8.19 Tenancy Records Policy
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Tenancy files for each tenancy will be established, maintained and retained to assist good tenancy management.
The following principles guide the Housing Provider’s tenancy file policy:

To ensure the efficient use of tenancy information, records must be kept up-to-date, accurate and
retrievable.

Appropriate levels of confidentiality and privacy will be maintained.

Co-operation Housing is aware of its need to be accountable to legislative and funding requirements in its
management of tenant files.

Tenancy File Checklist

General

Contact Information

Emergency contact information (telephone introduction)

correspondence

Consent form/s

Application

Application Form

Waitlist update form/s

Assessment & Allocation

Application Eligibility Assessment Documents

Ongoing Eligibility Assessment Documents

Allocation Eligibility Assessment Documents

Tena

ncy

Bond documents

Tenancy Agreement (current and past)

Rent

Reviews

Notice of Rent Review

Notice of Maximum rent

Income Assessment Documents

Rent Assessment calculation spreadsheets

Notices of Rent charged

Breaches

Breach/Arrears notices

Arrears agreements

Other Arrears documents

End of Tenancy

Bond documents

End of Tenancy checklist

End of Tenancy questionnaire

Forwarding details

Mem

ber Guidelines

Mem

management.

bers will maintain tenancy files that follow Co-operation Housing’s principles for tenancy file




The Tenancy File Checklist is a guideline for the content of tenancy files. Members may also have additional
documents in tenant files, depending on their needs.
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