
 

  

  

8.6 Establishing a Tenancy Policy  
 

Date of endorsement: 13/12/2011 Date of review: 29/8/2018 

Authority to amend: Co-operation Housing Board 

 
 
 
 
 
Tenants will enter into a tenancy agreement with their Housing Provider. 
 
Establishment of a tenancy will comply with the Residential Tenancies Act 1987 or the Retirement Villages Act 1992, 
whichever is applicable.   
 

1. The tenant will be provided with: 

 A written tenancy agreement that includes length and type of tenancy; 

 A copy of the signed tenancy agreement, along with a receipt for the bond; 

 A copy of a tenant handbook or other information about tenant rights and responsibilities, tenant 
management policies (e.g. breeches, evictions), rent setting, rent payments and maintenance procedures; 
and 

 Any information that is legally required to be provided to the tenant under the relevant Act. 
2. The tenant will have vacant possession of the property on the day the tenant is entitled to take occupation, 

as specified in the tenancy agreement. 
3. A property condition report will be completed prior to a new tenancy commencing. Tenants will be 

provided with a copy of the property condition report (PCR) upon sign-up and given two weeks to check 
the PCR for accuracy. The completed PCR will be signed by the property manager and the tenant, and the 
tenant given a copy. 

4. Ingoing costs will be: 

 Two weeks rent in advance;  

 Bond payment amounting to a maximum of four weeks rent (see Bond Policy) and; 

 Pet bond if applicable. 
5. If the tenancy agreement and payment of ingoing costs is not completed within 10 days of acceptance of 

the offer of tenancy, or an arrangement is not made within a reasonable period of time, then the offer will 
be withdrawn and an alternative applicant will be offered the property. 

 

Member Guidelines 

Members will hold on file: 

 A tenancy agreement signed by tenant and Member representative; and 

 An ingoing Property Condition Report (PCR) signed by tenant and Member representative (see Property 
Inspection Policy). 

Where Co-operation Housing is responsible for asset management services, a copy of the PCR is to be provided 
to Co-operation Housing. 
 
The tenancy agreement will be explained to tenants along with the rent setting policy and procedure, and 
tenants must be provided with the form “Information for Tenant (A Statement of Your Rights and Duties)”, 
available from Department of Commerce WA website. 
 
Members will provide tenants with tenancy information in an accessible form.  Examples may include: 

 Tenancy handbook 

 Information leaflets 

 “Buddy” system 

 Personal interview 

 


