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The CEHL (Common Equity Housing Limited)
Co-operative Housing Program aims to
facilitate affordable housing for all program
participants, by providing access to rent that
reflects a household’s income (assessed rent).
This guide is a resource for program
participants and co-operatives with landlord
(rental provider) responsibilities, to help
explain how household rent is calculated
and applied within the CEHL Co-operative
Housing Program.
How rent is determined, assessed and
reviewed is set out in the Household Rent
Program Policy. The policy aims to ensure
considerations for setting rent are consistent,
clear and transparent.
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Household Rent Policy

Annual Rent Review

The Program Policy Household Rent can be found at
cehl.com.au/HouseholdRentPolicy

In February, CEHL or your co-op (CERC only) will advise
of the start of the Annual Rent Review by issuing a Notice
of Rent Increase. This notice will state the Maximum Rent
amount and serves as a 60-day notice for rent increase as
required by the Residential Tenancies Act for any change
to Maximum Rent.

The policy ensures that rent remains affordable to program
participants by using a rental affordability benchmark
that is a percentage of main gross income. The current
affordability benchmark is set at 25% of the household’s
main gross income.
Please see page 12 for information regarding National Rental
Affordability Scheme (NRAS) eligible participants.
Program participants must declare all household income
and provide evidence to CEHL each year or at any time a
household’s income increases or decreases by more than
a $50.00 amount.
The process of declaring income and providing evidence
is known as the Annual Rent Review and is held during
February to May each year.

You may be eligible for a Rent Subsidy, which is explained
further in this guide.
During the Annual Rent Review all program participants
must submit an updated Household Information Form (HIF)
and the required evidence.
If you do not provide the required evidence or are not
eligible for a rent subsidy then maximum rent applies.
CEHL is responsible for calculating payable rents during the
Annual Rent Review and notifying program participants
of their assessed rent for the coming year. New rent
assessments will apply from early July of each year. Program
participants will be notified of the exact date each year.
Once your annual rent assessment has been completed,
if you do not agree you can ask for a review.
The household should send a written request for a
review of the assessment via the CEHL member portal at
cehl.com.au/login or finserv@cehl.com.au by the end
of August each year.

25%

After any review, if the household remains unsatisfied
with the rent assessment, then they may refer to CEHL’s
Complaints Process cehl.com.au/contact.

The current affordability
benchmark is set at 25%
of the household’s main
gross income.
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Submitting your
Annual Rent Review
Household Information Forms (HIF) and evidence should
be submitted via the preferred method:

Annual Rent Review Timeline

FEB

Household Information Forms sent

MAR

Household Information Forms due

Internet
CEHL Member Portal at cehl.com.au/login
Email
finserv@cehl.com.au
Mail
Finance Services
Level 1, 112 Balmain Street, Richmond VIC 3121

Final First Schedule to be sent
to Treasurers

For any questions, please email finserv@cehl.com.au
or call 03 9208 0800.

3

APR

Annual Rent Review rates applied

JUN

First Schedule to be sent to Treasurers

JUL

Annual Rent Review rate applied

OCT

 mended First Schedule to be re-sent
A
to Treasurers
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Payable Rent
• Payable rent will either be your assessed rent amount
if you are eligible or the maximum rent. You can be
assessed as having to pay minimum rent.
• Rent is payable on a weekly or fortnightly basis.
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• The Program Household Rent Policy sets out the method
used to determine payable rent, see page 7.
• Program participants1 are eligible to apply for an
‘assessed rent’, which will subsidise rent payable so that it
is not more than the program affordability benchmark.

Maximum rent applies if
the assessed rent is higher
than the maximum rent.

Assessed rent applies
if the assessed rent is
below the maximum
rent but above the
minimum rent.

Minimum rent applies if
the assessed rent is below
the minimum rent.

Example:

Example:

Example:

Steve’s property has just been
given an independent rent
valuation of $300 p/m. Because
Steve does not qualify for a rent
subsidy (see page 5), he will
pay the maximum rent as set by
the valuer.

Karen having provided her
HIF and income evidence
(see page 7), qualifies for a
rent subsidy of $65 p/m. This is
deducted from the maximum
monthly rent as set by the
independent valuer.

Jan has submitted a HIF showing
her household income is from
Centrelink payments. However,
also states that her 17 year old son
does not earn any income. Her
son would qualify for Centrelink
Youth Allowance. When reviewing
the amount of rent subsidy, her
household will pay minimum rent
based on the assumption that all
Centrelink eligibilities are being
utilised by the household.

A program participant is a person who has entered the program through a CEHL approved selection process.
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What is a Rent Subsidy?

Vital Information on Rent Subsidies

A rent subsidy is the discount between the maximum
rent for the property and the assessed rent based on
the program participant’s household income.

Any program participant who receives a rent subsidy
must advise CEHL or their co-op of any changes to
their household circumstances within 14 days of the
change occurring.

Maximum Rent – Rent Subsidy = Assessed Rent

To be eligible for a rent subsidy you must:
1. provide a completed Household Information Form (HIF)
2. provide all the required evidence of household income
required by CEHL
If you have just signed a lease, you will also need to submit an
‘Applying for the CEHL Subsidy Form’.
Once this evidence has been submitted CEHL will determine
the subsidy to be applied according to the household gross
assessable income. Please note rent subsidies are not paid to
the renter.

This is because your assessed rent is variable as it is
calculated on your household income.
A change in household circumstances could include:
• changes to household occupants (new occupants or
people leaving your household)
• changes to gross income received by the household
occupants including the renter of $50 or more
per week (increase or decrease)
• property ownership by any household occupant including
the program participant
By disclosing this information as it changes, this will ensure
that renters are:
• receiving the correct rent subsidy
• able to claim the correct amount of Commonwealth
Rent Assistance – please note this is not backdated
by Centrelink
• ensure CEHL rent policy is applied fairly and equitably
• avoid potential rent arrears relating to incorrect
rent payments
• reduce fraud
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What is Maximum Rent?

What is Minimum Rent?

Maximum rent is the amount of rent you would pay in
the private market; it is based on an independent market
rent valuation. Maximum rent is the default rent for all
households unless there is a funding requirement that
specifies a further subsidised amount e.g. properties that
receive National Rental Affordability Scheme (NRAS).

Minimum rent is calculated by using the rent assessment
formula assuming the household income is the minimum
income that a household of that composition and
circumstance is entitled to from Centrelink payments.
Minimum rent is the lowest rent that the program will
charge unless an exemption is granted.

Maximum rent will apply for renters who:

CEHL will consider an exemption to the minimum rent where
due to circumstances beyond their control, a program
participant can demonstrate:

• are not recognised CEHL program participants
• have not submitted an ‘Applying for a CEHL Subsidy Form’
(new renters)
• have not provided an updated Household Information
Form (HIF) by the required dates
• have not provided the required evidence of income, OR
• have household income that is above the relevant
subsidy limit
The maximum rent amount for every property is set by an
independent rent valuer annually. The valuation is based
on the location, age and features of the property. Program
participants are notified of their new maximum rent for the
coming year in line with requirements of the Residential
Tenancies Act.
If a program participant believes the maximum rent is too
high you can check the information provided to the valuers
was correct and request a review of the maximum rent via
Consumer Affairs Victoria (CAV). This can only occur within
30 days of receiving your notice of rent increase. CAV will
complete an independent valuation of the property. If the
valuation differs to the notice of rent increase letter, CEHL
will accept CAV’s valuation.

• the assumed minimum Centrelink benefit is incorrect
• they are temporarily required to pay additional
accommodation costs to meet legal or
health-related requirements
It is the program participants’ obligation to apply for
relevant payments or demonstrate they are not eligible
for assumed payments.
Program participants wishing to apply for an
exemption should fill in the ‘Exemption to Program
Request Form’, available at cehl.com.au detailing
the grounds for exemption and return the form to
info@cehl.com.au.

For more information, please refer to the
‘Maximum Rent Fact Sheet’ on the CEHL website;
cehl.com.au.
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Program Rent Model
The program rent model is based on the following:
Section

Evidence Required

Includes

Percentage

A

Household Gross
Income

Primary household income – including gross
wages, pensions, maintenance, bank interest, etc.
of all household members over 16.

25%

Sub Total A $ x 25%

B

Family Tax Payments

Family Tax (including Family Tax A and B) for all
household members.

15%

Sub Total B $ x 15%

C

Commonwealth Rent
Assistance (CRA)

The amount of Commonwealth Rent Assistance
the household is eligible for.

100%

D

Dependant income

Youth Allowance only.

15%

Sub Total

Sub Total C $ x 100%

Sub Total D $ x 15%

If other income is greater than Youth Allowance,
then both the Youth Allowance and other income
will be assessed at 25%. See Section A.
TOTAL

ASSESSED RENT

This model is used to calculate all payable rent.
A rent calculator tool is also available on the CEHL website, under Rents Explained and Treasurers Toolkit or refer
cehl.com.au/HouseholdRentPolicy for more information.
Please see Appendix 1 for a list of Assessable and Non-Assessable Incomes and Other Circumstances.

Evidence
When applying for a rent subsidy, a renter must provide
all evidence of income received for all members of their
household 16 years and over. This may include:
• payslips (4 weeks for fixed income and 13 weeks for
income that varies)
• Centrelink income statements
• Centrelink consent form
• annual tax return or notice of assessment
• scholarship or grant letter
• dividend statement
• interest history (12 months of bank statements)

Proof of income documents must be original or copies of
originals and documentary evidence of income must not be
older than 30 days at the time of lodgement. The co-op or
CEHL will not be able to accept evidence older than 30 days
with the only exception to this being:
• Australian Government ATO Notice of Assessment not
older than 13 months
• tenants on fluctuating incomes who need to submit
13 weeks of payslips
Please refer to Appendix 2 for a comprehensive list of
Forms of Evidence CEHL requires to determine the rent
subsidy to apply.

• superannuation fund statement
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Rent Re-Assessments
Throughout the year, rent re-assessments must be
undertaken due to change of household information
or if you have a fluctuating income.

Change of Household Information
A rent re-assessment is required anytime there is a change
to your household composition or your household income
varies by $50 gross per week or more.
It is very important that program participants advise of
any changes to the household information with 14 days
of being aware of the change. The onus remains on the
program participant to ensure their details are accurate
at any point in time.
Failure to disclose may result in:
• CEHL backdating an increase to your assessed rent to the
date that CEHL has evidence of your income changing
• loss of Commonwealth Rent Assistance (CRA)
• significant arrears
• VCAT action
Where your rental provider (landlord) becomes aware
that you did not advise them of a change of household
composition or income increase of more than $50 per week,
your rental provider will undertake a rent
re-assessment that is backdated to the date of the relevant
change. You will be charged any rent arrears that occur from
this reassessment unless you can demonstrate a compelling
reason you could not advise your rental provider of the
change within 14 days.
It is important to note that the re-assessment will use the
CRA amount you are entitled to for the new rent amount,
which is often higher than the amount received under the
previous rent assessment. Centrelink will not backdate rent
assessments, so it is important to apply for and lodge your
new rent assessment with Centrelink as soon as possible to
avoid missing out on payments you are eligible for. It is your
responsibility to ensure that you have advised your rental
provider of relevant changes, and to lodge your new rent
assessment with Centrelink.
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Example:
Mary has an assessed rent of $200 per week. In July
Mary’s rent increased to $225 per week.
Her new rent amount meant her Commonwealth
Rent Assistance (CRA) entitlement increased by
$45 a month.
Mary went to Centrelink in September and advised
them that her rent had changed in July.
Centrelink advised they could not back date her
CRA to July.
Mary only received her correct CRA on the rent of
$225 from September. Therefore, she had to pay
$225 per week between July and September, without
receiving her adjusted CRA entitlement.

Fluctuating Income
If you are in a household with income that fluctuates, you
can request regular rent assessments. You are required to:
• provide a minimum of 4 weeks income evidence before a
re-assessment will be undertaken
• ensure that income evidence provided is continuous from
income evidence previously provided
Households with fluctuating income can request monthly or
quarterly rent. Rent is assessed on either the prior month or
quarters’ income and applied for the next month or quarter.
The assessment will remain valid for the equivalent
time period:
Monthly – remains valid for the following 4 weeks
Quarterly – remains valid for the following 13 weeks
All variations (household income or composition) are
required to be lodged with a new Household Information
Form (HIF) with new updated evidence.
A request for rent reassessment must be sent to your
rental provider (landlord):
Co-op Member – Co-op Rents Officer
CMC – portal or finserv@cehl.com.au
Vic Wide/Other – portal or finserv@cehl.com.au
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Rent Debt (Arrears)
Program participants are required to pay their rent on the
date it is due to keep their account balance in advance:
• if you pay weekly, you are required to have your account
paid 7 days in advance
• if you pay fortnightly, you are required to have your
account paid 14 days in advance
Residential rental providers (landlord i.e. CEHL and Co-ops)
are responsible for rent collection and notifying a renter
who has failed to pay their rent.
The CEHL arrears time frame is set out below:

Referral to Support Service
CEHL has contracted a Referral to Support Service for
program participants. The service is provided by Launch
Housing. The service refers program participants and
their household members to available services in their
area that can assist in many aspects of daily life including
financial counselling, health or disability services, family
relationships, etc. Launch is a confidential service that is fully
funded by CEHL for all program participants. You do not
need to be eligible for other Launch Support programs to
access this service.

Day 1	The rental provider may contact the renter and
request prompt payment of the outstanding rent.

To access this service:

Day 7	The rental provider may send the tenant an
initial reminder letter.

• email cehlreferrals@launchhousing.org.au, otherwise

Day 14	The rental provider may send the tenant a
catch-up agreement.
Day 21	
If a catch-up agreement is not entered into, the
rental provider may:
• Send the renter a notice to vacate
• Facilitate the referral of the renter to a
support agency

• call 0400 409 655
• your Tenancy Co-ordinator can make a referral for you
For more information please see:
Rent Arrears
cehl.com.au/people/rentarrearsprogrampolicy
Referral to Support Services
cehl.com.au/cehlservices/referraltosupport

• If the renter is in a co-op the co-op must report
to CEHL on the renter in arrears and the action
being taken to address the arrears
Day 28	If arrears of 14 days or more remain outstanding
or a catch-up agreement is not in operation, the
rental provider initiates VCAT proceedings to seek
vacant possession.
VCAT

I f, once VCAT proceedings have been initiated, the
outstanding rent is paid or a catch-up agreement
is in operation, the rental provider continues with
the VCAT proceedings but forgoes seeking vacant
possession and ratifies the catch-up agreement.
OR

	If once VCAT proceedings have been initiated, the
rent remains outstanding or a catch-up agreement
is not in operation, the rental provider continues
with the VCAT proceedings to seek vacant
possession and proceeds to carry out the ending a
tenancy (rental provider initiated) process.

If you are facing financial difficulty or have
fallen behind, please seek assistance early.
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Appendix 1 – Assessable and Non-Assessable Incomes
Acceptable income evidence CEHL requires to determine the rent subsidy to apply.
Assessable Income

Non-Assessable Income

The following are considered assessable income:

The following are considered non-assessable income:

• Gross wages for all household members aged 16 years
or older

• Adequate means of support pension (DVA)

• Salary packaging income
• All Centrelink pensions, benefits, family tax benefits,
Commonwealth Rent Assistance
• All Department of Veteran Affairs pensions except
where they are specifically excluded, (e.g. adequate
means of support pension paid by DVA)*
• All child support payments through Department
of Human Services – child support or directly from
non-resident parents
• Foreign pensions
• Income from household members’ businesses

• All Centrelink allowances; bereavement, youth
disability supplement, carer’s, double orphan, education
or training, foster, laundry, mobility, mobile phone,
multiple birth, pharmaceutical, remedial, telephone,
travel, meals, accommodation or uniform
• Centrelink one off payments
• Child care rebate
• Clean energy supplement
• Fares assistance
• Income of household members under the age of 16
• Large family supplement

• Interest received

• Lump sum compensation payments
(not loss of wages component)

• Superannuation payments
(lump sums, pensions or annuities)

• Payments made by other countries to victims of war
that don’t affect Centrelink entitlements

• Workcover payments

• Pension supplement
• Pensioner educational supplement
• TAC impairment annuity benefit

* Please note some DVA pensions already include Commonwealth Rent Assistance (CRA).
Any income not described in the document as ‘Assessable Income’ or ‘Non-Assessable Income’ will occur
in accordance with the current Department of Health and Human Services – Rent setting and rebate
operational guideline assessable income.
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Other Circumstances
Non-taxable benefits
(salary packages and salary sacrifice)
Deductions made by an employer to limit tax paid by
the employee (i.e. salary sacrificing or packaging like the
payment of personal bills, additional contributions to
superannuation or non-taxed payments to a credit card)
are assessable for rent assessment purposes.
Dependants receiving youth allowance and other income
Any other income received up to the amount of youth
allowance will be assessed for rent purposes at 15%. If the
other income is greater than the youth allowance, both the
youth allowance and other income will be assessed at 25%.
What happens when a household is receiving different
types of income
Where households are receiving different types of
income, rent will be assessed on total household gross
income applicable.
What happens when household member/s report very
low or no income
Where any adult household member declares no income or
income (from wages or Centrelink) that is below the current
rate of your entitled benefit, then the entitled benefit
(i.e. New Start, Age Pension, Parenting Payment Single) will
be assumed as the household member’s income for rent
assessment purposes.
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Leaving paid employment (resignation or redundancy)
If an adult household member leaves paid employment,
current rent will remain unchanged unless evidence from
Centrelink confirms entitlement or non-entitlement
to a benefit.
Households entitled to claim Commonwealth Rent
Assistance (CRA) who are not claiming CRA
When assessing rent for a household that is entitled to claim
CRA that has not yet claimed CRA, the applicable estimated
CRA rate is assumed as income. If you are not eligible for
CRA, a letter of confirmation from Centrelink stating you
are not eligible for CRA is required.
When a tenant is not eligible to receive CRA (only applies to
Pension recipients) because they are on a low/casual wage.
The 25% assessment of the wages is less than the minimum
rent charged.
Tenancies commencing between March and July
Program participant coming into the program between
1 March and early July will be charged the minimum and
maximum rent rates for the coming year when they begin
their tenancy as rent is unable to be increases for a period
of 6 months after an initial rent amount has been set.
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NRAS Eligible Participants
Several CEHL properties have been funded under the
Commonwealth Government’s National Rental Affordability
Scheme (NRAS), providing CEHL with financial incentives
where the dwelling is rented to NRAS eligible households
for up to 10 years. The eligibility criteria are laid out in
the National Rental Affordability Scheme Regulations Act
2008 and Regulation Amendments. Continuing eligibility
of a household is assessed on a yearly basis to ensure
compliance. Households with NRAS are assessed for
income on each anniversary date of their lease.
NRAS eligible participants, must inform CEHL if there is any
change to:
• any financial interests of the household occupants and
including the renter, i.e. shares etc.

Any proposed additions to the household composition must
be reported to CEHL for NRAS income eligibility assessment
prior to the incoming tenant(s) joining the existing
household. The incoming tenant(s) must also provide:
• a full 12 months of income evidence
• a completed NRAS Tenant Consent Form
• a completed NRAS Tenant Demographic Form, e.g.
a reduction in the household composition must be
reported to CEHL by completing an NRAS Tenant
Demographic Form when the change occurs
Please refer to NRAS Eligibility and Compliance Program
Policy: Common Equity Housing Limited (cehl.com.au)
for more information on NRAS Eligibility and Compliance.

• property ownership of the household occupants and
including the renter
All household members occupying an NRAS dwelling must,
on the anniversary of the occupancy, complete and submit
to CEHL an updated Household Information Form – NRAS
and an NRAS Tenant Demographic Form:
1. detailing gross household income
2. providing a full 12 months of evidence of income (see the
Household Information Form – NRAS)
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Appendix 2 – Forms of Evidence
Acceptable income evidence CEHL requires to determine
the rent subsidy to apply.
Centrelink Benefits
If you are receiving Centrelink Benefits you must provide:
• Centrelink Income Statement OR
• Centrelink Consent Form
If you have a Fixed Income you must provide:
• two consecutive payslips showing annual income
or year-to-date figures OR
• a letter from all employers on company
letterhead* detailing:
1. gross wages
2. tax deducted, including payee details
Fluctuating Income
If you have a Fluctuating Income, including permanent
employees receiving shift allowances, overtime, etc. you
must provide:

Self Employed
If you are Self Employed, you must provide:
• a profit and loss statement completed by an accountant
(not more than three months old) OR
• the most recent BAS Return OR
• the most recent Income Tax Return
If you receive Child Support Payments, you must provide:
• Centrelink Income Statement OR
• a letter from the Child Support Agency, stipulating
maintenance details OR
• bank statements for the past six months showing all
household income and expenditure AND a statutory
declaration stating that no cash or other contributions are
received as child support payments
If you have multiple sources of income you must provide:
• evidence as per above
• all documents must cover the same period for an
assessment to be made

• payslips from all employers showing pay dates, gross
wages and tax deducted for the past month or 13 weeks
OR
• a letter from all employers on company
letterhead* detailing:
1. pay dates
2. gross wages
3. tax deducted for the past month or 13 weeks
* Letterhead must have company contact details included.
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IF YOU NEED ASSISTANCE
For advice on the Annual Rent Review:
• please call (03) 9208 0800
• or email finserv@cehl.com.au
For rent model information, only:
• please call 03 9208 0806

LINKS TO INFORMATION
All information and forms can be found on the
CEHL website, cehl.com.au including the:
• Household Rent Guide includes information
on what evidence is required and CEHL
Rent Table – Rent: Common Equity
Housing Limited
• Program Policy: Household Rent –
Program Policy Household Rent:
Common Equity Housing Limited
• Household Information Forms –
Finance: Common Equity Housing Limited

Level 1, 112 Balmain Street
Richmond VIC 3121
Phone 9208 0800
Free call 1800 353 669
info@cehl.com.au
cehl.com.au
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