Member Selection
Information

This booklet includes the following information which is relevant to selecting
a new member for your co-op.
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In addition to this booklet the following information was also provided as attachments to
the email sent by CEHL’s admin team
ITEM
Referral list

RELEVANCE
Details of applicants to be contacted

Vacancy outcomes sheet

Required to be returned to CEHL at the conclusion of the member selection process, or
as part of a request for an additional list of applicants.

New member handbook

To assist with the induction of new members to your co-op

NRAS Information

Relevant if the property with the vacancy is an NRAS funded dwelling

If you have any questions about the member selection process please contact your CDC
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1. PURPOSE
1.1. The purpose of this policy is to:
a.

set out the criteria to be used by member co-ops to select members

b.

ensure the process for selecting members is transparent, consistent
and non-discriminatory.

2. POLICY CONTEXT
The Co-operatives National Law Application Act provides a general legal framework for
the selection of members by registered co-ops, including requirements in relation to the
active participation of members. Further to this, CEHL has eligibility criteria that persons
wishing to become members of a co-op need to meet. Member selection decisions are
also subject to the requirements of all relevant anti-discrimination legislation.

3. POLICY STATEMENT AND PRINCIPLES
3.1 STATEMENT
a.

The member selection process will balance the needs of prospective members
with the needs and viability of the member co-op and the Program.

b.

The member selection process will be non-discriminatory and have regard for
the value of member diversity.

3.2 PRINCIPLES
a.

Prospective members will be provided with information regarding the member
eligibility and selection processes.

b.

CEHL will have responsibility for maintaining a centralised referral list.

c.

Member co-ops will be responsible for the selection of new members, based on
the referral list provided or other method approved by CEHL.
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d.

Member co-ops will make decisions regarding the selection of new members
based on the ability of applicants to demonstrate some or most of the following
typical criteria:
i.

understanding of co-ops and the role of members

ii.

understanding of the role and responsibilities of a tenant, including
own tenancy history

iii.

ability to contribute to the group

iv.

how co-op housing will meet their needs

v.

demographic fit with co-op

vi.

shared values with co-op, as established by the co-op before the
interview

vii.

relationship to the community – why they would want to come to that
area; connections they have in that area

viii.
e.

relevant skills to contribute to the co-op.

The member selection process must be transparent and consistent for all
applicants.

f.

The member selection process must comply with all relevant anti-discrimination
laws and should embrace the value of member diversity.

g.

Member co-ops will have procedures in place to ensure any real or perceived
conflicts of interest in the member selection process are appropriately
managed.

h.

Offers of membership by the co-op can only be made to applicants that have
been assessed as eligible for entry into the Program by CEHL.

4. SCOPE
4.1 This is a Program Policy. It applies to all co-ops with a share in CEHL.

5. DEFINITIONS
5.1 For all definitions relating to this policy, please refer to the Program Glossary.

6. LEGAL REQUIREMENTS
6.1 This policy adheres to and incorporates guidance from:
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a.

Co-operatives National Law Application Act 2013.

b.

Performance Standards for Registered Housing Agencies: section 1
Tenant and Housing Services.

c.

Victorian Charter of Human Rights and Responsibilities 2006.

d.

Equal Opportunity Act 2010 (Vic).

e.

Australian Human Rights Commission Act 1986 (Cth).

7. PROGRAM REQUIREMENTS
7.1 This policy is consistent with:
a.

International Co-op Principles:
Open & Voluntary Membership
Democratic Control by Members
Concern for Community.

b.

Program Principles:
Membership & Growth
Participation
Security
Changing Needs
Working Together.

c.

CCA.

8. RELATED PROGRAM POLICIES
8.1 This policy should be considered in conjunction with:
a.

Establishing a Tenancy Program Policy.

b.

Conflict of Interest Policy.

9. AUTHORISATION
Approved by

CEHL Board

Date of approval

Position

CEHL Chair

Karren Walker

Position

Manager

Nicola Foxworthy
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Version
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1. RESPONSIBILITIES
1.1

Co-operatives are responsible for following these procedures.

2. PROCEDURES
2.1

The Member Selection Director / Office-bearer will convene an interview panel
once written advice is received of an upcoming “true” vacancy. An interview
panel should typically comprise of three people and be consistent in its
membership across all applicant interviews.

2.2

The interview panel will establish a member selection criteria for the upcoming
vacancy incorporating:
a.

CEHL’s published selection criteria

b.

demographic criteria established in the co-operative’s Future Directions
Plan

c.

the type and level of participation required to meet the co-operative’s
current and future needs

d.

agreed values of the co-operative.

2.3

The interview panel will contact CEHL to request a referral list and the
Applicant Contact and Interview Record.

2.4

The interview panel will consider each applicant on the referral list in date
order to identify a shortlist of candidates whose 100 word statement align with
the selection criteria, ensuring that no member of the panel has a conflict of
interest due to a prior connection with a shortlisted applicant

2.5

The interview panel will establish the date and location for interviews to be
held and agree on a consistent interview process.

2.6

The interview panel will attempt to contact each shortlisted applicant to offer
an interview – this will include at least two attempts by different methods.

2.7

The interview panel will complete the Applicant Contact Record during the
process to shortlist and confirm interviews.

2.8

Prior to interview, applicants will be offered information about the selection
criteria for this vacancy and any documents that will be required to evidence
eligibility, including a self-assessment tool.
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2.9

Co-op will ask applicants to notify the Co-op if the eligibility self-assessment
suggests that they will not be eligible.

2.10

All interviews will be conducted using the same process and questions that
reflect the selection criteria.

2.11

The interview panel will then rank applicants according to their responses to
the selection criteria and identify their preferred applicant.

2.12

The preferred applicant will be asked to submit relevant documents to be
forwarded by the Co-op to CEHL for an eligibility assessment.

2.13

CEHL will assess eligibility and advise the co-operative of the outcome within
five business days of all required documents being received.

2.14

On confirmation of eligibility, the interview panel will make a recommendation
for membership in accordance with the Co-operative’s Rules.

2.15

If approved, the preferred applicant will be offered membership and tenancy.

2.16

The co-operative then formally adopts the applicant as a member.

2.17

Plans for commencement of the tenancy will be made after the new member
has been formally approved.

2.18

The interview panel then completes the Applicant Interview Record and
returns the document to CEHL within two weeks of the commencement of the
tenancy.

3. RELATED DOCUMENTS
3.1. Member Selection Program Policy.
3.2. Co-operative Rules.
3.3. Applicant Contact and Interview Record.

4. AUTHORISATION
Approved by

CEHL Board

Date of approval

Position

CEHL Chair

Karren Walker

Position

Manager

Nicola Foxworthy
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Program Selection Criteria
Applicants will be able to demonstrate some or most of the following:
• Understanding of co-ops and the role of members
• Understanding of the role and responsibilities of a tenant, including own
tenancy history
• Understanding of the co-op’s role as landlord
• Ability to contribute to the group
• How co-op housing will meet their needs
• Demographic fit with co-op
• Shared values with co-op – as established by the co-op before the
interview
• Relationship to the community – why they would want to come to that
area; connections they have in that area
• Relevant skills to contribute to the co-op.

INCOME AND ASSET ELIGIBILITY
Income Eligibility
If your household income is under the amounts in the table below you are eligible to apply for the
co-operative program.
Single Person Household

Up to $ 1025 weekly gross income

Two Person Household

Up to $ 1,569 weekly gross income

Three or more persons per Household

Up to $ 2,115 weekly gross income

• You must include the income of all the people that will be living in your household. For the purpose of
assessing eligibility income means gross income which is the amount you receive before tax and other
deductions are made.
• Income includes Wages, Centrelink payments, Veterans’ Affairs payments and any income you may
receive from superannuation or investments. Regular allowances such as shift payments do count as
part of your wages.
• Certain types of income, including Family Tax Benefit A & B, are not counted as part of your income for
this purpose but if you are selected to become a member of a housing co-operative they may be taken
into account when your rent is assessed.

Asset Eligibility
The asset limit is $33,051 per household.
The asset limit for households who need major or full disability modifications is $110,170
The assets that are used to assess your eligibility for housing include money in the bank, shares, mobile
homes and businesses. Superannuation funds are not included unless you are drawing an income from
them.
Ownership or part-ownership of a house, flat or unit makes you ineligible unless you cannot live in or sell the
property (there are a range of reasons why this may be the case). Please check with CEHL if this situation
applies to you.
Please Note: If you obtain membership through fraudulent means, you become immediately ineligible
and could lose your membership and tenancy of any Co-operative property you are occupying.

Last updated 09/10/2019

BEDROOM ALLOCATION

Bedroom allocation eligibility
Household composition

Maximum number of bedrooms

1 adult

2

2 adults

2

1 adult and 1 child

2

2 adults and 1 child

3

1or 2 adults with 2 children or 3 adults

3

1or 2 adults with 3 children or 4 adults

4

1or 2 adults with 4 or more children

4

• Where separated parents share custody of children, a child must spend at least 21% of their time with
a parent to be entitled to a bedroom under both CEHL guidelines (21% is usually taken as every
second weekend and half school holidays).
• You may be required to provide Centrelink or Family Court documentation as proof of custody at the
time of your interview.

GUIDE TO PROGRAM
ELIGIBILITY
Introduction
This guide is to assist Co-ops with the eligibility process for applicants to the program.
Co-ops should conduct an initial check to make sure potential new members meet both the income and asset
eligibility, however the final assessment must be made by CEHL.
The Co-op can only offer membership to applicants that have been assessed as eligible for entry into the
program by CEHL.
If membership is offered to an individual who is not eligible, the Co-op may be required to cancel membership
and terminate the tenancy.
DEFINITIONS
Applicant

Person interested in co-operative housing and registered with CEHL

Member

Means member as per the Rules of the Co-operative. Membership can be either
joint or single

Joint membership

Two adults in a married or de facto relationship who wish to share membership
responsibilities

Resident

An adult residing in a Co-operative property on a permanent basis who does not
legal tenancy or membership status

When to test eligibility?
NEW MEMBERS
Co-ops may request at interview stage that applicants bring evidence of eligibility to assist with initial
eligibility screening; however this is sensitive information that must be treated confidentially. Documents
from unsuccessful applicants must be returned to the applicant or securely destroyed by the Co-op.
The Co-op’s preferred applicant will be asked to submit relevant documents including a Household
Information Form (HIF) to be forwarded by the Co-op to CEHL for a formal eligibility assessment. CEHL will
assess eligibility and advise the Co-op of the outcome within five business days of all required documents
being received.
The Co-op must have confirmation from CEHL that the applicant is eligible for entry into the program before
offering membership to an applicant.
On confirmation of eligibility, the interview panel will make a recommendation for membership in accordance
with the Co-ops Rules.
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TRANSFERRING MEMBERS
Existing members transferring houses within the same Co-op are not re-tested for eligibility.

REQUEST FOR JOINT MEMBERSHIP
If a request is made to change single membership to a joint membership, both the existing member and
partner must meet the new (higher) eligibility criteria.

ASSET ELIGIBLITY
Assets that are assessed for eligibility include money in the bank, shares, mobile homes and businesses.
Superannuation funds are not included unless you are drawing an income from them.
Current limits can be found on the CEHL Website. The amount varies for singles, couples and people who may
require disability modifications.

Ownership of property
Any applicants (and current or transferring Co-op members) who have financial interest in a property may be
deemed ineligible. If an applicant is to be offered a single membership but intends to live with his/her partner
(de facto or married), any property owned by the partner will also affect eligibility. An applicant or co-op
member who, at any point, gains financial interest in a property must declare the circumstances to CEHL for
an eligibility assessment.

Income eligibility
The below income and asset eligibility limits are updated from time to time, so Co-ops will need to check the
website for the latest figures (www.cehl.com.au).
If the household’s income is less than the amounts in the table on the website, applicants are eligible to apply
for the Co-operative Housing Program.
NB: Where a single non-custodial parent has regular access visits from their children for at least 21% of the
year, the relevant single person with dependants’ income limit is applied.
When assessing eligibility, income means gross income, i.e. the amount received before tax and other
deductions are made. Income includes wages, maintenance payments and Centrelink and Veterans’ Affairs
payments. Regular allowances such as shift payments are included as income.
Certain types of income, including Family Tax Benefit A and B, are not counted as part of income when
assessing eligibility (but are assessed to determine the rent to be charged).

To test eligibility
The applicant needs to provide a signed and witnessed Household Information (HIF) Form declaring who will
be living at the property and the income received by each person.
The HIF form also requires a declaration of any assets and any interest financial interest held in property.
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When confirming eligibility, the combined total gross income of everyone in the household (all residents
including the member or joint members) is assessed and must be provided for each adult and dependent who
will live in the property.
If no income is reported, then the basic level of Newstart will be imputed.
EVIDENCE REQUIRED

INFORMATION/DOCUMENTATION

Assets

Bank Statements, share certificates.

Pension or allowance (e.g.
Centrelink payment, Austudy,
overseas pension)

Centrelink Income Statement (no more than two weeks old) from
Centrelink, the Department of Veterans’ Affairs and/or the overseas
pension organisation. Both sides of statement to be provided.

Wages

Income statement or consecutive pay slips showing the date and total
gross amount paid over the last 13 weeks by the employer/s.
Seasonal workers must provide current information that confirms the
income they are receiving at the time of application.

Maintenance

Information from Centrelink, Child Support Agency or a Family Court Order
showing weekly maintenance payments received.

WorkCover or
Superannuation payments

A current letter or statement from WorkCover, or the superannuation
institution detailing the regular payments received.

Self employed

13-week Profit and Loss statement from accountant, Business Activity
Statement (BAS), or previous year’s tax return.

Other Income

Documentation, such as bank statements, providing details of the type of
income, amount received, period of payment, source of income etc.

Please Note:

Documentation should not be more than two weeks old.
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SAMPLE INTERVIEW QUESTIONS
Name of co-op

Vacant Property

Date/s of interview

Questions for Interviews
The questions to be asked in the interview are based on the selection criteria.
If the co-op has developed and agreed on their co-op specific criteria, the applicant must be informed of these as well. Questions for these criteria / values
should be added to the list.
CO-OP:
ADDRESS:
DATE:
1

2

3

4

Understanding of co-ops and the role of
members
What do you know about housing co-ops?
Why do you want to be in a housing co-op?
How do co-ops make decisions, and what is
your role in making decisions?
Understanding of the role and
responsibilities of a tenant, including own
tenancy history
What are the important aspects of being a
tenant?
What would your current landlord say
about you as a tenant?
Understanding of the co-op’s role as
landlord
What does the landlord do?
Why do co-op members need to
understand the role of the landlord?
Ability to contribute to the group
What would you be interested in learning
in your first year?
Which of the office bearer roles interests
you now?
What are the important things you know
about how a co-op works?

Name:

Name:

Name:

Name:

Name:

What skills can you offer our co-op now?
5

6

7

8

9
10

How co-op housing will meet their needs
What is your current housing situation?
What area are you looking for and what if
anything is important about the property?
Demographic fit with co-op
Who makes up your household now?
Where do your children go to school and
how will they get there from this house?
What is important to you about where you
live?
Shared values with co-ops
What is it about a co-operative that is
important to you?
What are the values you share with cooperatives?
Other questions
Relationship to the community – why they
would want to come to that area;
connections they have in that area
Have you been or are you now bankrupt?
What is your estimate of your total assets?
References
Who can we contact for a rental reference
for you?
Have you got any questions?
Co-op criteria and question/s

SAMPLE LETTER TO UNSUCCESSFUL APPLICANTS
Date

Dear
Applicant Name

Thank you for attending an interview with

on
Co-op

Date

We regret to inform you that on this occasion you were not successful.
Please note that you remain on the CEHL referral database for consideration for future vacancies.
Yours sincerely,

Co-op Name

