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Purpose & Scope 
This policy explains how Co-operation Housing (CH) and its member housing co-operatives (Members) use the 
discretionary provisions allowed under the Department of Housing & Works Community Housing Allocations Policy 
(CHAP) and Community Housing Allocations Guidelines.  
 
It does not repeat the CHAP or Guidelines. Instead, it provides practical guidance on how discretion should be 
applied in a housing co-operative context, where tenants are expected to collaborate to manage their homes and 
community. 
 
Principles for Using Discretion  
When a situation falls outside the standard CHAP rules, CH and Members will make decisions that are: 

- Fair and lawful – consistent with CHAP, Community Housing Agreements, and tenancy law. 
- Supportive of co-operative living – ensuring new tenants can reasonably participate in community 

management 
- Transparent – reasons documented and communicated to the applicant. 
- Proportionate – only departing from standard rules as far as needed to achieve fairness. 
- Consistent – similar cases treated in similar ways. 

 
Policy 
In respect to the allocation of community housing assets, Co-operation Housing and its housing co-operative 
members will comply with the Government of Western Australia’s Department of Housing Community Housing 
Allocations Policy (CHAP) & Guidelines. 
 
Processes 
Wait Lists  

- All applicants must be on the Joint Wait List (JWL) managed by the Housing Authority for Social Housing. 
- In addition, CH and Members may keep their own internal waitlist of applicants who are also listed on the 

JWL. 
- Internal waitlists are used to help identify people who: 

o wish to live in a co-operative housing environment; 
o understand and accept the expectations of co-op membership; 
o may be a good community fit. 

- Internal waitlists must not replace or bypass the JWL. They are an extra tool to support co-operative 
allocations. 



 
 
Identification of Applicant for Assessment  
Allocations should consider not only housing need, but also whether the applicant is likely to: 

- Participate in co-op life (e.g. meetings, shared responsibilities), within their abilities. 
- Respect community agreements and processes. 
- Work constructively with neighbours. 
- Accept reasonable adjustments where health, disability or cultural obligations affect participation. 

 
This is not a personality test. It is about ensuring sustainable tenancies and successful co-op communities. 
 
Interview with applicants 
Interviews may be conducted with prospective tenants by Co-operation Housing and/or housing co-op members.   
The aim of the interview is an opportunity for the applicant and existing tenant/s to meet and get to know each 
other before making and accepting an offer. The interview panel needs to be made up of at least two people 
representing Co-operation Housing and/or the housing co-operative. To ensure the process is fair and equitable, 
the same interview questions are to be used for each applicant.  
 
Viewing the property 
We will offer applicants the opportunity to view the property in the company of our staff or existing housing co-
operative resident/s before they accept the offer. This is often done at the same time as the interview.  
 
Guidance for using discretion in allocations: 
A. Allocations Outside Listing Order 
May be considered when:- Safety risks (e.g. family and domestic violence). 

- Urgent medical needs. 
- Cultural needs (e.g. connection to Country or family support). 
- Co-op stability (e.g. experienced member needed to support governance). 

 
B. Zone Preference Flexibility 
Allocations may be offered in a nearby zone where: 

- It improves safety, access to supports, or co-op fit. 
- The applicant gives informed consent to the change. 

 
C. Bedroom Entitlements 
Housing Entitlement Target Group Community Housing Entitlement 

Seniors (55 & Over) Single or 
Couple 

1 or 2 bedroom property 
Seniors with an existing 2 bedroom entitlement, as determined by the 
Housing Authority may not be offered a 3 bedroom property. 

Single Parent or Couple/2 Children 2 or 3 bedroom property 
Single Parent or Couple/3 Children 3 or 4 bedroom properties 

 
Single Parent or Couple/4 or more 
Children 

5 or 6 bedroom properties 
 

Singles Adults (sole or sharing) 1 bedroom property 
 
Flexibility may be allowed for: 

- Health/disability (extra room for equipment or carers). 
- Shared parenting or grandparent care. 
- Cultural/family arrangements (e.g. multi-generational households). 
- Co-op operational needs. 

Where an extra bedroom is approved, the reason must be recorded. 
  



 
 
D. Safety, Medical and Cultural Needs 
Allocations may be adjusted to: 

- Avoid safety risks. 
- Support urgent medical or accessibility requirements. 
- Respect cultural needs (family/kinship, gender separation, spiritual practices). 

 
E. Transfers 
Transfers between dwellings may be considered when: 

- A Tenant’s safety or health is at risk. 
- Current accommodation is no longer suitable. 
- Co-op sustainability would be improved. 

 
F. Offers and Declines 
Applicants normally receive one reasonable Offer of Accommodation. 
A decline will be considered reasonable if the property: 

- does not meet demonstrated housing needs; 
- is not in the agreed location; or 
- would make participation in the co-op unworkable. 

Where an offer is declined, the reason and evidence must be recorded. 
 
6. Residential Tenancy Agreements 

- - All new Tenants will start on a 12-month fixed-term lease as a probationary period. 
- This allows the Tenant and the co-op to confirm that the tenancy is a good fit. 
- If the tenancy is satisfactory, the lease will convert to a Periodic Tenancy Agreement after 12 months. 
- Fixed-term leases may also be used where exceptional circumstances apply. 

 
7. Documentation and Appeals 

- Every discretionary decision must be recorded, including the reason, evidence, and decision maker. 
- Applicants will receive a written explanation of the outcome and how to appeal. 
- CH will review discretionary allocations regularly to ensure fairness and consistency. 

 
Related Legislation 

- Residential Tenancy Act 1987 
- Residential Tenancies Regulations 1989 
- Equal Opportunity Act 1984 
- Housing Act 1980  
- Housing Regulations 1980 
- Privacy Act 1988 

 
Related documents 
These include: 

- Department of Housing & Works 
o Community Housing Allocations Policy (CHAP) & Guidelines 2025 
o Community Housing Eligibility Policy & Guidelines 2025 

 
 
  



 

Accompanying Documentation 
 
Discretion Decision Form  

Applicant Name:  

Property ID:  

Discretion Used:  

Reason for Discretion:  

 

 

Evidence Considered:  

 

 

Decision Maker:  Date:  
 
Co-op Participation Readiness Checklist 
□ Willingness to aƩend meeƟngs 
□ Ability to contribute to shared responsibiliƟes (with adjustments if needed) 
□ Respect for community rules and decisions 
□ CommunicaƟon style supports co-operative living 
□ Support needs idenƟfied and supports in place 
 
Notes: __________________________________________________ 
 
Out-of-Order Allocation Log (Quarterly Review)  
Quarter: __________ Year: _______ 
 

Applicant  

Reason for Out of Order:  

Evidence:  

Decision Maker:   Date:  

 
Evidence Guidance Sheet 
Helpful Evidence (examples): 

- Medical letters (GP, specialist, OT) 
- Police reports / FDV orders 
- Cultural advisor or support service letters 
- Disability support plans (NDIS, MyAgedCare) 

Optional Evidence: 
- Personal statements 
- Letters of support from community leaders 

 
Note: Applicants should not be burdened with unnecessary evidence requests. 



 
 
Applicant Notification & Appeals Letter 
 
Dear [Applicant Name], 
 
Thank you for your application. After careful consideration, a decision has been made regarding your allocation: 
 
[Insert decision summary]. 
 
Reason for decision: 
[Insert reason]. 
 
If you disagree with this decision, you may request a review or appeal within 14 days by contacting [insert contact 
details]. 
 
Yours sincerely, 
 
[Name] 
[Position] 
 


