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PROPERTY AND ASSET MANAGEMENT

Preface

This Property and Asset Management Resource Manual for community housing organisations (CHOs) on Option 2 of the Housing Provider Framework (HPF)  is intended to develop best practice resources for all elements of property & asset management planning and implementation, through identifying existing best practice that can be shared within the Community Housing Sector. 

Background

Responsibility for property and asset management of Director of Housing (DOH) properties is shared between the Office of Housing (OoH) and CHOs, according to the different contract and program arrangements that are in place.  Best practice in property and asset management is essential to the safety and well being of tenants, necessary for compliance with the Residential Tenancies Act (RTA), and important for maintaining the value of assets for long term community housing use.   
When the first edition of this manual was released in June 2005, there was a wide variety of different contract and program arrangements in place between OoH and CHOs.  Since then OoH has introduced the Housing Provider Framework (HPF), which has streamlined program arrangements.  There are now essentially two different arrangements for the responsibilities for maintenance – Option 1, under which the DoH is responsible for all maintenance of properties and Option 2, under which CHOs take on responsibility for all repairs and maintenance except structural repairs and maintenance of essential services equipment.

As part of their leasing agreements under HPF Maintenance Option 2, CHOs managing maintenance for DOH-owned properties are obliged to maintain properties to a certain standard.

In parallel to the introduction of HPF the Government has also brought in a system of regulation for not-for-profit non-government housing organisations.  CHOs can be registered either as housing associations or housing providers.  As of January 2009, the DOH will only lease properties to an agency that is a registered Housing Provider or Association.  
The regulation legislation contains a number of Performance Standards that must be met by registered organisations.  These standards were developed in consultation with the community housing sector via CHFV and include standards in regard to housing maintenance.  They also make reference to the National Community Housing Standards.  Work to date indicates that CHOs would benefit from sharing existing expertise in property and asset management practice, particularly in the area of developing Asset Management Maintenance Plans.

Any CHO using the model practices and procedures outlined in this manual will be compliant with the requirements of the HPF Lease and Management Agreement, the Performance Standards required for registration and the National Community Housing Standards.
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This is the first revision of the kit.  We would appreciate your feedback or suggestions for improvement.

Before You Get Started

This manual is available in both hard copy and from the CHFV website: www.chfv.org.au.  We strongly recommend that you download the manual from the CHFV website and keep it on your hard drive.  This will enable you to have ready access to the links to materials on other websites, and will also enable you to use a number of spreadsheets that are embedded in the document.

The manual consists of descriptive sections about the various types of maintenance and maintenance planning, interspersed with forms and tables that you can use in managing maintenance for your CHO.  Because of the wide variations in arrangements for maintenance responsibility with Housing and Community Building, there are different forms depending on your level of responsibility. These are gathered together in kits at the end of the document.

The forms, tables and proformas are only templates that you will have to complete further according to the details of your housing stock and clientele.  

There are three types of “clients” involved in community housing programs –tenants of standard houses, flats and units, residents of rooming houses and members of co-operatives.  The generic term “tenants/members” is used throughout this manual and in the various forms, and this is intended to include rooming house residents as well.  You will need to modify this wording where appropriate.
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1. Introduction

CHOs are required under the 1997 Residential Tenancies Act (RTA) and the Housing Act 1983, and in compliance with the Housing Provider Framework Lease and Management Agreement to maintain standards of properties and to develop and employ procedures to implement these standards in accordance with the tenancy agreement and tenancy laws.

Property Management includes all aspects of maintenance of buildings and grounds including upgrade and replacement of properties. For good monitoring and evaluation of the process a property/asset management plan is required for all DOH properties managed by CHOs to ensure that all properties are maintained in good order and condition.

1.1. Definitions

Maintenance means, “to keep in existence, to preserve, to keep in a specified condition”. What this means is that houses are kept to a condition and standard which complies with health and safety regulations and which gives tenants the full enjoyment of their home.  

Maintenance works can be broadly characterised as responsive maintenance, cyclical maintenance/programmed works and upgrade.  For CHOs owning their own properties the further category of stock development comes into play.

· Responsive Maintenance Works  – addresses day-to-day maintenance and any repairs to restore an item or component to working condition. Under the RTA, Responsive Maintenance works can be categorised as Urgent or Non-urgent.

· Urgent – works on specific items listed as urgent in the RTA, which are to commence immediately and must be completed as soon as possible within 24 hours from the request.

· Non-urgent – responsive works not listed as urgent in the RTA.  They must be completed within 14 calendar days of the request.  DOH has a further subdivision of this category that they call “Priority Works”.

· Priority – work to be commenced and completed as soon as possible within 7 days of the date of issue of the Order to the Contractor to ensure the property is safe, secure and complies with Health regulations.

· Cyclical Maintenance – planned maintenance resulting from an annual inspection on a percentage of properties that, if attended to, should reduce responsive maintenance or upgrade. These works are predictable, regular maintenance that can be planned for.

· Programmed Works – planned and systematic approach to carrying out non-urgent works that improve the amenity or extend the life of the property.  These are treated under Cyclical Maintenance in this manual.

· Upgrade – extensive work to maintain properties in good repair and achieve or extend the life of specific property attributes.  The intention of upgrade works is not to improve the design or amenity of a property or bring forward works that are not currently required.
· Stock Development – Strategic management of properties including decisions to sell, demolish or upgrade properties.

There are also a number of categories of maintenance that refer to the size or timing of the works.  These can include works that would otherwise be completed as responsive or cyclical maintenance, or as programmed works.

· Minor Maintenance (or Small Maintenance) Works – small maintenance tasks that do not require a licensed tradesperson and could be managed by a general handyperson.

· Basic (or Preventative) Maintenance Works – preventative work done by the CHO/tenants/members that reduces the wear and tear on a property.

· Vacated Maintenance – maintenance that is performed when a property becomes vacant.  

Other definitions

· Fair condition - the element (fitting, finish, appliance, etc ) is in a reasonable operating and lettable condition, although it may be visually damaged.  For example, the element may be scratched, stained or dented.

· Fair wear and tear - The gradual and expected deterioration to fixtures and fittings caused by normal usage over time.

· Good repair - Fixtures and fittings are in a satisfactory and safe condition and the property is at a lettable standard and any required urgent repairs have been completed.

· Lettable standard - All the elements (fittings, finishes, appliances, etc) are fully operable and serviceable, in fair condition and the property is safe and secure, in a reasonably clean condition and in good repair.  All the requirements of the DOH Reletting Standards and legal and DOH requirements have been met.

· Low-Rise Villa – Detached, semi-detached or row house, i.e. house and land, generally not more than two “storeys”, forming a single tenancy on a separate title or property.  (DOH has a specific business rule in place that covers upgrades of this property type.)

· Non-Standard Items – any items installed that fall outside DOH standards. Non-standard items that remain in a house at the beginning of the tenancy must be maintained by the CHO. Otherwise tenants/members are advised to remove the items prior to moving out of the property.  If installed by tenant/member, they must have permission and retain maintenance responsibility. This includes satellite dishes, air conditioning systems and other non standard appliances and equipment.
1.2. Housing Provider Framework

The Housing Provider Framework (HPF) is an initiative of the Office of Housing that will consolidate the range of funding, administrative and contractual arrangements that exist in community housing programs including the Rooming House Program, Rental Housing Cooperatives and Disability housing initiatives such as the Group Housing Program. The Framework introduces a single Lease and Property Management Agreement for all CHOs managing OoH stock.

All CHOs managing properties under existing long term community housing programs were given the option to sign onto the Housing Provider Framework by 31 December 2008. CHOs sign a Housing Provider Framework Lease and Property Management Agreement to formalise their relationship with the Director of Housing. From July 2009, the Director of Housing will only lease properties to an agency that is a registered Housing Provider or Association.  (See the next section on registration).

Under HPF, CHOs have two choices for dealing with maintenance responsibilities.  Under Option 1 the Director of Housing is responsible for all maintenance, while under Option 2 the CHO is responsible for all maintenance except structural repairs, essential services maintenance and any other items negotiated in the Lease and Property Management Agreement, which are the responsibility of the Director of Housing.

This manual is written for use by CHOs that have chosen Option 2.  

In choosing Option 2, CHOs are choosing to take on the vast majority of maintenance works in their housing programs.  Clause 13 of the HPF Lease and Property Management Agreement outlines the standard of works expected when maintenance is undertaken by the CHO.
There are also reporting requirements, which are set out in Annexure F of the Lease and Property Management Agreement and described in Chapter * of this manual.
A copy of the relevant sections of the HPF Lease and Property Management Agreement is included in Appendix 7.1.

1.3 Registration

On 1 January 2005, Part VIII of the Housing Act 1983 came into force, introducing a new system of regulation for not-for-profit non-government housing organisations. This regulatory system includes the establishment of the Registrar of Housing Agencies, responsible for the registration and regulation of CHOs. The new regulatory provisions aim to encourage the development of rental housing agencies to serve the housing needs of low-income Victorians. The regulatory system includes:

• A system of registration for agencies that wish to become registered housing

agencies

• A Register of Housing Agencies, containing public information on all

registered housing agencies

• Performance Standards that registered housing agencies must meet to maintain their registration

• Powers of investigation and intervention that may be used by the Registrar where a registered housing association or provider is in breach of its registration requirements or fails to meet performance standards

• A complaints process that may be used by tenants or clients of a registered housing agency who are affected by decisions of the registered housing agency on matters relating to rental housing.

CHOs can be registered either as housing associations or housing providers.  From July 2009, the Director of Housing will only lease properties to an agency that is a registered Housing Provider or Association.

The Performance Standard relevant to this manual is “Housing Management and Maintenance”.  This is reproduced in Appendix 7.2.  
Any CHO using the model practices and procedures outlined in this manual will be compliant with this Performance Standard.

1.4  National Community Housing Standards

The National Community Housing Standards Manual sets out standards of good practice in service delivery in the community housing sector throughout Australia.  The standards attempt to cover all the elements that constitute a high quality housing service for tenants/residents in community housing.

The Standards were initially developed in 1998 as part of a project of the National Community Housing Forum, and then revised in 2002.  The second edition of the manual was published in May, 2003.  The Standards are an attempt to develop common national benchmarks for community housing and to create a system to assess organisations on the basis of the standards.  

The Standards Manual is comprised of seven sections, each devoted to a key area of service provision – Section 2 covers Asset Management, including maintenance and upgrade.  Each section contains several standards – broad statements of what is expected of an organisation.  In turn, each standard has a number of signposts of good practice that are intended to provide guidance about how to achieve the standard.  

The Manual also provides a structure for accreditation of community housing providers.  New South Wales and Queensland already use the Standards for accreditation purposes.  In Victoria, the new Performance Standards for housing management and maintenance include that the agency has consideration of the National Community Housing Standards Signposts of Good Practice in regard to asset management: 

• Standard 2.1: Responsive Maintenance and Repairs 

• Standard 2.2: Planned Cyclical Maintenance and Upgrade 

• Standard 2.3: Acquiring and Developing Stock 

The National Community Housing Standards Manual can be accessed via the following link:

National Community Housing Standards Manual
If you are working from a hard copy the address for the manual is:  http://www.nchf.org.au/downloads/NCHStandardsManual2003.pdf

Any CHO using the model practices and procedures outlined in this manual will be compliant with the National Community Housing Standards Signposts of Good Practice in regard to asset management.
1.5. CHO Roles and Responsibilities

Roles and responsibilities for CHOs under HPF Option 2 are as follows:

· Ensure the landlords responsibilities required under the RTA 1997 and HPF Lease and Property Management Agreement are fully complied with

· Conduct inspections of properties at the commencement of a tenancy or between tenancies

· Ensure properties are fit for letting or re-letting

· Conduct inspections of properties and complete condition reports at yearly intervals during tenancies

· Arrange for identified work to be undertaken before tenants/members move in, or after occupation, if agreed and necessary

· Report maintenance requests from tenants/members promptly and accurately

· Provide blank tenants/members reports to all tenants/members before the end of each financial year to record items for maintenance noted by tenants/members

· Make arrangements for access with tenants/members, if necessary in writing, giving the required time notification for visits by tradespeople.
· Engage a handyman or contractor to perform minor maintenance tasks *
· Liaise with the Office of Housing to develop asset management plans for each property and 3-year upgrade programs  for the CHO’s housing stock

· Develop and maintain a list of preferred tradespeople and traders who:

· will provide the best service at the most reasonable cost to the CHO 
· are members of appropriate trade associations

· have the required insurances

· have the necessary occupational health and safety procedures in place

· Oversee the organisation and implementation of urgent maintenance procedures

· Oversee and perform appropriate inspections of properties – where required organise inspections by appropriate qualified persons

· Provide three-monthly maintenance reports to the OoH as required under the HPF Lease and Property Management Agreement 
· Provide these reports to the CHO Committee of Management

· Inspect work completed by tradespeople to ensure quality of work performed is completed to DOH standards (as a minimum)

· Prepare annual maintenance and programmed works plan integrating the following information:

· Builders reports (every three to five years)
· Tenants’/members’ reports (annual)
(The plan should be drawn up in conjunction with preparation of the organisation’s annual budget).

· Prepare 6-monthly/yearly work lists, based on the maintenance and programmed works plan, to be undertaken in line with the CHO maintenance budget

· Select and engage tradespeople, from the preferred list as developed, to carry out jobs within the financial limits as delegated and arrange quotes from tradespeople for jobs in excess of delegated limits

· Identify items on the annual maintenance and programmed works plan that can be carried out voluntarily by a co-operative’s maintenance sub-committee or with voluntary assistance from other members/tenants

· Organise major inspections of properties every second/third/fifth year to identify all items in need of maintenance for the following ten to twenty year cyclical maintenance plan 

· Update annual maintenance and programmed work plan each financial year according to maintenance priority plan. Priority of items be based on:

· Safety of the household members

· Prevention of further deterioration

· Ease of use to the household

· Cost of the work.

1.6. Maintenance standards
Maintenance by CHOs must meet the standards outlined in the Registration requirements, the HPF Lease and Property Management Agreement and the Residential Tenancies Act.
Registration Standards
CHOs must meet the housing management and maintenance standards required for registration as a housing association or housing provider by ORHA.  These are outlined in Appendix 7.2
The first and foremost of these is that the CHO must ensure that properties under its management or ownership are maintained to a community standard, and never below a habitable standard.   A ‘habitable standard’ refers to a standard of repair which, taking into account the age, character, and locality of the property, would make it reasonably fit for occupation by a reasonably minded person.   The suitability and habitability of a property may also depend on the particular needs of the tenant/member whom it is proposed to house in the property.  The registration standards also require that maintenance is undertaken by qualified (and where applicable, licensed) tradespeople.
HPF Lease and Property Management Agreement
Clause 13.1 of the HPF Lease and Property Management Agreement sets out the standards that need to be met by CHOs choosing Maintenance Option 2.  See Appendix 7.1.  In summary, the CHO must ensure that:

1. Any works or alterations carried out are done by appropriately qualified tradespersons in a proper manner, in compliance with all legislative requirements and to the reasonable satisfaction of the DoH.
2. Prior to the commencement of any works or alterations, it obtains all permits, licenses and other approvals required for the work and sends copies to the DoH.
3. Materials used in carrying out any works or alterations are of the same or similar quality as those in the premises already.
4. The works and alterations are carried out in a manner which minimises the need for future maintenance of the works and alterations.
5. The CHO complies with and ensures that its contractors and workers comply with the reasonable directions of the DoH in connection with the carrying out of any works or alterations.
6. It immediately notifies the Director of any damage or loss caused to persons or property arising from the works or alterations.
7. Prior to commencing any work or alterations, it obtains appropriate insurance.

Residential Tenancies Act

In addition, the Residential Tenancies Act (RTA) 1997 specifies that the owner is responsible for maintaining the property in good repair. For Community Housing properties, the CHO acts as a landlord, managing the properties on behalf of the DOH.

Tenants/members are generally legally obliged, under the terms of their tenancy agreement to:

· Keep their houses and gardens clean and tidy

· Notify the landlord of any damage and maintenance problems. There are also specific obligations in the RTA 1997 regarding the tenant’s responsibility to notify the landlord

· Repair any damage caused by them or their visitors if requested to do so by the landlord.

CHOs should familiarise themselves with the requirements of a lessor under the RTA 1997 and DOH Housing Maintenance standards.

1.7 Maintenance Planning

Maintenance Planning ensures that properties are maintained in good repair and are safe and secure during the life of the tenancy.  This includes making of repairs and or replacement to fixtures, fittings or surfaces in order to remedy natural deterioration as a result of reasonable wear and tear, and servicing and maintenance of appliances and fittings.

Maintenance Planning involves assessing each property and then developing a long-term property management plan for each property that outlines when all necessary cyclical and upgrade work should take place.  This maintenance plan should cover a period of twenty to fifty years.  CHOs may wish to seek professional assistance in compiling their maintenance plan.  The cost of professional assistance will be recouped in the long term by the cost savings of maintenance being undertaken in a timely manner.
Maintenance is one of a number of asset management activities undertaken in order to maximise asset amenity and economic viability.  

The following refers to the DHS Asset Management Strategy 2004 to 2009, Sustaining Our Housing, which includes:

1. Maintain and enhance the asset base

2. Prioritise place-based improvement initiatives

3. Re-profile stock and grow in strategic locations

4. Attract private sector investment

5. Improve asset management processes

At least once every three years the OoH will prepare a property condition report (PCR) for the purpose of preparing an asset plan for each property.  After that the OoH will meet with your CHO to prepare an asset plan which specifies the nature of the works to be carried out at each property and the order they will be done in the next three years.  The plan will also look at the likely future life span of each property and any alternative asset management actions such as disposal or redevelopment.

The OoH stresses that redevelopment is subject to budget availability and should not be presumed.  They will continue to maintain all properties where possible.

1.8. Managing maintenance

Options for the way in which maintenance is managed by CHOs include:

· Establishing a maintenance sub-committee; this is particularly recommended for larger organisations, as it spreads the workload, shares responsibilities and helps train people

· Appointing a maintenance coordinator

· Having each housing worker responsible for maintenance of the properties they manage

· Having the whole Committee of Management share the full responsibility, with maintenance as a standing item on meeting agendas.

Ultimately, responsibility for expenditure rests with the CHO Committee of Management.

Throughout this document and the kits attached we will simply refer to “the CHO”, rather than the maintenance sub-committee or co-ordinator.  CHOs can replace this with the appropriate title or the name of their organisation in their working copy of the kit.

1.8.1. Developing maintenance policies

Developing and adopting policies is the responsibility of the CHO Committee of Management. Some essential areas to be covered in these policies are:

· Ensuring that the CHO meets its legal obligations as a landlord under the RTA

· Ensuring that the CHO meets the performance standards required to maintain their registration

· Ensuring works in DOH-owned properties managed by the CHO meet the maintenance standards and reporting requirements required under the HPF Lease and Property Management Agreement.
· Establishing the spending power of the maintenance committee/officer without needing to seek permission from the management committee. This can vary according to the type of maintenance

· Defining the circumstances under which quotes are sought for a job instead of automatically using the normal trades or handy person

· Minimising costs, but not at the expense of quality

· Ensuring tenants/members satisfaction with maintenance services

· Ensuring communal areas in shared accommodation are maintained.

An example of a maintenance policy for a CHO operating under Maintenance Option 2 is included in forms 1.8.1.1.
ASSET MANAGEMENT KIT

FORM 1.8.1.1
Model Maintenance Policy

The Maintenance Policy aims to:

· Ensure that community properties meet acceptable standards

· Deliver a maintenance service which takes into account the quality of life of tenants/members

· Protect the value of community housing assets

· Use available resources effectively and efficiently

· Provide advice to DOH to ensure the acquisition and development of housing stock that meets the identified needs of its target population.

CHO shall:  

1.  Provide tenants/members with accommodation that is secure, safe, in good repair and of an acceptable standard through:

· Efficient, effective, reliable and timely responses to maintenance requests

· Appropriate information to tenants/members regarding responsibilities, procedures, rights, feedback and complaints

· Monitoring repairs and maintenance service to ensure they are done within required timelines and to an acceptable standard.

· Compliance with the legal requirements of the Residential Tenancy Act 1997

· Adherence to registration standards and building regulations.

2.  Maximise the useful life of all housing stock through:

· Development and implementation of a cyclical maintenance program for each property

· Conducting annual property audits and condition inspections

· Conducting vacated maintenance inspections

· Development of annual budgets for responsive and cyclical maintenance and upgrades.
3.  Assist DOH to provide housing that is appropriate and meets tenants’/members’ specific requirements through:

· Providing advice to ensure that accommodation acquired or built by DOH is well planned in terms of design, location and proximity to services

· Facilitating involvement of tenants/members (where possible) in the planning, design and refurbishment of their housing.

1.8.2. Maintenance procedures

A procedure is a decision about how the organisation will do something. Procedures may be changed by the CHO management committee in response to the changing needs of the organisation.

As landlords acting on behalf of the DOH, the CHO has a legal obligation to maintain the premises to a reasonable standard as defined in the  and according to the RTA 1997.

Tenants/members need to be given a clear understanding of the types of repairs they can expect to be addressed immediately and those for which they may have to wait.

Tenants/members need to know what to do in the event of an emergency. They also need to know that the CHO’s procedures will work effectively.

It is essential to keep accurate, complete records of all maintenance and alterations. It is also vital to establish a user-friendly tracking system and insist that a maintenance request form precede all maintenance works.  In case of an emergency, the form may have to be filled out after the event.

Ensure that the CHO maintenance sub-committee and/or staff know exactly what procedures are to be followed, and that they understand their individual and collective responsibilities.  This should involve a thorough reading or training session with this manual and the other documents this refers to, i.e. RTA, DOH Standards, National Community Housing Standards.

Chapter 2 includes model procedures for each category of maintenance.

1.8.3. Communication

The CHO will need to ensure that the tenant/member fully understands maintenance procedures, including:

· Reporting of maintenance problems

· Fully understanding what the CHO is responsible for maintaining

· Rights of access for maintenance purposes

· Understanding that they have a positive role to play in keeping costs down and in creating and improving maintenance policies

· Understanding their basic responsibilities as tenants/members in accordance with their tenancy agreement

· Understanding the maintenance plan and how it affects them.

An example of a maintenance information sheet that can be given to tenants/members at the start of a tenancy is included in Form 1.8.3.1.  A sheet detailing emergency reporting procedures is included in Form 1.8.3.2.  

ASSET MANAGEMENT KIT

FORM 1.8.3.1

Maintenance Information

New Tenants/Members
Welcome to CHO,

As landlord and tenants/members we both have responsibilities for maintenance of the property you now live in.

Under the Residential Tenancies Act and the terms of your tenancy agreement you are required to:

· Keep the premises clean and tidy

· Not cause damage

· Notify us of any damage and maintenance problems 

· Repair any damage caused by you or your visitors if requested to do so

· Maintain the garden

· Dispose of rubbish and garden waste.

CHO is required to:

· Keep the premises and common areas in good repair

· Make sure that all external doors have secure locks, and all windows are secure.

CHO is responsible for maintenance of appliances we supply, but not for any of your own appliances.

Reporting Maintenance Problems

All maintenance problems should be reported to our office on phone no.  If a maintenance problem occurs outside normal office hours you must determine whether it is urgent or not.  If there is a danger to people or property it is an urgent repair and you should take the steps set out in the Emergency Maintenance Procedure sheet.  If the problem does not put people or the property in danger, it is a non-urgent repair and you should report the problem to our office the very next working day.  Our staff will arrange for the repairs to be carried out, and they should be completed within 14 days.  

It is important that all maintenance problems be reported to us quickly, whether they are urgent or non-urgent.  This will assist us to ensure that your home is kept in good repair.  Early reporting of maintenance problems and taking good care of the premises can also save us money on repairs in the long term.  We are a non-profit organisation so cost savings on maintenance will help us to keep your rents down in the long term.

Access to your premises

When you report an urgent maintenance problem to us, we will try to make an appointment time with you for a tradesman to attend as soon as possible, or get a tradesman to ring you directly.  For non-urgent items we will give you at least 24 hours’ notice that a tradesman will attend.  If you are not home and have not contacted us to make a different time we will let them in with a duplicate key and lock up afterwards.  To avoid safety, security and privacy issues arising a member of the CHO will remain in attendance with the trades staff for the duration of the works.  Trades staff will not be provided unsupervised access to the property without your permission.
The Maintenance Plan

All of our properties have a long-term maintenance plan, which allows for replacement of equipment, repainting and other refurbishment over a cycle of 10 to 30 years.  As part of our plan we need to inspect your home once a year to see how it is coping with wear and tear, and whether our plan is on track.  We will give you plenty of notice of the inspection, and would be grateful for any comments you have about maintenance of your home, and would welcome your input to our planning.
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FORM 1.8.3.2 
Emergency Maintenance Procedure For Tenants/Members
Emergency maintenance is an urgent repair that is a threat to your health and safety, and usually is related to a gas, electricity or water problem.  Urgent repairs include:

1. a burst water service 

2. a blocked or broken lavatory system 

3. a serious roof leak 

4. a gas leak 

5. a dangerous electrical fault 

6. flooding or serious flood damage 

7. serious storm or fire damage 

8. a failure or breakdown of any essential service or appliance provided for hot water, water, cooking, heating or laundering 

9. a failure or breakdown of the gas, electricity or water supply 

10. an appliance, fitting or fixture provided by CHO that uses or supplies water and that is malfunctioning in a way that results or will result in a substantial amount of water being wasted 

11. any fault or damage that makes the property unsafe or insecure. 

In the event of an emergency maintenance requirement, please do the following

1. Identify the problem. 

 If an electrical problem, turn off power and check fuses/circuit breakers

If a gas problem, check gas meter is turned on

If hot water not working, check fuse /circuit breaker and switch

If a burst water pipe, turn off water at the meter

If a pipe is blocked, try to clear blockage with a plunger or vinegar and bicarb of soda.

2. If the problem remains, 
During business hours
Call CHO on      
Please note that if you ring through an urgent request you must be at home or available over the next 24 hours.  If you are not available over that time your request will not be able to be dealt with urgently and is likely to be cancelled. 

If it is considered an emergency they will contact a tradesperson or give you authority to do so.

Outside business hours

Call the emergency contact number      
3. If you are unable to contact the office or the emergency contact no. above and you are sure the problem is a threat to your health and safety then organise for the repairs to be done by a tradesperson from the list overleaf or another tradesperson.

4. Notify the office as soon as possible.

EMERGENCY CONTACTS

ELECTRICAL PROBLEMS

	Power failure
	Electrical company
	     

	Other electrical problem
	Electrician
	     


GAS & PLUMBING PROBLEMS

	(including gas appliances, stoves, heaters, etc & water leaks, blocked toilets and roof leaks
	Plumber                     
	     


GLASS BREAKAGE

	Broken window that makes property insecure or unsafe 
	Glazier                     
	     


EMERGENCY PHONE NUMBERS

	Fire/Police/Ambulance
	
	000

	Poisons
	
	13 1126

	Water company
	
	13      

	Electrical company
	
	13      

	Gas company 
	
	13      

	State Emergency Service
	
	     

	Hospital
	
	     


Emergency maintenance does not include losing your keys – if this happens you will need to get a private locksmith or make other arrangements until the office re-opens.
1.9 The Office of Housing

Community Housing Organisations have to deal with a number of different sections of the Office of Housing in relation to maintenance.  

Arrangements for CHOs managing properties under long-term community housing programs are made via Housing Sector Development (HSD).

The actual conduct of maintenance and technical advice on asset planning is managed by Property Services and Asset Management (PSAM).  There are three main sections of PSAM that Community Housing Organisations will have to deal with.  These are the Housing Call Centre (H.C.C), COMAC and Contract Management Services (CMS)

1.9.1 Housing Sector Development (HSD)

The current housing environment continues to present many challenges as decreasing housing affordability and the limited supply of private rental accommodation place a significant number of Victorians under housing stress or at risk of homelessness. 

Housing Sector Development (HSD), as a branch within the Department of Human Services - Housing & Community Building Division, works to increase the supply of affordable rental housing and reduce homelessness.  It does this through promoting, coordinating, monitoring and regulating the delivery of housing and housing support services by its partners. 

HSD works with partners to deliver programs which assist Victorians in need of affordable housing and who require support to maintain their housing, including those who are experiencing homelessness or are at risk of homelessness, and those experiencing family violence.

HSD promotes an integrated, client-focussed approach to social housing and homelessness assistance, encompassing property and tenancy management, and support services where required.

1.9.2  Property Services and Asset Management (PSAM)

1.9.2.1  Housing Call Centre (H.C.C)

The HCC handles all responsive maintenance requests from CHOs, including after hours urgent maintenance calls from tenants and residents of CHOs.  As you are responsible for your own maintenance under Option 2 you will not have to deal with the HCC.
1.9.2.2  COMAC

Community Managed Accommodation (COMAC) is a specialised section in PSAM that deals specifically with community housing maintenance.  The HCC refers complex responsive maintenance requests to COMAC and in addition COMAC is responsible for the contract management of vacant property maintenance, property upgrades, feasibility studies and viability assessments, programmed maintenance and upgrade, essential services, ad hoc technical and pre-purchase inspections.  There are four sections of COMAC:

· Essential Services - manages building-related complements of essential services & equipment inspection, testing, maintenance and upgrade.  Also ensures building-related statutory responsibilities are met.  Under Option 2 COMAC is still responsible for this work.
· Field Services - Field Services Officers (FSO’s) are technical specialists responsible for on site services such as ad hoc maintenance inspections and technical reports; un-programmed remedial works; spot purchase assessment & pre-handover maintenance; assessment, pre-handover maintenance and pre-handback maintenance to leased properties; property condition audits.

· Project Management - engage, manage and supervise external consultants, to design, document and administer upgrade and remedial works contracts.

· Client Services 

1.9.2.3  Contract Management Services (CMS)

The role of CMS is to develop contracts for works in public housing (including community housing), let these contracts out to tender, decide which applicants will get the contracts, and then manage these contracts and make decisions on whether they should be renewed.  CMS does all this work in accordance with guidelines set out by Government policies on procurement.

To view the OoH’s Maintenance Standards go to:  

http://www.housing.vic.gov.au/publications/manuals/housing-standards-policy-manual/1.2-maintenance-standards
2. Maintenance Categories

Maintenance:

· Legally binds tenants/members and the landlord/CHO

· Preserves the value of properties

· Looks after tenants/members’ interests

· Requires effective budgeting and control of expenditure

A prompt response to maintenance requests is viewed by tenants/members as one of the more important issues in their interactions with CHOs as their landlords. In addition to tenant/member service considerations, the timely response and completion of maintenance repairs is important for other reasons such as legislative requirements, asset management and budget considerations.

Maintenance works can be broadly characterised as responsive maintenance, cyclical maintenance/programmed works and upgrade.  There is also the further category of stock development or asset management which is managed by OoH inconsultation with CHOs. 
Locking systems, essential services and vacant maintenance can cover elements of both responsive and programmed/cyclical maintenance. Vacant maintenance may need to be budgeted for separately if the tenants/members group is a high risk one.  Locking systems will be dealt with as a whole separate category, since they cross over all categories from responsive maintenance to upgrade.  

2.1  Responsive maintenance

Responsive maintenance consists of day-to-day maintenance and any repairs required to restore an item to working condition.  These jobs occur irregularly and without warning and generally the tenants/members must be relied upon to notify the CHO. (On some occasions CHO staff may notice unreported items that require repair during the course of their work. or during routine inspections.)  The RTA 1997 obliges tenants/members to give notice of the need for maintenance as soon as practicable and it obliges landlords to undertake the repairs within 14 days (24 hours for urgent repairs).

Responsive maintenance can be divided into urgent,priority and non-urgent works.  

2.1.1  Urgent Works

For all urgent repairs, the tenant/resident is legally obliged under the RTA to notify the CHO as soon as possible, and the CHO is legally obliged to carry out the necessary repairs immediately, which is interpreted in the OoH Maintenance Standards as within 24 hours.  

Urgent works often require instant action, not just within 24 hours. If there is a possible danger to health, life or limb, or the likelihood of further serious damage to property, then immediate action is essential.

The following are the works listed in the RTA that are defined as urgent maintenance:

(a) a burst water service; or 

(b) a blocked or broken lavatory system; or 

(c) a serious roof leak; or 

(d) a gas leak; or 

(e) a dangerous electrical fault; or 

(f) flooding or serious flood damage; or 

(g) serious storm or fire damage; or 

(h) a failure or breakdown of any essential service or appliance provided for hot water, water, cooking, heating or laundering by-- 

A. a landlord in rented premises; or 

B. a rooming house owner in a rooming house; or 

C. a caravan park owner or a caravan owner in a caravan park or caravan; or 

(i) a failure or breakdown of the gas, electricity or water supply to rented premises, a rooming house or a caravan; or 

(j) an appliance, fitting or fixture provided by a landlord, rooming house owner, caravan park owner or caravan owner that uses or supplies water and that is malfunctioning in a way that results or will result in a substantial amount of water being wasted; or 

(k) any fault or damage that makes rented premises, a rooming house, a room or a caravan unsafe or insecure; or 

(l) a serious fault in a lift or staircase; or 

(m) any damage of a prescribed class.

2.1.2  Non-urgent works

The RTA requires that maintenance works that are not urgent in nature be completed within 14 days.

The category of non-urgent repairs contains works that are necessary for the CHO to fulfil the landlord’s obligation to maintain the premises in good repair,.

Some examples could include:

Repairs to clothes line or hoist

Internal door cannot be closed

Windows that will not close

Repairs to letterbox

Repairs to floor coverings

Repairs to cupboards

Light switch is not working

Installation of a handrail 

Dripping taps (on/off)

Spouting repairs only (not replacement)

2.1.3  Responsive Maintenance Procedures

2.1.3.1  Urgent or Not?

The first assessment to be made is whether a job is an Urgent Repair or not.  Some reports that tenants/members regard as emergencies may not need immediate attention, and discretion must be used, especially if it involves calling tradespeople out of hours, which is extremely expensive. Many so-called “emergencies” can in fact wait for a day or two without causing undue stress or inconvenience to tenants/members.

For reports involving failure or breakdown of an essential service or appliance, the CHO should inspect the property to make sure the problem is not something simple like a blown fuse, tripped circuit breaker, worn washer or a tap that needs to be turned off.

It is also important to bear in mind that often appliances such as heaters are impossible to repair within 24 hours.  You should have a stock of spare portable heaters that you can loan to your tenants to use until non-functioning heaters are able to be repaired.

Suggested responsive maintenance procedures are outlined in Form 2.1.3.1 . Please note that these procedures include actions to take when things go wrong with a maintenance job.  

2.1.3.2  Tenant Information

Every tenant/resident needs to be given a copy of the CHO’s tenant procedures for emergency maintenance  (see the model procedures sheet  Form 1.8.3.2 if you do not have your own.)

You should be aware that whether a maintenance request from a tenant is urgent, or is required to maintain the premises in good repair (non-urgent), the RTA 1997 gives tenants the right to take action if the owner fails to make arrangements for the maintenance to be done.

The following telephone numbers should be made available to the tenants/members:

· CHO maintenance coordinator or sub-committee member who can be contacted after hours

· Emergency services contacts, including the State Emergency Service, fire, ambulance, police, and poisons information centre

· Tradespeople authorised to carry out emergency repairs.

The person on standby duty needs a spare set of keys for all houses in the event of an emergency occurring when a tenant/member is not at home. 

2.1.3.3  Budgeting and Procedures

The costs of urgent maintenance could come from responsive or cyclical maintenance, allowances, allocations, funds, and budgets, depending on the nature of the damage.  It is always worth while checking insurance policies to see whether the emergency damage may be covered by insurance.

Responsive maintenance costs will be budgeted for in the CHO’s operating budget. Annual budgeting for maintenance and upgrade at a rate of 2.5% of the replacement value of the property is a good starting point. (This is guide only and includes all types of maintenance.) If this seems excessive in the first few years of CHO management of a property, best practice suggests the transfer of the surplus to the cyclical maintenance budget rather than reallocation for other purposes. Sooner or later maintenance issues will require the accumulated funds.

Many of the responsive jobs do not need specialised skills and may be actioned by volunteers or in-house tradespeople or handypersons.  

Suggested responsive maintenance procedures are outlined in Form 2.1.3.1 
Form 2.1.3.2 is a sample of a Responsive Maintenance Request Form.
Form 2.1.3.3 is a Responsive Maintenance Running Sheet.  It is important to record all responsive maintenance requests so that progress on the jobs can be followed up and so that records can be kept for HPF and registration reporting requirements.  For CHOs using CODA, there are maintenance request forms in the program that can be adapted for use by your CHO.
2.1.3.4  Monitoring Responsive Maintenance

If you are using software such as CODA, it will automatically log a responsive maintenance request when you email it.  If you are not using such software you will need to set up a sheet to monitor responsive maintenance such as the one shown here in Form 2.1.3.3 Responsive Maintenance Running Sheet.

Whichever system you are running, you will need to record an expected completion date at the time of sending the job.  Follow-up times are as follows:



Urgent – 24 hours



Non-urgent – 14 days

The property management software or running sheet should be checked every day to see whether jobs are overdue.
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FORM 2.1.3.1
Responsive Maintenance Procedures For Staff

Responsive maintenance problems will be reported by tenants/members/residents or staff members.  At the time of report make sure you get clear details on the location, nature and level of urgency of the problem.

1. Identify the problem: 

If an electrical problem, turn off power and check fuses/circuit breakers

If a gas problem, check gas meter is turned on

If hot water not working, check fuse /circuit breaker and switch

If a burst water pipe, turn off water at the meter

If a pipe is blocked, try to clear blockage with a plunger or vinegar and bicarb of soda.

2. If the problem remains, or is not one of the above:

Select appropriate contractor from the Contractor List

Then complete maintenance request form and email or fax to the Contractor




If the request is an urgent one that involves immediate danger to persons or property, locate a contractor by phone first and make sure they can get straight to the job.  Follow up by sending a fax or email as above.

3. If using CODA, put the response details onto the Maintenance Request Form.

If not using CODA, transfer response details onto the original Maintenance Request Form for future reference, file form in the property file, and record an expected date of completion on the Responsive Maintenance Running Sheet.

4. At the time a maintenance request has been made, provide tenant/member with an approximate time frame for their maintenance works to be completed and ask them to contact the office after the maintenance items have been completed.

5. Check the CODA Maintenance Report or the Responsive Maintenance Running Sheet at least once daily to see which jobs need follow-up.  Follow-up times are as follows:



Urgent – 24 hours



Non-urgent – 14 days

6. Contact the tenant/member or inspect the property to see if the job has been satisfactorily completed.

7. Where the maintenance has yet to be attended to by the subcontractor,  

· Obtain the original request from CODA or the property file

· Contact the Contractor to ascertain why the problem has yet to be attended and to organise for the works to be completed (reminder to the contractor)

· If the issue is one of the contractor being unable to gain access, make an appointment with the contractor to gain access with staff. Forward the relevant access forms to the tenant/member, taking into consideration the Residential Tenancies Act.

8. If an order has been attended to but the work has not been satisfactory:

· Obtain the original request from CODA or the property file 

· Add a note to the request stating that the works were not satisfactory, provide details and request a “Re-Call”

· The contractor should return and make good all works 

· Where the work continues to be of an unsatisfactory standard use another contractor from the list

9. If the works have been completed and to a satisfactory standard

· Access the original request on CODA or from the property file and fill in the completion date 

·    If using hard copies, file the completed request form in the property file. 

After Hours Urgent Requests

The normal Responsive Maintenance Procedures should also be followed after a tenant/member has rung a contractor after hours.

FORM 2.1.3.2

To:
Trading name
Fax Number: 
     
MAINTENANCE REQUEST

Order Number
Order No.
Request FROM (Name)
Housing Worker
Contact Phone office

FAX
     
Request Date

PROPERTY DETAILS

Address:
     

PH:      
Hot Water Type
     
Stove Type
     
Heating Type
     
Equipment Type
     
ACCESS - PLEASE CONTACT THE FOLLOWING TO OBTAIN ACCESS BEFORE COMMENCING WORK:

Tenants Permission to access HAS/HAS NOT been obtained

TENANT (Phone No)
     
HOUSING WORKER
Housing Worker
CONTACT PHONE

OFFICE ADDRESS


WORKS REQUESTED


Tenant Responsibility Charge to apply?         Yes    FORMCHECKBOX 

                                                                            No     FORMCHECKBOX 
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FORM 2.1.3.3
Responsive Maintenance Running Sheet

[image: image1.emf]REPORTED 

DATE

COMPLETED 

DATE

TRADES PERSON

STREET TOWN / SUBURB

             

 

SCHEDULED 

START DATE

COMMENTS 

(Description of job)

PROPERTY 

ID

ADDRESS

MAINTENANCE 

TYPE

URGENCY


2.1.4  Tenant Responsibility Maintenance

Under HPF you may need to recover costs where repairs to a tenanted or vacant property are necessary as a result of damage or neglect caused during a tenancy.  In these cases the CHO should tick the Tenant Responsibility Charge to Apply box on Form 2.1.3.2 and issue the tenant/member with a Breach of Duty Notice requesting compensation for the cost of the repairs.  If this is not forthcoming the CHO should make an application to VCAT to seek an Order for Compensation.

2.2. Planned/Cyclical maintenance

This section discusses works that, if attended to, should reduce responsive maintenance or upgrade. These works are predictable, regular maintenance that can be planned for.  Many of these works involve replacing items as they wear out or as they are about to wear out.  Others are regular maintenance/servicing tasks that prolong the life of appliances or maintain the appearance of the property.

Cyclical maintenance is the greatest maintenance expense and should be planned ahead. It is possible to budget reasonably accurately for these items, with knowledge of the condition and maintenance history of the property. All cyclical maintenance should be clearly identified in the maintenance plan and the cyclical maintenance budget would pay only for these items.  A percentage of property replacement value should be set aside annually and allocated to the cyclical maintenance budget and upgrades (refer to Table 2.2.1 for this percentage).  Budget costings for the allocation of maintenance should include a higher allowance and consideration given for older properties that may incur extra costs due to age.

Whilst the frequency with which cyclical maintenance tasks will need to be undertaken will be dependent on a number of variables, including basic maintenance history (eg cleaning gutters), quality of original product, materials used, location of property and environmental weathering factors, the following can be used as a guide to assist maintenance planning:
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TABLE 2.2.1

Frequency Of Cyclical Maintenance Tasks

	Task
	Indicative Years

	· External painting
	8 – 10

	· Internal painting
	7– 10

	· Recarpeting
	7– 15

	· Other floor covering replacement (vinyl/tiles)
	7– 15

	· Hot water service replacement
	10+

	

“
“
“

(stainless steel)
	20+

	· Hydronic heating boilers
	20 – 25

	· Gate and post replacement
	20

	· Fencing replacement
	25

	· Guttering/downpipes replacement
	15 – 20

	· Heater replacement
	10 – 15

	· Stove replacement
	10 – 15

	· Washing machine replacement
	10

	· Dryer replacement
	10

	· Fan replacement
	10

	· Clothesline replacement
	25

	· Pest treatments (wide variation between localities)
	10

	· Gutter cleaning (two storeys or more)
	1

	· Hydronic heater servicing
	1


This list is a guide only and should be amended by each group to suit its own location and stock types.  If necessary a separate list should be compiled for each property.

CHOs should also be aware that historic buildings or buildings in areas with heritage planning overlays may require a planning permit for works such as external painting.  The local municipal Council should be consulted to ascertain whether this is the case before such works are commenced.
Painting, floor covering replacement

These jobs are best done as part of Vacated Maintenance when a property is empty.  When a property becomes empty you should have a look at the condition of the walls and floors and, if their condition is poor, include these jobs as part of your Vacated Maintenance request works.  These jobs are much easier to both organise and carry out when a property is empty.

Community housing generally has a fairly high turnover rate so opportunities to do cyclical maintenance during vacancies present themselves quite often.  Sometimes, however, tenancies or residencies will last longer than the intervals you may have listed when you adapt Table 2.2.1 for your stock.  In these cases the need for repainting, recarpeting, and so on, will become apparent during your property inspections.  Keep this in mind when inspecting properties that have not had these works done for that time.  You can then organise the works if you feel they are warranted.  You will have to liaise between your contractors and your tenants to ensure tenants are given adequate notice of works.  You may even have to organise temporary alternative accommodation.  

Gutter Cleaning

You should have a contract in place for these to be done at least once per year, preferably in late autumn before the peak rain season starts.  Regular gutter cleaning can greatly prolong the life of guttering and prevent water damage that can occur when gutters overflow or rust through.  If you are cleaning gutters above one storey high your contractor needs to be a registered plumber.

Hydronic Heater System Servicing

Nearly all the rooming houses managed by CHOs are equipped with hydronic heating systems that run from gas-fuelled boilers to radiator panels throughout the building, including each bedroom.  These should be fully serviced in late summer or early autumn every year before the cold weather sets in.  Under Option 2 this is usually still a COMAC responsibility and they will have a contract with a hydronic heating specialist that does this.  If it has not happened before early autumn you should contact COMAC to ensure that the servicing is done.  Problems nearly always reveal themselves with the onset of cold weather after the system has been dormant for many months.

2.3  Vacant maintenance

When a vacancy is approaching, the CHO should provide the tenant/member with a list of her/his obligations.  (This should also be provided at the start of the tenancy in case of sudden departures.)  See Form 2.3.1 for an example.

When a vacancy occurs, the house must be inspected with the tenants/members under the conditions of the Tenancy Agreement.  Of particular note are the following provisions in standard tenancy agreements:

6. Damage to the premises

(a) The TENANT must ensure that care is taken to avoid damaging the rented premises.

(b) The TENANT must take reasonable care to avoid damaging the premises and any common areas.

(c) The TENANT who becomes aware of damage to the rented premises must give notice to the LANDLORD of any damage to the premises as soon as practicable.

7. Cleanliness of the premises

(a) The LANDLORD must ensure that the premises are in a reasonably clean condition on the day on which it is agreed that the TENANT is to enter into occupation of the premises.

(b) The TENANT must keep the premises in a reasonably clean condition during the period of agreement.

These reflect obligations under the RTA.  In addition the RTA states that a tenant must not, without the landlord’s consent, install any fixtures or make any alteration, renovation or addition to the premises.  Before a tenancy ends, a tenant who has done any of these things must restore the premises to the condition they were in before, or pay the landlord for the cost of restoring the premises to that condition.

If there is no tenant damage, normal vacancy maintenance according to the CHO’s procedures should be carried out.  These are outlined in Form 2.3.2. Vacant Maintenance Procedures for Staff.  
The vacant property should be made available to tenants as quickly as possible, whilst ensuring that the property is safe, secure, in a reasonably clean condition and in good repair.  A visual safety check should be completed prior to reletting if the property has been occupied by the same members/tenants for some time.
If the property requires major work that would normally be done as cyclical maintenance, eg recarpeting, repainting, or has not had an electrical check in the last two years, then complete a Vacated Maintenance Request form (Form 4.2.3) and send to your contractor. Ensure that all potential OH&S threats, such as garbage and syringes have been removed before you send this.  Unless there is an emergency you should ask your contractor for permission to enter before you can show the property to prospective tenants, shift furniture, etc.

Once the works have been completed you should adjust your Maintenance Plan to show that these cyclical jobs have been done ahead of schedule.
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FORM 2.3.1

Vacating Procedure for Tenants/Members
All tenants/members vacating a property are required to undertake the following procedure:

· Make sure the premises have been maintained in good repair

· Make sure care has been taken to avoid damaging the premises

· Make sure that the landlord has been made aware of any damage to the premises

· Ensure that the premises are in a reasonably clean condition

· Provide the required notice in writing to the landlord prior to vacating (28 days for general tenants/members and 2 days for rooming house residents)

· Specify the date on which the keys will be returned to the landlord

· Ensure that all keys (including the letterbox keys and second sets if issued) belonging to the premises are returned to the landlord.  Rent will continue to be charged until the keys are returned  

· Never change the locks without the landlord’s permission

· Remove all unwanted furniture and rubbish from the premises and grounds

· Thoroughly clean the interior of the premises, including wiping down of all surfaces, and arrange to have the carpets steam cleaned.
· If your property has a garden it is to be left in a clean and tidy condition.

· Any stairways and landing areas adjoining the premises are to be left in a clean tidy condition.

In addition, if you have made any alterations to the premises you must return them to their original condition.  (No alterations can be made to a property without written consent from the landlord.)
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FORM 2.3.2
VACANT MAINTENANCE PROCEDURES FOR STAFF

· Inspect the condition of the premises, preferably in conjunction with the departing tenant/member.

· If there is further cleaning needed or repair of tenant/member caused damage request them to make this good and arrange another inspection.

· If the tenant has installed non-standard items ask them to remove them and make good any alteration to the premises.  Sometimes, where a non-standard item adds to the value of the premises, or could be useful to a future tenant, the CHO may agree to let it remain if the tenant does not want to take it.

· If there is still cleaning or repair of tenant/member caused damage needed issue the tenant/member with a Breach of Duty Notice.  It may also be possible to arrange with the tenant/member to make full payment or an agreement to pay off the cost of damages or cleaning.

· After final condition inspection assess what maintenance work is required.

· Before any maintenance work is ordered ensure that all potential OH&S threats, such as garbage, food and syringes have been removed

· If the property requires major work that would normally be done as cyclical maintenance, eg recarpeting, repainting, then follow the normal procedures for organising cyclical maintenance. 

· If the property only requires a few minor repairs before it can be relet, or if works can occur during the new tenancy, then organise repairs following the Responsive Maintenance Procedures (Form 2.1.3.4).

· If a tenant/member wishes to commence a tenancy/residency with work still to be completed, advise them of the work still outstanding and of the process for having it completed.

· Once you have been notified of the completion of a Vacated Maintenance Request, go and inspect the property to see if the works requested are completed and satisfactory.

· If you have problems with the promptness or quality of a Vacated Maintenance job, then contact your contractor immediately.

· Once the works have been completed and to a satisfactory standard:  

· Access the original request on CODA or from the property file and fill in the completion date

· If using hard copies file the completed request form in the property file section of the “Completed Maintenance” file.

2.4  Keys and Locks

2.4.1  Locking Systems

Maintenance of locking systems is another aspect of maintenance that crosses the categories of responsive and cyclical maintenance.  In fact installation of a new locking system covering a number of properties or a large rooming house, for instance, could be regarded as an upgrade.

A wide variety of lock set ups and arrangements for responsibilities exist in the community housing sector, CHOs will need to consider which system is best suited to their organisation and ensure that the security and accessibility of duplicate keys is maintained and only provided to authorised personnel.  All CHOs who do not run restricted master systems should strongly consider converting their locking systems.  Grants are available from DOH to put these systems into place 

Restricted (Security) systems

Under these systems keys cannot be duplicated without authority from the CHO.  This is obviously a major asset for tenant safety and a time- and cost-saving for the CHO in terms of not having to change locks at the end of a tenancy.  The key blanks themselves however are more expensive.

Master systems

All CHOs who run more than a few properties should seriously look at the option of installing master key systems where they do not already have them.  Under these systems all locks in a building or series of buildings can be opened by the same master key.  This has major advantages for CHO staff in terms of day-to-day management and emergency access.  

For larger groups there is also the possibility of a grandmaster system, in which a number of master systems each cover a number of properties and have their own master keys, but they in turn are part of an overall system covering the CHO’s entire portfolio.  A grandmaster key then opens every door managed by the CHO.  The downside of such systems is that the security of the grandmaster key itself then becomes of paramount concern, and staff must be constantly aware of its importance.  

New technologies

A number of technical innovations have been made over the last twenty years.  BiLock systems are already being used by a number of CHOs. These enable a worker to recombinate or change lock access within seconds. It is no longer necessary to remove the entire cylinder for a compromised area to be secured. The interchangeable core can be easily removed, recombinated and reinstalled in seconds using a removal key. Cores can also be interchanged between different compatible systems.  BiLocks also have the advantage of being difficult to pick and the keys are very difficult to duplicate illegally.  Costs per key are about the same as for a conventional security system.  Wear and tear was a problem with earlier systems, but this has been greatly reduced through redesign.

Electronic swipe card systems are another method that enables easy changing and high security, as are electronic combination locks.  The latter may not be appropriate in community housing programs for people with disabilities or substance abuse problems.

If groups are considering changing their locking systems all of these technologies should be investigated.

2.4.2  System Management

CHOs managing master systems should maintain a register for all locks and every copy of each key.  This should be updated each time a lock is changed and/or key replaced.  A sample key register is included in Form 2.4.1 and a security key record is shown in Form 2.4.2.
In the cases of CHOs who don’t have master systems or who don’t have the expertise to change cylinders themselves, COMAC contractors will complete the work, but the CHO should supply the cylinder and keys.  

2.4.3  Lock repairs 

Contact relevant locksmith and arrange repair.  Record any changes in key register and key records.

ASSET MANAGEMENT KIT

FORM 2.4.1

Security Key Register
HOUSE: ____________       
SYSTEM CODE: ________

KEY CODE:
__________

	Property Name
	Location of lock
	Tag No
	Key Code
	Comments

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


ASSET MANAGEMENT KIT

FORM 2.4.2
Security Key Record

HOUSE: ____________       
SYSTEM CODE: ________

KEY CODE:
__________

Previously used on rooms  ……………………………..

	Copy No.
	Date key moved
	New Location (Blue Tag No., Red Tag No. or resident’s name and room no.)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2.5. Upgrades 

Upgrades involve extensive work to bring a building back to its original condition and utility.  It may include restumping, reroofing, replumbing, rewiring, and replacement of bathrooms/kitchens/laundries.

Average lifespans for these items are shown in Table 2.5.1.

ASSET MANAGEMENT KIT

TABLE 2.5.1

Average Life Spans

For Budget Planning of Upgrades

	Task
	Years

	· Bathroom refurbishment
	15 – 25

	· Laundry refurbishment
	15 – 25

	· Ceiling replacements
	30

	· Floor replacement
	50

	· Foundation repairs
	40 – 50

	· Kitchen refurbishment
	30

	· Replacement of fences and gates
	25

	· Replumbing
	30

	· Rewiring
	30 – 40

	· Roofing
	25 – 50

	· Veranda replacements
	30


This list should be amended by each group to suit its own location and stock types.  If necessary a separate list should be compiled for each property.

Under the terms of the HPF, at least once every three years the OoH has to prepare a Property Condition Report for each of your properties, identifying which upgrade works are needed.  This Condition Report is then used by the OoH, in conjunction with your CHO to prepare an Asset Plan for each property.  The Asset Plan will outline a schedule of the works to be carried out, the nature of the works to be carried out , and the order in which your properties will be upgraded.  The Plan will also assess the likely future life span of each property and suggest any alternative asset management action, such as disposal or redevelopment

.

After they have completed the Asset Plan, the OoH will provide you a copy and meet you to discuss the contents. You may wish to refer to the table above in determining what priorities for works you should request.  The finalised plan will then determine upgrade works for the next three years.

The Asset Plan template is shown in Appendix 7.3 and a sample Asset Plan is shown in Appendix 7.4.

2.6 Essential Services
The majority of essential services equipment remains the responsibility of the DOH under Maintenance Option 2.  The exact responsibilities are set out in Annexure H of the HPF Lease and Management Agreement.
HOUSING PROVIDER FRAMEWORK - MAINTENANCE OPTION 2

ITEM 13 - ANNEXURE H

ADDITIONAL ITEMS TO BE MAINTAINED BY THE DIRECTOR AND THE AGENCY

	Item
	Director of Housing Responsibility (where installed)
	Agency Responsibility

	Electronic door

Smoke Alarms
	Electronic door – fixed components

Smoke Alarms when integrated to a fire panel
	Non fixed components.

Smoke Alarms where not integrated to a Fire Panel

	Essential Services 

Hydronic Heating

Commercial Hot Water Service


	Fire indicator panel (FIP)

Alarm and auto signalling equipment

Sprinkler system

Fire hose reels

Portable fire equipment

Smoke detectors/alarms

Exit and emergency lighting

Emergency power supply

EWIS equipment

Exit doors (structure)

Fire brigade connections

Fire curtains 

Fire Dampers

Fire doors

Fire Hydrant

Fire indices for materials

Fire isolated lift shafts, passageways, ramps, stairs

Fire mains

Fire protective coverings

Fire rated access panels

Annual compliance certificate

Fire rated control joints

Fire rated materials applied to building elements

Fire resisting structures

Fire shutters

Fire windows

Lightweight construction

Penetrations in fire-rated structures

Smoke control measures

Smoke doors

Smoke Vents

Stairwell pressurisation systems

Gas boiler, pressure pump, radiators & pipe work, electronic controller/thermostat

Gas boiler, pressure pump, pipe work, electronic controller/thermostat - NOT TAPS

	Exit door hardware.

Egress paths. 

Tenants rooms exit door hardware.

Appliance safety (portable items in tenants rooms e.g. microwave ovens, heaters, toasters, kettle, air-conditioning systems, etc).

Fire Orders and Evacuation Plans (DHS-COMAC will supply, agencies responsible for mounting and checking).

Fire brigade call out fees (false alarms, where Fire Brigade determines not equipment fault).

Assessing condition of tenants rooms for fuel (fire) load and actioning where required.

Providing training and education to tenants on fire safety.

Assessing tenant capability prior to tenanting.

Record keeping of all above.

Hot water services

	Elevator
	All equipment, electronic signalling devices.


	


Under the Housing Provider Framework Lease and Property Management Agreement (HPF), where a CHO has undertaken Maintenance Option 2, certain large items in Rooming Houses may be excluded from their maintenance responsibility. The intention of this arrangement is to recognise that some unusually expensive items could cause an additional financial burden to a CHO. Any exclusions would need to be negotiated with OoH and would be detailed in the HPF lease.

Allowance in the funding bench marks for undertaking maintenance and managing this process is covered through the funds you retain. This covers call out costs, if deemed necessary, during out of hours to make safe an item listed on the exclusion list.   Therefore, you will be responsible for after hours service (calls) on the items listed under Director of Housing responsibility.    

In such cases, where an after hours call is necessary, your after hours contractor should attend and 'make safe' the problem.   Within normal business hours, you will be required to contact the OoH’s specialist who will be responsible to rectify the situation and costs will be attributed to the OoH.  

You must report to COMAC/OoH items that require action and this will then be attended to by a COMAC specialist during normal business hours.   The current contractual arrangement with these specialist services operate during 9.00 am to 5.00 pm Monday to Friday. The cost of works that require replacement and/or repair will be covered by the OoH.   

For example, if there is a problem with the boiler and there is no hot water which was detected at 9.00 pm.  The tenant would contact your after hours number (or any other arrangement the you have in place) and report the situation.  It is not expected that you arrange for the works to be carried out at 9.00 pm in the evening. The following day during business hours you should report the problem to COMAC/OoH and a specialist will be allocated to assess the problem and repair/replace it.  However, if the problem is a health and safety matter, detected in the evening, you have a duty of care as the property manager to 'make safe' the situation and to ensure the safety of the tenants and the property. COMAC/OoH should be contacted the following day and a specialist will be arranged to repair/or replace the problem during business hours.

3.  Contractors

Under Option 2 your responsibilities can encompass a wide range of different trades and professions.  Therefore your CHO needs to develop policies and procedures for dealing with contractors.  
Contractors may include:

· Architects

· Bricklayers

· Builders

· Carpenters

· Carpet layers

· Cleaners
- General

    

- Trauma

- Hazardous waste/toxic

· Electricians

· Energy utilities providers

· Engineers

· Fencers 

· Fire equipment specialists

· Gardeners

· General handymen

· Hydronic heating technicians

· Locksmiths

· Office equipment servicing

· Office work outsourcers/contractors

· Painters

· Pest controllers

· Plant servicers

· Plumbers

· Removalists

· Telco technicians

· Tilers (indoor/outdoor)

· TV aerial technicians

· Whitegoods servicing

3.1   Assessment

Each CHO should maintain a comprehensive register of appropriately insured, qualified, reputable and reliable contractors, technicians and tradespersons to cover each of the trades designated for the CHO’s level of responsibilities as outlined in your HPF Lease and Property Management Agreement with the OoH.

Contractors should be selected according to their qualifications, experience, appropriate insurances, registrations and licences, availability and cost.  Occupational health and safety compliance is a particularly important criterion.  This is addressed in section 3.3.  

For any work over $1,000.00 at least two written quotations should be obtained before contracting work to avoid conflict of interest, ensure probity and secure competitive rates.

It is very important to ensure that contractors for specific trades are in fact licensed practitioners.  For instance, plumbing (gas and water) and electrical wiring must be undertaken by licensed tradespeople.   As discussed in the section on secondary upgrades, any building or renovation work over $5,000 must be done by a registered builder under a major domestic building contract.

Requirements for public liability insurance are outlined in section 8 of the Building Practitioners’ Insurance Ministerial Order of 12th May, 2005.  Broadly speaking the requirements for builders and engineers are that the policy shall provide a limit of indemnity for any one claim and in the aggregate during any one period of insurance of not less than the lesser of:

(1) twice the turnover of the insured for commercial building work undertaken during

the period of insurance or $1 million, whichever is the greater; or

(2) $10 million.

The full requirements can be accessed by the following link:

Building Practitioners' Insurance Ministerial Order
If you are working from a hard copy the address is: http://www.buildingcommission.com.au/resources/documents/Building_Practitioners_Insurance_MO_12May05.pdf
There are also public liability requirements for licensed trades such as plumbers and electrical contractors.

Plumbers must be licensed by the Plumbing Industry Commission.  Insurance Requirements for plumbers vary according to the type of work they are doing.  Insurance requirements for plumbers can be viewed on the Plumbing Industry Commission Web Page via the following link:

Plumbing Industry Commission - Insurance Requirements
If you are working from a hard copy the address is:

http://www.pic.vic.gov.au/www/html/124-introduction.asp
Electrical contractors must be licensed and registered by Energy Safe Victoria.  Electrical contractors must hold civil liability insurance (minimum cover $5M) against personal injury and/or damage to property.  Further details of requirements for electrical contractors can be found on the Energy Safe Victoria website via the following link:

Energy Safe Victoria - registered electrical contractors 
If you are working from a hard copy the address is:

 http://www.esv.vic.gov.au/ForElectricityProfessionals/LicensingandRegistration/Registeredelectricalcontractors/tabid/195/Default.aspx 
3.2  Contractual Arrangements

Contractors who are regularly called on to do responsive maintenance work must provide a schedule of rates for the different types of jobs they do and provide an itemised invoice describing what work was done and listing the costs for materials.  They must also sign an Occupational Health and Safety Agreement as described in section 3.3.  Contractors should be made aware that access to properties is respectful of tenants’ rights in accordance with the RTA 1997.

For larger jobs over $1,000.00 at least two fixed itemised quotes should be obtained in writing before work commences, while larger upgrade jobs over $5,000 should be put out to tender, as should new construction.  In all cases Occupational Health and Safety Agreements should be incorporated in the contracts.  You must also be mindful of the need to ensure that the process for engaging contractors is transparent and that no conflict of interest can occur during the process.  You may wish to refer to the Victorian Government Purchasing Board for an example of appropriate procedures.

On larger upgrade jobs and new constructions the legal relationship between you and the contractor should be specified via a written contract describing both parties’ obligations and liabilities.  The terms of the contract should be checked thoroughly by the CHO’s legal adviser and the CHO’s building consultant should review the inclusion of the correct dimensions, contract time, contractors’ rates, overhead percentages, access costs, site costs, retention, liquidated damages, risk to adjoining properties, and completeness of contract.  Contracts should identify the methods of resolving any dispute, mediation being a preferred option in terms of cost and time savings.  For large contracts it is preferable to just have one contract with a single head contractor to limit the problems of identifying responsibility if future problems occur with the work.

It is very important for you to make sure that contractors are paid on time.  Responsive maintenance work should be paid for within 14 days of receipt of the invoice.  Many contract firms are small businesses with precarious cash flows.  Their attitudes to timeliness of response, quality of work and manner towards CHO staff and tenants/members will certainly be affected by timeliness of payment.  For larger tenders and contracts CHOs should ensure that payments are made in accordance with the contractual terms.

3.3   Occupational Health and Safety

Occupational health and safety is a major issue when working with contractors.  The CHO still has a duty of care in regard to providing a safe workplace, but it is also important for the CHO to ensure that the contractor complies with good practice in regard to their sub-contractors and employees.  This area has already been the subject of a previous project completed by CHFV with funding from the Office of Housing, which produced an easy to use kit that covers the respective responsibilities of CHOs and contractors.  The kit includes sample policies, procedures for informing contractors of OHS expectations and requirements, guides to selection of various types of contractors, questionnaires for major contracts, sample Occupational Health and Safety Agreements, and a checklist to make sure all the requirements have been completed.  The kit can be downloaded from the CHFV website via the following link to the CHFV website:

OHS and Contractors Guide
If you are working from a hard copy the address is www.chfv.org.au and follow the links.

3.4 Reporting

For responsive maintenance tasks contractors must provide an itemised account of the work done with each invoice.

All work by registered electrical contractors should be accompanied by a Certificate of Electrical safety.  Similar requirements apply to plumbers and other specialised trades. 
For regular cleaning jobs, such as cleaning common areas of rooming houses, it is a good idea to have a checklist of what tasks are required to be done and a communications book on site so that the contractors can record tasks and times.

For larger contracts the contractor must complete regular reports and attend site meetings.
3.5 Monitoring

Contractors’ performance should be reviewed on the basis of tenant/member feedback, ability to meet timelines, quality and cost of work and professional conduct. 

Responsive repairs and cleaning should be monitored initially by tenant/member feedback and through the annual property inspections. The link below connects to the National Community Housing Standards questionnaire for tenants/members, which includes a question on maintenance.  CHOs may wish to devise their own more detailed questionnaire.

The CHO should regularly monitor the progress of large jobs and assess the quality of completed works.

Tenant Questionnaire
If you are working from a hard copy the address is www.chfv.org.au and follow the links.

4.  Computer Recording Methods

For both ordering maintenance and for recording and planning maintenance as discussed in the next chapter it is strongly advised that CHOs investigate using computerised programs that perform these functions.  A number of CHOs in the rooming house program are already using a program called CODA to manage rents.  This program was developed for CHFV with funding provided by the Housing and Community Building.  It has recently been upgraded to include capabilities for managing maintenance as well.

CODA allows you to create an inventory of all items within a property, and to raise and manage maintenance tasks against those items. This inventory can be totally user-defined and can be as detailed as “every nut and bolt” or as simple as one item that encompasses everything. If the item has cyclical maintenance, the cycle and anniversary dates can be defined at an item level and CODA will automatically raise maintenance tasks when they are due.

CODA can organise a complete database of the tradespeople that your CHO uses, and stores the history of the tasks that you have assigned them.

Once the items are defined, tasks can be raised and allocated to the tradesperson of choice (including HCC). The user has the option of emailing/faxing/printing the request immediately, or saving the request as a Word document for later use. The request form itself can be refined by the user as a Word template.

CODA provides numerous flexible reporting and searching options that allow you to print, or extract, parts, or all, of the maintenance information to either the printer, or an Excel spreadsheet for further analysis. The reports can be filtered by property and/or by date.

The enhancements currently being made to CODA include:

· Forecasting maintenance to allow for budgeting and cost tracking 
· Enhanced budget reporting 
· Tradesperson specific templates that will allow you to define a unique maintenance request for each tradesperson 
· More comprehensive and flexible maintenance task definitions 
· More comprehensive property information 
· A key register 
The advantage of using a program such as this is that it is specifically programmed to deal with maintenance cycles and so doesn’t have the fragility of the Excel spreadsheets included in the following chapter.
5.  The Maintenance Plan

An analysis of the CHO’s stock and the cyclical maintenance requirements and upgrade needs of each property will enable the CHO to develop a long-term maintenance plan.  Taken in conjunction with annual costs for responsive maintenance and the results of annual inspections, this plan can then be used to devise an annual maintenance plan for the CHO.

5.1 Property Inspection Software

There are a number of property inspection software packages that have been developed that can be used to report on the condition of properties.  A hand held slate PC can be used on site to report on the condition and required future works for every item in every part of a property.  This data can then be transferred directly into the asset management program where it can be used to monitor maintenance, plan maintenance in the short and long term and to track costs and budget for future cyclical and upgrade works.  Common Equity Housing Ltd have developed a sophisticated system for recording property inspection data which is available for purchase by community housing groups.

If you are filling in hard copy forms, Form 5.1.1 which follows is an example of the sort of form you could use.

ASSET MANAGEMENT KIT

FORM 5.1.1
Property Condition Report

CHO

Address of property:

…………………………………………………………   





…………………………………………………

Structure Type:
(Tick correct category)



House 

    Detached Unit


Semi-detached unit


Flat

    Self-contained room

Rooming house room

Structure:
(Tick correct category)



Brick 

     Weatherboard




Other  ……………….(specify)

    

Number of bedrooms:
………………………………

Inspectors’ names:
…………………………………………………………..





…………………………………………………………..

Date of Inspections:
(1)  …………………………
  (2)  ……………………………

Name of tenant(s)

…………………………………………………………………………..

	Entrance
	Good
	Fair
	Poor
	
	Laundry
	Good
	Fair
	Poor
	
	Bedroom 1
	Good
	Fair
	Poor
	
	General Ext.
	Good
	Fair
	Poor

	Walls
	
	
	
	
	Windows A/W
	
	
	
	
	Walls
	
	
	
	
	Walls: Kitchen
	
	
	

	Ceiling
	
	
	
	
	Screens
	
	
	
	
	Windows A/W
	
	
	
	
	            Dining
	
	
	

	Doors
	
	
	
	
	Blind/curtain
	
	
	
	
	Blind/Curtains
	
	
	
	
	            Bathroom
	
	
	

	Blind/curtain
	
	
	
	
	Door
	
	
	
	
	Screens
	
	
	
	
	            Lounge
	
	
	

	Light fitting
	
	
	
	
	Floor L/T/W
	
	
	
	
	Door
	
	
	
	
	            Laundry 
	
	
	

	Floor C/L/T/W
	
	
	
	
	Walls
	
	
	
	
	Ceiling
	
	
	
	
	           Bedroom1
	
	
	

	Door Lock
	
	
	
	
	Ceiling
	
	
	
	
	Light Fitting
	
	
	
	
	           Bedroom2
	
	
	

	
	
	
	
	
	Light fitting
	
	
	
	
	Floor C/L/W
	
	
	
	
	           Bedroom3
	
	
	

	Lounge
	
	
	
	
	Wash tub
	
	
	
	
	Power points
	
	
	
	
	            Entrance
	
	
	

	Doors
	
	
	
	
	Washing machine
	
	
	
	
	Heating
	
	
	
	
	Windows A/W
	
	
	

	Windows
	
	
	
	
	Dryer
	
	
	
	
	Wardrobe
	
	
	
	
	            Kitchen
	
	
	

	Screens
	
	
	
	
	Hot water E/G
	
	
	
	
	Draws
	
	
	
	
	            Dining
	
	
	

	Blind/curtain
	
	
	
	
	Power point
	
	
	
	
	Door lock Y/N
	
	
	
	
	            Bathroom 
	
	
	

	Ceiling
	
	
	
	
	Cabinet
	
	
	
	
	Bedroom 2
	
	
	
	
	            Lounge
	
	
	

	Light fitting
	
	
	
	
	
	
	
	
	
	Walls 
	
	
	
	
	            Laundry
	
	
	

	Floor C/L/T/W
	
	
	
	
	Bathroom
	
	
	
	
	Windows A/W
	
	
	
	
	            Bathroom
	
	
	

	Power point
	
	
	
	
	Walls
	
	
	
	
	Blind/curtains
	
	
	
	
	           Bedroom1
	
	
	

	TV socket
	
	
	
	
	Doors
	
	
	
	
	Screen
	
	
	
	
	           Bedroom2
	
	
	

	Heating G/E
	
	
	
	
	Windows W/A
	
	
	
	
	Door
	
	
	
	
	           Bedroom3
	
	
	

	
	
	
	
	
	Screens
	
	
	
	
	Ceiling
	
	
	
	
	Garage/car port            
	
	
	

	
	
	
	
	
	Blind/curtains
	
	
	
	
	Light fitting
	
	
	
	
	Gates 
	
	
	

	
	
	
	
	
	Ceiling
	
	
	
	
	Floor C/L/W
	
	
	
	
	Fence
	
	
	

	Kitchen
	
	
	
	
	Light fitting
	
	
	
	
	Power point
	
	
	
	
	Front yard
	
	
	

	Doors
	
	
	
	
	Floor C/T/L
	
	
	
	
	Heating
	
	
	
	
	Back yard
	
	
	

	Walls
	
	
	
	
	Power point
	
	
	
	
	Wardrobe
	
	
	
	
	Balcony/porch
	
	
	

	Windows A/W
	
	
	
	
	Bath
	
	
	
	
	Draws
	
	
	
	
	Stairs           Front
	
	
	

	Blind/curtain
	
	
	
	
	Shower
	
	
	
	
	Door lock Y/N
	
	
	
	
	                    Back
	
	
	

	Screens
	
	
	
	
	Shower screen
	
	
	
	
	Bedroom 3
	
	
	
	
	Paving         Front 
	
	
	

	Ceiling
	
	
	
	
	Wash basin
	
	
	
	
	Walls 
	
	
	
	
	                    Back
	
	
	

	Light fitting
	
	
	
	
	Tiling
	
	
	
	
	Window A/W
	
	
	
	
	Hot water  G/E
	
	
	

	Floor C/T/L/W
	
	
	
	
	Mirror/cabinet
	
	
	
	
	Blind/curtains
	
	
	
	
	Locks
	
	
	

	Power point
	
	
	
	
	Towel rail
	
	
	
	
	Screens
	
	
	
	
	Letter box
	
	
	

	Cupboards
	
	
	
	
	Toilet
	
	
	
	
	Door
	
	
	
	
	Street number
	
	
	

	Draws
	
	
	
	
	Heating G/E
	
	
	
	
	Ceiling
	
	
	
	
	Guttering
	
	
	

	Bench tops
	
	
	
	
	Locks
	
	
	
	
	Light fitting
	
	
	
	
	
	
	
	

	Tiling
	
	
	
	
	Exhaust fan
	
	
	
	
	Floor C/L/W
	
	
	
	
	
	
	
	

	Sink
	
	
	
	
	Dining Room
	
	
	
	
	Power point
	
	
	
	
	
	
	
	

	Taps
	
	
	
	
	
	
	
	
	
	Heating
	
	
	
	
	
	
	
	

	Stove top G/E
	
	
	
	
	Doors
	
	
	
	
	Wardrobe
	
	
	
	
	
	
	
	

	Oven G/E
	
	
	
	
	Walls
	
	
	
	
	Draws
	
	
	
	
	
	
	
	

	Griller G/E
	
	
	
	
	Windows A/W
	
	
	
	
	Door lock Y/N
	
	
	
	
	
	
	
	

	Exhaust fan
	
	
	
	
	Blind/curtain
	
	
	
	
	
	
	
	
	
	
	
	
	

	Refrigerator
	
	
	
	
	Ceiling
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Light fitting
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Floor C/L/T/W
	
	
	
	
	
	
	
	
	
	
	
	
	


Work required :  
ADDRESS:  




…../..…/…..

	Entrance:

	

	

	

	Lounge:

	

	

	

	

	Dining:

	

	

	

	

	Kitchen:

	

	

	

	

	Laundry:

	

	

	

	

	Bathroom:

	

	

	

	

	Bedroom 1:

	

	

	

	

	Bedroom 2:

	

	

	

	

	Bedroom 3:

	

	

	

	

	General External:

	

	

	


	Bedroom
	5
	6
	7
	8
	9

	
	G

O

O

D
	F

A

I

R
	P

O

O

R
	
	G

O

O

D
	F

A

I

R
	P

O

O

R
	
	G

O

O

D
	F

A

I

R
	P

O

O

R
	
	G

O

O

D
	F

A

I

R
	P

O

O

R
	
	G

O

O

D
	F

A

I

R
	P

O

O

R
	

	Walls
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Windows a/w
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Blind/curtains
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Screens
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Door
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Ceiling
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Light fitting
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Floor c/l/w
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Power point
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Heating
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Wardrobe
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Drawls
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Door locks Y/N
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	External
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Walls
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Windows A/W
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Comments

	Bedroom 5

	

	

	Bedroom 6

	

	

	Bedroom 7

	

	

	Bedroom 8

	

	Fire equipment 

	Smoke detectors 

	Fire extinguishers 

	Fire blanket 

	Tenancy type 

	Tenants’/members’ capacity of fire safety awareness 

	


5.2 The Maintenance Plan
It is vital to plan cyclical maintenance well into the future.  This involves drawing up a long-term cyclical maintenance plan, which is then amended each year as a result of information found on annual inspections and as a result of actual works carried out in the previous year.  

The revised annual plan can then be used to draw up a works program for the forthcoming year. This can then be used in planning for timetables of works, allocation of staff, and budgeting purposes.   

· A sample annual maintenance timetable is shown in Table 5.2.1 

· The annual maintenance planning cycle begins with annual inspections, which can be conducted using the Property Inspection Report provided in Form 5.1.1.  The results of these are then used to update the long-term maintenance plan.  

· The attached Excel spreadsheet Form 5.2.2 “Maintenance Plan” is an example of a maintenance plan that can be adapted for your CHO’s purposes.  

· Sheet 1 “Cyclical Plan Property 1” shows a maintenance plan for a small rooming house covering cyclical maintenance over a period of 43 years.  

· On Sheet 2 “Summary of Planned Works”, the data from each property is then linked to provide an annual cost for every year for the whole program or CHO. This is just a rough guide and will need major adaptation to cover your CHO’s stock portfolio and maintenance cycle.  (Note this example also includes secondary upgrade tasks, so you may wish to combine your cyclical planning with the Asset Plan drawn up by OoH in consultation with you.

· The frequency of each cyclical maintenance activity will vary between CHOs and even between different properties, depending on the nature of the building and the tenants/members.  Each CHO should adapt the table in section 2.2  (Table2.2.1) to reflect their own estimates of the interval between cyclical maintenance requirements.  

· After this has been done the information can be used, in conjunction with the property inspection forms and the records of works actually performed, to draw up the cyclical maintenance plan by filling in Sheet 1 of the Cyclical Form.  

· A Cyclical Plan Sheet like Sheet 1 will need to be completed for each property run by the CHO.  Each of these sheets will then need to be linked to Sheet 2 in the manner shown for sample Property 1.  

· Sheet 2 will then provide a Summary of Planned Works for the duration of the cycle.  

· Sheet 1 can also be used to draw up the Annual Maintenance Plan shown in Sheet 3.  An estimate needs to be made of the expenditure on responsive maintenance on each property during the forthcoming year.  This is best done by using the previous year’s actual expenditure, adjusting for any unusual circumstances and adding 10% for contingency and inflation.

· Sheet 4 of the Cyclical Form “Cyclical History Property 1” is the record of works actually done.  It is important to update this for each property, preferably as each item is finished, or alternately at the end of each financial year.  This should also include cyclical jobs that are done as part of vacated maintenance or as responsive maintenance.  These will mean that work is done prior to when it was due according to the maintenance plan.  

· As a result the maintenance plan (sheet 1) will need to be amended to remove the next allowance for that work and bring forward the times when these jobs are due to be done again in accordance with the cycle.

· All of this material can then be used in conjunction as input into the OoH’s Asset Plan – see Appendix 7.3.

ASSET MANAGEMENT KIT

TABLE 5.2.1

Annual Maintenance Timetable

	Time
	Event

	March/April
	· Annual house Inspections

· Complete Property Condition Report on each Property

	April/May
	· Organise responsive maintenance for all outstanding responsive maintenance tasks

· Update Cyclical Maintenance Plan for each property to reflect changed priority order if necessary as a result of inspections

	May 


	· Update Cyclical History sheet for each property and amend Cyclical Maintenance Plan for each property accordingly

	July
	· Update property history spreadsheet to reflect works actually carried out in previous financial year

· Update Property Files

· Annual budget planning

	Feb - June
	· Cyclical Works carried out


ASSET MANAGEMENT KIT

FORM 5.2.2

Maintenance Plan
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You will not be able to access this form if you are using a hard copy of the manual.
6.  National Community Housing Standards

The National Community Housing Standards can be accessed via the following link:

National Community Housing Standards Manual
If you are working from a hard copy the Standards can be found at www.nchf.org.au and follow the links, or a hard copy can be obtained from CHFV

Section 2: Asset Management is the relevant chapter.

7.  Appendices

Appendix 7.1

Extract from Housing Provider Framework Lease and Management Agreement

7. MAINTENANCE AND REPAIRS GENERALLY

7.1 Damage

The Agency must:

7.1.1 not damage the Premises in any way;

7.1.2 ensure that the Agency’s Employees, Agents and Invitees and

Sub-Tenants do not damage the Premises in any way; and

7.1.3 give the Director prompt written notice of any material damage to

the Premises or anything likely to be risk to the Premises or to

any person.

7.2 Cleaning

The Agency must, at its cost:

7.2.1 clean the interior and exterior of the Premises regularly and keep

the Premises clean and free from dirt, rubbish and vermin; and

7.2.2 keep all waste in proper receptacles and arrange for its regular

removal from the Premises.

7.3 Maintenance of garden areas

The Agency must, at its cost, cultivate, maintain, keep trim and in good

order and condition all garden areas of the Premises including lawns,

shrubberies and other landscaped areas and must not, except in the course

of proper management, remove any trees or shrubs.

7.4 Specific Maintenance and Repair Obligations

7.4.1 The Maintenance Option specified in Item 11 applies for the

purpose of this Agreement.

7.4.2 Maintenance Option 1 is set out in Clause 8 and Maintenance

Option 2 is set out in Clause 9.

8. MAINTENANCE OPTION 1 – MAINTENANCE AND REPAIRS BY DIRECTOR

8.1 Other than as required to carry out its obligations under Clauses 7.1, 7.2

and 7.3, the Agency must not carry out any maintenance, repairs or

other works at the Premises (including any Major Works) without the

prior written consent of the Director.

8.2 Subject to Clause 8.4, the Director must, at its cost and within a

reasonable time of receipt of a request from the Agency to do so, carry

out any repairs, maintenance or other works and replace any items

required to ensure that the Premises are maintained in good repair and

kept in the same condition that they were in on the Commencement

Date, fair wear and tear excluded.

8.3 When determining what is reasonable time for the purpose of Clause 8.2,

the Director must take into consideration the Agency's obligations as a

landlord under the Residential Tenancies Act 1997.

8.4 The Director will not be in breach of its duty to maintain the Premises in

good repair where damage to the Premises is caused by the Agency's

failure to comply with its obligations under Clauses 7.1, 7.2 and 7.3.

9. MAINTENANCE OPTION 2 – MAINTENANCE AND REPAIRS BY AGENCY

9.1 Warranties by Agency

The Agency warrants that:

9.1.1 it is appropriately qualified and is financially capable of carrying

out the obligations set out in this Clause 9; and

9.1.2 it will carry out the obligations set out in this Clause 9.1 in

accordance with the standards prescribed in Clause 13.

9.2 Maintenance and Repairs to be carried out by Agency

Subject to Clause 9.5, the Agency must, at its cost, ensure that the

Premises are maintained in good repair including carrying out any repairs,

maintenance or other works and replacing any items required to keep the

Premises in the same condition it was in on the Commencement Date but

excluding:

9.2.1 fair wear and tear;

9.2.2 Structural Repairs, except where those repairs are required in

connection with:

9.2.2.1 the negligent acts or omissions of the Agency, the

Agency's Employees, Agents and Invitees or any Sub-

Tenant; or

9.2.2.2 a breach of this Agreement by the Agency; and

9.2.3 the repair, maintenance and/or replacement of any item specified

in Item 13 of the Schedule, except where the repairs,

maintenance or replacements are required in connection with one

of the causes set out in Clauses 9.2.2.1 or 9.2.2.2.

9.3 Structural Repairs to be carried out by Director

Subject to Clause 9.2, the Director must, at its cost and within a

reasonable time of receipt of a request from the Agency to do so,

investigate the need for Structural Repairs to the Premises and conclude

(acting reasonably) whether:

9.3.1 there is a need for Structural Repairs to the Premises in order to

protect the immediate health and/or safety of a Sub-Tenant, in

which case the Director will carry out the Structural Repairs as

soon as reasonably possible after receipt of the request by the

Agency;

9.3.2 there is a need for Structural Repairs to the Premises in the short

term, in which case the Director will carry out the Structural

Repairs within 12 months of receipt of the request by the Agency;

or

9.3.3 there is no need for any Structural Repairs to the Premises.

9.4 Other Repairs to be carried out by the Director

9.4.1 Subject to Clause 9.2, the Director must, at its cost and within a

reasonable time of a request by the Agency to do so, repair,

maintain and/or replace any item specified in Item 13 of the

Schedule required to ensure that the Premises are maintained in

good repair.

9.4.2 When determining what is reasonable time for the purpose of

Clause 9.4.1 the Director must take into consideration the

Agency's obligations as a landlord under the Residential Tenancies

Act 1997.

9.5 No Major Works Without Consent

9.5.1 The Agency must obtain the written consent of the Director prior

to carrying out any Major Works at the Premises.

9.5.2 For the purpose of this Clause 9.5, "Major Works" means:

9.5.2.1 any Structural Works or Structural Repairs;

9.5.2.2 any works requiring a building permit from the

municipal council; or

9.5.2.3 any works of a total market value of $5,000.00 or

more.

9.5.3 Any request by the Agency pursuant to Clause 9.5.1 must:

9.5.3.1 be made in writing; and

9.5.3.2 be accompanied by a detailed description of the

proposed Major Works, any plans or specifications

relevant to the Major Works and any other information

requested by the Director.

10. CHANGE TO MAINTENANCE OPTION

10.1 Change to Maintenance Option at Agency's Request

10.1.1 At any time during the Term, the Agency may request that the

Director consent to substituting the Specified Maintenance Option

for the Alternative Maintenance Option.

10.1.2 Any request by the Agency under Clause 10.1.1 must be:

10.1.2.1 in writing; and

10.1.2.2 be accompanied by any information requested by the

Director.

10.1.3 Subject to Clause 10.1.4, the Director's consent to any request

under Clause 10.1.1 must not be unreasonably withheld.

10.1.4 Where the Agency has requested that the Director consent to

substituting Maintenance Option 1 for Maintenance Option 2, the

Director may withhold consent to the request if the Director

reasonably concludes that the Agency is likely to be incapable of

fulfilling the obligations set out in Clause 9.

10.1.5 Any consent by the Director:

10.1.5.1 will be granted by notice in writing; and

10.1.5.2 may be granted on any conditions the Director

reasonably considers necessary, including any

alteration to the amount or requirement for payment of

the Maintenance Fund Fee.

10.1.6 On and from the date specified in any notice given by the Director

under Clause 10.1.5 (and if no date is specified, on and from the

date of the notice) the Alternative Maintenance Option will apply

and any conditions specified in that notice will form part of this

Agreement.

10.2 Change to Maintenance Option during the Term at Director's

Discretion

10.2.1 Without limiting the Director's rights under this Agreement, where

Maintenance Option 2 applies and the Director reasonably believes

that the Agency has failed to comply with its obligations under

Clause 9, the Director may, by giving at least 30 days notice in

writing to the Agency, change the Maintenance Option from

Maintenance Option 2 to Maintenance Option 1.

10.2.2 Any change to the Maintenance Option by the Director under

Clause 10.2.1 may be made on any conditions the Director

considers reasonably necessary, including, subject to Clause

10.2.2 an alteration to the amount or requirement for payment of

the Maintenance Fund Fee.

10.2.3 Any alteration to the amount or requirement for the payment of

the Maintenance Fund Fee under Clause 10.2.2 must be

determined generally in accordance with the Benchmarks as they

apply to the properties forming part of the Premises.

10.2.4 On and from the date specified in any notice given by the Director

under Clause 10.2.1 (and if no date is specified, 30 days after the

date of the notice) Maintenance Option 1 will apply and any

conditions specified in that notice will form part of this Agreement.

11. PROPERTY CONDITION REPORT AND ASSET PLAN

11.1 Preparation of Property Condition Report

11.1.1 At least once every three years during the Term, the Director will

prepare a Property Condition Report for the purpose of preparing

an Asset Plan for the Premises.

11.1.2 The Property Condition Report must, without limitation, identify

those parts of the Premises which, in the reasonable opinion of

the Director, require works.

11.2 Asset Plan

11.2.1 Within a reasonable time after the Property Condition Report has

been prepared, the Director must meet with the Agency to

prepare an Asset Plan which specifies:

11.2.1.1 the nature of the works to be carried out at the

Premises;

11.2.1.2 if more than one part of the Premises is identified, the

order in which the proposed works should be carried

out; and

11.2.1.3 the likely future life span of the Premises and any

alternative asset management action for the Premises,

such as disposal or redevelopment of the Premises.

11.2.2 Upon completion of the Asset Plan, the Director must provide a

copy of the agreed Asset Plan to the Agency and discuss the

contents of the Asset Plan with the Agency.

11.2.3 The Director will endeavour to carry out the works set out in the

Asset Plan, subject to:

11.2.3.1 the portion of the Asset Management Fund Fee paid by

the Agency remaining after the deduction of the cost of

the Director's Outgoings, the cost of any Structural

Repairs or Structural Works carried out by the Director

and the cost of maintaining the essential services at

the Premises;

11.2.3.2 the need for works at other properties owned by the

Director and which are leased to other agencies for the

provision of affordable housing to the public; and

11.2.3.3 the general availability of funding to the Director for

that purpose.

11.3 Works by the Director

11.3.1 After giving the Agency reasonable notice of its intention to do so,

the Director may, in its absolute discretion, enter the Premises

and carry out works at the Premises or any part of the Premises

for the purpose of carrying out any of the works set out in the

Asset Plan.

11.3.2 When exercising its rights under Clause 11.3.1, the Director must:

11.3.2.1 in determining what is reasonable notice, take into

consideration the Agency's obligations as a landlord

under the Residential Tenancies Act 1997.

11.3.2.2 take all reasonable steps to minimise any disruption to

any Sub-Tenants at the Premises.

11.3.3 On request by the Director, the Agency must vacate that part of

the Premises in respect of which the Director is exercising its

rights under this Clause 11.3 for such reasonable period

determined by the Director as is necessary to enable the Director

to exercise its rights under this Clause.

12. NOTICES TO BE GIVEN TO THE DIRECTOR

Where the Agency:

12.1 is served with any notice or order by any agency or authority relating to

any health or safety requirements or obligations; or

12.2 becomes aware of any concerns or queries raised by any agency or

authority, or any non government organisation with an interest in the

welfare of any persons who may occupy or frequent the Premises;

it must notify the Director as soon as practicable and in any event within 5

Business Days and promptly upon request by the Director provide to the Director

copies of any notices, orders or queries served or raised and follow any direction of

the Director in relation to any such order, notice or query.

13. WORKS AND ALTERATIONS

13.1 Standard of Works Carried out by the Agency

Any works or alterations which the Agency is permitted to carry out under

the terms of this Agreement must be carried out in accordance with this

Clause 13.1. The Agency must ensure that:

13.1.1 any works or alterations carried out at the Premises are carried

out by appropriately qualified tradespersons in a proper manner,

in compliance with all Legislative Requirements and to the

reasonable satisfaction of the Director;

13.1.2 prior to the commencement of any works or alterations, the

Agency obtains all permits, licenses and other approvals required

for the work and delivers copies to the Director;

13.1.3 materials used in carrying out any works or alterations are of the

same or similar quality as those in the Premises on the

Commencement Date;

13.1.4 the works and alterations are carried out in a manner which

minimises the need for future maintenance of the works and

alterations;

13.1.5 the Agency complies with and ensures that its contractors and

workers comply with the reasonable directions of the Director in

connection with the carrying out of any works or alterations at the

Premises;

13.1.6 it immediately notifies the Director of any damage or loss caused

to persons or property arising from or in any way in connection

with the carrying out of the works or alterations; and

13.1.7 prior to commencing any work or alterations, the Agency obtains

appropriate insurance.

13.2 Provision of Information to the Director

The Agency acknowledges that the Director may, at any time during the

Term, but not more than once a year, request that the Agency provide to

the Director information (including, without limitation, copies of permits,

approvals, plans or drawings) in relation to any works or alterations

carried out or proposed by the Agency in relation to the Premises. The

Agency must comply with any such request within 14 days.

14. OTHER OBLIGATIONS OF THE AGENCY

14.1 Compliance with Legislative Requirements

The Agency must comply with all Legislative Requirements in connection

with the Premises and the Agency’s use and occupation of the Premises.

14.2 Licences and Permits

The Agency must maintain all licences and permits for the Agency’s use of

the Premises.

14.3 Security

The Agency must:

14.3.1 secure the Premises when the Premises are not occupied; and

14.3.2 promptly indemnify and pay to the Director on request any cost

incurred by the Director as a result of the Agency or the Agency’s

Employees, Agents and Invitees or Sub-Tenants damaging or

losing any key or security device provided by the Director.

14.4 Nuisance

The Agency must not, without the Director’s consent, do anything in or

near the Premises which in the Director’s reasonable opinion is noxious,

dangerous, offensive or a nuisance.

14.5 Storage of Dangerous Goods

The Agency must not store chemicals, inflammable liquids or dangerous

substances upon or about the Premises except such chemicals, liquids or

dangerous substances that would reasonably be required to be stored on

the Premises for cleaning.

14.6 Fire Protection and Safety

14.6.1 Any fire safety equipment, other than that provided by the Director which is installed

by the Agency must be maintained by the Agency and is at all times the Agency’s

responsibility and must be removed by the Agency at the end of the lease.

14.6.2 The Agency must comply with all relevant fire safety laws and standards as applicable.

14.6.3 Consistent with clause 14.1 and 14.8 the Agency must:

14.6.3.1 ensure that an evacuation plan and procedure is developed for the

Premises;

14.6.3.2 ensure that all sub-tenants of the Premises are provided with fire and

emergency evacuation procedures compliant with the Department of

Human Services Capital Development Guidelines, Series 7 Fire Risk

Management September 2001, as amended from time to time, induction

information at the commencement of their tenancy, and made aware of

their fire safety responsibilities;

14.6.3.3 ensure that the Director’s Authorised Officer is notified of any maintenance

required to fire safety equipment installed in the Premises; and
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14.6.3.4 not do anything to negatively impact on the effectiveness or use of the fire

safety equipment installed by the Director.

14.7 Endanger Premises

The Agency must not do or permit anything to be done in connection with

the Premises which, in the reasonable opinion of the Director, may

endanger the Premises or be a risk to any person or property.

14.8 Agency’s Employees

The Agency must use all reasonable endeavours to ensure that the

Agency's Employees, Agents and Invitees and any Sub-Tenants observe

and comply with the Agency's obligations under this Agreement, where

appropriate.

14.9 Withdrawal of caveat

Where the Agency has lodged a caveat over the land on which the

Premises is situated, the Agency must, immediately on request by the

Director, consent to any dealing relating to the Premises or the land on

which the Premises is situated and provide any documents that are

necessary to permit the registration of that dealing.

14.10 Signs and Advertising

The Agency must not, without the prior written consent of the Director,

erect any display, sign or advertisement to the exterior of the Premise
Appendix 7.2

Extract from the Performance Standards
for registered housing agencies 
established by the Minister for Housing pursuant to Section 93 of part VIII of the Housing Act 1983.

Housing management and maintenance 

The agency must maintain its housing stock to a high standard. 
Indicators 
1. The agency ensures that properties under its management or ownership are maintained to a community standard, and never below a habitable standard. 

2. The agency has a program of inspection and maintenance and upgrade of properties (‘standard maintenance’) that supports the preceding paragraph and minimises vacancy rates. 

3. Maintenance is undertaken by qualified (and where applicable, licensed) tradespeople. 

4. The agency has policies with respect to standard maintenance, urgent repairs, non-scheduled maintenance and upgrades, complies with those policies and has adequate provision in its business plan, and the resources, for these matters. 

5. Housing stock acquired following the publication of these standards meets building standards before being offered for occupation by tenants. 

6. The agency maintains an accurate and current list of the properties it owns and manages. 

7. The agency seeks consensual agreement with tenants in relation to access to properties that do not compromise tenants’ rights under the RTA. 

8. The agency has consideration of the National Community Housing Standards Signposts of Good Practice in regard to asset management: 

• Standard 2.1: Responsive Maintenance and Repairs 

• Standard 2.2: Planned Cyclical Maintenance and Upgrade 

• Standard 2.3: Acquiring and Developing Stock 

Guidance 
This performance standard requires maintenance of housing to a high standard. The standard applying to a particular property will depend on several factors: 

• All properties offered for rent from an agency’s existing stock must be at least of a habitable standard. A ‘habitable standard’ refers to a standard of repair which, taking into account the age, character, and locality of the property, would make it reasonably fit for occupation by a reasonably minded person. 

• The suitability and habitability of a property may also depend on the particular needs of the tenant whom it is proposed to house in the property. 

• Newly acquired properties are expected to comply with the Australian Building Code and to have been issued with a Certificate of Occupancy. In effect, this will mean that agencies must acquire newly built stock, or must renovate it to the required standard before offering it for rent. 

• The agency must gear its repairs and maintenance strategies to maintaining and improving the standards of its stock, bearing in mind that the notion of habitability is based on reasonable tenant expectations, and will change over time. 

• When acquiring housing stock, agencies should have regard to guidelines applying to properties acquired or constructed by the Director of Housing. 

Appendix 7.3  Asset Plan
	HOUSING & COMMUNITY BUILDING
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	ASSET PLAN

Agency Name


	2009 - 2011


Background 
Historically community managed housing programs have operated under various arrangements including the provision of rooming house accommodation, group housing for people with a range of disabilities, rental housing co-operatives and other long term community housing. Following consultation with the community housing sector, the Director of Housing (Director) has introduced a new standardised lease in the form of the Housing Provider Framework Lease and Property Management Agreement (HPF), in order to have a consistent approach to tenancy and property management.

The general principle of the HPF is to provide affordable long term housing that meets the needs of a diverse range of people and to provide clear guidelines to support the working arrangements between the Director and community housing agencies.

The Director and (insert agency name) (agency) entered into an agreement under the HPF on (insert date).  Under the terms of the agreement, the Director will provide property condition reports (PCR’s) and in partnership with the agency will develop an asset plan for the portfolio. It is important to note that this asset plan does not in any way negate the terms and conditions of the HPF agreement. 

Purpose

The asset plan should identify works required to maintain the housing stock, and where necessary, prioritise properties for upgrades in order to keep them in a reasonable state of repair. Following consideration of the PCR’s, each property should be evaluated to achieve a balance between consumer demand, ongoing upkeep costs and rental income, while balancing economic pressures across the portfolio.

Asset Plan Scope

The asset plan should include:

· the value of the general works required on each property;

· any known disability modifications required on a property;

· works prioritised for consideration in forthcoming Director upgrade programs;

· properties suitable for works to be undertaken and funded by the agency including the use of Community Capacity Building funds (CCB); 

· consideration for properties which may be suitable for disposal or redeveloped as part of an overall Director asset management strategy;

· works funded through the Commonwealth Nation Building and Jobs Plan Maintenance Initiative; and

· information regarding maintenance works requiring Director approval (>$5000).

Asset Plan Roles and Responsibilities

The responsibility for maintenance is determined according to an agreed maintenance option as described in clause 9 of the HPF lease. (insert agency name) has elected to undertake maintenance option 2 and this asset plan has been developed accordingly. 

Director of Housing Responsibilities

Following the completion of the PCRs, the Director must meet with the agency to prepare an asset plan which considers:

· the nature of the works to be carried out;

· where multiple works are identified, the order in which the proposed works should be carried out; 

· the future life span of the premises and any alternative asset management action such as disposal; and

· redevelopment opportunities

Upon completion of the asset plan, the Director must provide a copy of the agreed asset plan to the agency. The Director will endeavour to carry out the works set out in the asset plan, subject to:

· the portion of the asset management fund fee paid by the agency remaining after the deduction of the cost of the Director's outgoings;

· the cost of any structural repairs or structural works carried out by the Director and the cost of maintaining the essential services at the premises;

· the need for works at other properties owned by the Director and which are leased to other agencies for the provision of affordable housing to the public; and 

· the general availability of funding to the Director for that purpose.

Under the HPF lease the Director is responsible for structural works and repairs to the properties.  However, where practical, the Director will complete full upgrades on properties where substantial works are required, in order to maximise resources and minimise disruption to tenants. In turn, where the Director has undertaken works normally the responsibility of the agency as part of a full upgrade, the agency will be required to undertake additional works. This collaborative approach will be adopted following negotiation and agreement by both parties. 

Agency Responsibilities

The agency is responsible for ensuring that the properties are maintained in good state of repair and provides both responsive and programmed maintenance services.

The agency must ensure that the properties are maintained in accordance with Housing & Community Building (HCB) housing standards policy. The standards set out the policies that apply to all properties owned by the Director and aims to provide a framework for cost effective and practical standards.  The intention is to maintain the properties in good repair; maintain or extend the life of the existing properties or attributes of the property; improve energy efficiency; and consider repair before replacement.  The housing standards are located on the HCB website http://www.housing.vic.gov.au. 

The individual PCRs (attachment 1) and summary data (attachment 2) detail the current outstanding maintenance works. Using this information the agency is required to develop a works plan, based on priorities relating to the remaining life of the property attributes and available funds. The agency works plan should identify works to be undertaken and provide indicative timeframes for when the works will be completed. The agency works plan will be included in the asset plan as attachment 6.

Under clause 9.5 of the HPF lease, the agency is required to obtain the Director’s written consent prior to carrying out any major works at the properties. Works to be undertaken by the agency likely to cost over $5,000 should be detailed in attachment 5.  Following the finalisation of the asset plan, no further approval for the listed works will be necessary. 

The agency is required to submit 3 monthly periodic maintenance reports as defined in clause 20 of the HPF lease.  These reports should include the works identified in the agreed asset plan. 

Asset Plan Methodology 

Following property inspections PCR data is collected against individual and collective attributes and listing the works required against each property. An estimated value is recorded against each attribute and an indication is given as to whether a repair or replacement is required. The PCRs also provide an indication of the lifecycle stage of the property attributes. Agencies have the opportunity to discuss the PCR results and contribute their own knowledge of the property condition during the consultation process.

Within a portfolio of properties, the total value of the works to repair (or replace) an item is based on a ranking relative to the comparative need between individual properties. Hence the PCR values are ranked from highest to lowest value to establish a comparative need between properties.  A draft program of upgrade works is therefore developed based on the highest need. 

Upgrade programs are scheduled for completion within specified financial years, in order to access the necessary funding. Generally, at the commencement of the financial year, the Director initiates feasibility studies on each property to be upgraded. The feasibility study reports are considered and where appropriate the Director proceeds with documenting and tendering for the works.  Incoming tenders are assessed and where accepted the contract for works will be let.  

Where urgent disability modification works are identified during the financial year, they will take priority over existing commitments. This may lead to an existing project being rescheduled in to the following financial year works program.

The asset plan can be varied (by mutual agreement) to take into account changing priorities identified by the agency. A review of this plan will be considered following receipt of a submission from the agency’s Board. 

Matching property with demand

Ideally, existing tenants and the waiting list profile should match the available stock. Where the profile of demand differs significantly from the profile of the existing stock, the long term objective should be a realignment of the portfolio to ensure supply matches demand. 

Furthermore, the tenant profile should match the stock to maximise the rental return on the properties. Where necessary, agencies should identify underutilised properties and be proactive in allocating properties based on the household profile of their tenants.
Property Profile

Consisting of:

	No. of properties
	Bedroom size
	Construction Type

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Tenancy profile (to be completed by the agency)

	Bedroom size

	Utilised (No. of properties)
	Under-utilised (No. of properties)

	1 bedroom
	
	

	2 bedroom
	
	

	3 bedroom
	 
	

	4 bedroom
	
	


Conclusion 

(Include if necessary based on agency profile data)

Future Opportunities

(Agency to add additional comments or offer suggestions for future development opportunities)

Attachments 

1. Individual PCR for each property

2. PCR summary data 

3. Nation Building and Jobs Plan Maintenance Initiative

4. 3 year asset plan

5. Agency planned works over $5,000

6. Agency works plan

7. Agency maintenance policy and procedure
Attachment 3

Under the Commonwealth Government’s Nation Building and Jobs Plan Maintenance Initiative the agency has been awarded $  to undertake the following works:

Attachment 4

3 Year Asset Plan
Following an assessment of the properties and works undertaken to date, the portfolio is considered to be in a reasonable condition.  

Upgrade and structural works have been conducted during 2007/08 and 2008/09.  Furthermore, the agency has received grant funding under the Nation Building and Jobs Plan Maintenance Initiative as detailed in attachment 3.

The Director proposes to undertake upgrade and structural works on the following property during 2009/10:  

OR

Year 2009/10
Proposed works by the Director:

	Property Address
	Works

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Year 2010/11
Proposed works by the Director:

	Property Address
	Works

	
	

	
	

	
	

	
	


Year 2011/12
Proposed works by the Director:

	Property Address
	Works

	
	

	
	

	
	

	
	


Attachment 5

Planned Works over $5,000 (to be completed by the agency)

Under clause 9.5 of the HPF, the Director gives consent that the following works may be undertaken by the agency:

	Property Address
	Works
	Year

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Attachment 6 

Agency Works Plan
Appendix 7.4  Sample 3 Year Asset Plan
Attachment 4
3 Year Asset  Plan

The following properties managed by CHO have been identified for works by the DoH over the three year period:

Year 10/11
The works listed have been completed by the DOH:

	Property Address
	Works

	Property 6, Suburb 4
	External painting

	Property 7, Suburb 3
	External painting

	Property 8, Suburb 2
	External painting

	Property 9, Suburb 2
	External painting

	Property 10, Suburb 2
	External painting

	Property 10, Suburb 2
	External painting

	Property 11, Suburb 3
	External painting

	Property 11, Suburb 3
	Bathroom replacement - reimbursement to CHO

	Property 12, Suburb 2
	Switchboard replacement - reimbursement to CHO

	Property 13, Suburb 6
	External painting

	Property 14, Suburb 2
	External painting and guttering

	Property 14 Suburb 2
	Window replacement - reimbursement to CHO

	Property 15, Suburb 5
	External painting

	Property 15, Suburb 5
	Replacement garage ceiling - reimbursement to CHO

	Property 16, Suburb 2
	External painting and guttering 

	Property 17, Suburb 3
	External painting

	Property 17, Suburb 2
	External painting

	Property 18, Suburb 2
	External painting

	Property 18, Suburb 2
	Replacement laundry ceiling - reimbursement to CHO

	Property 19, Suburb 2
	External painting

	Property 20, Suburb 2
	External painting

	Property 21, Suburb 2
	External painting and guttering

	Property 22, Suburb 1
	External painting


Year 11/12
Proposed works by the DOH:

	Property Address
	Works

	Property 10, Suburb 2
	Security door

	Property 23, Suburb 2
	Paving

	Property 12, Suburb 2
	Fencing

	Property 17, Suburb 3
	Rear fence

	Property 24, Suburb 2
	Security door

	Property 25, Suburb 2
	Security doors

	Property 1, Suburb 1
	Entrance door


Year 12/13
Proposed works by the DOH:

	Property Address
	Works

	Property 26, Suburb 2
	Fencing

	Property 27, Suburb 7
	Rear stairs

	Property 26, Suburb 2
	Fencing

	Property 19, Suburb 2
	Guttering


Attachment 5
Planned Works Over $5,000

The Director consents under section 9.5 of the HPF to the agency to undertake works on the following properties:


	Property Address
	Works
	Year

	Property 28 Suburb 4
	Internal repaint & general repairs
	12/13 – CCB

	Property 29 Suburb 4
	Internal repaint 
	13/14 

	Property 30 Drive Suburb 2
	Internal repaint
	13/14

	Property 31 Suburb 2
	Internal repaint
	12/13

	Property 14 Suburb 2
	Internal repaint 
	11/12

	Property 25 Drive Suburb 2
	Internal repaint & general repairs
	13/14 - CCB

	Property 32 Suburb 2
	Internal repaint
	12/13

	Property 33 Suburb 2
	Internal repaint
	13/14

	Property 18 Road Suburb 2
	Internal repaint 
	12/13 - CCB

	Property 1 Suburb 1
	Repaint, recarpet, doors, blinds
	11/12 - CCB


Attachment 6
CHO Works Plan
Too large for sample to be included but would look like spreadsheet in Form 5.2.2 Maintenance Plan.
Appendix 7.5  Abbreviations

	CHO
	Community Housing Organisation

	CHFV
	Community Housing Federation of Victoria

	CMS
	Contract Management Services, Property Services and Asset Management, Office of Housing

	COMAC
	Community Managed Accommodation, Property Services and Asset Management, Office of Housing

	DHS
	Department of Human Services

	DOH
	Director of Housing

	HCC 
	Housing Call Centre

	HPF
	Housing Provider Framework

	HSD
	Housing Sector Development, Office of Housing

	NCHS
	National Community Housing Standards

	OH&S
	Occupational Health and Safety

	OoH
	Office of Housing, Department of Human Services 

	RHP
	Rooming House Program

	RTA
	Residential Tenancies Act

	PSAM
	Property Services and Asset Management, Office of Housing








_1336985184.xls
Sht1 - Cyclical Plan Property 1

		PROPERTY 1																																														PROPERTY 1																																														PROPERTY 1

		Effective handover 3/5/01																														Yr 10																Effective handover 3/5/01																																														Effective handover 3/5/01

				2010		2011		2012		2013		2014		2015		2016		2017		2018		2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031				2032		2033		2034		2035		2036		2037		2038		2039		2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053				2054		2055		2056		2057		2058		2059		2060		2061		2062		2063		2064		2065		2066		2067		2068		2069		2070		2071		2072		2073		2074		2075

		Unit 1 - bedsit - 27.25																																														Unit 1 - bedsit - 27.25																																														Unit 1 - bedsit - 27.25

		Repaint																								680														680								Repaint								680														680														680										Repaint						680														680														680

		Recarpet																												750																		Recarpet		750																		750																		750								Recarpet												750																		750

		Replace kitchen cupboards																																														Replace kitchen cupboards																1700																														Replace kitchen cupboards																						1700

		Revinyl kitchen & bathroom																																								650						Revinyl kitchen & bathroom																										650																				Revinyl kitchen & bathroom												650																														650

		Unit 2 - one bedroom unit																																														Unit 2 - one bedroom unit																																														Unit 2 - one bedroom unit

		Repaint																								870														870								Repaint								870														870														870										Repaint						870														870														870

		Recarpet																												950																		Recarpet		950																		950																		950								Recarpet												950																		950

		Replace kitchen cupboards																																														Replace kitchen cupboards																1700																														Replace kitchen cupboards																						1700

		Revinyl kitchen & bathroom																																								650						Revinyl kitchen & bathroom																										650																				Revinyl kitchen & bathroom												650																														650

		Unit 3 - single room - 10.5																																														Unit 3 - single room - 10.5																																														Unit 3 - single room - 10.5

		Repaint																						270												270												Repaint		270												270												270												270								Repaint						270												270												270												270

		Recarpet																										300																300				Recarpet														300																300																Recarpet		300																300																300

		Unit 4 - single room																																														Unit 4 - single room																																														Unit 4 - single room

		Repaint																						270												270												Repaint		270												270												270												270								Repaint						270												270												270												270

		Recarpet																										300																300				Recarpet														300																300																Recarpet		300																300																300

		Unit 5 - single room																																														Unit 5 - single room																																														Unit 5 - single room

		Repaint																						270												270												Repaint		270												270												270												270								Repaint						270												270												270												270

		Recarpet																										300																300				Recarpet														300																300																Recarpet		300																300																300

		Unit 6 - single room																																														Unit 6 - single room																																														Unit 6 - single room

		Repaint																						270												270												Repaint		270												270												270												270								Repaint						270												270												270												270

		Recarpet																										300																300				Recarpet														300																300																Recarpet		300																300																300

		Unit 7 - single room																																														Unit 7 - single room																																														Unit 7 - single room

		Repaint																						270												270												Repaint		270												270												270												270								Repaint						270												270												270												270

		Recarpet																										300																300				Recarpet														300																300																Recarpet		300																300																300

		Unit 8 - bedsit																																														Unit 8 - bedsit																																														Unit 8 - bedsit

		Repaint																								540														540								Repaint								540														540														540										Repaint						540														540														540

		Recarpet																												300																		Recarpet		300																		300																		300								Recarpet												300																		300

		Replace kitchen cupboards																																														Replace kitchen cupboards																1700																														Replace kitchen cupboards																						1700

		Revinyl kitchen & bathroom																																								650						Revinyl kitchen & bathroom																										650																				Revinyl kitchen & bathroom												650																														650

		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		1350		2090		1500		2000		0		0		1350		0		2090		1950		1500		0		SUB TOTAL-WORKS		3350		0		0		2090		0		0		2850		5100		0		2000		2090		0		3300		0		1500		0		0		2090		3350		0		0		0		SUB TOTAL-WORKS		1500		0		3440		0		0		3950		0		0		2850		2090		5100		0		0		0		3350		0		3590		0		0		0		3300		0

		SPECIAL PROVISIONS																																														SPECIAL PROVISIONS																																														SPECIAL PROVISIONS

		Contingency sum allowance		0		0		0		0		0				0		0		0		0		68		105		75		100		0		0		68		0		105		98		75		0		Contingency sum allowance		168		0		0		105		0		0		143		255		0		100		105		0		165		0		75		0		0		105		168		0		0		0		Contingency sum allowance		75		0		172		0		0		198		0		0		143		105		255		0		0		0		168		0		180		0		0		0		165		0

		TOTAL		0		0		0		0		0		0		0		0		0		0		1417.5		2194.5		1575		2100		0		0		1417.5		0		2194.5		2047.5		1575		0		TOTAL		3517.5		0		0		2194.5		0		0		2992.5		5355		0		2100		2194.5		0		3465		0		1575		0		0		2194.5		3517.5		0		0		0		TOTAL		1575		0		3612		0		0		4147.5		0		0		2992.5		2194.5		5355		0		0		0		3517.5		0		3769.5		0		0		0		3465		0

		PROPERTY 1																																														PROPERTY 1																																														PROPERTY 1

												2000

				1997		1998		1999		2000		2001		2002		2003		2004		2005		2006		2007		2008		2009		2010		2011		2012		2013		2014		2015		2016		2017		2018				2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031		2032		2033		2034		2035		2036		2037		2038		2039		2040				2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053		2054		2055		2056		2057		2058		2059		2060		2061		2062

		Ground level communal bathroom																																														Ground level communal bathroom																																														Ground level communal bathroom

		Repaint																				700										700										700						Repaint						700										700										700										700										Repaint		700										700										700										700										700

		Revinyl																																								1300						Revinyl																										1300																				Revinyl												1300																														1300

		Top level communal bathroom																																														Top level communal bathroom																																														Top level communal bathroom

		Repaint																				700										700										700						Repaint						700										700										700										700										Repaint		700										700										700										700										700

		Revinyl																																								1300						Revinyl																										1300																				Revinyl												1300																														1300

		Ground level entrance area																																														Ground level entrance area																																														Ground level entrance area

		Repaint																										750																750				Repaint														750																750																Repaint		750																750																750

		Replace carpet																						825												825												Replace carpet		825												825												825												825								Replace carpet						825												825												825												825

		Ground level passage																																														Ground level passage																																														Ground level passage

		Repaint																										1500																1500				Repaint														1500																1500																Repaint		1500																1500																1500

		Replace vinyl																																								3100						Replace vinyl																										3100																				Replace vinyl												3100																														3100

		Ground level communal kitchen																																														Ground level communal kitchen																																														Ground level communal kitchen

		Repaint																										450																450				Repaint														450																450																Repaint		450																450																450

		Replace vinyl																																								450						Replace vinyl																										450																				Replace vinyl												450																														450

		Replace kitchen cupboards																																														Replace kitchen cupboards																2300																														Replace kitchen cupboards																						2300

		Ground level laundry																																														Ground level laundry																																														Ground level laundry

		Repaint																				120										120										120						Repaint						120										120										120										120										Repaint		120										120										120										120										120

		Replace vinyl																																								220						Replace vinyl																										220																				Replace vinyl												220																														220

		Replace 1 washing machine 1 dryer																														3000																Replace 1 washing machine 1 dryer						3000																				3000																				Replace 1 washing machine 1 dryer		3000																				3000																				3000

		Ground level lounge																																														Ground level lounge																																														Ground level lounge

		Repaint																										850																850				Repaint														50																850																Repaint		850																850																850

		Replace carpet																								950														950								Replace carpet								950														950														950										Replace carpet						950														950														950

		Top level passages (all)																																														Top level passages (all)																																														Top level passages (all)

		Repaint																										2220																2220				Repaint														2220																2220																Repaint		2220																2220																2220

		Replace vinyl																																								4450						Replace vinyl																										4450																				Replace vinyl												4450																														4450

		SUB TOTAL - WORKS		0		0		0		0		0		0		0		0		0		1520		825		950		5770		0		4520		0		825		0		950		12340		5770		0		SUB TOTAL - WORKS		825		0		4520		950		0		0		5795		3820		0		0		950		0		16165		0		5770		0		0		2470		825		0		0		0		SUB TOTAL - WORKS		10290		0		1775		0		0		12340		0		0		6595		950		6820		0		0		0		825		1520		6720		0		0		0		16165		0

		SPECIAL PROVISIONS																																														SPECIAL PROVISIONS																																														SPECIAL PROVISIONS

		Contingency sum allowance		0		0		0		0		0				0		0		0		76		41		48		289		0		226		0		41		0		48		617		289		0		Contingency sum allowance		41		0		226		48		0		0		290		191		0		0		48		0		808		0		289		0		0		124		41		0		0		0		Contingency sum allowance		515		0		89		0		0		617		0		0		330		48		341		0		0		0		41		76		336		0		0		0		808		0

		TOTAL		0		0		0		0		0		0		0		0		0		1596		866.25		997.5		6058.5		0		4746		0		866.25		0		997.5		12957		6058.5		0		TOTAL		866.25		0		4746		997.5		0		0		6084.75		4011		0		0		997.5		0		16973.25		0		6058.5		0		0		2593.5		866.25		0		0		0		TOTAL		10804.5		0		1863.75		0		0		12957		0		0		6924.75		997.5		7161		0		0		0		866.25		1596		7056		0		0		0		16973.25		0

		PROPERTY 1																																														PROPERTY 1																																														PROPERTY 1

												2000

				1997		1998		1999		2000		2001		2002		2003		2004		2005		2006		2007		2008		2009		2010		2011		2012		2013		2014		2015		2016		2017		2018				2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031		2032		2033		2034		2035		2036		2037		2038		2039		2040				2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053		2054		2055		2056		2057		2058		2059		2060		2061		2062

		External and extras																																														External and extras																																														External and extras

		Sprinkler maintenance												1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		Sprinkler maintenance		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		Sprinkler maintenance		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200		1200

		Extinguisher/hose reel service												300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		Extinguisher/hose reel service		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		Extinguisher/hose reel service		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300		300

		Sprinkler system - 3 yearly valve overhaul																2000						2000						2000						2000						2000						Sprinkler system - 3 yearly valve overhaul		2000						2000						2000						2000						2000						2000						2000						2000		Sprinkler system - 3 yearly valve overhaul						2000						2000						2000						2000						2000						2000						2000

		FIP monitoring												1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		FIP monitoring		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		FIP monitoring		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500		1500

		Lift Maintenance												3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		Lift Maintenance		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		Lift Maintenance		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000		3000

		Gutter cleaning												1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		Gutter cleaning		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		Gutter cleaning		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000		1000

		Garden maintenance												500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		Garden maintenance		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		Garden maintenance		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500		500

		Pest treatment																1000						1000						1000						1000						1000						Pest treatment		1000						1000						1000						1000						1000						1000						1000						1000		Pest treatment						1000						1000						1000						1000						1000						1000						1000

		Completed ann. cond. report maint/capital works/resp maint												13836																																		Completed ann. cond. report maint/capital works/resp maint																																														Completed ann. cond. report maint/capital works/resp maint

		SUB TOTAL-WORKS		0		0		0		0		0		21336		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		SUB TOTAL-WORKS		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		SUB TOTAL-WORKS		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500		7500		10500		7500

		SPECIAL PROVISIONS																																														SPECIAL PROVISIONS																																														SPECIAL PROVISIONS

		Contingency sum allowance		0		0		0		0						375		525		375		375		525		375		375		525		375		375		525		375		375		525		375		375		Contingency sum allowance		525		375		375		525		375		375		525		375		375		525		375		375		525		375		375		525		375		375		525		375		375		525		Contingency sum allowance		375		375		525		375		375		525		375		375		525		375		375		525		375		375		525		375		375		525		375		375		525		375

		TOTAL		0		0		0		0		0		21336		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		TOTAL		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		TOTAL		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875		7875		11025		7875

		GRAND TOTAL		0		0		0		0		0		21336		7875		11025		7875		9471		13308.75		11067		15508.5		13125		12621		7875		13308.75		7875		11067		26029.5		15508.5		7875		GRAND TOTAL		15408.75		7875		12621		14217		7875		7875		20102.25		17241		7875		13125		11067		7875		31463.25		7875		15508.5		11025		7875		12663		15408.75		7875		7875		11025		GRAND TOTAL		20254.5		7875		16500.75		7875		7875		28129.5		7875		7875		20942.25		11067		20391		11025		7875		7875		15408.75		9471		18700.5		11025		7875		7875		31463.25		7875

		$777,630.00





Sht2 - Summary of Planned Works

		SUMMARY OF PLANNED WORKS																																														SUMMARY OF WORKS																																														SUMMARY OF WORKS

				2010		2011		2012		2013		2014		2015		2016		2017		2018		2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031				2032		2033		2034		2035		2036		2037		2038		2039		2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053				2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053		2054		2055		2056		2057		2058		2059		2060		2061

				2011		2012		2013		2014		2015		2016		2017		2018		2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031		2032				2033		2034		2035		2036		2037		2038		2039		2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053		2054				2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053		2054		2055		2056		2057		2058		2059		2060		2061		2062		Total

		PROPERTY 1		0		0		0		0		0		21336		7875		11025		7875		9471		13308.75		11067		15508.5		13125		12621		7875		13308.75		7875		11067		26029.5		15508.5		7875		PROPERTY 1		15408.75		7875		12621		14217		7875		7875		20102.25		17241		7875		13125		11067		7875		31463.25		7875		15508.5		11025		7875		12663		15408.75		7875		7875		11025		PROPERTY 1		20254.5		7875		16500.75		7875		7875		28129.5		7875		7875		20942.25		11067		20391		11025		7875		7875		15408.75		9471		18700.5		11025		7875		7875		31463.25		7875		777630

		PROPERTY 2																																														PROPERTY 2																																														PROPERTY 2																																														0

		PROPERTY 3																																														PROPERTY 3																																														PROPERTY 3																																														0

		PROPERTY 4																																														PROPERTY 4																																														PROPERTY 4																																														0

		PROPERTY 5																																														PROPERTY 5																																														PROPERTY 5																																														0

		PROPERTY 6																																														PROPERTY 6																																														PROPERTY 6																																														0

		PROPERTY 7																																														PROPERTY 7																																														PROPERTY 7																																														0

		PROPERTY 8																																														PROPERTY 8																																														PROPERTY 8																																														0

		PROPERTY 9																																														PROPERTY 9																																														PROPERTY 9																																														0

		PROPERTY 10																																														PROPERTY 10																																														PROPERTY 10																																														0

		PROPERTY 11																																														PROPERTY 11																																														PROPERTY 11																																														0

		PROPERTY 12																																														PROPERTY 12																																														PROPERTY 12																																														0

		PROPERTY 13																																														PROPERTY 13																																														PROPERTY 13																																														0

		PROPERTY 14																																														PROPERTY 14																																														PROPERTY 14																																														0

		PROPERTY 15																																														PROPERTY 15																																														PROPERTY 15

		PROPERTY 16																																														PROPERTY 16																																														PROPERTY 16

		PROPERTY 17																																														PROPERTY 17																																														PROPERTY 17

		Totals		0		0		0		0		0		21336		7875		11025		7875		9471		13308.75		11067		15508.5		13125		12621		7875		13308.75		7875		11067		26029.5		15508.5		7875		Totals		15408.75		7875		12621		14217		7875		7875		20102.25		17241		7875		13125		11067		7875		31463.25		7875		15508.5		11025		7875		12663		15408.75		7875		7875		11025		Totals		20254.5		7875		16500.75		7875		7875		28129.5		7875		7875		20942.25		11067		20391		11025		7875		7875		15408.75		9471		18700.5		11025		7875		7875		31463.25		7875		777630

		Cumulative Total		0		0		0		0		0		21336		29211		40236		48111		57582		70890.75		81957.75		97466.25		110591.25		123212.25		131087.25		144396		152271		163338		189367.5		204876		212751		Cumulative Total		228159.75		236034.75		248655.75		262872.75		270747.75		278622.75		298725		315966		323841		336966		348033		355908		387371.25		395246.25		410754.75		421779.75		429654.75		442317.75		457726.5		465601.5		473476.5		484501.5		Cumulative Total		504756		512631		529131.75		537006.75		544881.75		573011.25		580886.25		588761.25		609703.5		620770.5		641161.5		652186.5		660061.5		667936.5		683345.25		692816.25		711516.75		722541.75		730416.75		738291.75		769755		777630





Sht3 - Annual Works Plan

		ANNUAL WORKS PLAN		2020

				2021

		PROPERTY 1

		Unit 3 - single room - 10.5

		Repaint		270

		Unit 4 - single room

		Repaint		270

		Unit 5 - single room

		Repaint		270

		Unit 6 - single room

		Repaint		270

		Unit 7 - single room

		Repaint		270

		SUB TOTAL-WORKS		1350

		SPECIAL PROVISIONS

		Contingency sum allowance		68

		TOTAL		1417.5

		Common areas

		Ground level entrance area

		Replace carpet		825

		SUB TOTAL - WORKS		825

		SPECIAL PROVISIONS

		Contingency sum allowance		41

		TOTAL		866.25

		External and extras

		Sprinkler maintenance		1200

		Extinguisher/hose reel service		300

		Sprinkler system - 3 yearly valve overhaul		2000

		FIP monitoring		1500

		Lift Maintenance		3000

		Gutter cleaning		1000

		Garden maintenance		500

		Pest treatment		1000

		Completed ann. cond. report maint/capital works/resp maint

		SUB TOTAL-WORKS		10500

		SPECIAL PROVISIONS

		Contingency sum allowance		525

		TOTAL		11025

		TOTAL PROPERTY 1		13308.75

		PROPERTY 2





Sht4-Cyclical History Property1

		PROPERTY 1																																														PROPERTY 1																																														PROPERTY 1

				2010		2011		2012		2013		2014		2015		2016		2017		2018		2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031				2032		2033		2034		2035		2036		2037		2038		2039		2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053				2054		2055		2056		2057		2058		2059		2060		2061		2062		2063		2064		2065		2066		2067		2068		2069		2070		2071		2072		2073		2074		2075

		Unit 1 - bedsit - 27.25																																														Unit 1 - bedsit - 27.25																																														Unit 1 - bedsit - 27.25

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Replace kitchen cupboards																																														Replace kitchen cupboards																																														Replace kitchen cupboards

		Revinyl kitchen & bathroom																																														Revinyl kitchen & bathroom																																														Revinyl kitchen & bathroom

		Unit 2 - one bedroom unit																																														Unit 2 - one bedroom unit																																														Unit 2 - one bedroom unit

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Replace kitchen cupboards																																														Replace kitchen cupboards																																														Replace kitchen cupboards

		Revinyl kitchen & bathroom																																														Revinyl kitchen & bathroom																																														Revinyl kitchen & bathroom

		Unit 3 - single room - 10.5																																														Unit 3 - single room - 10.5																																														Unit 3 - single room - 10.5

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Unit 4 - single room																																														Unit 4 - single room																																														Unit 4 - single room

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Unit 5 - single room																																														Unit 5 - single room																																														Unit 5 - single room

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Unit 6 - single room																																														Unit 6 - single room																																														Unit 6 - single room

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Unit 7 - single room																																														Unit 7 - single room																																														Unit 7 - single room

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Unit 8 - bedsit																																														Unit 8 - bedsit																																														Unit 8 - bedsit

		Repaint																																														Repaint																																														Repaint

		Recarpet																																														Recarpet																																														Recarpet

		Replace kitchen cupboards																																														Replace kitchen cupboards																																														Replace kitchen cupboards

		Revinyl kitchen & bathroom																																														Revinyl kitchen & bathroom																																														Revinyl kitchen & bathroom

		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		PROPERTY 1																																														PROPERTY 1																																														PROPERTY 1

				2010		2011		2012		2013		2014		2015		2016		2017		2018		2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031				2032		2033		2034		2035		2036		2037		2038		2039		2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053				2054		2055		2056		2057		2058		2059		2060		2061		2062		2063		2064		2065		2066		2067		2068		2069		2070		2071		2072		2073		2074		2075

		Ground level communal bathroom																																														Ground level communal bathroom																																														Ground level communal bathroom

		Repaint																																														Repaint																																														Repaint

		Revinyl																																														Revinyl																																														Revinyl

		Top level communal bathroom																																														Top level communal bathroom																																														Top level communal bathroom

		Repaint																																														Repaint																																														Repaint

		Revinyl																																														Revinyl																																														Revinyl

		Ground level entrance area																																														Ground level entrance area																																														Ground level entrance area

		Repaint																																														Repaint																																														Repaint

		Replace carpet																																														Replace carpet																																														Replace carpet

		Ground level passage																																														Ground level passage																																														Ground level passage

		Repaint																																														Repaint																																														Repaint

		Replace vinyl																																														Replace vinyl																																														Replace vinyl

		Ground level communal kitchen																																														Ground level communal kitchen																																														Ground level communal kitchen

		Repaint																																														Repaint																																														Repaint

		Replace vinyl																																														Replace vinyl																																														Replace vinyl

		Replace kitchen cupboards																																														Replace kitchen cupboards																																														Replace kitchen cupboards

		Ground level laundry																																														Ground level laundry																																														Ground level laundry

		Repaint																																														Repaint																																														Repaint

		Replace vinyl																																														Replace vinyl																																														Replace vinyl

		Replace 1 washing machine 1 dryer																																														Replace 1 washing machine 1 dryer																																														Replace 1 washing machine 1 dryer

		Ground level lounge																																														Ground level lounge																																														Ground level lounge

		Repaint																																														Repaint																																														Repaint

		Replace carpet																																														Replace carpet																																														Replace carpet

		Top level passages (all)																																														Top level passages (all)																																														Top level passages (all)

		Repaint																																														Repaint																																														Repaint

		Replace vinyl																																														Replace vinyl																																														Replace vinyl

		SUB TOTAL - WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		SUB TOTAL - WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		SUB TOTAL - WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		PROPERTY 1																																														PROPERTY 1																																														PROPERTY 1

				2010		2011		2012		2013		2014		2015		2016		2017		2018		2019		2020		2021		2022		2023		2024		2025		2026		2027		2028		2029		2030		2031				2032		2033		2034		2035		2036		2037		2038		2039		2040		2041		2042		2043		2044		2045		2046		2047		2048		2049		2050		2051		2052		2053				2054		2055		2056		2057		2058		2059		2060		2061		2062		2063		2064		2065		2066		2067		2068		2069		2070		2071		2072		2073		2074		2075

		External and extras																																														External and extras																																														External and extras

		Sprinkler maintenance																																														Sprinkler maintenance																																														Sprinkler maintenance

		Extinguisher/hose reel service																																														Extinguisher/hose reel service																																														Extinguisher/hose reel service

		Sprinkler system - 3 yearly valve overhaul																																														Sprinkler system - 3 yearly valve overhaul																																														Sprinkler system - 3 yearly valve overhaul

		FIP monitoring																																														FIP monitoring																																														FIP monitoring

		Lift Maintenance																																														Lift Maintenance																																														Lift Maintenance

		Gutter cleaning																																														Gutter cleaning																																														Gutter cleaning

		Garden maintenance																																														Garden maintenance																																														Garden maintenance

		Pest treatment																																														Pest treatment																																														Pest treatment

		Completed ann. cond. report maint/capital works/resp maint																																														Completed ann. cond. report maint/capital works/resp maint																																														Completed ann. cond. report maint/capital works/resp maint

		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		SUB TOTAL-WORKS		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		GRAND TOTAL		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		GRAND TOTAL		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		GRAND TOTAL		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		$0.00
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