment or unfair treatment, or because they have been associated with any such complaints.

5. PROCEDURES
Staff:

The Co-operative’s Committee of Management, Sub-Committees, and meetings of the General Membership shall make all decisions relating to appointment, promotion and career development without regard to any matters other than the individual’s ability to carry out the position or task.

Members:

The Co-operative’s Committee of Management, Sub-Committees, and meetings of the General Membership shall make all decisions relating to membership of the Co-operative without regard to any matters other than the individual’s eligibility for housing and willingness to abide by the Co-operative’s Constitution and Policies.

Staff or members who believe that they have been treated without equal opportunity should notify the Committee of Management or a member of staff. If the matter remains unresolved, the individual should complete a Complaint Form which should then be referred to the Committee of Management for discussion. Committee of Management should then seek to resolve the issue in keeping with Co-operative policies. If the matter remains unresolved, Committee of Management should inform the complainant about their available options for further appeal.

6. RESPONSIBILITIES
The Committee of Management is responsible for monitoring that the Co-operative abides by the contents of this Policy. The Committee is responsible for handling and following through with any complaint registered in writing in regard to Equal Opportunity.

The Tenant Induction Sub-Committee is responsible for informing new and prospective members of the Co-operative of the requirements and rights to be upheld through this Equal Opportunity Policy.

The General Membership and Co-operative Staff are responsible for ensuring individually that Equal Opportunity principles are upheld within the Co-operative, and for informing the Committee of Management of any equal opportunity issues that may arise.
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1. Introduction
Northern Geelong Rental Housing Co-operative recognises that issues and concerns may arise for staff and members of the Co-operative, and co-tenants and neighbours of Co-operative properties, and that such issues or concerns should be resolved at the earliest opportunity.  Northern Geelong Rental Housing Co-operative recognises that effective and fair Complaints procedures are representative of good governance and management of the organisation.
The preferred process involves staff and members being able to resolve issues within the Co-operative, without feeling they have to refer to external organisations or authorities for assistance.
NGRHC remains committed to providing a resolution process that is effective and fair, and recognises the right of an applicant to lodge an official complaint, and the value of potentially using external agencies should internal procedures not meet the preferred objective of dispute resolution, or should conflicts of interest be unavoidable. 

2. Purpose
The purpose of this document is to provide an avenue through which staff and members and prospective members can resolve complaints/grievances relevant to the Co-operative and its operation as they arise.

3.  Relevant Legislation and Standards
Housing Act 1983 Section 93 Housing Registrar Performance Standards

Housing Provider Framework

National Community Housing Standards: Standard 3.6

National Community Housing Standards: Standard 7.3
Co-Operatives Act 1996

Residential Tenancies Act

Australian Standards on Complaints Handling ASISO 10002

4. Definitions
For the purposes of this policy, a ‘Complaint’ shall be considered to be any formal request for response to an issue arising from Co-operative activities or actions. Submissions either written or verbal which are considered to bring awareness to a Co-operative practice, or express a concern about a Co-operative practice, but which do not request response, shall not be considered as a Complaint.

Likewise, responses in the form of feedback eg. Co-op surveys, performance reviews, etc. are not considered, in themselves, to constitute a Complaint.

However such material if followed by a formal complaint by the same person/s, may be considered to be admissible in forming a response to the complaint. 
5. Policy 

Northern Geelong Rental Housing Co-operative will establish mechanisms to promote fast and efficient resolution of Co-operative Complaints. Complaints will be treated in a transparent, fair and non-discriminative manner.  All tenants, staff or other complainants shall have the right to appropriate interpreter services or advocates where requested.  

Rule 12 of the NGRHC Constitution refers to the complaints procedures that 
(1)  apply to all disputes, including between:

· a member and another member, or

· a member and the NGRHC, or

· a member and the Staff, or

· the Staff and the NGRHC.
(2)  The parties to the dispute must meet and discuss the matter in dispute, and, if possible, resolve the dispute within 14 days after the dispute comes to the attention of all of the parties.
(3)  If the parties are unable to resolve the dispute at the meeting under sub-rule (2) or if a party fails to attend that meeting, then the parties must, within 10 days, hold a meeting in the presence of a referee.
(4)  The mediator must be -
(a)

a person chosen by agreement between the parties; or
(b)

 in the absence of agreement -
(i)
in the case of a dispute between a member and another member, by the board of the co-operative;
(ii) in the case of a dispute between a member and the co-operative, a person who is a member of the Dispute Settlement Centre of Victoria (Department of Justice).

(iii) In the case of a dispute between a member and a worker/s a person who is an appointed member of the Committee of Management;
(iv) In the case of a dispute between the Co-operative and a worker/s, a person who is an appointed member of the Committee of Management, a person who is a mediator with the Dispute Settlement Centre of Victoria (Department of Justice) or a person who is an appointed representative of the employees union.  This is in accordance with Industrial Award specifications. 
(5)  A member of the co-operative can be a mediator.
(6)  The mediator cannot be a member who is a party to the dispute.
*   This Rule provides for the mediation of a dispute.  Note that section 89 of the Act provides another procedure whereby application may be made to the Supreme Court for an order declaring and enforcing rights or obligations of members between themselves, or of the co-operative and a member between themselves.  The Court may refuse to make an order, or may make an order for costs, if the Court is of the opinion that the application is unreasonable or the issue trivial.
All formal avenues for handling of complaints will be fully documented and the complainant’s wishes will be taken into account in the determination of appropriate steps and actions.
No employee, volunteer, member of the Co-operative, or prospective member of the Co-operative will be intimidated or unfairly treated in any respect if they utilise this Policy or seek to utilise this Policy to resolve an issue.

Members and employees shall be entitled to appoint an advocate to attend meetings (but not to attend in-place of the grievant) in any or all grievance/complaints matters with the Co-operative or individuals of the Co-operative. 

The Co-operative shall, at the annual initial formation of each Committee, assign a member of the Committee of Management to respond to Complaints. The Committee member’s details shall be forwarded to Housing Registrar. Housing Registrar shall be informed of any change of roles within Committee.

6. Procedure
NGRHC will ensure that all members and prospective members are aware of the Complaints/Grievance Policy and Procedures set out in this policy.
A copy of the policy shall be made available to new Co-operative members at     Sign-up. A copy of the complaints form shall also be made available at such time. 

The Co-operative website shall make available a downloadable complaints form from within the ‘members area’ of the website.  

Where a person/s forwards a written complaint to the Committee in a format other than the NGRHC Complaints form, where the name and address of the complainant/s is known, the complainant/s shall, from the designated Committee member, be forwarded by mail with a copy of the NGRHC Complaints form, along with a copy of this policy, and a covering letter detailing the required process. 

Where a complainant requests assistance in completing the NGRHC Complaints form, this assistance shall be offered by the Co-operative, from a non-affiliated party. 

Procedures shall be as defined above, and in Rule 12 of the NGRHC Constitution.

The procedure for Co-tenants shall be as stated within Rule 12. For the purposes of this policy only, the co-tenant may utilise the procedures identified for a member of the Co-operative. 

The procedure for Neighbours of Co-operative properties shall be as per rule 12 (2) and (3). 

Where the dispute is between a neighbour and a Co-operative member, the mediator must be a person chosen by agreement between the parties; or in the absence of an agreement, a person who is an appointed member of the Committee of Management, a person who is a mediator with the Dispute Settlement Centre or a senior member of the NGRHC staff.

The decisions arising from the complaints/grievance process, reasons for the decisions and any redress will be communicated in writing to the person/s who have made the complaint. Where the complaint is between two individuals/parties, both parties will be given a copy of the decision. This will be posted directly by recorded delivery to the appropriate persons within one week of the meeting.
Staff and members of the Co-operative who notice a Complaint/Grievance issue should consider the following aspects which may be of assistance in developing a positive outcome that prevents the need to follow formal grievance pathways:

a)
Ask yourself- who is the grievance with?.. name of person/s involved  
b)
What is the complaint/grievance about?...please write this down, it will become clearer about what the real issues are.  Try to remember dates, conversations and tones of voices etc.

c)
What would you like to see happen to resolve the matter?

d)
Try to resolve the matter with the person you have a grievance with in person.  You can ask if they will meet you somewhere you both feel comfortable and safe.

e)
If people start yelling or making comments that are hurtful or pointless, please stop the discussion and leave.

f)
If the discussion and conversation is positive and you make some progress to resolving the matter you have achieved a great resolution.

g)
(If Steps a) to f) fails or the matter is serious) Follow the Complaints/Grievance policy and procedure as outlined within Rule 12.  

Complaints Register

NGRHC shall maintain a Complaints Register, which shall be available to the Housing Registrar as required.  A summary of the complaints shall be submitted to the Housing Registrar on an annual basis.  The information provided shall summarise numbers and types of all complaints during the year, the focus of these complaints, length of time taken to resolve the complaints, and outcomes.

The Complaints Register shall be reviewed by Committee of Management on a quarterly basis, as required. 

Right of Appeal

All NGRHC grievance decisions provided at an internal level are final.  If internal grievance procedures fail or the complainant is not happy with the outcome they should be advised of their external grievance options.

These may include but not be limited to: 

· Housing Registrar

· Privacy Commissioner

· Human Rights and Equal Opportunity Commission

· Victorian Equal Opportunity Commission

· Australian Competition and Consumer Commission (ACCC)

· Registrar of Co-operatives

· Victorian Civic and Administrative Appeals Tribunal (VCAT)
· Ombudsman Victoria
In accordance with the Housing Act 1983, if a complaint referred to the NGRHC Committee of Management or external body by a tenant or applicant is not resolved within 30 days, or if a tenant or applicant is unsatisfied with the outcome of their complaint, the complaint may be referred to the Housing Registrar for investigation.  Following the investigation, the Housing Registrar may issue directions to take specific actions to resolve the issue, or to minimise the chance of the complaint occurring again.  The Registrar can be contacted directly by telephone: 9096 9835, by email: 
housingregistrar@dhs.vic.gov.au or in writing to the Housing Registrar, Level 24, 50 Lonsdale Street, Melbourne 3000.
Where a matter has been referred to the Housing Registrar, grievance and complaint procedures shall for the time of the referral be in accordance with the HR Complaints policy as outlined by HR.  For information, refer to:

http://www.housingregistrar.vic.gov.au  or contact NGRHC for hard copies of the Housing Registrar’s Complaints policy. 

7. Responsibilities
It is the responsibility of Committee of Management and Staff to ensure that:

· Any grievance is handled appropriately and at the earliest opportunity

· All staff and members are treated fairly

· Potential issues within the Co-operative are identified and addressed before they become formal issues of grievance.

It is the responsibility of Staff and Members to ensure that:

· They attempt to resolve any issues through the appropriate person/s at the earliest opportunity

The Co-operative shall maintain and implement information sources such as member surveys, feedback and satisfaction forms, and performance reviews, and shall consider the results of such sources in risk managing the potential for future grievance issues and complaints. 
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1. INTRODUCTION
Issues of bullying, harassment and discrimination can affect the NGRHC and its members detrimentally. NGRHC recognises that responding to, and limiting issues of bullying is a vital component in maintaining the well being of the Co-operative and its members.
2. PURPOSE
The purpose of this policy is to ensure that staff and members of NGRHC are aware of their responsibilities and rights within NGRHC with regard to issues of bullying, discrimination and harassment. In fulfilling this responsibility, all members of NGRHC have a duty to maintain, so far as is practicable, a working environment that is free from bullying.
3.  RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 3.3.4; Standard 3.6
4. POLICY
NGRHC is committed to equality of opportunity and valuing of diversity.

NGRHC recognises the right of all members and NGRHC staff to live in an environment free from harassment, bullying and discrimination.  Any form of this behaviour is unacceptable and contrary to this policy.

Conduct that might be tolerated socially may constitute harassment within the NGRHC environment. Conduct that may be considered acceptable by one person may be offensive to another.
NGRHC is committed to:

· educating all members about acceptable behaviour; 

· ensuring all members are informed of this policy;

· ensuring that complaints about harassment, bullying and unlawful discrimination are dealt with promptly, confidentially and sympathetically;

· a high standard of behaviour by those in positions of authority, such as Committee of Management members and Co-operative staff.

No NGRHC member or staff will be penalized or disadvantaged as a result of raising concerns or complaints relating to discrimination, harassment or bullying.

Areas of discrimination covered by this policy include those areas listed within the NGRHC Equal Opportunity Policy.
5. PROCEDURES
The grounds under which harassment, bullying and discrimination are unlawful are covered in a range of State legislation, including the Equal Opportunity Act (1995), Racial and Religious Tolerance Act (2001) and Federal legislation Sex Discrimination Act (1984); Racial

Discrimination Act (1975); Disability Discrimination Act (1992); Human Rights and Equal

Opportunity Commission Act (1986).

Refer to rule 12 for the grievance procedures that apply to all disputes, including between:

· a member and another member, or

· a member and the NGRHC, or

· a member and the Staff, or

· the Staff and the NGRHC.
If a mediation process fails to resolve the matter satisfactorily, or is deemed inappropriate in the circumstances, the complainant may request the matter be formally investigated by an external agency. If a formal investigation is requested, NGRHC will appoint an investigator(s), such as Human Rights and Equal Opportunity Commission. 

The investigation should be concluded with a report provided as soon as possible after commencing the investigation process.

NGRHC Committee of Management will decide at the conclusion of any mediation/investigation if an apology is necessary and/or what form of disciplinary action is required.
Both the complainant and respondent shall be informed, in writing, of outcomes of any investigation.  

6. RESPONSIBILITIES

It is the responsibility of the NGRHC Committee of Management to ensure NGRHC Bullying response procedures are performed in accordance with this policy.  
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1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that staff of the         Co-operative, and members with authority to access data, need access to email systems and the internet to assist in the efficient and professional delivery of services.  Northern Geelong Rental Housing Co-operative supports the right of such staff and members to have access to reasonable personal use of the internet and email communications in the workplace.

2. PURPOSE
This policy sets out guidelines for acceptable use of the computer network, including internet and email by employees of Northern Geelong Rental Housing    Co-operative.  The primary purpose for which access to the internet and email is provided to Northern Geelong Rental Housing Co-operative staff is to assist them in carrying out the duties of their employment.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 7.3 - Employment Systems.

4. POLICY
Staff, and members with authority to access data, may use the internet and email access provided by Northern Geelong Rental Housing Co-operative for:

· Any work and work-related purposes

· Limited personal use (see below)

· More extended personal use under specific circumstances (see below)

5. Procedures 

Limited personal use 

Limited personal use is permitted where it:

· Is infrequent and brief

· Does not interfere with the duties of the employee or his/her colleagues

· Does not interfere with the operation or security of Northern Geelong Rental Housing Co-operative

· Does not incur any additional expense for Northern Geelong Rental Housing Co-operative  

· Does not violate any laws

· Does not compromise any confidentiality requirements of Northern Geelong Rental Housing Co-operative

Examples of what would be considered reasonable personal use are:

· Conducting a brief online bank transaction

· Paying a bill

· Sending a brief personal email, similar to making a brief personal phone call

Permitted extended personal use 

It is recognised that there may be times when staff need to use the internet or email for extended personal use.  An example of this could be when a staff member needs to use the internet to access a considerable amount of materials related to study they are undertaking, or in times of personal or family crisis.  In these situations it is expected that:

· The staff member advise and negotiate this use with the Committee of Management

· The time spent on the internet replaces all or part of a staff member’s break/s for that day, or that they adjust their timesheet accordingly for that day.

It is not expected that staff need to advise or negotiate with the Committee of Management for personal use that would be reasonably considered to be of a limited nature.

Unacceptable use

Staff may not use internet or email access (including internal email access) provided by Northern Geelong Rental Housing Co-operative to:

· Create or exchange messages that are offensive, harassing, obscene or threatening

· Visit web sites containing objectionable material

· Exchange any confidential or sensitive information held by Northern Geelong Rental Housing Co-operative (unless in the authorised course of their duties)

· Create, store or exchange information in violation of copyright laws 

· Operate computer games, gamble, conduct a business, or conduct illegal activities either online or via the computer hardware.

· Create or exchange advertisements, solicitations, chain letters and other unsolicited or bulk email.

Appropriate IT use shall be discussed regularly as part of ongoing performance reviews for Co-operative staff. Where it is considered that further action or discussion is warranted, the matter shall then be presented to the Committee of Management. Staff member/s concerned shall then be informed of the CoM decision, and of any future action to be taken. 

6. RESPONSIBILITIES
It is the responsibility of the Committee of Management to discuss appropriate levels with individual staff members as part of regular performance reviews.
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1. INTRODUCTION
Northern Geelong Rental Housing Co-operative relies heavily on the unpaid work of its many members and values their contribution highly.  Furthermore the Co-operative will at times use the services of non-member volunteers, who may assist in the management of the Co-operative and/or seek workplace experience from within the Co-operative.

2. PURPOSE
This policy is intended to ensure that volunteers and members working at Northern Geelong Rental Housing Co-operative have work that is safe, significant, fulfilling, and appreciated.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 7.5

4. POLICY
· All members and volunteers shall be treated with respect and with gratitude for their contribution. 

· Volunteers shall be employed within the Co-operative at the discretion of the Committee of Management. 

· Volunteers shall carry out duties assigned by the Committee management.

· All members and volunteers shall be as far as possible protected from harm, and shall be relieved of liability for acts performed in the discharge of their volunteer functions. 

5. PROCEDURES
Recruitment

All volunteers are subject to the screening, approval, and probationary procedures required under governmental law, including the regular implementation of police checks. Police checks must be sighted and approved prior to commencement of volunteer work. 

Recruitment of volunteers shall also take into account Northern Geelong Rental Housing Co-operative’s commitment to diversity and fairness under its Equal Opportunity Policy. 

Induction

All volunteers and member workers shall be offered appropriate information and training to discharge their functions, and successful completion of this training shall be a condition of carrying out these functions. 

Reimbursement

All volunteers shall be reimbursed for all approved expenditure incurred in the exercise of their functions, in accordance with the Co-operative’s Rules. 

Supervision

All volunteers shall receive appropriate supervision in the exercise of their functions.  All members and volunteers shall receive appropriate supervision where required for OHS standards.

Insurance
All volunteers will be covered for the period in which they conduct NGRHC business. Such coverage shall be provided under the relevant Department of Human Services cover for volunteer workers.

6. RESPONSIBILITIES
It is the responsibility of the Committee of Management to appoint a Volunteer 
Co-ordinator. 

The Volunteer Co-ordinator shall be responsible for organising the recruitment, training, and supervision of volunteers.  The Volunteer Co-ordinator shall report to the Committee of Management.  

Where the Volunteer Co-ordinator has assigned a supervisor to volunteers, the              Co-ordinator shall monitor the work of the supervisor.

The appointed supervisor shall ensure that each volunteer is trained and capable of fulfilling their functions adequately. 
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1. INTRODUCTION
NGRHC recognises that staff and members of the Co-operative work together best when there is ongoing communication about

a) Employment expectations, 

b) Staff performance relative to the Co-operative’s goals and objectives,

c) Future prospects for staff within the Co-operative, and

d) Staff members’ personal career goals

Performance review is conducted in order to align both organisational and individual objectives, in a way that supports the achievement of positive outcomes in both areas. Performance review may be conducted through both a formal annual review process, and through continuous opportunities for open discussion between staff and Co-operative Committee throughout the year. 

2. PURPOSE
Full and effective Staff Training and Performance Review will ideally enable both staff and the Co-operative to maximise objectives and goals, and to operate in a harmonious manner.

Training and performance review should be open to amendment as required to achieve such objectives. 

3. RELEVANT CO-OP OBJECTIVES
National Community Housing Standards: Standard 7.2

Housing Provider Framework

4. POLICY
Northern Geelong Rental Housing Co-operative is committed to providing regular opportunities for the ongoing development of staff through access to work performance feedback and through developmental goal setting.

NGRHC encourages all staff to develop their professional skills through attendance of relevant forums, training workshops, and seminars.

NGRHC seeks to provide a positive and supportive work environment, where staff members feel their contributions are welcomed and valued.

5. PROCEDURE
1. For all new staff, undertake an initial introduction to the Co-operative, including site visits, and training relative to Co-operative policies and rules. Conduct an initial interview, to determine objectives and goals of both parties.

2. For all new staff, at the expiry of 3 months, members of the Committee or appropriate Sub-Committee will meet with the staff member to conduct a performance review.
3. For all staff, determine a time for an annual performance review meeting, to be attended by the staff member and members of the Committee or appropriate    Sub-Committee.
4. Information on the purpose and process of performance review will be made available to the staff member, prior to the meeting.

5. Annual performance reviews are to be conducted in a manner appropriate to the background of the staff member and in a form that maximises communication opportunities (ie. conducting within a comfortable setting, offering the availability of interpreters).

6. Conduct the review process based on an assessment of work performance. The review process is not to include a review of aspects protected from judgement in the NGRHC Equal Opportunity Policy, such as a staff member’s personality, or personal associations, 

7. From the performance review meeting, two (2) copies of a written account of agreed goals, action plans and performance indicators shall be provided. The staff member shall keep one copy for personal records. The Co-operative shall keep one copy under lock and key within the Co-operative office.

8. Goals agreed to within the review meeting will be supported by the provision of development opportunities, including formal training where appropriate.

9. Where an issue of staff performance or training occurs prior to an annual review date, this issue may be raised as an agenda item for the next Committee meeting, where it may be discussed and appropriately resolved.

10. Where a staff member is not satisfied with the process or outcome of the performance review, they may invoke the Grievance procedure outlined in the NGRHC Grievance Policy. 

6. RESPONSIBILITIES
Committee of Management and senior staff shall investigate and co-ordinate appropriate training courses for staff. Such training shall be of relevance to the Co-operative business, or of relevance to potential or presenting issues within the Co-operative.

Co-operative staff shall undertake all appropriate training agreed to by the Committee of Management.

Co-operative staff and members of the Committee of Management (or a Sub-Committee thereof) shall meet on an annual basis to undertake a performance review.

Committee of Management shall respond appropriately and in a timely manner to all issues formally raised regarding staff performance. 

7. RELATED DOCUMENTS
NGRHC Grievance Policy

NGRHC Equal Opportunity Policy

	Policy Number:
	38

	Policy Name:
	Staff Recruitment Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
NGRHC recognises that successful and effective governance and management of the      Co-operative requires the organisation to seek to recruit employees who are professionally competent and compatible with the objectives and principles of the Co-operative. NGRHC further recognises that such recruitment shall be appropriate to issues of equal opportunity.

2. PURPOSE
This Staff Recruitment Policy has been established to ensure NGRHC has the opportunity to attract the best available staff for all vacant positions, utilising a process which is both transparent and fair.

3. RELEVANT CO-OP OBJECTIVES
National Community Housing Standards: Standard 7.1

4. POLICY
NGRHC is committed to providing high quality programs and services to our community. To support the achievement of this objective we recognise the importance of employing the most suitable applicant for all vacant positions.

NGRHC will ensure it has the best opportunity to attract the best available staff by broadly advertising all vacant remunerated positions and volunteer vacancies. 

NGRHC will also internally advertise all vacant positions to current staff and volunteers to encourage career advancement, promote local opportunities and increase participation.

5. PROCEDURES
· All permanent remunerated positions will be advertised through relevant networks, on relevant websites, through local employment services, and in at least one local newspaper. Volunteer positions will be advertised as widely as deemed reasonable.

· All advertisements must be approved by the Committee of Management.

· All contact regarding the position is to be directed through the Co-operative Staff, or a nominated member of the Committee of Management, with all applications to be marked “Confidential”.

· Basic records of the recruitment process are to be maintained. Records should include information about position descriptions sent, applications received 
      (including applicants’ names, addresses and contact numbers), a list of applicants           short-listed and interviewed, and a record that applicants have been notified of outcomes.

· Letters of acknowledgment will be posted to all written applications prior to the short-listing of final suitable applicants. 

· Applicants who do not meet the key selection criteria and are not suitable to be short-listed for an interview will be sent a written rejection letter.

· The short-listing and interview process will be conducted by a panel which will include members of the Committee of Management. If an applicant is a family member or friend of either a staff member or a member of the Co-operative, then the panel will be selected accordingly to protect the process and declaration of interest, appropriate to the NGRHC Conflict of Interest Policy. 

· At the conclusion of the recruitment process, all applications will be filed for five years in the Staff Recruitment File in the Executive Director’s office. 

6. RESPONSIBILITIES
Staff or Committee members allocated the role of undertaking the staff recruitment process, shall communicate as required with all applicants for employment.

Staff and Committee of Management shall declare where relevant any Conflict of Interest issues.

7. RELATED DOCUMENTS
NGRHC Equal Opportunity Policy

NGRHC Conflict of Interest Policy
	Policy Number:
	39

	Policy Name:
	Remuneration Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that a fair and responsible remuneration policy is representative of both good governance and financial management of the organisation, and fair and equitable treatment of all members.

2. PURPOSE
The purpose of this policy is to ensure that appropriate remuneration is paid to members who incur particular expenses as a result of partaking in representative Co-operative duties. 
3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 3.2.5
4. POLICY
NGRHC will provide or reimburse travel, sustenance, childcare and accommodation expenses to members necessary to attend meetings, conferences, and inspections, where such attendance has been authorised by the Committee of Management, or is part of the duties of a position with either a Committee or Sub-Committee of the Co-operative. 

5. PROCEDURES
CoM approval should be sought for attendance of any external meetings or forums. CoM shall be provided with an estimate of all anticipated costs.

The member shall keep records of all relevant expenses, and shall notify the Staff of all costs incurred. 

Staff shall provide recompense to the member for all expenses. Where any expense appears to be extreme, approval shall be sought from the Committee of Management for payment of these expenses.

6. RELATED DOCUMENTS
NGRHC Childcare Policy

NGRHC Travel Policy

	Policy Number:
	40

	Policy Name:
	Financial Authority Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that a responsible policy regarding allocation of financial authority is representative of good governance and good financial management of the organisation.

2. PURPOSE
The purpose of this policy is to spell out procedures that must be followed in the signing of cheques on behalf of Northern Geelong Rental Housing Co-operative.
3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 6.1
4. POLICY
All cheques of Northern Geelong Rental Housing Co-operative must contain two eligible signatures. Eligible signatories are Committee of Management members or staff members who have been previously nominated and endorsed by the Committee of Management.  

Any two of the above eligible signatories have the authority to sign cheques. 

Signatories cannot sign a cheque made payable to themselves, or interested parties of selves. 

5. PROCEDURES
At the commencement of each term following election of the Committee of Management, a list of signatories shall be determined by the Committee of Management. 

Selection of signatories shall be documented in the meeting minutes.

Signatories shall sign cheques in consultation with appropriate NGRHC staff.

A list of all cheques issued each month will be provided to the Treasurer. 

6. RESPONSIBILITIES
Signatories shall avail themselves for duties of signing cheques.

Committee of Management shall be responsible for ensuring that cheque details are recorded and monitored.
7. RELATED DOCUMENTS
NGRHC Budget Planning Policy
	Policy Number:
	41

	Policy Name:
	Budget Planning Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
Northern Geelong Rental Housing Co-operative receives most of its operating funds through rental income. The Co-operative expends most of its funds in maintenance of its managed properties. Northern Geelong Rental Housing Co-operative recognises that effective and responsible budget planning of all income and expenditure is indicative of good governance practice.

The Co-operative operates under a budget that must be flexible in responding to unforeseen events, including possible reductions in cash flow. The annual operating budget must therefore be regularly monitored and reviewed. 

2. PURPOSE
This policy is designed to set out the process for compiling, monitoring and reviewing the annual budget of Northern Geelong Rental Housing Co-operative.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 6.1

4. POLICY
The Northern Geelong Rental Housing Co-operative Committee of Management is responsible for overseeing the budget of the Co-operative and for ensuring that the       Co-operative operates within a responsible, sustainable financial framework.

In line with this responsibility, the Committee of Management will conduct a budget planning process each year as part of its annual business planning XE "Business Plan" . 

5. PROCEDURES
Each year, the Committee of Management shall oversee the preparation of budget estimates as part of the Business Plan XE "Business Plan"  for the financial year. The process includes:

· considering operational costs;

· setting payroll costs; and 

· estimating income.

The initial budget estimates are based on the current expenditure projections to end of year plus Consumer Price Increments for salaries or relevant wage increases, revisions to awards/contracts, and a 10 per cent increase on operating expenses such as power, telephones, etc. Details of how cost increases will be absorbed or lead to increases in service charges (e.g. membership fees) will be provided.

The draft budget will be presented for discussion at a Committee XE "Finance Committee"  meeting. The Committee of Management may accept the estimates as presented or may request variations, within the context of the Business Plan XE "Business Plan" .

An amended draft budget will then be presented at the next available Committee meeting. Once adopted by the Committee of Management, this becomes the official operating budget for the following financial year, and all Committee members and staff must work within the financial limits stated or implied by this document.

6. RESPONSIBILITY
The Committee of Management of Northern Geelong Rental Housing Co-operative is responsible for overseeing the budget of the organisation and for ensuring that the organisation operates within a responsible, sustainable financial framework.

It is the responsibility of the Treasurer to prepare and review budgets in consultation with staff of NGRHC and the Committee of Management XE "Finance Committee" . 

7. RELATED DOCUMENTS
NGRHC Financial Plan (current)
	Policy Number:
	42

	Policy Name:
	Equipment Use and Purchasing Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
Purchasing of equipment can assist in improving the service delivery, professionalism and effectiveness of NGRHC as a housing co-operative. The loan of purchased Co-operative equipment by members may also be of assistance to many members and their families.

2. PURPOSE
The purpose of this policy is to develop a means of purchasing equipment which is of minimal risk to the Co-operative, and of maximum benefit to its members. 

The purpose of this policy shall also be to provide an effective procedure for purchase and loan of Co-operative equipment.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 3.4.2; 6.2.8; 6.4.3

4. POLICY
When purchasing equipment, consideration shall be given to seeking to have the equipment accessible to all members of the Co-operative (including disability access etc.) All purchased equipment shall be ergonomically suitable for use.

Upon purchase, equipment is to be registered as required to ensure it is appropriately maintained and replaced. 

All equipment is to be regularly serviced where required to ensure proper and safe function.

Purchase and disposal of items in excess of $1000 but no more than $10,000 must be approved by the Committee of Management.

Purchase and disposal of items in excess of $10,000 must be approved by the majority of members at a General Meeting.

Equipment that is available for loan shall have its use recorded in an Equipment Register.

5. PROCEDURES
PURCHASE OR DISPOSAL

A request for equipment purchase or disposal shall be made to the Committee of Management ($1000 to $10,000), or a Special General Meeting (items $10,001 and above) stating the reasons for the request. For purchases, at least two (2) quotations shall be provided where possible.

The Committee of Management or the membership shall arrive at a decision. This decision shall be recorded in the appropriate minutes. 

If purchase/disposal is approved, the equipment may be purchased or disposed of. Equipment purchase shall consider ergonomic suitability and accessibility. 

EQUIPMENT HIRE OR USE

Members shall be made aware through general meetings and newsletters of all             Co-operative equipment which is available for member hire. 

Members who wish to hire available equipment should phone the Co-operative staff and specify their requested item, and the date requested to be hired. 

Staff shall register all equipment hire within an Equipment Register.

Members shall, at such time, sign the Equipment Register and agree to the hiring terms.
Members shall be responsible for ensuring safe equipment usage.

Members are to return equipment within the allotted hiring period, and within               Co-operative office hours. 

Staff shall immediately note the return of equipment in the Equipment Register, noting any damage or faults to the equipment.

NON-RETURN OR DAMAGE TO EQUIPMENT

Where equipment is not returned, Co-operative staff shall provide a reminder to the member that the equipment is overdue.

If equipment is still not returned, or if wilful damage to equipment occurs, the matter shall be referred to the Committee of Management.

The Committee of Management will then determine an appropriate action.
In such circumstances the Co-operative staff and Committee may reserve the right to refuse future hire of any or all Co-operative equipment to the said members.

6. RESPONSIBILITIES
Committee of Management and staff are responsible for ensuring that equipment is purchased in accordance with this policy, and that proper records are kept of all equipment maintenance and hire. 

Members are responsible, when hiring equipment, for ensuring that equipment is used appropriately and is returned when required.

7. RELEVANT DOCUMENTS
NGRHC Occupational Health and Safety Policy

NGRHC Risk Management Policy

	Policy Number:
	43

	Policy Name:
	Committee of Management Selection and Training Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that fair and effective selection and training of appropriate Committee members is an important factor in ensuring good governance of the organisation.

2. PURPOSE
The purpose of this policy is to define a set of procedures to be followed, that outline a fair and equitable documented system to be used to select and train Committee of Management members.

3. RELEVANT CO-OPERATIVE OBJECTIVES
National Community Housing Standards: Standard 5.1

4.  POLICY
All nominees for Committee of Management positions are to meet the requirements of NGRHC Rule 43. 
The notification of available positions and the election of members are to be in accordance with NGRHC Rule 45 and NGRHC Rule 46.
New Committee of Management members are to be provided with induction training by staff and more experienced members of the Co-operative Committee upon joining the Committee.
All Committee members shall be provided with a Position Description outlining their roles and responsibilities. 

All Committee members shall receive regular governance training. 

Induction training and governance training shall be regularly evaluated and modified as required to meet appropriate standards.  

5. PROCEDURES
Procedures shall be as outlined in NGRHC Rules 43, 45 and 46.
6. RELATED DOCUMENTS
NGRHC Constitution
NGRHC Equal Opportunity Policy
NGRHC Committee Induction Manual
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	Policy Name:
	Tenant Selection Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
NGRHC recognises that the Co-operative and the broader local community can benefit from NGRHC selecting members through a fair and justiciable process. Through the selection of members who experience low-income and who embrace the opportunity to grow within a diverse and co-operative community, NGRHC can continue to flourish as a community-oriented agency.

2. PURPOSE
The Tenant Selection Policy seeks to ensure that NGRHC fairly selects and recruits potential members in accordance with the NGRHC Statement of Purposes and NGRHC policies. The policy seeks to provide a procedure for placing applicants on NGRHC waiting lists and for training and informing these applicants. The procedure forms a means for NGRHC to determine the suitability of applicants for membership with NGRHC.

3. RELEVANT CO-OP OBJECTIVES:

National Community Housing Standards: Standard 3.3

4. POLICY

NGRHC will be fair in their selection, adhere to their selection criteria, and abide by the following procedures for selecting new Member/ Tenants.

All vacancies must be filled using the criteria established within the NGRHC Rules.

5. PROCEDURE 
Form a Tenant Selection Sub-Committee of between 2 and 5 members. It should include at least one experienced NGRHC member. 
Allocate a meeting time for an information session appropriate to the expected needs of individuals (ie. Commencing and finishing within school hours).

Send letters to candidates (up to 12), using:

· NGRHC Waiting List;

· NGRHC Recently Housed List.

and requesting candidate to RSVP their intention to attend information session meeting.

Hold the information session. Information shall be provided in a form that is both verbal and written. Candidates may be accompanied by an interpreter where necessary. 

Candidates attending the information session shall be expected to display behaviour appropriate to NGRHC Policies, and a willingness to respect and adhere to such policies. In particular, NGRHC will seek such assurances with regard to NGRHC Policies of Code of Conduct, Equal Opportunity and Occupational Health and Safety.

Candidates who:

a) do not display actions deemed inappropriate under Procedure 5, 

b) can demonstrate that they comply with low-income status, 

c) meet the requirements appropriate for housing for the number of bedroom house requested, 

d) attend the information session for the proscribed length of time,

shall be deemed suitable as an applicant for NGRHC housing.

All unsuccessful applicants should be advised as soon as possible. No reason should be provided, unless requested subsequently by the applicant.

All candidates who do not attend the information session shall be given one more opportunity to attend the next scheduled information session. NGRHC shall repeat Procedures 3 to 6 for such candidates.

All candidates who do not attend a second session without a valid reason shall be removed from the NGRHC waiting list. 

Candidates who after being removed from the NGRHC waiting list re-contact the NGRHC office, may be allowed to re-apply for NGRHC housing. Such candidates will need to complete and provide all required initial forms and information.

The Tenant Selection Sub-Committee shall report back to the Committee of Management regarding the selection process.

If a candidate who has successfully completed the Information session is to be allocated a house immediately, the tenancy will then be approved by the Committee of Management, and a member share shall be granted;

If a candidate who has successfully completed the Information session is not to be allocated a house immediately, the candidate will remain on the NGRHC Waiting list until such time as a tenancy becomes available.  

A candidate shall then be provided with 3 opportunities to undertake a tenancy. If a tenant rejects 3 tenancy offers without valid reason, they shall be placed at the bottom of the appropriate waiting list. Valid reasons include issues such as limited physical mobility, location of tenancy relative to domestic disputes/restraining orders, etc.

6. RESPONSIBILITIES
Tenant Selection Sub-Committee shall train all applicants on waiting lists, determine their suitability for Co-op membership, and inform the Committee. 

Committee of Management shall appropriately monitor and govern the processes of the Tenant Selection Sub-Committee.

7. RELEVANT DOCUMENTS
NGRHC Equal Opportunity Policy

NGRHC Code of Conduct

NGRHC Statement of Purposes
	Policy Number:
	45

	Policy Name:
	Code of Conduct Policy
(Conflict of Interest and Ethics)

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Date of First Approval:
	June 2008

	Present Version Passed:
	June 2008

	Scheduled Review:
	2011


1. INTRODUCTION
Northern Geelong Rental Housing Co-operative recognises that code of conduct is an important aspect of maintaining professional governance standards.

The Board of Northern Geelong Rental Housing Co-operative is committed to ethical conduct in providing the best possible service to the community. 
2. PURPOSE
The purpose of this document is to identify Northern Geelong Rental Housing                Co-operative’s position on ethics and proper codes of conduct and to document those procedures required to ensure the operation of an ethical housing co-operative. 

3. RELEVANT COOP OBJECTIVES
Performance Standards

4. POLICY 

Conflict of Interest

A conflict of interest is when a person stands to gain, or not gain, from a decision being made by the Coop.

No member, or member of staff, may utilize information or knowledge obtained through their involvement with the Coop for their own financial gain.

Potential conflicts of interest may be raised by any party that becomes aware of the conflict.

Code of Conduct/Ethics

The members and staff of Northern Geelong Rental Housing Co-operative will demonstrate professional ethical behaviour at all times – in their responsibilities to the organisation, in their professional relationships with each other, and in their actions within the community – and will be required to adhere to this code of ethics.

Members will ensure that no individual has unfettered powers of decision-making.  

Staff will:
· Publicly and privately support the organisation, acting with courtesy and respect. 

· Perform their duties as best they can, taking into account their skills, experience, qualifications and position.  They shall act in a safe, responsible and effective manner.
· Be punctual and reliable in their attendance and adhere to their prescribed and authorised hours of duty.

· Comply with the prescribed terms and conditions of their employment.

· Notify the organisation of any inability to attend duty as early as possible.

· Carry out their duties in a lawful manner and ensure the organisation carries out its business in accordance with the law, and recognise both legal and moral duties of their role.

· Maintain confidentiality regarding any information gained through their work and not divulge personal information 

· Ensure that personal and financial interests do not conflict with the duty to the organisation.  

· Undertake no personal or business activities for personal gain while at the organisation or while conducting business of the organisation.

· Work within the organisation’s policies and principles.  
5. PROCEDURES
5.1 Conflict of Interest

As a mechanism to manage conflicts of interest, discussion of Committee of Management agenda items should allow the opportunity for members or staff to declare or point out conflicts of interest with any topics for discussion.
Where a conflict of interest has been recognised, the person/s involved shall remove themselves from the meeting room for the period of the relevant agenda discussion. 

Once a decision for further action has been reached, the Committee shall inform the person/s involved of any decisions.

5.2 Ethics

As soon as any member or staff member becomes aware of an action that might be regarded as being against the spirit of these policies, the matter should be discussed with either the Committee of Management, or a staff member, as appropriate.

Where a breach of ethics has been recognised, the Committee of Management shall determine an appropriate response to the breach. The person/s involved will be informed in writing of this outcome.

6. RESPONSIBILITIES
All members of the Cooperative and staff members have a responsibility for adhering to this policy.

7. RELATED DOCUMENTS
NGRHC Grievance and Dispute Resolution Policy 

NGRHC Constitution

NGRHC Privacy Policy 
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1. INTRODUCTION

NGRHC aims to promote a safe working environment and to provide a response to all staff and members who may experience, be present at, or involved in an incident that seriously impacts on their health and sense of well being in the workplace.
2. PURPOSE
It is our intention to avoid, where possible, situations that result in serious stress or trauma for staff and members.  When an incident does happen an appropriate response will be provided.

Department of Human Services Critical Incident reporting procedures will also apply.
3. RELEVANT CO-OPERATIVE OBJECTIVES

National Community Housing Standards: Standard 7.2; Standard 7.4

4. POLICY

All Paid staff and Board members of the NGRHC will receive CISM Training.  CISM Training should be offered to all members at times.  All paid staff and members of the NGRHC will be obliged to adhere strictly to the CISM policy and procedures.  Failure to do so may result in actions to address negligence.

Definition: A Critical Incident can be defined as a crisis which has a stressful impact, overwhelming the usually effective coping skills of an individual or group.  They are usually outside of ordinary experience.  They can have a strong impact on the individual and can serve as a trigger for Post Traumatic Stress Disorder.

In the NGRHC workplace (office and venues where people are conducting their NGRHC Business) critical incidents are defined not only by the type of incidents that may occur but by the IMPACT the incident has on the staff, staff member or Coop member.  The Continuum of critical incidents and stress is as follows and the appropriate actions identified.


Extreme

Moderate

Minimal

Acceptable


(Category 1)

(Category 2)

(Category 3)

A very busy day










But not out of the ordinary
Extreme –Category 1.

A Category One incident is an extreme incident which poses lethal threat, significant danger to staff or members and has important implications for management, staff and all of the NGRHC.  Category One incidents include extreme incidents such as:

· Death of staff or members

· Alleged rape or indecent assault
· Major Fire
· Unlawful introduction of contraband such as arms, explosives, drugs or alcohol

· Serious threats to staff, members or facilities

· Serious injury to staff or members

· Serious accidental injury

· Attempted suicide

· Alleged criminal acts by staff or members, where charges are likely to be laid

· Action in which the media is likely to have a significant interest.

Category One Incidents require all steps out lined in the procedure plus would have Department of Human Services requirements that would need to be followed up.  The Board of the NGRHC and DHS would need to be notified immediately.

Moderate – Category Two

A category two incident is one which threatens staff or members in a non lethal way, which poses no significant danger to the general public, but which has important implications for the management of particular Coop tenant/member related matters.  This category general includes those which:

· Affect an individual’s care, safety and well being, includes sexual harassment, threatened or actual assault which does not result in serious injury, or substance abuse.

· Have the potential to escalate to Category One

· Result in physical injuries requiring medical attention

· Involve serious disturbances by members or staff eg: fighting and destructive behaviour

· Requires reporting the Police

Category Two may require some or all of the steps outlined in the procedures.  Must be reported to the Board of directors within 24 hours.\

Minimal – Category Three.

A Category Three incident is one where normal work and routine is interrupted, but its significance does not extend beyond the workplace or workplace facility and:

Can be dealt with by the people present

Have no further implications for the Department of Human Services, NGRHC or the community

A Category Three incident is one which may include such incidents as break ins, an intense extended session with a distressed member (not an abusive member) possibly suicidal.
Category Three may require some or all of the steps outlined in the procedure.  To be reported to the Board of Directors as soon as is practicable.

5. PROCEDURE

· Procedure shall respond to the “5 D’s”, Demobilisation, Defusing, Decision, Debriefing and Documentation

	ACTION
	PURPOSE
	WHO
	TIME FRAME

	Demobilisation
	Terminate Incident

(Eg: Call Police, follow safety procedures or assess and act.)
	Staff or who ever is on hand
	Immediately

	Defusing
	Terminate arousal (fear, panic etc) and reactions, initiate rest.
	Staff not affected or board members
	Within 12 hours

	Decision
	To ensure appropriate further action is taken, whether external debriefers  (EAP)will be required and contracted
	Staff not affected or board members
	Within 48 hours

	Debriefing
	Initiate recovery
	Trained and qualified debriefer
	Within 48 hours and can be ongoing for up to three sessions.

	Documentation
	To ensure the report is accurate and actions have been followed up
	Nominated person/s and signed off by Chair of board/
	Within 12 hours or as soon as possible.


6.   RESPONSIBILITIES

Paid staff of the NGRHC will be responsible for maintaining information regarding process, external supports and documentation.  

Staff will ensure reports required for DHS will be followed up and accurately recorded.

The NGRHC Board will approve suitable services to provide debriefing and staff support regarding critical incidents.  

Where appropriate following a critical incident, the Chair of the Board or paid staff not affected may provide information to the broader membership on the nature of the incident and the outcome.  In determining what information is disseminated and how, the preferences and state of mind of those most affected will be given highest priority.

All members and paid staff of the NGRHC will act in such a way at all times to avoid critical incidents.

7.   RELEVANT POLICIES

NGRHC Grievance Policy and procedure

Members are advised that an NGRHC Critical Incident Training Manual, developed by Caraniche (Critical Incident training provider), is available to all members through the Co-operative office. 
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	2009
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	2011


1. INTRODUCTION

NGRHC recognises its responsibility to ensure that any rental payments paid to the        Co-operative in excess of the member requirements must be returned to the member upon cessation of the tenancy or upon request by the member. 

2. PURPOSE

The purpose of this policy is to:

· Define what constitutes rental payments in excess of the required level.

·  Define a clear procedure for the determination and refund payment of excess monies.

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the Co-ordinator, members and the Committee of NGRHC.

5. POLICY

NGRHC shall refund any payments made by a member that are in excess of the required amount, 1) where such a refund is requested by the member; or 2) when a tenancy ends and all other payments have been made by a member.

Refund payments shall be made in cheque format.

Payment must be in money for the exact amount, and cannot be exchanged for other goods or services.

Members shall be able to access their current exact rental position (advance or arrears) upon request.

6.  PROCEDURES

The NGRHC Co-ordinator shall maintain a record of all rent payments and current exact payment positions (in advance or in arrears). 

Members shall be informed at Induction into the Co-operative of their right to know their rent standing.

Members wishing to know their rent standing may request this knowledge either via phone or in writing, and shall be informed by the NGRHC Co-ordinator.

Payments to members of rental refunds shall be made via cheque, and the member shall be informed in writing that the payment has been made.

The NGRHC Co-ordinator shall check that payments have been satisfactorily transferred following the delivery of the refund.

7.   RELATED DOCUMENTS

NGRHC Tenant Induction Manual

NGRHC Rent Policies

	Policy Number:
	48

	Policy Name:
	Strategic Planning Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	Passed June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that effective governance of the organisation, both in the short and long term, requires detailed and transparent processes of strategic planning. Strategic planning shall provide a base model for the Co-operative’s plans and objectives into the future, and shall be linked to other relevant Co-operative policies and processes. 

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for undertaking strategic planning 

· Outline the procedures required to monitor and evaluate strategic planning, and to plan for future strategic planning.

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects all Members of the NGRHC.

5. POLICY

The Co-operative shall every five years produce a strategic plan for the organisation, to be developed by the Co-operative membership and unanimously approved by the Committee of Management. 

The Co-operative shall employ strategic planning consultants as required to assist in the facilitation of Strategic Planning.

All Strategic Planning shall abide by the Co-operative’s mission statement, as defined in the NGRHC Rules.

6.  PROCEDURES

The Co-operative shall have in place a 5 year strategic plan for the organisation. 

Within 6 months of the end date of the existing Strategic Plan, the Co-operative shall if necessary request tenders from appropriately qualified external consultants to undertake Strategic Planning with the NGRHC membership and facilitate the development of a new document. 

The Committee of Management shall consider the received applications and agree to a nominated consultant, with the decision to be minuted.

The approved consultant shall be informed of the decision and shall enter into a contract with the Co-operative. The consultant shall be provided with all necessary documentation.

Facilitated sessions are to be held with Co-operative members, to establish a strategic direction for the organisation. At least two sessions shall be held, at a suitable venue. At these sessions, members are to be fully informed of the Co-operative’s current financial position and informed of other issues of relevance to strategic direction.

The consultant shall, in consultation with staff and Committee of Management, draft a proposed strategic plan. 

The draft strategic plan shall be distributed to all Committee members and interested members for comment for not less than 2 working weeks. 

All draft comments shall be provided to the consultant and revisions made to the plan as necessary.

A second draft of the plan shall be presented to the Committee of Management. Consultation between Committee and consultant shall continue until the development of a final approved strategic plan. 

The final strategic plan shall be tabled for approval at a Committee of Management meeting. When approved by Committee, the plan shall be sent to all relevant authorities, and prepared for implementation upon commencement of the plan time.

Where the strategic planning process proceeds beyond the required commencement date for the new strategic plan, the previous strategic plan shall be continued, and relevant authorities shall be informed of the planning delay. 

7.   RELATED DOCUMENTS

NGRHC Rules

NGRHC Business Plan Policy

	Policy Number:
	49

	Policy Name:
	Allocations and Vacancies Policy

	Version No. 
	01

	Authors:
	NGRHC Registration Sub-Committee, M. Paradin

	Established:
	2009

	Present Version Passed:
	Passed June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

Northern Geelong Rental Housing Co-operative recognises that appropriate and practical allocation of vacant Co-operative properties is representative of good governance of the organisation, and fair and equitable treatment of all members and prospective members.

2. PURPOSE

The purpose of this policy is to provide a policy framework for the appropriate management and allocation of vacant Co-operative properties to prospective new members.

3. RELEVANT CO-OPERATIVE OBJECTIVES

National Community Housing Standards

4. POLICY

NGRHC will establish waiting lists for prospective Co-operative members seeking allocation of vacant Co-operative properties. 

The process for allocation will be that vacant properties will be allocated interchangeably from the General Waiting List and the Transfer Waiting List.

 ie. 1 allocation from general waiting list; 1 allocation from transfer waiting list; 

1 allocation from general waiting list; 1 allocation from transfer waiting list; etc.

NGRHC will allocate tenancy of vacant properties to prospective members on a first-in first-served basis, and shall ensure that allocation of properties occurs in a manner appropriate to the NGRHC Equal Opportunity Policy.

NGRHC COM members shall not act in a manner that influences the selection and allocation of properties procedure. CoM shall at convened meetings agree to the allocation of properties to those person/s who meet the required NGRHC criteria.

NGRHC will allocate housing as appropriate to the allocation criteria (eg. no of residents, age of dependents). NGRHC will seek to ensure that allocations make fair and best use of the available stock. 

5. PROCEDURES

Waiting lists shall be maintained for all available NGRHC housing sizes (1 bedroom, 2 b/rooms, 3+ b/rooms) and shall detail the address, phone numbers and names of prospective members and their dependents.

All persons on waiting lists are to be instructed of the need to maintain updated contact details, to help ensure contact can be made when properties become available.

All persons on the waiting list shall undertake the NGRHC Induction Training program.

When a property becomes vacant, staff shall inspect the property and arrange to have any required works carried out during this vacancy period.

The person/s at the top of the waiting list (for that no. of bedrooms), shall be contacted by NGRHC staff and offered an inspection of the property. If the person/s accepts the property, and they still meet the eligibility criteria, they may be offered tenancy and membership of the Co-operative.

If the person/s decline the offer, or are unable to be contacted after 48 hours, the property may be offered to the next person on the waiting list. 

This above procedure shall continue until an eligible person who wishes to undertake a tenancy at the property is found.

NGRHC staff shall give consideration to the following factors in the allocation of vacant properties, and ask prospective tenants to consider:

Will the prospective tenant be placed at risk by residing at the tenancy address?

Does the tenant have transport facilities appropriate to their needs within the area?

Where a person is offered and does not accept a vacant property, this will be considered as one refusal of a property. A maximum of three refusals is allowed, after which the person must reapply for a position on the waiting list. 

Where exceptional circumstances apply (eg. Safety of persons in location) a refusal may be waived.

6. RELATED DOCUMENTS
NGRHC Equal Opportunity Policy

	Policy Number:
	50

	Policy Name:
	Asset Management Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that to ensure the protection and appropriate standard of its managed property assets, a policy and procedure should be established that facilitates a partnered approach with the Director of Housing to undertake maintenance of the properties. 

2. PURPOSE

The purpose of this policy is to:

· Define a procedure for undertaking asset management planning, for the carrying out of works, and for all future reviews of the asset plan. 

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the staff and the members of NGRHC, and the appropriate staff of the Office of Housing.

5. POLICY

In accordance with the Housing Provider Framework Lease between NGRHC and the Director of Housing, the Director must every three years meet with the         Co-operative to prepare an Asset Plan which specifies;

1.
the nature of the works to be carried out at the Premises;

2.
if more than one part of the Premises is identified, the order in which the proposed works should be carried out; and

3.
the likely future life span of the Premises and any alternative asset management action for the Premises, such as disposal or redevelopment of the Premises.

The Director shall be responsible for the formulation of the Asset Management Plan, and shall regularly consult with NGRHC in the development of the Asset Plan. 

Committee of Management shall be kept updated regularly regarding the current status of the Asset Management Plan and the performance of its assigned tasks. 

6.  PROCEDURES

NGRHC staff shall work with the Director in the preparation of any property reviews as required in the formulation, or updating, of the asset plan. 

Tenants shall be given appropriate notice of any site visits, as legislated within the RTA, and invited to provide comments on the premises condition. 

The Director shall prepare or amend the Asset Management Plan to include information forthcoming from the property review/s.

The Director and NGRHC shall convene a meeting with the staff and CoM of NGRHC to discuss the Asset Management Plan. 

From discussions, agreement shall be reached regarding

The level of maintenance required

The accuracy of the data

Responsibility for the costs of each required maintenance

When agreement between the parties has been reached, the final Asset Management Plan shall be presented to CoM for approval.

Upon approval, the current approved version of the Asset Management Plan shall be implemented.

REPORTING TO COMMITTEE

Committee of Management shall receive at least every 6 months a report from the Tenancy and Property Management Sub-Committee regarding the Asset Management Plan.

This report to CoM shall include:

Requirements for Plan reviews

Current progress regarding all scheduled works

Current financial Costs to NGRHC arising from the scheduled works

From these reports to CoM, CoM shall determine in discussion with the Director any procedures to be taken where:

Works are falling significantly behind schedule

Financial costs are significantly higher than budgeted

Tenant grievances with maintenance have occurred

When considering the Asset Management Plan and all reports arising from the Plan, CoM shall ensure that all decisions made are reflective of the Co-operative goals detailed within the Strategic Plan of NGRHC. 

7.   RELATED DOCUMENTS

	Policy Number:
	51

	Policy Name:
	Business Planning Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that effective governance of the organisation, both in the short and long term, requires detailed business planning. Business planning shall provide a base model for the Co-operative’s annual plans and objectives, including the financial strength and effective governance of the Co-operative, and shall be linked to other relevant        Co-operative policies and processes. 

2. PURPOSE

The purpose of this policy is to:

· Define a set of clear guidelines for undertaking business planning 

· Outline the procedures required to monitor and evaluate business planning, and to plan for future business planning.

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects all Members of the NGRHC.

5. POLICY

The Co-operative shall produce a business plan for the organisation, to be reviewed annually, to be developed by the Co-operative membership and unanimously approved by the Committee of Management. 

If required, the Co-operative shall employ business planning consultants as required to assist in the facilitation of Business Planning.

All Business Planning shall abide by the Co-operative’s mission statement, as defined in the NGRHC Rules, and shall correspond with details of the Co-operative’s Strategic Plan.

6.  PROCEDURES

The Co-operative shall already have in place a 5 year strategic plan for the organisation. 

The Co-operative shall request tenders from appropriately qualified external consultants to undertake Business Planning with the NGRHC membership and facilitate the development of a new business plan document. 

The Committee of Management shall consider the received applications and agree to a nominated consultant, with the decision to be minuted.

The approved consultant shall be informed of the decision and shall enter into a contract with the Co-operative. The consultant shall be provided with all necessary documentation, including Governance Plan, Strategic Plan, and financial plans.

The consultant shall, in consultation with staff and Committee of Management, draft a proposed business plan. 

In considering the business plan each year the Committee will consider:

· Any legislative and other regulative requirements imposed on the Co-operative.

· The ability of the Co-operative to continue to “self-manage” its affairs.

The business plan should include:

· The objectives for the year;

· Strategies to achieve the objectives (i.e. who will be responsible and time lines for achievement);

· Strategies to ensure the co-operative delivers quality service;

· Strategies to maximise rentals and collections;

· Processes to ensure financial stability;

· A risk management plan; and

· A plan to achieve continuous improvement

The plan shall be distributed to all Committee members and interested members for comment for not less than 2 working weeks 

Facilitated sessions are then to be held with Committee members, and interested general members, to establish a business plan for the organisation. At least one session shall be held, at a suitable venue. At this session/s, members are to be fully informed by staff of the Co-operative’s current financial position and informed of other issues of relevance to the development of a business plan.


Consider each year:

· Has the co-operative operated within its budget?

· Has a new budget been determined and is it achievable?

· Has the co-operative met all legal and regulatory requirements?

· Have the properties been managed efficiently and effectively?

· Have maintenance targets been met?

· Has the office functions been performed adequately?

· Is the business profitable or at least breaking even?

Consider if the NGRHC and management have met all governance requirements. As a tenant run co-operative it is vital that the co-operative has sufficient skills to manage its affairs.  Yearly consideration needs to be given to:

· The skills of the members to contribute

· Training of members 

· The ability of member to be active members as required under the Rules

· The employment of trained and experienced staff

The Committee and members should consider if they are capable of continued self management within a co-operative environment.

Consideration might be given to alternative structures or a merger with another body or organisation.

The Co-operative might consider it is efficiently and well run and consider a takeover of another struggling co-operative or organisation so as to achieve certain economies of scale.

Following the discussion of these above issues and the reaching of a group consensus, the consultant shall, in consultation with staff and Committee of Management, redraft the business plan from these discussions. 

The redrafted business plan shall be distributed to all Committee members and interested members for comment for not less than 1 working week. 

All draft comments shall be provided to the consultant and revisions made to the plan as necessary.

A final draft of the plan shall be presented to the Committee of Management. Consultation between Committee and consultant shall continue until the development of a final approved business plan. 

The final business plan shall be tabled for approval at a Committee of Management meeting. When approved unanimously by Committee, the plan shall be sent to all relevant authorities, and prepared for implementation upon commencement of the plan time.

Where the business planning process proceeds beyond the required commencement date for the new business plan, the previous plan shall be continued, and relevant authorities shall be informed of the planning delay. All efforts shall be made to implement an approved business plan at the earliest possible time.

7.   RELATED DOCUMENTS

NGRHC Rules

NGRHC Strategic Plan Policy

	Policy Number:
	52

	Policy Name:
	Financial Management Systems

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that effective governance of the organisation requires that appropriate financial management systems be in place and appropriately used by staff and Committee of Management, to limit potential financial loss and/or non-transparency and to prevent unethical practices that may otherwise result, and to ensure continued adherence to key performance measures. 

2. PURPOSE

The purpose of this policy is to:

· Define a clear process for Financial Management within the Co-operative 

· Define a clear process for review of the financial management system of the organisation

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the staff and the Committee of NGRHC.

5. POLICY/PROCEDURES

Recording of financial transactions 

The following reports are to be produced monthly by the Co-ordinator and presented at monthly Board meetings for review and confirmation:

· Financial Performance Report, Profit & Loss Statement, and Balance Sheet

Financial Recording records and details are to be kept up to date to ensure accurate monthly reporting to the Board.

Rental Report

Rental and arrears reports are prepared and provided to the Board monthly.

Rental records are to be kept up to date to ensure monthly reporting to the Board.

Investment of surplus funds

Any funds held in the Co-operatives trading bank account that are in the opinion of the directors not immediately required for cash flow purposes shall be invested so as to maximize the returns to the Co-operative.
Investments must be secure and no-risk investments such as Bank Term Deposits.  

Transfers to and from Term Deposits require the signatures of two (2) directors.

Authorities

In line with the Co-operative’s Corporate Governance, only the Board of Directors, have authority to bind the Co-operative and undertake financial transactions on behalf of the Co-operative.

Cash Flow Projections

In line with prudent financial management, NGRHC prepares yearly cash flow projections and reviews its actual performance against budgeted cash flows.

Audited financial statement 

As required by Section 238 of the Co-operatives Act 1996, and pursuant to Clause 20.1.3 of the lease between NGRHC and The Director of Housing, the Co-operative is required to 

· Ensure its accounts are audited yearly;

· Complete and lodge with the Director of Housing an Annual Financial Report and Annual Financial Audit Statement within ninety (90) days of 30 June each year.

The members of the Co-operative confirm the appointment of an external auditor at each AGM.  The audit is conducted in accordance with Australian Auditing Standards.

NGRHC will monitor its liabilities and liaise with its auditor so as to provide for future costs such as staff entitlements etc. 

6.   RELATED DOCUMENTS

NGRHC Governance Manual

NGRHC Rules

NGRHC Manager Limitations Policy

NGRHC Financial Management Integrity Policy

	Policy Number:
	53

	Policy Name:
	Fraud Management Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that effective governance of the organisation requires that processes be in place to limit the potential for fraud to occur, and to limit the effects of fraud that has occurred. 
2. PURPOSE

The purpose of this policy is to:

· Define a clear process for the limitation of fraud opportunities within the             Co-operative 

· Define a clear process for dealing with any instances of fraud within the              Co-operative

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the staff, members and the Committee of NGRHC.

5. POLICY

There is a recognition of a need for trust by the membership, of the Co-operative staff, in order to allow effective autonomous work practice to occur. However the implementation of certain strategies can minimise the potential for fraud to occur.

These strategies are:

In the recruitment of staff, due consideration shall be given to areas of fraud management.

As an aspect of ongoing governance training, Committee members shall be trained in effective fraud management and prevention.

The Co-operative shall include fraud management within its regular Risk Assessment evaluations forming part of the Co-operative Business Plan.

The Co-operative shall conduct regular independent audits of the organisation finances.

Committee positions shall be regularly rotated, particularly where financial management is involved.

6.  PROCEDURES

Committee shall periodically conduct Performance Reviews of staff. The Co-operative shall annually undertake an audit review through an independent financial body. Fraud identification should be included within these reviews.

Committee shall review on an annual basis the risk of fraud within the Co-operative, informed by the annual audit review, and shall make and document recommendations for effective management. Roles of Committee shall be rotated where possible at least once per calendar year.

Members, staff or Committee who have reason to suspect that fraud is occurring, even where the persons involved are as yet unknown, have a duty to inform either the NGRHC Co-ordinator or a Director of the Committee of Management, either verbally or in writing.  

A meeting should then be convened between the relevant parties at the earliest possible time. 

Where fraud is identified, Committee shall inform the regular financial auditor, who shall conduct an immediate review of the Co-operative finances.

If investigations confirm that a significant fraud has occurred, the matter must be referred to the Victorian Police.

Processes to prevent mismanagement or fraud

Cheque payments

· Electronic transfer of funds payments must be made by at least one Director of the Co-op, in the presence of the Co-ordinator 

· Cheque payments must be signed by two (2) signatories, who must be directors of the Co-operative;

· Only Directors of the Co-operative can be signatories; 

· No blank cheques should be signed under any circumstances;

· The Co-ordinator is to prepare a formal cheque requisition for each payment, attaching all supporting invoices, quote order numbers etc.  The cheque requisition must also be signed by at least one cheque signatory.

Rental payments


Rent payments can only be made either by direct debit from a tenant’s bank account, or by direct deduction from a tenant’s Centrelink pension (via Centrepay) or by tenants making a bank deposit at any branch of the bank used by NGRHC, (Westpac), using their Co-op issued deposit book.

Petty cash

· A $200 float is to be maintained and accounted for by the Co-ordinator. 

· Receipts are to be sought for all petty cash expenses.

7.   RELATED DOCUMENTS

NGRHC Business Plan

NGRHC Performance Review Policy
	Policy Number:
	54

	
	Co-ordinator Roles, Responsibilities and Limitations Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that effective governance of the organisation requires that appropriate limits and responsibilities be determined for executive staff, to limit potential negative effects and to prevent unethical practices that may otherwise result, and to ensure continued adherence to key performance measures. 

2. PURPOSE

The purpose of this policy is to:

· Define a clear limitation upon the role of Co-ordinator within the Co-operative 

· Define a clear requirement of the Co-ordinator in the provision of information and the management of the organisation

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the Co-ordinator and the Committee of NGRHC.

5. POLICY

The Co-ordinator will not cause or allow any practice, organisational circumstances, activity, or decision that is either illegal or in violation of commonly accepted business or professional practice.

The Co-ordinator will not cause or allow any Conditions, procedures or decisions that are unsafe, intrusive or that fail to provide privacy and confidentiality, 
The Co-ordinator will not enter the Co-operative into any contract arrangements with external agencies or individuals. All contracts shall be signed by a member of the Committee of Management and approved by the Committee.

The Co-ordinator will not cause or allow the Committee to be uninformed in its work
The Co-ordinator will not cause or allow any fiscal jeopardy, or any deviation in expenditure from Committee priorities and Strategic directives.

The Co-ordinator shall act in accordance with the Position Description described within the 
NGRHC Governance Plan, and shall oversee any other staff, consultants and contractors employed by the Co-operative.

6.  PROCEDURES

Committee shall periodically review the work practices of the Co-ordinator, including financial reports, and the use of cheque/credit card facilities. 

The Co-ordinator shall ensure that reports as required in the Reporting to Committee Policy are presented as required at each Committee meeting, in accordance with the key performance measures required of the organisation.

The Co-ordinator shall ensure that all payments are authorised by member/s of the Committee. 

WHERE THERE IS A BREACH OF LIMITATIONS

Where there is an alleged breach of the Limitations policy, the persons involved in the breach, the NGRHC Co-ordinator and members of the Committee shall meet to discuss the alleged breach. Where the breach is determined to have occurred, appropriate action shall be implemented. This may include referral to authorities in the case of serious fraud. Where appropriate, Committee should reconvene a Performance review with the parties involved in the breach, to determine causal factors and determine procedures for prevention of further breaches.

Breaches shall be minuted within the next Committee meeting, along with the recommended actions from discussions between parties.

7.   RELATED DOCUMENTS

NGRHC Governance Manual

Co-ordinator Report Template

NGRHC Privacy Policy

NGRHC Performance Review Policy

	Policy Number:
	55

	Policy Name:
	External Agency/Consultant Communication Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

In the carrying out of organisational management, NGRHC will at various times be required to communicate and share information with external agencies and/or individuals. A policy is required that details the processes and requirements of effective and appropriate communication between the Co-operative and these external bodies. 

2. PURPOSE

The purpose of this policy is to:

· Define the level and form of communication that shall be conducted between agencies

· Define the limitations and requirements of all persons engaged in interagency communication and the processes to enforce and monitor these requirements.

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the staff and the Committee of NGRHC.

5. POLICY

Where regular communication is required between NGRHC and an external agency, such communications shall be bound by an agreement between the two agencies. 

Both NGRHC and the external agency/body shall be provided with, and understand the requirements of the agreement, and authorise its use.

The agreements are to be regularly reviewed by staff and Committee of Management, and amended where appropriate to ensure best practice.

6.  PROCEDURES

Upon recognition of the need for regular communication with an external agency/body, NGRHC staff and Committee of Management shall develop a draft agreement. 

Committee shall provide approval for staff to consult with the external agency/body to determine the particular requirements or clauses to be included within the agreement. 

Committee of Management shall discuss any requested amendments to the agreement and ensure that such changes still comply with the requirements of NGRHC Policies and Rules, the National Community Housing Standards and the Housing Act. 

Both NGRHC and the external agency/body shall convene to sign the agreement.

Both parties shall endeavour to uphold the principles of the agreement. Where it is believed that the agreement has been breached, then NGRHC shall undertake action appropriate to NGRHC policy (eg. Confidentiality, Equal Opportunity, etc) which may include the option to temporarily cease the agreement, or to dissolve the agreement. Where such actions are determined to be required by the Committee of Management, all decisions are to be minuted, and decisions to be communicated in writing to the external agency/body.

All agreements are to be reviewed at least once every 12 month period. 

7.   RELATED DOCUMENTS

NGRHC Governance Manual

NGRHC Privacy Policy

NGRHC Policies (general)

NGRHC Draft Interagency Protocol Agreement

	Policy Number:
	56

	Policy Name:
	Incoming and Outgoing Payment Options Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that to limit potential fraud or theft, and to maximise the opportunities for members to effectively pay outstanding monies, a range of options should be available for transfer of monies that operate within a non-cash format. 

2. PURPOSE

The purpose of this policy is to:

· Define a clear range of options for payment of monies

· Define a procedure for ensuring that all available payment options are known and able to be exercised.

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the staff and the members of NGRHC.

5. POLICY

The Co-operative shall not accept nor make provision for any incoming payments via cash payment over the value of $100. 

The Co-operative shall where payment is greater than $100 make such payments through non-cash means, ie. the Co-operative shall maintain a cheque payment facility and credit card facility, and linex banking facility, with the appropriate limitations upon use and expenditure.

The Co-operative shall maintain rent payment systems that allow for payment through a commercial bank which the Co-operative holds an account with. 

The Co-operative shall make provision of a system where members can have rent payments withdrawn from government payments at a rate agreed to by the member and Co-operative (ie Centrepay deductions).

6.  PROCEDURES

RENT PAYMENT

Members shall be informed of their available payment options for rents, including outstanding rents. Both member and NGRHC shall agree to the option which best allows for both regular payment and for ease of payment. 
Where payment through a bank is agreed, the member shall receive payment books as required, and is expected to forward payment on a regular basis. Provision is to be available where desired or preferred for members to pay in advance of the required payments, but is not to be demanded of the member.

Where payment through a government agency (ie. Centrelink) is agreed, the member is expected to inform NGRHC of any change in Centrelink payment which may limit acquisition of payment or severely limit the remaining available funds. In such instances, the member and NGRHC shall seek to agree to a temporary payment format that fulfils the requirements of both parties.

NGRHC OUTGOING PAYMENTS

For general petty cash payments of less than $100, the Co-operative shall have          cash-on-hand for such purposes. 

For larger payment amounts or for payment to regularly utilised trading companies, NGRHC shall pay either by cheque facility or internet banking transfer.

Credit cards shall be limited to not more than $1200 credit limit and shall be required to be approved prior to acquisition by the Committee of Management. Accounts shall be kept and members of the Committee of Management should be informed of credit card payments and available funds on a monthly basis.

Cheques shall be required to be signed by two members of the Committee of Management and shall not be signed prior to completion of the rest of the cheque details (date, amount, name of cheque receiver).

7.   RELATED DOCUMENTS

	Policy Number:
	57

	Policy Name:
	Rent Arrears Management Policy

	Version No. 
	01

	Established:
	2009

	Present Version Passed:
	June 2009

	Scheduled Review:
	2011


1. INTRODUCTION

NGRHC recognises that effective management of rent arrears is important to the financial strength of the organisation, and is important to the transparent and equitable management of financial issues when experienced by individual members. 

Housing Co-ops depend on the rent collected from their tenants for their main source of income. It is therefore the policy of the Co-operative to keep the level of arrears to an absolute minimum in order to maximise income in the interests of the co-op and its members.

However, the co-op recognises that arrears do occur. This policy sets out the

way the Co-op will take action due to non-payment of rent but also how to actively assist residents with housing benefit claims to make sure that all possible income is received.

2. PURPOSE

The purpose of this policy is to:

· Define a process for effective determination of rental arrears

· Define a procedure for ensuring that rental arrears are minimised and responded to in an equitable and responsible manner

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the staff and the members of NGRHC.

5. POLICY

The Committee of Management shall keep itself informed by staff of rent arrear levels on a monthly basis.

6.  PROCEDURES

All tenants/members will be encouraged both at Tenant Induction and at regular intervals throughout their tenancy to contact staff to discuss any problems they may have in meeting their financial obligations.

The Co-op will try to ensure that tenants are receiving full advice/assistance and in particular, full monetary allowances through Centrelink or other government payments.

Members who are aware of current or potential difficulty in paying rents should contact NGRHC staff as soon as possible. 

Members will be provided with a range of payment options, as detailed in the NGRHC Payment Options Policy, and encouraged to formulate a payment system that limits potential missed payments.

Any member who is in arrears and who has not already contacted the Co-ordinator shall be contacted by the Co-ordinator to determine the reasons for the arrears and to make immediate arrangements to rectify the arrears.  

If a member is experiencing financial difficulties and cannot make immediate full repayment of the arrears, the member will be asked to enter into a written agreement to pay off the arrears.  

(These members should also be encouraged to facilitate a direct debit either with their bank or through Centrelink).

If a member refuses to sign an arrears agreement, and is in arrears of more than fourteen (14) days repayment, or a tenant breaches an existing written agreement, the              Co-ordinator will ask that member to attend a meeting (with an advocate if preferred) in the Co-op office. If the arrears continue to remain at >14 days rent, or if the member breaches their rent arrears agreement, without reasonable explanation more than 3 times, the Co-ordinator will raise the matter at the nest Board meeting.

At the next Board Meeting arrears actions and results shall be discussed.  A Notice to Vacate may be sent by registered mail and steps will be taken to arrange a formal hearing at VCAT.

MONITORING

The Co-op will carry out weekly monitoring of the rent collected and account arrears. Regular reports will be made to the Co-op meetings detailing the Co-operative’s position with regards to current arrears, former tenant arrears and arrears performance & trends.

7.   RELATED DOCUMENTS

NGRHC Tenant Induction Manual

NGRHC Reporting to Committee Policy

NGRHC Payment Options Policy
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1. INTRODUCTION

NGRHC aims to provide access to long-term housing for any household of the community with low income, aims not to discriminate in this service provision. As such, potential access to housing is available for people of all abilities, cultural backgrounds and language skills. 

Additionally, NGRHC may communicate with family members, neighbours, and other community members with particular language backgrounds or needs. 

NGRHC recognises that to provide an appropriate level of service for all members of the community, the Co-operative should aim to maintain effective communication procedures that maximize communication and professionalism within Co-operative service delivery. 

2. PURPOSE

The purpose of this policy is to:

· Define a clear procedure for identification of interpreter need, and facilitation of access to appropriate interpretation services where required. 

· Define effective boundaries with regard to responsibilities and roles. 

3. RELEVANT CO-OP OBJECTIVES

National Community Housing Standards

4. WHO DOES THIS POLICY AFFECT?

This policy affects the NGRHC staff, NGRHC members and any third parties with potential requirement for interpreter services.

6. POLICY

This policy seeks to ensure that communication by and on behalf of the Co-operative is accurate, accessible, and maximises the safety and privacy of members, staff and third parties.

Staff shall periodically (at least every 3 years) undertake training in working with interpreters, and shall follow the appropriate procedures. Committee members should where possible, avail themselves of the internal policies and training documents relevant to interpreter services.

Workers have the right to use discretion when determining whether to use an interpreter, and whether to utilise the skills of a person related to the Co-op or the key parties. When the staff member feels that the situation is of a nature that requires 
professional confidentiality, no interpreting service is to be provided by staff, Co-op members, friends, family members or any person known to the client.

The Co-operative shall have the “National Interpreter Symbol” on display within its office premises, within a prominent location visible upon entering to the premises. 

The Co-op shall have access to an interpreter service, with good rapport, and shall utilise this service when required. 

The Co-operative shall have sufficient funding available to access interpreting services when required. 

The Co-op shall have access to a 3-way telephone service, within a private office space.

Where a conversation using the services of an interpreter is being held, and it becomes evident that one party is unhappy with the process, the process should be stopped until grievances are seen to. Refer to grievance process if required. 

6.  PROCEDURES

Persons requiring interpreter services may include Co-operative members, prospective Co-operative members, third parties with grievances requiring discussion, and family members/ or carers of the above mentioned.

Where it becomes apparent that communication difficulties are impacting upon delivery of services, NGRHC staff shall at this point seek to proceed in obtaining the services of an interpreter. 

Staff shall then advise the parties involved that interpreter services are available, and that such services are an entitlement under the policies of the Co-operative.

If an individual/s declines the offer to use interpreter services, the Co-operative should respect this decision and endeavour to proceed without an interpreter. The    Co-operative staff should however make the individual aware that this may impact upon their ability to fully access Co-operative services. 

Where interpreter services are agreed to, the Co-operative staff shall establish telephone contact with the appropriate interpreter service. For a face-to-face interview, then the staff will complete the NGRHC Interpreter Booking Form with the assistance of the individual/s involved. If it is not possible to communicate to sufficient level to complete the form, staff shall complete as much of the form as possible, and shall then utilise telephone-based interpreter services to complete the booking process. 

TELEPHONE –BASED INTERPRETING

In circumstances requiring non-detailed communication, the Co-operative shall use the services of a telephone-based interpreter (except where the individual is      hearing-impaired, in which case the meeting should be face-to-face).

Upon contacting the interpreter agency, the name of the interpreter shall be obtained, to determine if the interpreter is known to the client. When an interpreter is obtained who
 is not known to the client, then staff shall briefly communicate to the interpreter the needs and issues relevant to the interpreter session, at the beginning of the telephone call. 

During the interpreter session, if it becomes apparent that there is a lack of communication, or increased distress, or a breach of privacy, the discussion should at this point be halted, and the staff member should hold individual discussions with both interpreter and the client to resolve these breaches.

FACE-TO-FACE INTERPRETING

In circumstances requiring more detailed communication, or where an individual may benefit from direct visual interpreter contact, the services of a face-to-face interpreter shall be employed. 

Individuals shall be able to include a friend, advocate or family member in these sessions, where it is deemed that there is not a breach of privacy or a potential risk to personal safety for any attendee. 

Face-to-face interpreting will not be on-call, but will require pre-booking through the interpreter agency. NGRHC staff should arrange a suitable time for a session, and convene the meeting at an appropriate venue.

A briefing discussion should be held between staff and interpreter prior to the session. Interpreters should be made aware prior to the meeting of the general nature of a session before commencement. 

At the face-to-face interpreting session, the staff person and the client should be in direct eye-to-eye contact. The interpreter shall be in a non-partisan position, and should not become a central figure in the process. 

During all interpreter sessions, either telephone-based or face-to-face, interpreters are required to conduct themselves in accordance with the General Principles of the Australian Institute of Interpreters and Translators’ Code of Ethics (available through the Co-operative office, or via www.ausit.org  ). Where the Co-operative believes that an interpreter has not acted in accordance with these principles, the Co-operative may lodge a formal complaint to the relevant body.

Upon the completion of a session, the staff should communicate to the interpreter any comments regarding the effectiveness of the session, and where appropriate, should seek to rebook for further sessions. 

7.   RELATED DOCUMENTS

NGRHC Equal Opportunity Policy

NGRHC Privacy Policy

NGRHC Grievance Policy

NGRHC Interpreter Booking Form

NGRHC Working With Interpreters Manual
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