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Wait List Management 

Registrations of interest may be accepted in advance of a vacancy.  When a vacancy arises, applicants on the 
waitlist are contacted, advised of the opportunity and asked if they would like to submit an application for housing.  
When contacting applicants, consideration is given to applicants’ position in the waitlist and the appropriateness of 
the housing opportunity for the applicant. 
 
Where the housing provider is a registered Community Housing Provider managing state housing assets, applicants 
on property wait lists are required to comply with the Community Housing Allocation Management System as per 
Department of Housing’s Community Housing Allocations Policy.  In this regard, Co-operation Housing will maintain 
a common Expression of Interest wait list sourced from the Department of Housing’s Community Housing Joint 
Waiting List and inform those applicants of upcoming vacancies. 
 

Member Guidelines 

Members are encouraged to maintain a similar policy and procedure to maintain a waitlist using a date order 
system.   
Co-operation Housing will inform those applicants on its common wait list of upcoming vacancies as well as 
introducing its Members and advising them how to express their interest in membership. Members will follow 
their own procedure for processing people through the application process and each Member will hold their 
own wait list. 
Members are invited to provide to Co-operation Housing with information leaflets about their organization 
including how to express interest in membership 

 
Applications 

Applications for housing must be made in writing, using the prescribed application form. Applicants may apply for 
more than one housing opportunity. 
 
In applying, applicants will receive information on: 

 Eligibility criteria; 

 Selection procedures; 

 Housing co-operatives and co-operative living and participation; 

 How to complete the application and assistance available; 

 Approximate wait times; and 

 How to update application details after the application is accepted. 
 
Co-operation Housing will offer assistance in the completion of applications to those applicants that require 
assistance e.g. interpreter services, literacy assistance. 
 
Completed applications forms will be: 

 Checked to ensure that all information is provided and followed up with the applicant if any information is 
outstanding; and 

 Checked against eligibility criteria. 
 



 

Applicants eligibility will be assessed using the criteria outlined in the following Co-operation Housing Tenancy 
Management Policies: 

 Eligibility Policy 

 Assessable Income and Asset Policy 

 Allocation Policy 
 
A short list of applicants will be formed and applicants will be invited to attend an interview, a tour of the complex 
and an inspection of the property.  It is recommended that applicants be interviewed and assessed by a committee 
consisting of some other residents.  Following interviews, the applicants will be assessed and notified of the 
outcome firstly by phone, and then in writing. 
 

Member Guidelines 

Members are encouraged to maintain a similar policy and procedure providing information on eligibility and 
selection to potential applicants. 
 
Some examples of how information may be provided: 

 Regular information sessions for potential applicants; 

 Pamphlet containing applicant information; 

 Contact person designated to answer queries; 

 Clarification at application interview. 
 
Members are to maintain a record of: 

 Completed application forms; 

 Evidence of check of eligibility criteria and 

 Correspondence to applicant re outcome of application. 

 Members may have specific eligibility criteria relevant to living within a housing co-operative model.  
Where Members require applicants to be a member of their association, membership procedures will be 
in line with the individual rules of association.  Specific Member requirements about co-operative living 
will be guided by National Community Housing Standard 1.1 that “For Co-operatives, priority might be 
given to criteria such as the applicant’s compatibility with existing members, their understanding and 
support of the co-operative model, their skills and their willingness to participate.” 
 

 


