Appeals Procedure

Policy number: 8.18 Version: 2

Drafted by: CEO Approved by CH Board on: 11 November 2022
Responsible person: CEO Schedule Review Date: every 5 years
Authority to amend: Co-operation Housing Board

The appeal procedure ensures that any Member’s concerns about Co-operation Housing decisions are dealt with in
a fair and open manner before an Appeals’ Committee. A Member has the right to appeal decisions of Co-operation

Housing that have an individual and direct impact on them.

1. If a Member disagrees with a decision made by Co-operation Housing, they are required to lodge written
notice of an appeal within 14 days of receiving written notification of a decision. Appeal notice forms are

available from Co-operation Housing upon request. Written letters will be accepted.

2. If the Member fails to lodge written notice within 14 days of receiving a decision, no further action can be

taken and the original decision will stand, unless leave is given by the Board for an extension of time.
3. Upon receipt of a written notice, Co-operation Housing will forward an Acknowledgement of Appeal letter.

4. Within seven days of sending the above letter, the CEO will contact the appellant with either the Notice of
Appeal Hearing if an appeal is to be heard or an Ineligible Appeal letter, if it is found that there are no

grounds for appeal.

5. The CEO will form an Appeals Committee to hear the appeal, made up of three people, at least one of

whom is a Board member, or call a meeting of the Board's standing Appeals Committee.

6. The Notice of Appeal Hearing will inform the appellant of the place, date and time of the set down appeal

hearing. Appeals will be considered by the Appeal Committee within 28 days of lodgement.

7. The hearing will take place either at the Co-operation Housing’s Office or a neutral venue. An interpreter

will be arranged for persons of non-English speaking background.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

An appellant has the right to attend the hearing of their appeal and have the opportunity to present their
case. They can bring an advocate or friend if they wish. If an appellant is unable to attend a hearing in
person but they wish to speak to the Appeal Committee, arrangements will be made for a hearing by

conference telephone.

Prior to the hearing, the Appeal Committee will examine all documents relating to the case. Documents
relevant to the appeal are to be copied and forwarded to Committee members at least five working days

before the hearing.

On receipt of the appeal documents, each committee member is to ascertain whether they are able to
hear the appeal without bias. Conflicts of interest must be advised immediately (within 24 hours of receipt

of the appeals material), so that a substitute can be arranged.
The Appeal Committee will review the grounds for appeal and the original decision made.

Appeal Committee members prior to the hearing meeting should select a Chair and nominate a member to

take notes of the proceedings.

Prior to hearing from an appellant, members are to prepare, discuss and apportion questions designed to

ensure all the facts about the appellant’s case are understood.

At the hearing, the Chairperson is to provide an overview of the appeal process, including an assurance

that the hearing is informal, and that the appellant’s case can be told in their own words.

An explanation will be given that one member will be taking notes for record purposes and information

provided about notification of the decision and of further avenues of appeal.

Should it become apparent during the hearing that additional evidence is required about the appellant’s
case; the Committee and the appellant are to agree on the nature of the information and the time for it to

be obtained/provided.

If an appellant fails to keep the appointment, without providing an adequate reason, the Appeal

Committee will proceed to consider the appeal and make its decision based on documentary evidence.

The Appeal Committee will take note of all information presented and the processes used to arrive at the
original decision. Ultimately, the Appeal Committee is looking to see that the decision has been fairly
determined, having regards to the facts and appropriate policy. The Appeal Committee reserves the right

to either re-apply the original decision or change the decision as they see fit.

When it has all the relevant facts, the Appeals Committee will discuss all the evidence and then make its
decision, documenting the reasons the decision was reached. An Appeal Committee Decision Form will be

completed and signed by all the Committee members.



20. Decisions of the Appeal Committee are final and binding.

21. The Appeal Committee must inform the appellant in writing within seven days of the outcome of their

Appeal by sending a Result of Appeal letter.
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Member Guidelines

Members may have their own Appeals procedure consistent with the principles of Complaints and Appeals
Policy or may choose to use Co-operation Housing’s procedure as a model. Members will inform applicants

and tenants of the Appeals Process.




