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Document history

Version

Version 1:

Date

November
2018

Changes and updates

1

Consolidation of existing asset and maintenance procedures into new
document.

New procedures written to cover:
o Disability modifications and alterations and additions
o Planned/programmed maintenance

o New tools and templates developed and written procedures updated
accordingly

Version 2:

August 2020

Momentum Scoping Tool developed and added to procedures
Added Section 4. 10 Special programs and conditions

Updated protocols for being unable to gain property access for smoke alarm
testing

Revised Policy stateme nt, as approved by Momentum Executive

General updates through to ensure compliance with all written procedures of
the NSW Land and Housing Corporation

Expanded information and instructions concerning use of General Ledger
Codes and Cost Centres

Removed all references to MEX asset maintenance system
Correction of typographical and grammatical errors

Updated work completion response times with current policy , Chintaro and
Tenant Handbook

Updated throughout to reflect current delegated authorities

Version 3:

January 2021

Update to Annual Fire Safety Statement procedures

Review of minimum property standards against LAHC Asset Management
Framework 2020 (Annexure 2)

NSW Department of Family and Community Services (FACS)hanged to NSW
Department of Communities a nd Justice (DCJ)

Updated with LAHCAs revised approval g
alterations and modification

Reviewed & updated procedures for monitoring Contractor documentation
records z now included Section 4.06 Selection, Appointment and Man agement
of Contractors (ContractorsA records)

Review and updated section 4.05 relating to tenant charges in situations of
domestic and family violence, to reflect legislative changes

Reviewed and updated definitions for repair response times, s4.01 Responsive
Repairs and Maintenance (Timeframes for Completion)

Added fencing procedures

Version 4

December
2021

= -4 -4 | =

Revised policy on asbestos, now incorporating asbestos management plan.
Expanded Smoke Alarms (Tenant No Response Protocols) procedure

Updated Section 4.06 Selection, Appointment and Management of Contractors,
to improve alignment with Momentum procurement procedures.
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Policy statement

Momentum:
1 Has a comprehensive asset management plan in place, approved by the Board of Directors, that outlines
strategies for the continuous and long term  management of our properties.

1 Establishes a 10-year asset maintenance plan for each property which seeks to ma  ximise the life of our stock
and to ensure that Momentum can continue to provide tenants with homes that meet their needs and is of an
acceptable standard.

1 Delivers responsive maintenance and repair programs/plans that are aligned with the business plannin g,
service delivery requirements and community living standards.

1 Selects and work s with independent property maintenance contractors to ensure that the best interests of the
organisation and the tenants are protected.

1 Identifies and meets all legal and ext ernal compliance requirements, specifically in relation to:
1 work health and safety laws and regulations ;
1 applicable building codes and statutory requirements
1 residential tenancy legislation;
1 the NSW Land and Housing Corporation Asset Management Framework  (2018); and
1 the NSW Community Housing Asset Management Policy

1 Develops sustainable living guidelines and awareness strategies to meet our social and corporate
responsibilities and minimise our effect on the environment.

Asset management plan

The Momentum S trategic Asset Management Plan is a longer term plan that establishes systems and an overarching
governance and policy framework to effectively manage the Momentum housing portfolio and to ensure the ongoing
viability of the organisation, by:

1 maximising t he use of managed stock ;

1 ensuring the standard of properties adheres to all legal requirements and meets an acceptable standard,
including environmental sustainability standards

ensuring that maintenance is undertaken through an accountable, transparent and timely process ;

including standards and strategies for the acquisition and/or development of new social and affordable
housing stock ;

1 protecting the value of our property assets; and
1 using available resources effectively and efficiently.
A Strategic Asset Management Plan is a key governance policy and strategic document that sits within the overall

strategic direction of the organisation and, as such, requires the input, guidance and approval by the Momentum
Board of Directors.

The Momentum Strategic As set Management Plan will include (but not be limited to):

Reports on current asset condition and performance

Identification of local housing needs and trends

Set future asset performance standards, including KPIs

Identify risks and challenges, including the development of necessary controls and mitigations
Property disposal strategies

Targeted strategies to grow the Momentum portfolio

A focused property maintenance strategy

Identify financial and budget implications

= =4 =4 =4 -4 4 -4 -—a A

Include a forward asset maintenance pla n for each property (and a portfolio aggregate) covering a period of not
less than ten (10) years

Section 4: Asset Management v3 Last Review: February 2021
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Minimum property standards

Basic provisi

on standards are established for

components) managed by Momentum:

9 deliver all essential services ;

f meet a standard that

is in accordance with all legislative requirements  ; and

9 are functional and safe .

Momentum has agreed to m

Moment umAs hou

eet the NSW Land and Housing Corporatio n As mi ni mum ads.set standar

Property maintenance framework

Property m aintenance is based on the requirements needed to comply with maintenance of essential services in
accordance with legal and regulatory standards or to preserve a desired standard of accommodation for condition,

functionality or asset value.

All Momentum m aintenance programs and plans will be aligned with the business planning and service delivery

requirements.

Maintenance will be managed to ensure the most efficient and effective expenditure of limited resource

life -cycle costs of assets.

Tenant feedback and satisfaction is a measure of effectiveness and through continual improvement

deliver greater relationships

to manage maintenance within this framework.

Engagement, use and review of property maintenance contractors

Momentum will only engage independent property maintenance  contractors whom:

1 are locally based

1
1
9 ensure that work don
1

health and safety req

Additionally, each independent contractor mu

provide value for money

deliver high quality services

s to optimise

Momentum  will

e under license is delivered or supervised by anap  propriately qualified person

uirements (including the Momentum WHS Code of Practice).

are able to demonstrate that they have systems in place to ensure that they work in accordance with work

st be able to demonstrate they meet the following requirements:

1 Compliance with licensing requirements, appropriate to the services or works being provided to Momentum;

1 Public Liability insurance coverage of at least $20,000,000; and

1 Workers Compensati

on insurance coverage , where applicable .

The performance of each contractor will be monitored, measured and reviewed according to an agreed set of key
performance indicators related to the above requirements.

Responsiveness

Momentum will deliver a pro

perty mai ntenance service that is responsive to the needs of our tenants. The response
timeframes set by Momentum are set out in Table 4.1:

Table 4.1: Maintenance response times

Category Description Timeframe
Urgent z 4 hours Faults which represent threats to  health, safety or security risks to the tenant 4 hours
and prompt action is required to relieve the circumstances
Urgent z 24 hours Any faults, other than those defined for Urgent 4 hours that are classified as 24 hours
an Jurgent repairj by the Act
Non-urgent Not classified as an 3 uhighdegreegof disreptiani for K 5or 10 days
the tenant or where the problem may lead into escalating damages and costs
Responsive All other repairs 21 days
Section 4: Asset Management v3 Last Review: February 2021
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Alterations and modifications

Tenants are permitted to make minor improvements to their home without written p ermission and providing no
headleasing, planning or strata title restrictions apply.

Tenants may request written permission from Momentum to undertake major improvements to theirh  ome. Tenants
are responsible for the cost of any major improvements made and the cost of removing any major improvements at
the end of the lease.

When considering requests from tenants for any alteration (including property modifications relating to the health or
disability of a tenant), Momentum must consider:

1 the relevant conditions of any lease agreement that covers the property;

1 any required consent of the property owner;

1 the economic viability of the cost of the required works (where the cost are bei ng worn by Momentum);

1

the require ment of structural permits , certif ication, or professional design (which must  be referredto a
relevant, qualified personnel for assessment);

1 whether the required works may significantly disrupt the tenant or neighbours or be a threat to the tenants
health and safety;

1 the known or demonstrated needs of the tenant; and
the suitability of the property for the required modification.

Disability modifications for NDIS-participants

In relation to requests from NDIS -participants to have modifications completed to their homes, Momentum shares
this responsibility with the NDIS.

The Disability Discrimination Act 1992 ( Ct h) r equires that 3reasonabl e adspbiites. ment s
Momentum is committed to making (and paying for) reasonable adjustments to its housing to enable our tenants with
disabilities to live independently.

Table 4.2 (below) shows how responsibilities for the costs required to undertake such modific ations for NDIS -
participants will be resolved.

Table 4.2: Responsibilities for property modifications for NDIS-participants

Category Reasonable adjustment Over and above a reasonable adjustment
Responsibility Momentum NDIS
Definition Momentum is committed to making (and paying Momentum has defined home modifications that are
for) reasonable adjustments to its housing to over and above reasonable adjustments for NDIS
enable our tenants with disabilities to live participants residing in community housing, as:
independently. For NDIS participants residing in L . .
. . 1 modifications that require major structural changes
our housing, Momentum has defined reasonable to the or “or
adjustments for home modifi cations as: © the property; o
1 modifications within Livable Housing Design T mOdITKi?tt'(;r_]S t:_?: cater.for tor arﬁ aresult of
Guidelines that enhance accessibility for spgcwus Isability equipment SUCh as ramps or
. hoists.
tenants;
1 modifications that can be easily removed
when the resident leaves the property or are
appropriate to remain in the property for
residents without a d isability.
Examples of 1 Handrails or grab rails Fire sprinklers
works
1 Levertaps 1 Automatic doors
1 Handheld showers 1 Major ramps (such as those requiring a council
o . permit or ramps that negatively impact the overall
1 Specialist alarm system for people with ) ; L
S ) streetscape as defined by local planning policies)
hearing impairment
. . Cement sheeting throughout
1 Medical cooling T g 9
. 1 Stepless showers that require signif icant structural
1 Minor entry ramps .
changes to the property (such as removing a wall).
1 Vinyl floor coverings.
Section 4: Asset Management v3 Last Review: February 2021
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Health/disability modification for non-NDIS participants

Atenant (or other approved resident) who
modifications wh ere their existing housing presents a health or safety concern. This includes tenants

is not an NDIS participant can request aids, adaptations or disability

with health

related needs for home modifications; tenants over the age of 65 ; and tenants under the age of 65 who may have a
disability but are not eligible for the NDIS .

Tenants must demonstrate a need for such modifications, by:

1 confirmation of a disability or medical condition from a medical professional; and then

1 the completion of a report to assess specific housing requirements from a treating health practitioner such as a
registered Occupational Therapist.

Asset maintenance framework

Definitions

Term/program Definition

Responsive repairs and
maintenance

Reactive repairs, requir

goodj and maintain prop
order. These works will be generally be required
as the result of fair wear and tear and  also

considered to be the responsibility of the
landlord to m aintain and repairs.

Examples

1 Responding to tenant requests for repairs
1 Required repairs from property visits
1 After hours service

Planned maintenance
works

These are works designed to deliver lifecycle -
based upgrades to a property and will generally
be the replacement of items, not repair.

Generally, these will be organised and
completed according to an annual, projected
schedule of works. Most likely they w ill be
delivered as part of a works contract (regional,
trade -type, etc.) and are set against the planned
maintenance budget for each particular year.

Occasionally, it will include the replacement of
individual more significant items (e.g. hot water
systems, stoves/ovens) where replacement is
already part of the forecast planned
maintenance for the property.

It may also include property structural
rectification works (whilst it is acknowledged
that generally these type of works are
considered to be the resp onsibility of the
property owners (often the NSW Land and
Housing Corporation).

These works would include (but not limited to):
kitchen and bathroom refurbishment;
guttering;

roofs;

painting;

floor coverings;

stoves/ovens/rangehoods;

hot water systems;

fencing;

windows; and

=A =4 =4 -4 -4 -8 -8 -8 -8 -4

doors.

Preventative
maintenance

Works that are part of an ongoing schedule of
works. These works will often be conducted on
a group or a range of properties.

These workscanbe k nown as Jcycl
mai ntenanaesj Jservice re

Works include the organised and routine
inspection, checking and/or repair of key items
to ensure that they do not fail in the future.

These works will also include annual checks,
inspections and the servicing of property
compone nts and/or equipment, as part of
meeting property lease conditions or other
external compliance requirements.

1 Works conducted on the grounds of
complexes, including general grounds
gardening or similar, that are part of a
Jcommon ar ea ntaoinnttreancat n
similar arrangement

1 Annual (or as otherwise prescribed)
checking/testing of smoke detectors and
other devices, generally delivered as part of a
contract that includes requirements for
groups of properties;

1 Meeting Council requirements in relat ion to
the provision of annual Fire Safety

Statements

1 Annual Pest control services, where the
works are delivered on a range of properties
and have some frequency

Section 4: Asset Management v3
Momentum/CH/PRO
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Definitions - continued

Term/program

Definition

Examples

Vacated maintenance

Maintenance or repair works that are completed
on vacant properties, to ensure that the
property meets Momentum
property standards, prior to reletting them to
approved applicants.

Vacated maintenance usually involves cleaning

and repairs that are required to  the property to
a re-lettable standard. It can also inc lude:

1 Planned maintenance works being brought
forward (from their planned date) at this
time to have these works completed during

the period the property is vacant

Moadifications (relating to dis ability or health)
required by the incoming tenant/s.

Tenant responsible
maintenance

Tenants are responsible for the cleaning, repair
or replacement of items which was not the
result of fair wear and tear. This can include
repairs that are required as aresult  of:

1 a purposeful act by the tenant; or
1
1 accidental damage

neglect or negligence by the tenant; or

Tenants will incur the cost of remedying these
works.

Costs can include works required to:

1 remov ing or stori ng of goods (including
furniture) left behind at vacated tenancies

1 return ing the property to a reasonable state
of cleanliness

1 return ing the property to its condition upon
the original letting to the tenant  (fair wear
and tear excepted ); and

1 making good the property following the

omission of the tenantt o make good any
renovation, alteration or addition to the
residential premises.

Alterations and
additions

These are works, usually made upon request or
application by the tenant, for non -standard
items or improvements to a property.

By law, some alterations can be made and paid
for the tenant by the tenant without the need

for landlord consent (e.g picture hooks).
However, most alterations will require consent
of the landlord.

Al so included in this sg¢g
modi ficati onsj reduastedbyar ¢
tenant in response to a change in their housing
needs as a result of a disabil ity or health -related
problem. Disability and health modification may
be funded by other external agencies (e.g. NDIA,
health programs)

Includes items such :

=

Patios, pergolas, carports and sheds
Air-conditioners

Pet doors

Swimming pools

Additional security screens/grilles
Replacement of carpets with vinyl flooring
Assistive technologies and aids

Access ramps

Personal alarms

= =4 -4 -4 -4 -—a -—a -

Risk management and
compliance

Meeting:

1 Legislative requirements

1 Building code and Council requirements
1 Industry leading practice standards

1 Property lease conditions

1 Work health and safety requirements

1 Duty of care responsibilities

1 Probity and procurement standards

1 External compliance accountab ilities and

frameworks

Risk management strategies can include:

1 Building staff and management knowledge

and competencies
Governance and Internal audit programs
Written policies and procedures

External compliance reporting and
monitoring ( e.g. DCINSW & NRSCH)

Budgeting and financial management

Income and expenditure requirements

Section 4: Asset Management v3
Momentum/CH/PRO
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Delegated authorities and key responsibilities

Financial Delegations:

Position Schedule of rates (SOR)
items (maximum)

Maintenance Officer or Tenancy Officer $500

Asset Manager $1,500

General Manager Housing and Property and $5,000
Development Director

Finance Director $20,000
Board of Directors More than $20.000
The above delegated authorities may be varied by the Momentum Board or Executive time -to-time, in consideration of

the immediate business needs of Momentum.

Responsibility/Requirement Delegated to:

Strategic asset management plan Nil

10 year asset maintenance plan Executive

Annual maintenance plan Executive

DCJINSW compliance reporting General Manager Housing

Operational procedures (asset maintenance) General Manager Housing

Inspecting vacant properties and organising vacated maintenance Assets technical staff

Granting of Planned maintenance contracts As per current Momentum procurement

policies and procedures

Property risk register General Manager Housing/Director
Property and Housing

Quatrterly reporting ( DCINSW Contractual and Compliance Framework) General Manager Housing

Annual compliance meeting (DCJINSW Contractual and Compliance Framework) General Manager Housing/Chief Executive
Officer

Asbestos management register General Manager Housing

Insurance coverage for properties 7 renewals and additions Chief Financial Officer

Insurance matters, including claims Insurance Officer

Annual smoke alarm checks General Manager Housing

Annual fire safety statements General Manager Housing

Alterations and additions approvals General Manager Housing

Tenant survey z Planned maintenance General Manager Housing

Notifications to LAH C (accidents, damage or risk) General Manager Housing

Notifications to National Community Housing Registrar Quality and Assurance Manager / Chief

Executive Officer

Emergency respon se plan (Uninhabitable properties) Director Property and Housing
Contractor selection z Head contractors Selection Panel
Contractor selection z casual General Manager Housing
Contractor performance and contract management General Manager Housing
Scoping of works Assets technical staff
Planned maintenance works Designated Project Manager
Receipting and assessing maintenance requests Tenancy and Assets staff
Section 4: Asset Management v3 Last Review: February 2021
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Issuing of work orders (within agreed financial authorities) Assets team

Tenant responsible maintenance charges General Manager Housing
Property assessment surveys ( condition audits ) Assets technical staff

Property condition audits (NDIS attestation) Assets technical staff
Common area maintenance contract management Director Property and Housing
Annual SDA attestation to NDIS Director Property and Housing

Risk management

Property risk management

The Board of Directors will be provided with an updated report, generally every 3 months, which will include an
analysis of the cur rent Momentum portfolio in relation to:

The presence of asbestos -containing materials

The risk to properties of inundation through flood

Properties with known road hazards, that may pose a risk to tenants, staff or visitors

The presence and servicing of sm oke detectors

= =4 =4 -4 -

Any known structural issues

The report shall also include strategies that are in place to minimise the LAHC o assets, clients and staff in relation to
the above matters.

External compliance requirements

Momentum recognises that it must  meet all the requirements imposed by regulatory frameworks; legislation;
contractual obligations with Government; local planning requirements; property lease agreements with owners; and
generally meet contemporary leading practice in the community housing industry.

See Annexure 3 for a complete list of all key asset -related compliance matters for Momentum

Asbestos

Asbestos is a naturally occurring mineral fibre which has been used extensively in the past in housing construction
materials. Whilst it is accep ted that living in a home built with asbestos  -cement building products is not considered a
health risk, asbestos containing materials ( ACM) can be a health risk if asbestos fibres become airborne and are
inhaled. Asbestos fibres can cause asbestosis, lung cancer and mesothelioma.

Many Australian homes built or repaired up until the early 1990s used ACM. The prohibition on ACM did not come in
effect until 31 December 2003 and therefore Momentum manages numerous properties where ACM is present.

Momentum is ¢ ommitted to ensuring that the health and safety of tenants, staff, contractors, neighbours and others
are protected by minimising the  risk of exposure to respirable asbestos fibres in all properties managed by
Momentum.

In order to achieve this, Momentum w il have in place a detailed Asbestos Management Plan which will ensure:

1 All properties containing asbestos containing materials (ACM) are identified, registered and managed in
accordance with all relevant legal, statutory and funding requirements; and

1 All tenants, staff and contractors are aware of the potential health risk of loose asbestos fibres and aware of their

responsibilities to report and take appropriate steps to minimise their exposure.

The Asbestos Management Plan will be reviewed, at least, every 5 years.

Structural damage and defects
Definition

Structural damage is damage to the whole or part of the envelope or whole or part of the fabric of a building,

including the walls (internal and external), roof area, frame, flooring, footings and p iers which is caused either by poor
workmanship, movement of the soil or natural disaster but not as a result of tenant damage and/or general wear and

tear.

Section 4: Asset Management v3 Last Review: February 2021
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Examples:

1 Soil movement or subsidence results in major foundation failure requiring underpinning or replacement.

1 Extensive termite damage resulting in structural failure despite regular preventative inspections.
LAHC-owned properties

As part of managing long term asset maintenance planning, it is required that Momentum undertake all necessary
maintenanc e to ensure the structural integrity of LAHC -owned properties.

The intent is to ensure the structural safety of LAHC properties by maintaining them at a level to eliminate so far as is
reasonably practicable, and if elimination is not reasonably practicab le, to minimise so far as is reasonably practicable,
and manage structural failure that leads to danger to people, damage to the building and the surrounds, and to

minimise the need for extensive structural repairs.

Where a CHP identifies a potential Struc tural Defect in a property, a report by a qualified structural engineer will be
required to support a request for funding and obtain LAHC's prior written consent to undertake the necessary
Structural Repair works.

The LAHC Asset Management Framework outlin es a procedure for:
The content of the Engineers report
How the defect is to be assessed

Detailing the actions taken to eliminate that risk posed by the defect
Detailing the planned remedy of the structural defect

= =4 =4 A

How to get the proposed plan actioned by L AHC.

In referring the matter to LAHC, Momentum will complete the Structural Repair Request (LAHC) form template, in
order to ensure that all requirements are met

Momentum-owned properties

In managing structural defect to Momentum  -owned properties, the same process will be used as required under LAHC Asset
Management Framework.

That is:
1 A Report will be commissioned, to be completed by a qualified independent Structural Engineer
9 The Structural Engineer will be required to report on:

o the nature of the def ect

o the causes of the defect

0 an assessment of any risk posed by the defect

o

present all options for remediation of the defect

Emergency and disaster management

Refer to Procedures Section 7.04 Uninhabitable properties

Insurances

When a property is abandoned or left if a poor state of repairs, there may be an opportunity to make a claim on My
Moment umAs Unsurance policy for property damage. This is

Criteria for deciding if a properties damage is claimable:

1 Canthe damage be successfully claimed from tenant , Yes or No?

1 Is there sufficient malicious damage to warrant a claim?  ( Current excessis $20,000.00)
Take the following actions:

1 Notify Insurance Manager of claim pending and request a claim form

1 Fill out all relevant details on claim form, and returnto  Insurance Manager with 2 quotations and or scopes from
contractors for the claim.

1 Liaise with Insurance Manager with any queries that the Insurance Company require to be answered.

1 If asked to, discuss claim di rectly with Insurance Company with regard to site details as required.

Section 4: Asset Management v3 Last Review: February 2021
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1 Ifrequired, meet loss adjuster and or contactor on site to discuss any questions of issues that may need to be
clarified or resolved, prior to the claim being accepted.

Finalisation of claim:

1 Once the work is completed meet contractor on site for handover and to inspect work.

1 If work is accepted for standards and quality, notify Insurance Manager for sign off.

Key asset maintenance documents

Document Details

Strategic asset
management plan

A longer term plan that establishes systems and an overarching governance and policy framework
to effectively manage the Momentum housing portfolio and to ensure the ongoing viability of the
organisation, by:

1 maximising the use of managed stock

1 ensuring the standard of properties adheres to all legal requirements and meets an acceptable
standard, including environmental sustainability standards

1 ensuring that maintenance is undertaken through an accountable, transparent and timely
process

1 including st andards and strategies for the acquisition and/or development of new social and
affordable housing stock

1 protecting the value of Community Housing assets
1 using available resources effectively and efficiently.

A Strategic Asset Management Plan is a key governance policy and strategic document that sits
within the overall strategic direction of the organisation and, as such, requires the input, guidance
and approval by the Momentum Board of Directors.

10 Year Asset
Maintenance Plan

A plans that includes a forecast of all property portfolio maintenance requirements for the next 10
years of the current property portfolio. Typica
usually updated as a component of developing the annual maintenance plan ( see below) which is
completed as part of MomentumAs annual budget s

Whilst primarily a report and which includes data (both in summary and detail form) on current
property standards and the budgeted costs of maintaining current standards, this plan may also
include:

1 planned and preventative maintenance methodologies
1 individual buildings and services plans and upgrades

1 Policy and procedural improvements
1

Opportunities for seeking additional income to assist in maintaining and/or improving
properties

Annual Asset
Maintenance Plan

A plans that includes a forecast of all property portfolio maintenance requirements for the next
financial year, generally developed as a key co
annual budget.

The plan will include the estimated costs of responsive repairs and maintenance, preventative
maintenance and planned maintenance programs. It will consider the impacts of any trends
affecting asset maintenance costs (including the costs of vacated maintenance) or anticipated
changes in the use of the Momentum housing portfolio in the next financial year.

The annual plan will also include detailed information about the implementation of the annual
Planned Maintenance Program and Preventative Maintenance (that formp  art of the annual plan).

Minimum property
condition standards

Basic provision standards which are established
all dwellings (and their components) managed by Momentum:

9 Deliver all essential services
1 Meet a standard that is in accordance with all legislative requirements
1 Are functional and safe

Momentum has agreed to meet the NSW Land and Housing Corporatio n As mi ni mum as
standards.

See Annexure 2.

Property Component
Lifecycles (and
Depreciation Rates)

Almaj or property components are given an esti mat
probable. This component lifecycle (and the current cost of the replacement of the
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component/item) is a key component in establishing the 10 year Asset Maintena nce Plan and,
subsequently, assessing the future cost of maintaining the Momentum property portfolio.

The current lifecycles have been developed by Momentum using the current Property -related
lifecycle depreciation schedule of the Australian Taxation Offic e as its foundation. Allowances have
then been made for Momentum operating in a social housing context where further information

had been collected from our own experiences and from those of other social housing providers.

See Annexure 1.

Schedule of Rates A fixed pricing catalogue/system relating to repair and maintenance of common property
components/items.

Section 4: Asset Management v3 Last Review: February 2021
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Asset maintenance planning i

Overview

Annual Update
(Rolling Plan)

Section 4: Asset Management
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4.01 Responsive repairs and maintenance

Procedural overview

1
1
1

1

Report made

Via telephone/reception
Email or website
Property inspection or
audit

Letter

9 If request is for alterations/modifications, refer to section 4.07 — 4.09 (Home
modifications, alterations and additions) in this document.

9 For requests out of work hours refer to AFTERHOURS SERVlfiacedures in
this documents.

9 Requests for property improvements, refer to PROGRAMMED MAINTENGE
section in this document.

¥

Initial assessment

Is the requested

responsibility of assessment contact details
the landlord?

repair the Priority response Confirm tenant

= =

Inform the tenant if the repair is not the responsibility of the landlord and explain why.

If there are extenuating circumstances or there is a lack of clarity, discuss and resolve the
matter with Assets.

Advise tenant of timeframe for response.

L .

Could the matter be
the result of tenant
behaviour?

Clarify issues Make assessment Advise tenant

Does the matter
raise any
behaviours of
concern?

If No, move to next
section  See following procedural information (section 4.05) for how to clarify issues and make an

assessment of the tenants responsibility to attend to or pay for the required repairs
9 If the matter raises behaviours of concern, e.g. lack of property care, domestic and family
violence, etc., refer matter to relevant Tenancy Officer

¥

Make system entries
Maintenance task Work orders
raised issued
I  Refer to written Chintaro procedures for all matters relating to raising maintenance tasks

and issuing work orders

L £

Completion of works
and payment

Repair completed

Invoice received

oy prosesaee Contractor paid

I Refer to written Chintaro procedures for all matters relating to invoice processing,
payment and the raising of debit notes (for tenant damage)

Section 4: Asset Management
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Timeframes for completion

There are four Priority Categories used to distinguish the level of urgency required to rectify the fault, as set out in the

following tabl e.

\ Category \ Response time Details

Urgent 4 hours Faults classified as Urgent 4 Hours include any faults which represent threats to health,
safety or security risks to the tenant and prompt action is required to relieve the
circumstances and may include:
1 electrical danger
1 gasleaks
1 flood
1 sewerage over flow internally or a community area
1 ablocked toilet where there is only one in the residence
1 major water leak internally
9 fallen trees (causing disruption to services)

Urgent 24 hours Faults classified as Urgent z 24 Hours include any faults, other than those defined for
Urgent 4 hours that affect the resident operating conditions and may include:
1 in-house electrical outage
1 blocked drain outside which could cause internal damage
91  burst water main
1 ablocked toilet where there are more than one in the residence
1 amajor roof leak
1 broken glass
1 any failure of tap ware (e.g. inoperable)
1 major leading of internal drains (grey water)
9 failed external locks
9 failure of hot water systems

Non-urgent | 5 days Faults classified as Non -urgent 10 days include any faults that cause the tenant a high
degree of disruption or where the problem may lead into escalating damages and costs
including:
1 fault with hot water heater (major leaking, temperature incorrect)
9 fault with p rovided appliance (non -functioning)
1 external door lock/s (non -functioning)
1 running tap internally or externally
1 overhanging trees that may cause potential damage
1 fallen trees (not causing interruption to services)
9 faulty electrical services causing breakers to trip
1 minor leaking of sink / laundry drains (grey water)
1 faulty door hardware

Non -urgent 10 days Faults not included in above categories but where there are reasons for client service or
staffing/supports that it is not considered appropriate to wait for 21 days for the
completion of works.

Non-urgent | 21 days Includes any faults that have been identified but not of a serious nature including:
1 broken window including flyscreen but excluding glass and lock
1 faulty window furnishing  (difficult to open)
1 internal doors including privacy locks
1 dripping taps
1 leaking gutters
1 general pest control
1 damaged paving (trip hazard)
1 painting where ceiling may be mouldy
1 replacement of damaged internal doors

Section 4: Asset Management
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System entries

All maintenance requests and decisions, including the issuing of work orders will be completed in Chintaro . For further
information, see the following Chintaro procedures:

1 Maintenance request review procedures
1 Issuing a Work Order procedure
1 Work completion and invoice processing

After-hours service

Momentum will operate an after -hours service, where tenants can report urgent maintenance during when the
Momentum office is closed for business.

Momentum will be advised of the relevant contact details through:

1 Inclusion of necessary conta ct details in their residential tenancy agreement;
1 Regularly updating these details in regular tenant newsletters;

1 Direct written advice to all tenants where these contact details change

1 Ensuring current information is provided on the Momentum website.

Where the contact for such is the designated Momentum After  -Hours Manager, such person will have appropriate
instruction on how to handle urgent maintenance matters

Invoicing and payment procedures

Invoices must be checked and approved by the Asset Manager (and by the officer with the appropriate delegated
authority) prior to being sent to Finance for payment.

Quality control and checking of works

The following will apply to ensure that maintenance  works completed by independent contractors are appropriately
monitored.

Category Control

All works above $5,000 Completed work is sighted and certified as being fully completed to the
standard required , prior to approval for payment.

All works between $1,000 and $5,000 20% checked on a random basis following payment, by technically
qualified employees and tenancy staff, within 3 months of completion
date.

Works less than $1,000 10% checked on adhoc basis following payment, as part of routine

property inspection program, within 3 months of works completion.

Contracts requiring progress payments Completed works for each stage, as outlined in building contract/s,
sighted and certi fied as being fully completed to the standard
required, prior to progress payment being made.

Definitions used in this section
1 TRMZz Tenant Responsible Maintenance
WO z Work Order (Maintenance Task)
Responsibilities

Asset Manager z approvals and decision making

= =4 =4 =

Asset Management Assistant z data entry and processing
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Principles

All invoices must:

1

= =4 =4 =

be crossed checked with Work Order (WO) details
require a SWMS attached if high risk work was involved

be signed by Tenant and Contractor as completed (unless vac ant/void) or complex work

include a site risk assessment attached to the invoice as per WO

be authorised for payment as required according to existing agreed delegated authorities

Procedural Overview

Work completed, invoice

issued

Check invoice against work

order

Does the invoice match the

work order?

Does the invoice have the
required paperwork
attached, if applicable?

Complete Maintenance Task
in Chintaro

Forward Completed Work
Order to AM for approval

Contact tradesperson and

check invoice details

Send back to tradesperson
to fill in and return with
required documents

Complete Maintenance Task
in Chintaro

AM to forward Completed

Work Order to GMH for
approval

Is the invoice approved for
changes to work order?

Request new
invoice from
tradesperson

Change Maintenance Task in
Chintaro to reflect invoice

Forward Completed Work
Order to AM for approval

Signed Completed Work
Order and invoice to be sent
to finance for payment

Section 4: Asset Management

Page 21 of 71



Housing Operating Policies, Procedures and Guidelines

Invoice received - matches Maintenance Task
Check invoice against Chintaro Maintenance Task
Complete the Maintenance Task in Chintaro (see Completing a Maintenance Task)

Forward Completed Work Order formto  Asset Manager to sign

R

AM to forward invoice and Completed Work Order form to finance for payment

Invoice received - does not match Maintenance Task

1. Contact tradesperson and discuss the changes, if the changes are approved adjust Maintenance Task in
Chintaro to reflect invoice

2. If the changes are not approved request new invoice from tradesperson

3 Complete the Maintenance Task in Chintaro (see completing a Maintenance Task)
4. Forward Completed Work Order form to Asset Manager to sign

5 AM to forward invoice and Completed Work Order form to finance for payment

Invoice is over $5000
Complete the Maintenance Task in Chintaro (see completing a Maintenance Task)
Forward Completed Work Order form to Asset Manager to sign

1
2
3. AM to forward to GMH for approval and signature
4 GMH to send back to AM

5

AM to forward invoice and Completed Work Order form to finance for payment

Cost Centre and GL Codes

GL Codes relates to how finance summarise the areas where money is debited or credited.
6-3570 - Responsive Maintenance

To be used for maintenance that is to be charged to Momentum i.e. no hot water

6-3571 - Planned Maintenance

To be used for long term planned maintenance i.e. 10 year asset plan upgrades etc.

6-3573 - Preventative Maintenance

To be used for regular servicing maintenance task i.e. smoke alarm testing

6-3575 - Property Damage (TRM)

To be used for maintenance that is to be charged to the tenant i.e. whole in wall, gardening

Cost Centres are a breakdown of where the debit or creditisto  be allocated to. Each property, including complexes
have its own CC.

Compl exes requiring common area maintenance or charges are

i.e. 10a Adams = 8101, such charges would include water for properties without an individual water meter, garden
maintenance, pressure cleaning etc.

Individual properties including units requiring maintenance or charges are charged to their cost centre

l.e. 1/10a Adams = 81001, such charges would include water if individually metered
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Property scope of works

A scope of works is a list of necessary, internal and /or external property -related works, which are drawn up in order to
detail the required works at a property.

A scope of works is usually prepared for more complex works at properties or for when a range of works are to be
completed and is usually based on a property condition inspection by a competent person with a construction,
building or technical background.

A scope of works is usually prepared for:

 Vacated maintenance; and
1 Planned maintenance works

A scope of works may be prepared by a trained qualified person with i n Mo me nHousimssets team. However,
it can also be prepared by an independent person  or consultant . Note: Momentum policy is that the person who
prepares the sco pe of works must be independent from the company that will be engaged to carry out the works.

If the scope is prepared independently of Momentum, that the scope of works (and the delivery of those works) are
approved and managed by the Momentum  housing/assets team .

Momentum use Momentum Scoping Tool when developing a scope of works. Instructions for use are included within
the tool.

4.02 Planned maintenance works

Planned maintenance (p rogrammed upgrade or improvement ) works are formulated and und ertaken to protect or
improve an asset, or maintain the expected life of a property. They are carried out in a planned and systematic
manner, as detailed in the se procedures.

These are works designed to deliver lifecycle -based upgrades to a property and wi Il generally be the replacement of
items, not repair. Generally, these will be organised and completed according to an annual, projected schedule of
works (as detailed in the Annual Maintenance Plan) . Most likely they will be delivered as part of a works ¢ ontract
(regional, trade -type, etc.) and are set against the planned maintenance budget for each particular year.

Occasionally, it will include the replacement of individual more significant items (e.g. hot water systems, stoves/ovens)
where replacement is already part of the forecast planned maintenance for the property.

It may also include property structural rectification works (whilst it is acknowledged that generally these type of works
are considered to be the responsibility of the property owners (of ten the NSW Land and Housing Corporation).

These works would include (but not limited to) kitchen and bathroom refurbishment; guttering; roofs; painting; floor
coverings; stoves/ovens; hot water systems; roof cleaning; fencing; windows; and doors.
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Procedural overview

Property condition

audit Property Serious matters Chintaro Property care
Assessment identified for inspection records matters referred
Survey template urgent attention updated to tenancy staff

T Property Condition Audit is completed at each property every 3 years
T Work orders are issued for all matters requiring immediate remedy

3

. PAS data Component -
Asset Maintenance . Minimum
uploaded to Asset lifecycle LAHC Asset
Scheduleupdated ) property
Maintenance component and Standards
. standards
Schedule costings
I Asset maintenance schedule updated with Property Assessment Survey (condition audit)
data, including safety and deterioration ratings and estimated life of components
" Momentum’s standard property component lifecycle and cost data is embedded into the
asset maintenance schedule
b =
10 year Asset Ref.
Maintenance Plan . S
updated Review schedule Complete Asset Momentum
of works Maintenance Plan Executive for
approval
 Review all components of plan and finalise schedule
Complete other components of the Asset Maintenance Plan
b =
Annual Asset . | o ITpISmgntgtlc)In Drpa:ft htou;u;g atnd Moijnt;Jm
Maintenance Plan nnual works plan s r? egies (incl. sse s- u gfa udge
developed developed Project Manager (next financial development
appointment) year) (next fin. year)
I Budged proposal to include cashflow analysis for proposed works
I Draft budget approved by Momentum Executive
e 2
Planned works Contracts and Tenant
. . e - Contracts
specifications and Scoping of works specifications R IEEED awarded
contracts developed plans
ﬂ Implementation strategies (including contract and tender management) must be in
accordance with Momentum procurement policies and procedures.
ﬂ Tenant communication planning may involve discussion with tenancy staff about
priorities and other tenancy-related matters that may affect program delivery.
Works Project Variati Work leti Review and
Implementation & rojec ariations orks completion eview én
Review management management and payment Evaluation
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Property condition audit reports

An assessmentofa Momentum -managed propertyAs exi dtandeagriedootbykhet Assetsteans pl an
to develop and prioritise the program for scheduled maintenance and upgrades.

Property condition audits are building inspections ¢ arried out on properties every three years. They consist of a
detailed survey of the internal and external condition of properties and blocks. The resu Its are recorded in a Property
Assessment Survey (PAS)for each property.

Data collected at the aud it is used by Momentum in the following stock planning and asset protection programs:

1 10 year asset maintenance plan
T Annual asset maintenance plan (as a component of Moment umA:«

i Strategic asset management plan

10 year asset maintenance plan
The 10 year asset maintenance plan is developed and then reviewed annually and will  include (but not be limited to)

Introduction

Management processes for con ducting responsive maintenance

Responsive and planned maintenance priorities

Building and services plans

Summary reports

Maintenance recommendations

Budget

Asset maintenance templates and spreadsheets covering the required information

= =4 =4 -4 4 -4 - -

Annual maintenance plan

The annual maintenance plan is prepared annually, in line with the Mome ntum financial budget development. It will
include:

T Summary report

Objectives and expected outcomes

Responsive and planned maintenance priorities

Schedule of preventative maintenance works

Special upgrade projects, e.g. energy efficiency, assistive technol ogies, etc.

Budget, with cashflow forecast

Overview of works procurement, implementation and project management

= =4 =4 4 4 —a -

Risk management strategies

Schedule of works and contracts

The Assets team, under direction of the General Manager Housing organises the agreed and approved Planned
Maintenance works into manageable contract s.

Each contract will include:

1 Key operational and reporting procedures

1 Statutory obligations, insurances and registrations
9 Client service standards

1 Privacy and confidentiality expectations

1 Dispute resolution

I Termination procedures

1 Sub-contracting arrangements

1

A schedule of all work required (i.e. a scope of works for each property)
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Tenant communication protocols

Where a company is registered as a Head Contractor with Momentum, a separate contract may not be required as the
works will be covered by their existing Independent Contractors Agreementz Property Maintenance Servicescontract. In
such cases, the Head Contractor can be supplied with:

1 A statement/letter containing conditions or processes specific to the requirements of the Planned Maintenance
program

1 A schedule of all work required ( i.e. a scope of works for each property)

1 Tenant contact details and communi cation protocols

Tenders

All Planned Maintenance Contracts will be subject to a tender process. The tender can be limited to  register Head
Contractors with Momentum. Al | tenders are to be conducted in accordance
and Procurement Procedures.

Tenant Communication

The Project Manager (as appointed by Momentum, see below for further information) develops and prioritises the
annual program for programmed works and upgrades in conjunction with the tenancy team .

Once the wor ks are approved and included in the current program, the list is sent to all tenancy staff . The designated
project manager determines a frame work for delivering the program, including assessing the requirements for
tenants with special needs.

Tenant commun ication is the essential responsibility of relevant tenancy staff and they are responsible for advising
tenants that their property has been included on the annual program. The project manager will arrange notification to
the tenants prior to the inspectio n of the property for planned works.

The project manager liaises with the tenancy teams in coordinating any special tenant requirements and resolving
tenant issues.

The Project Manager
The responsibilities of the Project Manager include;

1 Developing the Planned maintenance schedules

1 Overall work site supervision in relation to:
o Completion of the required works as detailed in the schedule of works;
o Overseeing expected work health and safety standards;
o Consideration of any requested variations to the schedule  of works

1 Proving more detailed advice to the tenants on the type of planned works to be carried out, the timeframes
required to complete the work and various aspects of the scoped works, for example, the tenant has special
requireme nts, such as wheelchair access.

1 Liaising with the tenants about the status of the works and responding to any issues of concern. For example,
advice may be required where the contractor is not able to meet the timelines in the scoped works, or a variation
to the works is necessary.

1 Negotiating with the contractor if a timeline if the contractor is not able to meet the original timeline. Variations to
the scoped works may also need to be discussed and agreed upon between the contractor and the Project
Manager .

1 Negotiating t he remedying of any defects with the Contractor; and

1 Approving payment once all the works have been completed

Tenant satisfaction

At the completion of each contract, a standardised survey Tenant Satisfaction Surveyz Programmed Maintenance will be
conduct ed with all tenants about the planned works. This survey will be comp iled and analysed by the General
Manager Housing .
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4.03 Preventative maintenance programs

Introduction and definitions

JPreventative mai nt enancej is used to record works that are part of
often be conducted on a group or a range of properties.

These works would include:

1 Works conducted on the grounds of complexes, including general grounds gardening or similar, that are part of a
Jcommon area maintenance contractj or similar arrangement

1 Annual (or as otherwise prescribed) checking/testing of smoke detectors and other devices, generally delivered as
part of a contract that includes requireme  nts for groups of properties;

1 Annual Pest control inspections , where the works are delivered on a range of properties and have some frequency

Smoke alarm inspections

All smoke alarms will be tested and serviced annually (or as prescribed in property lease conditions).

Procedural overview

AT LEAST 30
BUSINESS DAYS is\sALIJZZiktngd:;d Chintaro Notification to
iig;%ﬁ’\é%ﬁe P inventory list tenancy staff

1 Work order issued for each property in Chintaro, however works are grouped and sent
to contractor in schedule -format

1 Tenancy staff copied into contractor email (with schedule of works)

L

BEFORE EXPIRY

DATE (AND NOT Tenant No
AFTER 14 DAYS Response
BEFORE SMOKE protocols (see
ALARM DUE DATE) next section)

1 Where tenants have failed t o be home on 2 occasions (or cannot be contacted), see
Tenant No Response Protocols

1

COMPLETION OF
WORKS

Council confirm
acceptance of FSS
with Momentum

Chintaro records Contractor invoice
updated and payments

Contractor returns invoice with updated schedule of works
Works orders completion dates entered.
Inventory item updated with next annual due date

= =4 =4 =

Contractor paid for works
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Schedule of works
Schedule sent to contractor will include the following details:

Work order reference number

Due date (not less than 10 business days prior to actual due date

Property address

Tenant name and contact details

Visiting conditions, e.g. 32 person visit

Tenancy contact details

= =4 =4 -4 -4 A -

Works completion date (to be updated by  contractor)

Tenancy staff to be copied into email (with schedule) sent to the Head Contractor.

Tenant No Response Protocols

Upon notification by the Contractor that they have been unsuccessful occasions to gain entry to a property , tenancy
staff will imm ediately seek to contact the tenant directly and organise an inspection time. The details of the
appointment will be confirmed in writing using the INSP11 letter.

If the tenant is not contactable, Momentum will take allowable action under section 55 (2) (¢ ) of the Residential

TenanciesActx o carry out, inspect or assess the need for work for
statutory obligations relating to the health or safety of the residential premises, if the tenant has been given not les S

than2 day s A emaadh ctei mej

A date is set with the Contractor and the relevant details are  sent to the tenant ( preferably hand -delivered and/or
emailed if the tenant has access to email) using the INSP11 letter.
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TR IS Matter is referred Progress is
NOACCESS Assets Team that .
ENTER D to the Tenancy documented in
team system
property access
I  Assets Team add Chintaro tenancy note “Unable to gain access (WHS works)” providing
deadline for works completion and Contractor contact details, and assign note to Tenancy
Officer .
I Assets also email note to tenancy and asset management email groups
:IA—\EINDAI\’/I\I:KYEZONTACTS Direct contact Appointment e e
APPOINTMENT WITH made with tenant confirmed in documented in
and clear writing with
TENANT date/time set tenant system
f  Appointment confirmed with tenant with INSP11 letter
Appointment confirmed with Contractor (email, with copy to Assets)
I Tenancy Officer updates Chintaro note and adds link to advice letter
I Assets update smoke alarm records
I  Tenancy Officer attends smoke alarm testing at their discretion
TENANT CANNOT BE
CONTACTED All efforts to Date/time set and Property entry Visit conducted
NOTICE OF ENTRY contact tenant tenant and arrangements and works
have been -
contractor advised made completed
unsuccessful
I Seek GM Housing approval to send Notice of Entry (via redirection of Chintaro note)
I Once approval received, appointment set using INSP18 letter (Notice of Entry) to
tenants, but continuing efforts made to contact and advise tenant
I Appointment confirmed with Contractor (email, with copy to Assets)
 If no keys, organise to have locksmith attend appointment
If locks changed, tenant provided with copy of new keys
I Tenancy Officer to attend visit
WORKS COMPLETED
Entry gained and
smoke alarm All documentation
checked & completed
serviced
f  Tenancy advise Assets of works completion
I Assets updates smoke alarm records
Chintaro note updated and redirected to GM Housing for noting

Section 4: Asset Management
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Annual fire safety statements

The following procedure is to be followed for all matters relating to Annual Fire Safety Statements, required to be
provided annually to Local Councils, in accordance with the Environmental Planning and Assessment Act.

90 DAYS BEFORE Contractor issued Contractor provided with
,E\::(glsRY DATE OF with Work Order AF_S? template and
practitioner assessment

for AFSS
(as necessary)

f  The Contractor must be a competent fire safety practitioner, as defined by The
regulations of the Environmental Planning and Assessment Act

 Work Order must specify that work is the be completed and completed the AFSS
provided to Momentum within 14 days from the date of issue

L .

AT LEAST 10 Completed AFSS is Completed Copy Contractor’s

BUSINESS DAYS sent to LAHC of Appendix B — invoice received

BEEORE EXPIRY DATI Technical Advisor Record of Opinion and processed

(AND NOT LATER (BES) A e

THAN 7 DAYS AFTER

RECEIPT OF T Note: This step is for LAHC-owned properties only. If not owned by LAHC, go to the next box

COMPLETED AFSS  { The AFSS and accompanying documentation is sent by email to:
FROM CONTRACTOR LAHC-buildingservices@facs.nsw,gov.au

$

BEFORE EXPIRY

DATE (AND NOT Bl
MORETHAN 7 DAYS ;
lodged with

AFTER RECEIPT OF
LAHC
ENDORSEMENT)

relevant Council

General Manager Housing is notified of lodgement
f LAHC must be copied into email lodgement of AFSS (if LAHC-owned property)

L 1

POSIEXPIRY DATE

Council confirm

acceptance of Chintaro records
AFSS with updated
Momentum

I For LAHC-owned property, LAHC provided with copy of Council acceptance of FSS “as soon as
possible” after receipt

AFSS and all relevant documentation filed and linked to property record in Chintaro
IONMY updated

Housing accountabilities register updated

=a —a —a
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Common area maintenance and management

Responsibilities
Momentum is responsible for the common area management of medium and high density properties that are multi -

tenanted where we manage 50% or more of the dwellings in these properties.

These elements of the buildings are non -exclusive to any particular tenant and are available for use by multiple
tenants.

The common area management responsibilities encompass components such as:

1 the building exterior

1 the building entrance and lobby

1 stairs, walkways, passages, lifts

1 Common amenities.

Maintena nce, servicing and security requirements for common areas may include cleaning, servicing, maintenance,

repair, replacement and care of all floors, walls, doors, windows, fittings, lighting, plumbing, roofs, parking surfaces,
landscaped areas, signs and re lated non -structural repairs.

When undertaking asset maintenance planning and management of the common area of medium and high density
multi -tenanted buildings, Momentum will:
1 manage the common areas of the property including controlling the use by all peo ple that come to the property

1 prepare and adopt common property rules and regulations that control and direct the use of the property by the
tenants and all other relevant people

1 ensure that the common property is properly maintained and kept in a state of good and serviceable repair

1 renew or replace any fixtures or fittings that form part of the common property to ensure the common property is
retained at a good standard for the tenants and all other relevant people using the property

1 undertake renovations to the common property to support the general use of the common property
1 ensure that all people carrying out the works to the common property are:

o suitably qualified, experienced, trained and authorised to carry out the work

0 are supervised at all times by appropriately qualified persons

o comply with the WHS Legislation when carrying out the works

1 ensure that tenants and all other relevant people using the property do not damage and do not leave any disused
goods, or deposit rubbish or debris in the common p  roperty and if this does occur ensure that any rubbish or
debris is removed from the site

1 not grant a licence or lease to any person for the use of common property that limits the use or amenity of the
common property for the tenants and all other relevant people

Common area maintenance contracts

In order to ensure that our responsibilities for cleaning (including rubbish removal, gardening, mowing and general
external cleaning are met, Momentum will establish a contractual relationship with a suitably qual ified independent
contractor to undertake these works.

The contract will:

1 Identify the sites to be attended to

1 Provide details of the range of works to be carried out at each site (as detailed in Moment umAs L
and Common Area Cleaning Specifica tion

1 Provide the expected frequency of visits
1 Provide expectations in relation to compliance with WHS matters

The contractor wildl generally meet the selection criteria ex
independent contractors, as detailed in Section 4.03 of this document.

Preference for selection will be given to Contractors who offer additional social benefits, e.g. the employment of social
housing tenants or people living with disabilities. This includes provision for such maintenance to be undertaken by
the ADE (assisted employment) service of the Momentum Collective.
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Termite (inspections)

Termite inspections are not part of the ongoing cyclical maintenance program and will be carried out on a request
basis only. If there is a request du e to staff or tenants believing there is an infestation, Momentum will organise an
inspection by an approved company. The infestation will be duly treated if found to be an active colony.

Momentum may organise for more regular termite inspections to be don e where:

Where any property or neighbouring properties has a history of infestation (this may be done for either a set, defined
period or completed on a continuing basis).

It is a requirement of the property lease held for the property
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4.04 Vacated maintenance

Vacated maintenance is maintenance or repair works that are completed on vacant properties prior to relett ing them
to approved applicants.

All vacated maintenance works are managed by the Assets team.

In relation to vacated maintenance, see als o0 Section 9.01 Vacant property management.

Assessing maintenance works for vacant properties

Mo me n t uwaligyss to relet all vacant properties as soon as  vacated maintenance has been completed, and they are
tenantable.

If the tenant provides notice of their intention to vacate a property, arrangements are made to inspect the property to
determine the type and extent of vacated maintenance required. The tenant is informed that if there are maintenance
works required which result from their negligence, they may be required to undertake some or all of the works prior

to vacating, or a maintenance claim against the tenant may be made against them if the works are carried out by
Momentum.

Where possible, the inspection is cond ucted within one working day before the tenant is due to vacate or as close to
the vacating day as possible. The inspection covers both the internal and external areas of the property.

If the tenant does not provide notice of their intention to vacate the property, Momentum inspects the property within
two working days from the date that the keys are returned to Momentum , or the vacancy date as determined by the
NCAT.

Types of vacated maintenance
Vacated maintenance works include:

1 mandatory maintenance work s that are completed for every vacated property
i additional works that may be required due to fair wear and tear

1 additional minor works that may be required due to disr epair beyond fair wear and tear
mai ntenancej)

1 works already schedule d as part of the planned maintenance program, where it is considered convenient and
efficient to complete those works at the time the property is vacant

1 alterations and additions that may be required by the incoming tenant (e.g. home modifications for heal th or
disability reasons)

1 Prior to the commencement of vacated maintenance works, urgent repairs may be required on the property that
are necessary to restore it to a make -safe condition. Examples of such works are a gas leak or a broken window.

Mandatory works for vacant properties
Mandatory works are undertaken to ensure the property is in a habitable and safe condition prior to reletting.

The foll owianfge Mmaockrek s are mandatory for vacant public housi ncg
Momentum as urgent works:

1 repin or change cylinder of door lock or replace deadlock to all external doors of the property, if the existing lock is
not a standard item

check electrical installations, including smoke alarms

check gas installations and service gas app liances.

secure stove to the floor

= =4 -4 A

check for cracked or damaged asbestos.

The Assets team is responsible for determining and coordinating the different types of works required on site, to
enable the completion of works by the targeted completion date.
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Additional maintenance works

Additional works may be required in addition to the mandatory works outlined above, to bring the property to an
acceptable reletting standard, for example, partial internal painting is necessary where washing of internal paintw ork
is not sufficient.

All works that are assessed as necessary due to health and safety are attended to immediately, for example, floor
coverings are extremely worn so that they present a tripping hazard.

Where maintenance is scheduled for future program s, bYmake goodA wor ks mavgcatedeasainder t ak
short -term measure. For example, where it is identified that a complete internal paint job needs to be scheduled for a
future program, arrangements are made for the contractor to wash the walls and ceilings prior to reletting the

property.

Planned works

At the time of vacation, the longer term maintenance needs can bere  -assessed as part of the property Asset
Maintenance Plan (10 year). At this time, any works planned for completion in the next the 12 month period can be
organised to be completed during the time the property is vacant.

Examples of works include:

9 full internal or external painting

1 electrical re -wiring

1 full replacement of floor coverings

1 major window, fencing and other carpentry works

Tenant responsible maintenance works

Momentum aims to recover costs where repairs to a vacant property are necessary as a result of damage or neglect
caused during the previous tenancy.

When Momentum carries out repairs for damage to a vacant property that is considered to be the responsibility of the
previous tenant, the work israisedasa 3t enant Thétanan ragy dispute the claim or make arrangements to
pay for the damage.

See Section 4.05 Tenant Responsible Maintenance for further information

Non-standard fixtures and fittings

In accordance with the Act, tenants cannot install fixtures, alter or renovate the property without the | andl or
consent in most cases.

Approval must be given by Momentum prior to the installation or alteration of fixtur ~ es or fittings by tenants. Tenants
are also required to restore the property to its original condition, or pay to Momentum the costs of restoring the
property to its original condition before they vacate the property as outlined in section 8.09 Alterations and Additions.

During vacated inspections, Momentum may identify alterations and/or non -standard fixtures and fittings inside or
outside the property, which have been left behind by the previous tenant. Non -standard fixtures and fittings are those
items t hat Momentum does not generally supply, for example, curtains, light fittings, air conditioners, car ports, etc.

Non -standard fixtures and fittings may be left at the property by the vacating tenant. If Momentum agrees to retain
them, these items become p art of the rented premises and are maintained by =~ Momentum .

The new tenant has the option of accepting owhNaneduni.pstief any
|l egal owner of the YgiftA, the t en antdnancesand neay e oequiddblreenové or it s
them at the end of the tenancy. If the tenant removes them, they are responsible for restoring the property to its

previous condition.

Where a decision is made by Momentum not to retain non -standard fixtures and fitt ings and they are removed,
Momentum may take action to recover the costs to remove such fixtures and fittings and to restore the property to its
original condition.
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Pools and spas in vacant properties
Pools, spas and ponds in vacant properties are removed.

If it can be established that the former tenant installed the pool or spa, all costs associated with removal of the same
are charged to the former tenant.

TV antennas in vacant properties

TV antennas which have been inst alled by Momentum or are part of the property, on multi  -storey and high -rise
dwellings, or new homes are to remain after the property has been vacated. Momentum is responsible for
maintaining or replacing the antennas.

Timelines for vacated maintenance works

Momentum has a contractual arrangement with the head contractor that all vacated maintenance is to commence
within 48 hours of issuing the job order.

The completion times for vacated maintenance will be set according to an estimation of the reasonable time
requirements of completing the range of works required, given that the work will commence within 48 hours. The
availability (or lack of availability of the Contractor) is not a factor that is considered when estimating the reasonable
time for completi on.

Head contractor time extension requests

Where vacant maintenance works cannot be completed within the contracted period , the head contractor may apply
in writing for a time extension for a job within 48 ho  urs of receipt of the job order

If the request is approved, the extended days include weekends and public holidays, that is, where the number of
days in the extension period includes a public holiday, the number of days is not extended by the number of public
holiday days.

Reasons for approvingthehe ad contractor As extension requests on vacant m

1 Unfavourable weather

1 Awaiting approval from a statutory authority, such as a local council
1 Awaiting To Be Supplied (TBS) items
1

Urgent works are required prior to vacant works, as outli  ned in the Responsive Maintenance Chapter.

Special circumstances and vacated maintenance

Health and safety

In accordance with work health and safety requirement , staff are not required to enter a property for an inspection
that is unsafe or a risk to their health. Examples are where a significant amount of rubbish has been left in the
property, or the grass is overgrown, or the property is infested with fleas.

In these circumstances, take photographs from outside the property. Raise urgent work order reques t to cut the grass,
remove rubbish and fumigate the property so that a further inspection of the property can be made without any risk

to health and safety.

Abandoned properties and goods

If there are goods left in an abandoned property, refer to 9.04 Abandoned properties and goods left behind.

The tenant is deceased

Where the tenant has died, referred to section 9.06 Deceased Estates for information concerning the rights of the
former tenantAs 3|l egal personal r epr e erymadcesd andseatjy restrictbnsf or mat t
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Squatters in vacant properties

If the property is occupied by squatters, do not arrange for vacated maintenance to be completed until the occupants
have been removed and legal possession of the property has been gained. Refer to section 6.07 Unauthorised
occupants for further information and guidance.

Vacant maintenance works are completed

Once the head contractor has completed vacant maintenance and returns the keys

1 Conduct a final inspection of the property by close of business the next day to ensure all works have been
completed satisfactorily.

1 Prepare a Property Condition Report for the new tenancy

1 If the works have not been completed or do not appear to have been completed adequately in accordance with
SOR specifications, issue a site instruction or recall the contractor to rectify/complete the job prior to handback of
the property .

4.05 Tenant responsible maintenance

Procedure overview

TRM identified by applying

criteria

f Yes
Serious issue? Yes Has insurance Procedure 4.10Property
implications insurances
No
Tenant given opportunity Rectification works raised Procedure 4.1 Responsive
to remedy and completed repairs and maintenance
No Meets third - Yes
Work No Debt raised against tenant party damage
completed by exclusions?
tenant
PROPO06
Yes
Tenant repays No Procedure 3.06 Tenant

debt debtor management

Yes

END OF PROCESS
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Tenant Responsible Maintenance (TRM)

Tenants are responsible for the cleaning, repair or replacement of items which was not the result of fair wear and
tear. This can include repairs that are required as a result of:

1 a purposeful act by the tenant; or

1 neglect or negligence by the tenant; or

1 accidental damage
TRM costs can include works required to:

1 remove or store of goods (including furniture) left behind, in accordance with sections 126 -133 of the Act

1 return the property to a reasonable state of cleanliness

1 return the property to its condition upon the original letting to the tenant, fair wear and tear excepted; and

1 make good the property following the omission of the tenant to make good any renovation, alteration or addition
to the residential premises.

Momentum will provide information to tenants about  Momentum As pol i ci es. Each new ttenant
Momentum tenant handbook.

The law

Momentum tenants have a responsibility to comply with the provisions in the Residential Tenancies Act NSW (2010)
and the residential tenancy agreement that they have signed with Momentum . In relation to TRM, relevant sections of
the law include:

1 Momentum has an obligation to provide a Property Condition Report prior to or at the time of entering into an
agreement with a tenant (s.29)

1 Momentum must provide the property in a reasonable state of cleanliness and in a state fit for habitation by the
tenant (s.52)

1 Momentum must maintain the property in a reasonable state of repair (s.63)
A tenant must:
1 not intentionally or negligently cause or permit any damage to the residential premises; and

keep the residential premises i n a reasonable state of cleanliness; and

notify Momentum of any damage to the residential premises (s.51)

= =4 =

Upon vacation; the tenant must:
o remove all goods and rubbish; and

o0 leave the residential premises in a reasonable state of cleanliness, as nearly as po  ssible in the same condition,
fair wear and tear excepted; and

o return all keys for the premises (s.51)
1 Atenantis responsible for an act or omission by a person who is lawfully on the premises (s.54)
M Tenant must not make alterations to premises without co nsent:

T A tenant must not, without the | andlordAs written consent
permits, install or cause to be installed a fixture or make or cause to be made any renovation, alteration or
addition to the residential premises.

1 Alandlord must not unreasonably withhold consent to a fixture, or to an alteration, addition or renovation that is
of a minor nature.

1 Alandlord may withhold consent to any other action by the tenant that is permitted under this section whether or
not it is reasonable to do so.

1 Afixture installed by or on behalf of the tenant, or any renovation, alteration or addition to the residential
premises by or on behalf of the tenant, is to be at the cost of the tenant, unless the landlord otherwise agr ees
(s.66)
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Criteria

Where Momentum is required to undertake repairs or cleaning because the former tenant has not complied with their
obligations and the damage is beyond nor mal thhrdDamageagainst and t
the tenant.

Momentum will charge for TRM when the tenant has breach  their agreed obligations , through :

intentional or malicious damage to the propertyAs fixtures
reckless behaviour which indicates a failure to take  reasonable steps to prevent damage from occurring

reasonable care was not taken to avoid damage to the rented premises or common area, or

a former tenant has failed to return the rented premises in a reasonably clean condition

a failure to make good the property following any renovation, alteration or addit ion to the residential premises

= =4 4 -4 -8 -

a failure to remove unregistered vehicles from the property, as requested
Momentum will generally not claim costs from the tenant for property damage if the dama  ge was caused by:

an accident which could not be reasonably prevented and where a reasonable level of care was shown
works completed by a contractor which do not meet the required standards

the criminal actions of a third party and the tenant could not pre vent it from occurring

police action at the property

= =4 =4 -4 -

natural disasters, e.g. storms or floods

Momentum will not generally claim costs from the tenant if there is no documented proof or evidence that can
substantiate the required works being considered as T RM. The onus is on Momentum to record and supply such
evidence.

Opportunity to remedy
Momentum is committed to managing and resolving TRM matters with:

1 astrong focus on local resolution and agreement; and
1 inaninclusive and responsive manner including pr  oblem solving and negotiation with the tenant as early as
possible.

This includes, wherever possible, providing the tenant with an opportunity to resolve any property damage that is
considered to be TRM before the issue is rectified by Momentum.

Tenants will be given this opportunity where the matter:

T will be attended to by the tenant within a reasonable timeframe

1 can be remedied in a professional manner and it is unlikely that further costs will be incurred as a result of the
rectification works

Tenants will not be given this opportunity to remedy where it is regarded as a serious matter. This includes those
matters which:

1 present an immediate danger to the health or safety of the residents or are part of Moment umAs
obligations to provid e a safe and healthy place for tenants, employees or its representatives: or

1 are works ordered by any legal authority, e.g. by NCAT order, public health order, etc.; or

1 if unattended to immediately, the unresolved matter is likely to lead to further proper ty damage or deterioration of
the property.

Note: The Act provides for landlords to accessthe pr emi ses (with or without a tenantAs
some instances) in order to have urgent repairs completed or ~ where it is required for Momentum to respond to its

statutory requirements in relation to health and safety. However, conditions apply to these provisions and must be

understood prior to undertaking such serious actions. The approval of such actions must be within the Momentum

schedule of authorities.
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Insurance matters

Momentum must consider the insurance implications for all matters identified as tenant damage. All TRM matters,
where the rec tification costs are greater $20, 000 must be referred to General Manager Housing for the consideration
of lodging a claim under current Momentum property insurance

See Momentum Procedure 4.10 Property insurance, for further instruction.

Raising work orders
All work considered to be TRM will be issued as separate work ordersand ¢l ear |l 'y noted as 3Tenant

See Momentum Procedure 8.01 Responsive Repairs and Maintenance for further information.

Third-party damage exclusions

If a property has been damaged due to break and enter or other criminal activity, the tenant must provi de evidence
that they or a member of their household or invited guest are not liable for the cost of repair of the damage. The onus

is on the client to provide sufficient evidence to convince staff that the client should not be liable for the cost of repai r
of the damage.

Provision of a Police Event Number is not always sufficient evidence on its own given this only confirms that the
matter was reported, it does not confirm that the incident has been investigated and confirmed that the damage was
done by an outside party.

The following conditions will apply in relation to repair costs against the client being waived due to break and enter or

criminal activity:

1 the client must have reported the incident to the NSW Police within 48 hours of the damage to the property
occurring and have been provided with a Police issued Event Number which the client will provide to Momentum ;

1 if Momentum has reason to believe that the tenant (or household members or visitors) may have caused the
damage, the tenant must be ask ed to provide additional evidence to confirm their claim that the damage was done
by an outside party. This can include (but is not limited to) sworn witness statement/s (completed on a Statutory
Declaration Form and witnessed by a Justice of the Peace) th at:

o0 details of the date and time that the damage was reported to the Police

o0 any other information which the client deems is relevant to their claim.

The evidence provided will be assessed by Momentum to determine if sufficient evidence has been providedt o make
a decision (without any doubt) in relation to liability.

See next section for information concerning possible exclusions in situations of domestic and family violence.

Household Violence and Property Damage

Momentum targets its housing to household s in greatest need, including victims of domestic  and family violence (DFV)
and to people who may have a history of sleeping rough (and therefore may be more prone to violence from
associates).

Where property damage is the result of DFV, the Residential Tenancies Act may consider this to be an exclusion to the
TRM criteria .

A tenant who is experiencing domestic violence, is not responsible for any damage caused by a domestic violence
perpetrator (whether or not the perpetrator is a tenant ) during a domestic violence offence.

A co-tenant who is not the domestic violence perpetrator does not have to pay for this type of damag e.

In considering requests to waive tenant responsible maintenance charges in situations of DFV. Momentum will accept
the following as evidence that the damage was due to DFV:

1 A statement from the Police (preferably in writing but such can be accepted as verbal evidence)

1 Asigned declaration/statement from a support worker.
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Raising debts against tenants

Debit notes
A debit note agai mentaccoumtevill beeaisadrandAssuedifar all TRM matters.
For instructions on raising a debit note in the Chintaro, s e

Use the PROPOQG letter as a covering note to the invoice/debit note.

Collection of evidence
All TRM charges must be supported by evidence, wherever possible to do so. This evidence can include:

1 Admissions of liability made by tenants and recorded in Chintaro
1 Documented notes and outcomes of routine p  roperty inspections

1 Adocumented report being received from a tradesperson of repairs being required at the property, likely to be
TRM

1 Photos of the damage

Insurance works

Where an insurance claim has been lodged and approved, the tenant is charged for th e amount of the loss to
Momentum. That is, the tenant should only be charged the cos
insurance policy, not the full cost of the rectification works.

A written report of all incidents must be kept on the tenants file to assist with any insurance claims.

Using depreciation schedules

The cost to the tenant of the required works must be depreciated where the works are covered by the Momentum
rules covering property component lifecycles. Note: There items are generally planned and cyclical maintenance items
(e.g. carpets, painting, bathroom & kitchen upgrades, hot water systems, stoves, etc.)

See Momentum Procedure 4.07 Property component lifecycles and depreciation rates  for further guidance.

Notification to tenants

For each charge made, the tenant will be advised of the charges through use of the PROPOG letter and the inclusion of
the debit note.

A copy of the debit note and covering letter (and any evidence that supports the charges) should be retained on th e
tenant As file.

The tenant will be given 14 days to pay the debt (or reach a satisfactory repayment plan) letter and information about
their rights of appeal will be included inthe ~ PROPO6letter used by Momentum.

Managing vacant properties

TRM identified during the post -vacation process (see Momentum Procedure 9.01 Vacant property management) is
generally managed in the same manner as provided for by these rules and procedures.

However, the following exceptions apply:

1 All TRM will be identified by compari ng the ingoing Property Condition Report and any other relevant information
concerning the ingoing condition of the property (e.g. photos or file notes) against the current standard of the
property.

1 Photos to support TRM charges must be taken and retained  on file

1 Former tenants should never be provided within more than 48 hours to rectify any identified works

1 Momentum will proceed with action against tenants who leave = Momentum tenancies with monies owing, or who
incur end -of-tenancy debts. See Momentum Procedure 9.03 End of tenancy finalisations (vacated accounts).
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4.06 Selection, appointment and management of
contractors

Purpose

Momentum will select and work with contractors to ensure that the interests of the organisation and the tenants are

protected and to ensure that no one is exposed to a risk to heal
activities.

These rules and procedures will help ensure that Momentum openly and fairly engages independent property
maintenance contractors who meet o ur selection criteria and can demonstrate that they have the qualifications,
experience, licences and systems in place to deliver high quality services.

Definitions

JHead contractor j z a contractor selected by Momentum to provide a full range of property maintenance services to
Momentum .

3 As s et MatheaMgreentum employee with generalday -to-day management of MomentumAs a
management services, including property repairs and maintenance.

Selection criteria

Locally based: It is expected that the Con tractor is based in one (or more) of the regions covered by
Momentum. Where not currently based in a Third Sector region, the Contractor will
need to demonstrate the use of local people (either employees or sub  -contractors)
and the sourcing of materials th rough local suppliers.

Value for money: The pricing of maintenance works will be in general alignment with the NSW
Government As Schedule of Rates, subject t
Quality of work: The Contractor will have a demonstrated  background of delivering high quality

services, of meeting expected standards of performance and ensuring that all work
done under license is supervised by an appropriately qualified person.

Work safety standards: The Contractor is able to demonstrate tha t they have systems in place to ensure that
they work in accordance with the law and the Code of Practice requirements of
Momentum.

Insurances, licenses and The Contractor is able to provide evidence of required insurance coverage and their

registration: compliance with licensing requirements.

1 Ata minimum, contractors must have the following insurance coverage:
1 Public Liability $20M minimum

1 Workers Compensation, where applicable

Required services: The Contractor offers property maintenance service ofat ype and/or in a zone where
such services are required by Momentum.
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Procedures

Overview of selection and appointment process

Property maintenance services EOI

e

Head contractors EOI

process

Individual contractor enquiry

Head contractors shortlisted

Tier Classification Requirements

Tier category assessment

WHS assessment
(Tier 1)

Contractors Evaluation Checklist
(self-assessment & return)

Contractors Evaluation Checklist
(Momentum evaluation)

Contractor not approved
<END>

Contractor approved

Contractor orientation

Orientation meeting (head
contractors only)

WHS Code of Practice for
Contractors

Appointment

Performance management

WHS assessment

Contractors Evaluation Checklist
(Momentum evaluation)

Independent Contractors
Agreement Property Maintenance
Services

Contractors site induction checklist
(as applicable)

KPI performance report (monthly)
Contractors Evaluation Checklist
(audit)

.
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Contractors selection process

Expression of Interest (Head Contractors)

At least every 3 years, Momentum will undertake an open and publicly advertised competitive selection process for
the engagement of Head Contractors.

Successful contractor applicants will need to demonstra  te that they best meet the Selection Criteria (as above) and
that they, in particular:

1 can deliver the type of services in the locations required,;

1 offer value for money;

1 are locally -based; and

1 can meet the safe work standards according to the law and Momen  tum expectations.

See Property Services EOI Information Kit .
Contractor applicants will be considered by a selection panel of Momentum staff that includes:

1 A-representative of the Momentum Executive team; and
1 A senior manager of the housing (tenancy operat ions and/or asset management); and
1 A qualified employee in relation to procurement, quality assurance and/or compliance.

The selection process, including the selection panel As agree
documented by Momentum.

Other contractors

Where it is necessary to engage additional contractors to the Head Contractors, these can be engaged by the
Momentum Asset Manager, subject to a documented evaluation o
Evaluation Checkili st)

Tier Category Assessment

Contractor selection will be based primarily on the contractor meeting the criteria for the type of contractor required,
Tier 1, Tier 2 or Tier 3 (refer to Contractor Tier Classification Requirementsmatrix for more information ).

All Head Contractors will need to meet the Tier 1 classification level.

Contractors Evaluation Checklist (Self-assessment and Approvals)

Prior to engaging a ny contractor, the Contractor WHS Evaluation Checklists to be completed by the Contractor and
evaluated by Momentum. The contractor will be required to provide verification of licenses, qualifications and
insurances held.

The approval of the contractor will be based on the Tier Category Assessment of the Contractor:

Head Contractor (Tier 1) 1 One person who is qualified and competent to evaluate the information
provided by the Contractor in relation to work health and safety systems ;
and

1 Adesignated representative of EOI selection panel

Other (Tier 1 or Tier 2) 1 One person who is qualified and com petent to evaluate the information
provided by the Contractor in relation to work health and safety systems ;
and

1 The Momentum employee with general day -to-day management of
Moment umAs asset management services,
maintenance.

Tier 3 The Momentum employee with general day -to-day management of
Moment umAs asset management services,
maintenance.
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In relation to all Tier 1 and Tier 2 assessments, both parties will need to agree in order for a Contracto r to be approved
by Momentum for the delivery of property maintenance services.

All approved contractors wild/l be provided with MomentumAs WH
Momentum.

Momentum reserves the right, at its own discretion, to co  nduct an on -site audit of the Contractor at the time of
assessment or from time -to-time during their period of engagement.

Contractor orientation and induction
Momentum will conduct an orientation with each Head Contractor, which will provide information a bout:

1 the overall work and objectives of Momentum;

1 KPIs and other expected service outcomes;

T Moment umAs WHS Code of Practice, detailing expectations in
1 Other terms and conditions of the Independent Contractors Agreement

The Contractor Site Induction Checklistwill be completed by the site contact person ( Momentum employee on site 7

preferably aline manager) atthetimeofany contr act or As Dripre satranged irdiction time and angtime

thereafter should site conditions change. This site induction is required for the following sites:

T All specialist disability accommodation (3group homesji), wl
1 All boarding and lodging houses and crisis refuge accommodation man  aged by Momentum; and

1 Other accommodation sites where Momentum considers that the complexity of the tenure arrangements or the
impact of the required works may require a formal on  -site safety induction.

Contractual agreements

A Head Contractor must signt he Independent Contractors Agreementz Property Maintenance Servicescontract prior to
engagement. The contract will include terms and conditions covering:

Key operational and reporting procedures

Statutory obligations, insurances and registrations

Client service standards

Privacy and confidentiality expectations

Dispute resolution

Termination procedures
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Sub-contracting arrangements

Where the cost of works specified under any service request made by Momentum to a Contactors exceeds $20,000
and require prog ress payments to be made, Momentum will enter into an additional agreement with the Contractor
compliant with the Home Building Act (1989) NSW.

KPIs & performance management

The performance of each contractor will be measured against the following KPlIs.

Momentum wi || produce a ContractorAs performance report on a
Works Expected response/outcome ‘ Target
1. Vacant property works Works commence within 48 hours of service request 90%
Works completed according to Service Request due date 85%
2. Urgent works (as defined by s. xx of the Works completed within 24 hours 90%
Residential Tenancies Act NSW 2010)
3. Routine maintenance works Works completed by due date of Service Request 85%
4. Tenant satisfaction levels Tenants satisfied with contractor performance in relation 85%
to:

 Timeliness;
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T Quality of work
T Working safely: and

f Positive attitude towards tenant

5. Insurances Required insurances are in place and are current 100%
throughout term of contract

6. Licenses All required licenses and certificates have been obtained 100%
and are current

7. Working safely No serious breaches of required safe work practices 100%

8. Invoices & costs Working to agree costs as specified in the Service Request 100%
and to agreed variations

Submission of invoices for completed works to 95%
Momentum, in accordance with agreed timeframes and
procedures

Contractor WHS Site Inspections

Throughout the | ife of the Momemttum avork actviies wilkbe gubjectetarad hot andvi t h
schedule d site inspection checks. These checks are designed to ensure that the contractor is meeting all their WHS
obligations when workingona Momentum site.

These checks will include observation of work activities, monitoring of SWMS or other work instructions for
compliance, PPE requirements, and checks of licences, White Cards, etc. as a minimum (refer ~ Contractor WHS Site
Inspection Checklis).

If, at any time during the site inspection an unsafe activity is observed, the contractor will be asked to cease work until

the situation can be made safe. If there are other concerns noted at the time of the site inspection, these will be

discussed at the time with the contractor to resolve the issue. If the issue cannot be satisfactorily resolved, the work is
toceasceand the Asset Manager and contractorAs employer will be
applies to sole traders.

Feedback, after the site inspection check has been completed, will be passed onto the contractor on site and to the
conract or As employer. A record of the site inspection wild!l be
performance measure for future contracts.

Contractor records

Documentation filing

All documentation relating to registered contractors will be maintained in a contractor As fi
location:

.\.\2 - ASSET MANAGEMEN\Contractors

Information to be maintained in this file will include:

Building and trade licences
Signed agreements with Momentum
Insurance certificates and information

Performance reviews
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Other documentation relevant to their work with Momentum

Eligibility review
Moment um wi | | consistently oversee the currency of Contracto

Momentum wi | | document t he elgibilityemamonthlytbasia,latleasCont r act or As
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4.07 Disability modifications for NDIS participants

Scope
These guidelines apply to:

1 NDIS participants living in  Momentum housing who require home modifications
1 NDIS participa nts who have been offered housing with Momentum and r equire disability modifications.

Interaction between services under the NDIS

Effective interaction between the NDIS and Momentum s critical to ensure a coordinated response to participants
housing support needs .

In November 2015, The Council of Australian Governments developed and  agreed to a set of principles that define
fun ding and practice responsibilities between the NDIS and other service systems to guide the way the NDIS willw  ork
with these service systems.

These principles stat e that social housing providers will continue to be responsible for providing accessible
accommodation for people in need of housing assistance in line with existing allocation and prioritisation processes,

and consistent with universal design principles a nd liveable housing design standards as outlined in the National
Disability Strategy 2011 - 2020, including appropriate and accessible housing for people with disability, routine tenancy
support, and ensuring that new publicly -funded housing incorporates, w here the site allows, liveable design features.

The NDIS will be responsible for home modifications  required due to the impact of a n NDIS participant's impairment/s
on their functional capacity in social housing dwellingsonac ase-by-case basis and not to the extent that it would
compromise the responsibility of housing authorities to make reasonable adjustments.

More information about the respective roles and responsibilities of the housing system a nd the NDIS, can be found at
the Principles to determine the responsibilities of the NDIS and other service systems

Principles

In order to be considered reasonable and necessary, a support or service:

T Must be related to a participantAs disability

1 Must not include day -to-day living costs not related to their disability support needs, such as groceries

1 Should rep resent value for money

1 Must be likely to be effective and work for the participant, and

1 Should take into account support given to them by other government services, family carers, networks and the

community.
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Procedural overview

Existing tenant requests
property modification

Does the request meet the
“demonstrated need”
criteria?

Request declined

<END>

Is the property suitable for
the required modification?

Develop response plan in
collaboration with Support
Provider, NDIA and client

Investigate social housing

transfer options with client
Is the property owners

consent required for the
modification?

Property owners consent
sought and received

Are the required works a
“reasonable adjustment”

Does current NDIS plan
cover cost of “over and
above” modifications?

Client referral made to
Momentum Support Co-
ordination team for NDIS

Work orders issued Plan Review

Records updated and all
documents and decision
notes filed
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Demonstrated need
All requests to Momentum for home modifications must be based on demonstrated need.
Demonstrated need is assessed after:

1 confirmation of a disability or medical condition from a medical professional; and then
1 the completion of a report to assess specific housing requirements from a treating health practitioner suc has a
registered Occupational Therapist.

Where it is uncle ar whether the home modification is required due to a disability or health need, housing services
officers should contact the treating health practitioner to discuss the assessment.

Suitability of the dwelling
Momentum will review the proposed home modifications to ensure the dwelling is suitable for the modifications.
When reviewing requests for home modifications  in a public housing property , Momentum will consider whether:

1 the property forms part of a longer term hou  sing strategy (such as future redevelopment projects )
1 the modification is deemed feasible or economi  cally viable in the property

T there is a more suitable alternative property within the re
requirements for h ome modifications

1 the modifications are a liability to Momentum (such as extensive ongoing maintenance is required) to maintain the
property .

The NDYA may also undertake an assessment of the propertyAs

Reasonable adjustments
The Disability Discrimination Act 1992 ( Ct h) r equi res t hat 3 beamadedonpedple with dighbiliies.t ment s

Momentum is committed to making (and paying for) reasonable adjustments to its housing to enable our tenants with
disabilities to live independently. For NDIS participants residing in  our housing, Momentum has defined reasonable
adjustments for home modifications as:
1 modifications within Liveable Housing Design Guidelines that enhance accessibility for tenants
1 modifications that can be easily removed when the resident leaves the property or are appropriate to remain in

the property for residents without a disability.
Examples of reasonable adjustments include but are not limited to:

handrails or grab rails

lever taps

handheld showers

specialist alarm system for people with hearing impairment
medical cooling

minor entry ramps
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vinyl.

Momentum may breach the Disability Discrimination Act 1992 (Cth) by failing to offer housing to a person with a
disability based on a belief that they may be unable to comply with the obligations imposed on tenants under the
Residential Tenancies Act.

Home modifications fnover and aboveo reasonable adjustment

Reasonable and necessary supports may include home modifications for an NDIS participant residing in Momentum
housing. The NDIS may fund home modifications for NDIS participants living in or moving to Momentu m housing that
are considered over and above reasonable adjustments that are provided by Momentum

Momentum has defined home modifications that are over and above reasonable adjustments for NDIS participants
residing in public housing, as:

1 modifications tha t require major structural changes to the property; or

Section 4: Asset Management Page 48 of 71



Housing Operating Policies, Procedures and Guidelines

1 modifications that cater for or are a result of specialist disability equipment such as ramps or hoists.
Examples of home modifications additional to reasonable adjustment include but are not limited to:

9 fire sprinklers
 automatic doors

1 major ramps (such as those requiring a council permit or ramps that negatively impact the overall streetscape as
defined by local planning policies)

1 cement sheeting throughout

1 stepless showers that require significant s tructural changes to the property (such as removing a wall).

NDIS Plan Review

Where a home modification is considered over and above a reasonable adjustment for a n NDIS participant and they
do not already have funding in their NDIS plan for home modifications , then an NDIS participant may need to request
a plan review with the NDIA.

The NDIA will only agree to a plan review if there is evidence of a change in the circumstances that indicate s
reasonable and necessary support s may need to change.

Tenancy and Assets Officers may advise a n NDIS participant to request a plan review. To request a plan review, the
client will generally be referred by the Momentum housing team to the Momen tum disability services or supportco -
ordination teams.

Property ownership

General

Where the property is not owned by Momentum, an assessment needs to be made as to whether the lease conditions
require the approval of the property owner  for the requested w orks.

Such requests need to be made in writing and include all supporting documentation that supports the need for the
modifications.

In such communications with external parties:

f care must be taken to ensure that tdmee cl i ent As right to pri

1 the request must be approved by the General Manager Housing.

NSW Land and Housing Corporation properties

For LAHC-owned properties, consent is required where such ~ modification s

Exceeds $30,000 excl. GST;

Changes the number of bedrooms;

Requiresthe owner As consent under planning | egislation
Reduces the value of the property

Is to install solar panels

= =4 =4 -4 A

Is to install a swimming pool or spa.
Use the LAHC Consent for Property Modificationtemplate form when requesting consent

DCJare also required to be n otified of any disability modifications  made to properties , through the CHIMES system, as
part of the DCJContractual and Compliance Framework

Refer to the current LAHC Asset Management Framework for further information about the approval conditions for
property alterations.

New tenants

Offers of housing for NDIS participants with home maodification requirements shoul d be made in accordance with
Moment umAs housing allocation processes and in a&hwayprdance wi
protocols an d standards.
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NDIS participants who receive a Specialist Disability Accommodation (SDA) allowance may not be eligible for social
housing in NSW.

Other matters to consider

In assessing modification requests:
1 Modifications that require structural permits or ¢ ertification, or professional design, (such as step less shower or
lowered kitchen benches) should be referred to relevant, qualified personnel for assessment .

1 All decisions to endorse NDIS funded home modifications should be consistent with existing Momentum policy
and procedures.

1 Where the NDIA has approved home modificatonsina nNDU S par t i c,MpneentumAconsiddrsahat the
NDIA is responsible for funding to install, modify and maintain home modifications. This includes ongoing
maintenance and repairs of the home modifications required as

1 On a case-by-case basis, Momentum must consider whether the modifications being made are likely to be
removed upon the tenant leaving the property. Housing off  icers and the NDIA should discuss, agree and document
the party responsible for the cost to remove home modifications at the time that the NDIA are considering
contributing funding for these home modifications.

1 Where the approved required works may signifi  cantly disrupt the tenant or be a threat to the tenants health and
safety, .e.g loss of use of facilities, airborne dust, etc, the Asset Manager will work with the Tenancy officers, the
tenant and the contractor to ensure that a plan is in place to minimis e any risk to the tenant.

1 Referto Section 4.02 Asset planning and risk management (Asbestos Managemenfpr matters relating to works
completed at properties that may contain asbestos

Should an NDIS participant or their representative disagree with a hom e modification decision by the NDIA, they may
request the NDIA to review the decision. This review will be undertaken by an NDIA staff member not involved in the
planning decision who may seek further advice through a technical specialist team as required by the NDIS.

If a Momentum client is not satisfied with a decision about their special housing requirements this decision can be
appealed through Momentum appeals process (this includes housing applicants) .

Required system entries
The details of all requests and decisions in relation to home modification requests need to be recorded in Chintaro:

1 From the property record, click Add Note

1 From the Note Type field, select Alteration or addition

1 Inthe Note Title field, provide a briefd escription of the request made, e.g. Handrails to shower
1

In the body text field, provide detail on the request made by the tenant, including information about any NDIS plan
for the participants

1 Save any supporting documentation to the property file and add a link to those documents, using the Add/Edit
link button

1 Assign the note to the Momentum Asset Manager as an action

1 The Asset Manager will record all actions taken and decision made. Any additional documentation provided and/or
collected will be saved to the property file and linked to the Note.

1 The action will be closed when the matter has been resolved, by checking the Completed box
Relevant work orders will be raised according to Chintaro procedures.

Ensure that the modification category for the prope  rty is updated in the Chintaro property record, as required.
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4.08 Disability/health modifications for non-NDIS

participants

Atenant who is not an NDIS participant and is a current or prospective
or disability modifications where their existing housing presents a health or safety concern. This includes tenants

tenant member can request aids, adaptations

with

health related needs for home modifications ; tenants over the age of 65 ; and tenants under the age of 65 who may
have a disability but are not eligib le for the NDIS .

Procedural overview

Existing or new tenant
requests property
modification

Does the request meet the
“demonstrated need”
criteria?

Is the property suitable for
the required modification?

Is the property owners
consent required for the
modification?

Are the required works
considered reasonable?

Work orders issued

Request declined

<END>

Investigate social housing
transfer options with client

Discuss alternative
responses with the tenant

Property owners consent
sought and received

Records updated and all
documents and decision

notes filed
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Demonstrated need
All requests to Momentum for home modifications must be based on demonstrated need.
Demonstrated need is assessed after:

1 confirmation of a disability or medical condition from a medical professional; and then
1 the completion of a report to assess specific housing requirements from a treating health practitioner suc has a
registered Occupational Therapist.

The inform ation provided must confirm the need and urgency for the aids, adaptations or modifications and detail the
type of modifications required. Where it is unclear whether the home modification is required due to a disability or
health need, housing services of ficers should contact the treating health practitioner to discuss the assessment. If
there are inconsistencies in advice or information provided by more than one health professional, contact them all to
find out the reasons for the variations and to seek a  greement of all parties. Ensure that the client has given
authorisation for the collaboration of this information.

Suitability of the dwelling
Momentum will review the proposed home modifications to ensure the dwelling is suitable for the modifications.
When reviewing requests for home modifications  in a public housing property , Momentum will consider whether:

1 the property forms part of a longer term housing strategy (such as future redevelopment projects )
1 the modification is deemed feasible or economi  cally viable in the property

Mf there is a more suitable alternative property within t
requirements for home modifications

1 the modifications are a liability to Momentum (such as extensive ongoing maintenance is required) to maintain the
property .

Assessment of works

Tenant requests for Modifications are considered based on the nature, classification and future use of the property.

Where reasonable and appropriate (given the nature of the modification ), the tenant can be advised that the property

must be restored to its original conditiaon at the end of

Where the request is approved, send the PROPO 4 letter and issue the relevant work orders

If the request is declined, the tenant will be advised of the reasons for the decline. If the tenant has made the request

in writing, send the PROPO 3 letter .

Property ownership

General

Where the property is not owned by Momentum, an assessment needs to be made as to whether the leas e conditions

require the approval of the property owner for the requested works.

Such requests need to be made in writing and include all supporting documentation that supports the need for the

modifications.

In such communications with external parties:

T care must be taken to ensure that the clientAs right to

1 the request must be approved by the General Manager Housing.

NSW Land and Housing Corporation properties

For LAHC-owned properties, consent is required where such ~ modification s

9 Exceeds $30,000 excl. GST,;

1 Changes the number of bedrooms;

T Requires the owner As consent under planning |l egislation
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1 Reduces the value of the property
1 Isto install solar panels

1 Istoinstall a swimming pool or spa.
Use the LAHC Consent for Property Modiftation template form when requesting consent

DCJare also required to be notified of any disability modifications made to properties , through the CHIMES system, as
part of the DCJContractual and Compliance Framework

Refer to the current LAHC Asset Manage ment Framework for further information about the approval conditions for
property alterations.

Other matters for consideration

1 Where the health and safety of tenants or household members are placed at serious risk, works are completed as
urgent works.

1 If the modifications require additional technical expertise, , arrange for a suitably qualified and competent
professional t o inspect the property. If the works do not require technical specifications, for example, installing
grab rails, raise a work order for the works to be completed.

1 If the modifications require consideration of alternative accommodation options, the Momentum Asset Manager
and relevant tenancy staff will develop a plan in consultation with the tenant

1 Consider alternative financing source s for the works, e.g. NSW Health, government or community funded
programs where the required works may be eligible.

1 Where the approved required works may significantly disrupt the tenant or be a threat to the tenants health and
safety, .e.g loss of use of facilities, airborne dust, etc, the Asset Manager will work with the Tenancy officers, the
tenant and the contractor to ensure that a plan is in place to minimise any risk to the tenant.

1 Referto Section 4.02 Asset planning and risk management (Asbestos Ehagement) for matters relating to works
completed at properties that may contain asbestos

Required system entries
The details of all requests and decisions in relation to home modification requests need to be recorded in Chintaro:

9 From the property record , click Add Note

1 From the Note Type field, select Alteration or addition

1 Inthe Note Title field, provide a brief description of the request made, e.g. Handrails to shower
1

In the body text field, provide detail on the request made by the tenant, including information about any NDIS plan
for the participants

1 Save any supporting documentation to the property file and add a link to those documents, using the Add/Edit
link button

1 Assign the note to the Momentum Asset Manager as an action

1 The Asset Manager will record all subsequent actions taken and decision made. Any additional documentation
provided and/or collected will be saved to the property file and linked to the Note.

1 The action will be closed when the matter has been resolved, by checking the Completed box
Relevant work orders will be raised according to Chintaro procedures.

Ensure that the modification category for the property is updated, as required.

4.09 Alterations and additions

Exclusions

These following rules and procedures concern general reques ts for property additions, alterations or improvements.
They do not relate to:
1 Requests from NDIS participants for disability modifications (see section 4.07)

1 Requests from non -NDIS participants for modifications that relate to their disability or health ¢ ondition (see section
4.08)
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Residential tenancy law

All tenants have a responsibility to comply with the provisions in the Residential Tenancies Act NSW (2010) and the
residential tenancy agreement that they have signed with Momentum. In relation to alterations and additions, the law
states that:

f atenant must not, without MomentumAs written consent or unl ess
permits,
1 install or cause to be installed a fixture or make or cause to be made any renovation, alteration or addition to the
residential premises
1 alandlo rd must not unreasonably withhold consent to a fixture, or to an alteration, addition or renovation that is
of a minor nature
1 alandlord may withhold consent to any other action by the tenant that is permitted under this section whether or
not it is reaso nable to do so
1 afixture installed by or on behalf of the tenant, or any renovation, alteration or addition to the residential
premises by or on behalf of the tenant, is to be at the cost of the tenant, unless the landlord otherwise agrees.
Types of alterations
Category Allowable Without Consent Allowable With Consent Non-allowable
Meaning The tenant does not need to seek The tenants need to seek the These alterations to the property
the consent of Momentum to written consent of Momentum to cannot be made and therefore
undertake the following property make these alterations and the tenant requests will not be
alterations tenant agrees to pay for the cost of approved.
works .
Type of installing telephones 1 Built-in-cupboards or wardrobes 1 Swimming pools or struc tures
Works installing picture hooks 1 Carpet that must comply with the
q hed bi than 7 c s and Swimming Pools Act 1992 and
garden s et s (no bigger than 1 arports and garages Swimming Pools (Amendment)
square metres ) 1 Fences Act 2012 (see following section)
laying lawn 1 Floor tiles Alterations to common areas
planting trees or shrubs that \_N'” T Flyscreens and Flyscreen doors Alterations that do not comply
grow no more than 3 metres in ) . . o
. 1 Fixed appliances, such as with relevant legislation,
height, when fully mature and . - L .
airconditioners and heaters building codes, Local Council (or
are planted at least 3 metres other relevant authority)
from any existing structure. 1 Minor internal painting .
o regulations.
1 Painting (internal or external) . .
_ 1 Changes to Heritage -listed
T Paving buildings
' Pergolas or gazebos 1 Changes that are likely to result
1 Rainwater tanks in interference to the peace,
1 Roof ventilator (Whirly Bird) comfort or privacy of
9 Security shutters and security neighbours
grilles (must be keyless, quick 1 Structural changes to the
releasing and meet Momentum premises
Property Standards) 1 Alterations that are considered
Solar panels to pose a health or safety risk,
S Television antennas e.g. internal glazed doors
1 Alterations or additions  which
adversely affect the nature,
classification or future use of
the property
1 Alterations or additions which
will result in an increased
ongoing maintenance liability to
Momentum
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Procedure for tenant requests for fiAllowable with Consento Alterations

Required system entries

The details of all requests anaithdCeonisseinarns ailn errealtd toinosn ntece d3 Alo
Chintaro:

1 From the property record, click Add Note

1 From the Note Type field, select Alteration or addition

1 Inthe Note Title field, provide a brief description of the request made, e.g. Handrails to shower

1

In the body text field, provide detail on the request made by the tenant, including information about any NDIS plan
for the participants

1 Save any supporting document ation to the property file and add a link to those documents, using the Add/Edit
link button

1 Assign the note to the Momentum Asset Manager as an action

1 The Asset Manager will record all actions taken and decision made. Any additional documentation provided and/or
collected will be saved to the property file and linked to the Note.

1 The action will be closed when the matter has been resolved, by checking the Completed box

Relevant work orders will be raised according to Chintaro procedures.

Approval conditions

Tenant requests for property alterations  are considered based on the nature, classification and future use of the
property.
Upon approval the tenant will be advised in writing which includes the following conditions:

1 The alteration or addition be at no cost to Momentum
1 The required works must be completed by an appropriately qualified, licensed and insured tradesman
1 Any damage done to the property must be made good

Where reasonable and appropriate (given the nature of the alteration), the tenant can also be advised that:

1 the property must be property restored to its original condition at the end of the tenancy , at the tenantAs

1 if the alteration (e.g. an air conditioner) results in valid annoyance or noise complaints by neighbours, the tenant
may be requested to discontinue or limit the use of it.

Where the request is approved, send the PROPO 2 letter.

If the request is declined, the tenant will be advised of the reasons for the decline. If the tenant has made the request
in writing, send the PROPG®3 letter

Refer to Section 4.02 Asset planning and risk management (Asbestos Managemenfpr matters relating to works
completed at properties that may contain asbestos

Alterations at Momentum'’s cost

Where the tenant requests that such works be atMome nt umAs cost, including requests wh
they will make a repayment arrangement to meet these costs, the request will generally be declined.

Swimming Pools

According to relevant legislation, a swimming pool is described as an excavation, structure of vessel:

1 Which can be filled with water to a depth of more than 300 millimetres (30 centimetres); and
M Thatis used for swimming, wading, paddling, etc. and

1 includes portable pools and spa pools.

All pools in NSW must comply with th e Swimming Pools Act 1992 and Swimming Pools (Amendment) Act 2012 and
local council regulations.

Momentum will not approve any  request or application by a tenant to install a swimming pool.

Section 4: Asset Management Page 55 of 71



Housing Operating Policies, Procedures and Guidelines

A tenant who has erected a swimming pool w ill be requested to remo ve the pool immediately, using the PROP05
letter .

NSW Land and Housing Corporation properties

For LAHC-owned properties, consent is required where such  modification s
Exceeds $30,000 excl. GST;

Changes the number of bedrooms;

Requires the o underplafiring legskatore n t

Reduces the value of the property

Is to install solar panels

= =4 -4 -4 -8 -

Is to install a swimming pool or spa.
Use the LAHC Consent for Property Modificationtemplate form when requesting consent

DCJare also required to be notified of any d isability modifications made to properties , through the CHIMES system, as
part of the DCJContractual and Compliance Framework

Refer to the current LAHC Asset Management Framework for further information about the approval conditions for
property alterati ons.

4.10 Miscellaneous

Fencing (LAHC-owned properties)

Ut is a part of Momentum CollectiveAs requirement of managin
maintained to standard. It is the responsibility of Momentum Housing to facilitate all repairs or if required,
replacement of fencing.

Fencing and neighbours

When a neighbour requests repair or replacement of a dividing fence, Momentum Housing must investigate the cause
of the damage to the fence. If it is believed the damaged is caused by the priv  ate property owner adjoining the LAHC
owned property, Momentum Housing must seek the repair or replacement of the dividing fence by the private owner

at the private owner's cost.

If it is believed to be the cause of a Momentum Housing tenant or the fencin g is deemed inadequate Momentum
Housing must obtain the following information using the Half -Cost Dividing Fencing Form:

the addresses of both parties

the proposed boundary to be fenced
* length and height of the proposed fence

type of fencing materi al proposed

the cost of the proposed fencing work

at least two competitive quotes

proof of ownership in the form of a rate notice

evidence that the existing fence no longer provides adequate fencing

Should Momentum Housing be unable to come to ana  greement with the private property owner regarding any
decision of the dividing fence, the matter is to be referred to LAHC.

If urgent repairs or replacement are required and the private property owner does not respond to Momentum
Housi ngAs r stgenterénttosany adreemdnt or does not respond in a timely matter, Momentum Housing will
seek direction from LAHC.

Fencing requirements

Replacement fencing should be 1800mm high. Should a fence require repair and the fence is under 1800mm,
Momentum Housing can match the current height and material of the fence to be repaired.

The following list of materials may are accepted:
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timber

metal

masonry (brick)
mixed or composite

The following may be considered when deciding on which material to use:

consistency with local area

"1 SzGI Gl 6
termite risk

risk of damage

I+
I+
I+

zyl £7°d AV £1 7 £1 |

Council requirements

In some instances, such as type of material used i.e. masonry, or height of fence may require a development

application (DA) to be lodged with the local council.

Housing.

Legislative requirements

f

f

Residential Tenancies Act 2010

Dividing fences Act 19912

Environmental Planning and Assessment Act 1979

State Environmental Pla nning Policy (Exempt and Complying Codes 2008)

Local Environmental Plan of the local Council

4.11 Special programs and conditions

Should a DA be required all costs will be covered by Momentum

Repairs and maintenance expenditure to the following programs is subject to reimbursement.

Programs/properties ‘ Arran gements

Crisis refuges, owned
by the NSW Land and
Housing Corporation
(LAHC)

Works are reimbursed by DCJon a quarterly basis, via the CHIMESreporting system. These
reimbursements are managed by the Momentum Finance team.

Works of greater value than $3,000 is su bject to approval by LAHC and must be accompanied by 3
quotations

All email enquiries to LAHC can be directed to the general community housing address of LAHC

CHPEnNquiries@DCJnsw.gov.au

See Crisis Maintenance Claims for full procedures.

Properties managed
for Evolve Housing
(Tweed Heads)

See Section 10.04 Property Management Agreement (Evolve Housing, NRAS Tweed Heads) for
information concerning property maintenance, including reimbursements, at  these 8 units
located in Tweed Heads)
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Standard letters

Letter name Letter text

INSP11 - Smoke
alarm notice

SMOKE ALARM TESTING - «Address», «City» «State» «PostCode»

Recently, we made an appointment with you so the smoke alarm/s at the property could be
checked and serviced. However, we were not able to gain access to the property at the agreed
time.

Our regular smoke alarm testing pr  ogram is important for your safety and it is a requirement that
Momentum takes reasonable measures to ensure that all smoke alarms are tested regularly.

The Residenti al Tenancies Act allows a | andl or
fort he purpose of compliance with the | andl ordAs
safety of the residential premisesj. Therefore
that we will be visiting the property on:

Date:

Time:

Inaccordance wi th this | aw, you have been provided

notice of our visit.

We would prefer that you are in attendance for this inspection. However, if you are not at home,
then we will use the keys to the property to gain access s o our electrical contractor can complete
the work.

Please contact me if you have any matters of concern.

PROPO2 - Alteration
approved

REQUEST FOR ALTERATION/ADDITION
Thank you for your recent request for <details here>.

| am pleased to advise you that your request has been approved, subject to the following
conditions:

1 The alteration or addition be at no cost to Momentum

1 The required works must be completed by an appropriately qualified, licensed and insured
tradesman

1 Any damage done to the property must be made good
(Optional conditions)

1 the property must be restored to its original condition at the end of the tenancy, at your own
cost; and

1 if <item here> results in valid annoyance or noise complaints by neighbours, the tenant may
be requested to discontinue or limit the use of it.

Please advise me when the works have been completed and | will organise to visit you to inspect
the final works.

PROPO3 - Alteration
declined

REQUEST FOR ALTERATION/ADDITION
Thank you for your recent request for <details here>.
Unfortunately, Momentum is unable to approve your request as <details of refusal reasons here>

Do not hesitate to contact me if you require any further information.

PROPO04 - Home
modification
approved

REQUEST FOR HOME MODIFICATION
Thank you for your recent request for <details of request here>.

| am pleased to advise you that your request has been approved and the required works are
scheduled to commence soon.

Our contractor will contact you shortly to arrange are  levant time to meet with you at your home.
Do not hesitate to contact me if you require any further information.

PROPO5 - Swimming
pool

SWIMMING POOL
Upon a recent visit to your home, it was noted that you have installed <details here>.

This structure me ets the definition of a swimming pool under the relevant NSW legislation.
Unfortunately, due to the risks involved, Momentum must instruct you to immediately remove
the structure.

Please advise me when you have removed the structure, | will organise a visi  t to your home.

Please contact me if you wish to discuss this matter.
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PROP06- TRM
covering letter

NON-RENT CHARGES
Momentum recently carried out work at your home which included <details here>

According to Momentum policy, this work is considered to be the responsibility of the tenant.
Therefore, the total costs of <amount here> have been charged to your non  -rent account.

If you wish to dispute these charges, you are required to provide evidence to Momentum to prove

that you should not be held responsi ble for the work undertaken by Momentum

Alternatively, you can choose to make application to the NSW Civil and Administrative Tribunal
(NCAT)to determine liability for the works required.

Please contact me if you require any further information.

PROPO7 - Planned
works notification

ADVICE OF PLANNED WORKS
| am pleased to advise that the following Planned works have been approved for your property.

The planned work at your home includes:

1 Here
1 Here
Here

We are currently engaging an independent qualif ied contractor to complete the works. Once this
has been completed, our Project Manager will contact you directly to provide more detail about
the work and also to discuss our plans for commencing and completing the works.

If you have any matters that you would like to discuss with me at this stage about these works,
please contact me at the office.
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Annexure 1: Property component lifecycle and

depreciation rates

Momentum will generally use the guidelines

rates.

PROPERTY COMPONENT LIFECYCLE WITH ANNUAL DEPRECIATION RATES
(INCLUDES COSTS FOR 2018-19)

below, when assessing property component lifecycl

Component Per Cost Average Annual
Lifecycle | Depreciation
(years) Rate (%)
External of property
External paint M2 35.11 10 10.0
Timber fencing Mts 107.52 10 10.0
Colorbond fencing Mts 105.58 10 10.0
Weldmesh fencing Mts 110.95 15 6.7
Timber gate Item 283.73 10 10.0
Colorbond gate Item 146.04 10 10.0
Weldmesh gate Item 213.67 15 6.7
Brick facade M2 106.73 20 5.0
FC facade M2 53.28 15 6.7
Weatherboard fagade M2 79.3 15 6.7
Colorbond facade M2 60.54 20 5.0
Aluminium windows M2 322.21 20 5.0
Timber windows M2 498.45 15 6.7
Gulttering Mts 61.01 10 10.0
Downpipe Item 202.87 10 10.0
Tile roof M2 69.45 20 5.0
Colorbond roof M2 60.54 20 5.0
FC eaves M2 53.28 15 6.7
Aerial Item 300.7 10 10.0
Footpaths M2 90.37 20 5.0
Driveway M2 95.06 20 5.0
Letterbox Item 193.46 10 10.0
External door Iltem 460.69 10 10.0
Screen door Item 804.96 10 10.0
Electric HWS Item 1900.83 15 6.7
Solar HWS ltem 5977.48 10 10.0
Steps Step 350.41 20 5.0
Clothesline hills hoist Item 495.29 10 10.0
Clothesline awning type Iltem 435.75 10 10.0
Bathroom
Tiles M2 111.79 20 5.0
Bath Item 869.68 10 10.0
Shower Iltem 1332.33 15 6.7
Vanity Item 625.74 10 10.0
Basin Item 343.03 10 10.0
Toilet Item 570.9 10 10.0
Shave cabinet Item 459.74 10 10.0

es and depreciation
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PROPERTY COMPONENT LIFECYCLE WITH ANNUAL DEPRECIATION RATES

(INCLUDES COSTS FOR 2018-19) - CONTINUED
Component Per Cost Average Annual
Lifecycle | Depreciation
(years) Rate (%)
Toilet roll holder Iltem 92.7 10 10.0
Soap holder Item 42.57 10 10.0
Toilet seat Item 143.21 5 20.0
Exhaust fan Item 304.94 10 10.0
Kitchen
Sink Iltem 664.49 10 10.0
Tiled floor M2 111.79 20 5.0
Vinyl floor M2 99.74 10 10.0
Kitchen Mts 2152 10 10.0
Flickmixer Iltem 187.4 10 10.0
Rangehood Item 469.43 5 20.0
Stove Item 1159.73 10 10.0
Wall oven Iltem 1032.08 10 10.0
Hotplate Item 537.78 10 10.0
wc
Tiles M2 111.79 20 5.0
Toilet Item 570.9 10 10.0
Toilet seat Item 143.21 5 20.0
Basin Item 343.03 10 10.0
Laundry
Tiles M2 111.79 20 5.0
Concrete floor M2 95.06 20 5.0
Vinyl floor M2 99.74 10 10.0
Laundry tub Item 828.71 10 10.0
Cupboard Item 398.47 10 10.0
Flickmixer Item 187.4 10 10.0
Internal general
Lights Item 31.23 10 10.0
Power points Iltem 34.6 10 10.0
Ceiling fan Iltem 226.11 10 10.0
Carpet M2 42.23 10 10.0
Vinyl M2 99.74 10 10.0
Floorboards M2 105.77 15 6.7
Internal paint M2 30.19 7 14.3
Doors ltem 329 10 10.0
Gyprock walls M2 53.42 10 10.0
Yellowtongue floor M2 39.47 10 10.0
Concrete floor M2 95.06 20 5.0
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Annexure 2: Minimum property standards

General housing standard

Momentum will ensure that minimum property and maintenance standards as prescribed in the NSW Land and
Housing Corporation (LAHC) Asset Management Framework (March 2018) are met, specifically in relation to:

Meeting legislative standards, including those of the Residential Tenancies Act

National Construction Code

Heritage Conservation Guidelines

General LAHC Standards and Asset Standards
Modifications and alterations

Hazardous materials

1
1
1
1 Work, health and safety legislation
1
1
1

Such standards will apply for all Momentum managed housing, regardless of the ownership of each property.

Dwelling standards

Dwelling
Security Window locks, deadlocks as per existing policy for external front and rear doors (all
property types)
Safety Smoke alarms as per existing policy; stove clips

Floor finishes

All dwellings to have finishes to floors waterproof, slip resistant finishes to wet areas
(includes vinyl sheet and paint) carpet in cold climate towns (if not already provided)

Telephone outlets

Only one telephone outlet required in dwelling and may be in any location

Rooms Hot and cold water | TV Outlet Power points Fixtures

Kitchen Yes No 1x1, 2x2 Sink, benches,
drawer, stove

Bathroom Yes No 1x1 Basin, WC,
bath/shower

Laundry Yes No 1x2 Tubs, washing
machine connection

Living No Yes 2x2

Main bedroom No No 2x2 Yesz for accessible
housing only

Other bedrooms No No 1x2

Front Yard

Address Letterbox, street number, unit number (if applicable)

Access Footpath to front door, minimum 900mm wide, non -slip, no steep grades

Fencing Cut-off fencing (if applicable)

Car Nil
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Backyard

Clothes drying Drying line, small dwellings (bedsit & 1 bed) 15m, medium dwellings
(2 bed - 3 bed) 20m large dwellings (4 + bedrooms) 35m

Access Footpath to drying line from rear external door, minimum 600 mm wide and or building
complex

Fencing Boundary fencing, secure, side gate access between front and rear

Other 1 x tap required for cottages, villas, townhouses
2 x taps required for common areas/building

Specialist Disability Accommodation (SDA)

Momentum will ensure that properties registered as SDA meet the required initial and ongoing requirements of the
relevant legislation and rules of the National Disability Insurance Scheme (Specialist Disability Accommodation.

1 Mechanisms areinplacetoens ur e a providerAs enrolled specialist disabil
design type, category and density restriction requirements of the National Disability Insurance Scheme (Specialist
Disability Accommodation Conditions) Rules 2018.
1 Mechanisms are in place to ensure a provider maintains ongoing compliance with the National Disability Insurance
Scheme (Specialist Disability Accommodation Conditions) Rules 2018 and all relevant laws and standards, including
building standards and tenancy laws that  apply to specialist disability accommodation dwellings.

1 Enrolled dwellings are in a good state of repair and are being appropriately maintained, having regard to the
safety, security and privacy of residents.

Prior to Moment umAs an NRIZdf meating tleatoeetoutcomes, each SDA eenrolled dwelling will
be audited against the expected standards. This audit will be completed by a suitably qualified and competent person
and will be documented by Momentum.
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Annexure 3: External compliance requirements

The following table demonstrates all the key compliance and accountability measures that exist to ensure that key
compliance obligations are met and maintained.

Requirement Details Momentum response/evidence

1. Community Housing Contract Compliance and Performance Management Framework

11 Annual smoke detector An updated schedule of all smoke detectors 1 Section 4.04 (Smoke Detectors)
checks are completed for all checks is provided to DCJas part of the 1 Latest Unit Level Reporting
properties managed by quarterly reporting regime. Requires  date of spreadsheet (DWELLING SMOKE
Momentum last check, testimony that the smoke alarms is ALARMS)

functional and reasons for any overdue checks

1.2 Notification of disability DCJrequire notification of all DCJproperties 1 Section 4.07 Disab ility Modifications

modifications where modifications have been completed, (NDIS)
reported to DCJvia the CHIMES reporting 1 Section 4.08 Disability/health
system. modifications (Non -NDIS)
Not e: See requirement t

consent for any disability modification of a
LAHC property

1.3 Up-to-date information Property information is provided to  DCJeach 1 Section 10 Special Conditions and
about properties in reported quarter under the Unit Level Reporting Programs for compliance reporting
on a quarterly and annual Requirements. procedures to DCJ
basis

In relation to asset management and
maintenance, annual information is required in
relation to:

1 historical information from the previous
year, including maintenance completed,
disability modification improvements and
details of property condition assessments
forward planning information
additional unit -level data on assets as
required by LAHC to satisfy Treasury,
strategic and operational requirements

1 certification of compliance assessment
14 Fire safety statements LAHC must sign the annual fire statements (as 1 Section 4.04 Planned and cyclical
(annual) required by local Councils) for LAHC -owned maintenance programs (Annual Fire

properties, according to their documented Safety Statements)
procedures.

See Fire Safety Statements (Annual) listed
under 3Other Compliance
table

2.1 Meeting legislative Legislative requirements are met by providers, 1 Section 4 Asset Management; and

obligations particularly in relation to: 1 Section 8 Property Acquisition and
Residential Tenancies Act 2010 Development

Disability Discrimination Act

The National Construction Code (NCC),
Environment Protection Act

NSW Heritage Act

NSW Environmental Planning and
Assessment Act

= =4 -4 -8 -8 -

=

NSW Swimming Pools Act
Strata Schemes Act

NSW Work Health and Safety Act 2011 and
Regulations

Section 4: Asset Management Page 64 of 71



Housing Operating Policies, Procedures and Guidelines

Requirement Details Momentum response/evidence

2. Asset Management Framework (NSW Land and Housing Corporation) 2018

2.2 Properties meet basic
standards of provision

Section 3.2 of the Framework provides details 1
of the standards and conditions that must be

Current Asset Management Plan

1 Current Asset Maintenance Plan (10
met for all properties., based on the year)
requirements that components must be:
1 DCJProperty Assessment Survey (PAS)
1 Functional results
1 Safe; and
1 Appearance (where such does not affect
the function of the component)
2.3 Requests to LAHC for Providers are required to take certain actions 1 Structural Repair Request (LAHC) form

structural repairs meets
explicit guidelines

when seeking that LAHC attend to structural
repairs, including:

template

1 Areport by a qualified structural engineer
that meets certain requirements;

1 Completion of the structural integrity rating

assessment.
2.4 Written consent is obtained LAHCAs prior written co 9§ LAHC ConsentforProperty
from LAHC for any disability a modification for any property: Modification template form
modifications 1 Exceeds $30,000 excl. GST; 1 Section 8.07 Disability Modifications
1 Changes the number of bedrooms; (NDIS)
9 Requires the ownerAs (1 8.08 Disability/health modifications
(Non-NDIS)

planning legislation

1 Reduces the value of the property

25 Property alterations and LAHC sets conditions for the undertaking of 1 Section 8.09 Alterations and Additions
additions meet required alterations and additions to LAHC -owned
standard properties

2.6 Common area management Common areas of medium and high density 1 Section 4.04 Planned and cyclical

requirements complexes is undertaken by the provider where

they manage 50% or more of the dwellings in

the complex. Standards have been set for the q
manner in which common areas are

maintained and managed.

maintenance prog rams (Common area
maintenance)

Current common area maintenance
specifications and contracts

2.7 Improvement of
environmental performance

CHPs are encouraged to develop innovative 1
approaches that improve the wellbeing of
tenants and reduce energy, water an d living

See Section 4.02 Asset Planning and
Risk Management (Environmental
Sustainability)

costs.
2.8 Notifications are made to LAHC requires notification of major property 1 Section 4.10 Insurances
LAHC of extensive property damage and encourages providers to liaise
damage directly with them to streamline insurance
processes.
2.9 1 year asset management LAHC may (upon request) require a Provider to 1 Asset Maintenance Plan (Annual)

plan

provide an annual Asset Maintenance Plan that
includes a range of information including
management processes, priorities,
maintenance recommendations, budget with
previous year expenditure; and spreadsheets
covering the required information.
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Requirement

DITET

Momentum response/evidence

2. Asset Management Framework (NSW Land and Housing Corporation) 2018 - Continued

2.10 10 year asset maintenance
plan

2.11  Meeting reporting
requirements

10 year Asset Maintenance Plan should include
(but not be limited to):

introduction

planned and preventative maintenance
methodology

building and services plans

summary reports

= =4 -4 -8 -8 -

details of the activities for monitoring and
management of Hazardous Materials at all
properties, including that any deterioration
or damage to lead paint has been
considered for the purpose of mitigating
the risk to the health and sa fety of
occupants (Note: this is required of SMHT
recipients only)

maintenance recommendations
budget

spreadsheet(s) covering the required
information

9 priority and budget for core infrastructure
(Note: Required of SHMT recipient only)

1 and other upgrades.
See 1. Community Housing Contract

Compliance and Performance Management
Framework

1 Section 4.02 Asset planning and risk
management

1 Current Asset Maintenance Plan (10
year)

3. Community housing asset management policy (NSW Department of Communities and Justice) 2014

Note: Requirements that are specifically set for Social Housing Management Transfer (SMHT) recipients have been removed fratime
conditions below (as they do not apply to Momentum Housing).

3.1 Social and affordable housing
stock must be maintained at
an acceptable standard

3.2 Asset management plans

3.3 Tenant satisfaction levels

3.4  Regular property inspections

3.5 New housing is of good quality
and an acceptable standard

3.6  Strategic asset management

90% of all LAHC properties managed by
Momentum must meet the DCJAsset Condition
Standards

Tier 1 and Tier 2 providers must have an asset
management plan with a minimum 10 year
rolling period (see also above requirement
under the LAHC Asset Manag ement
Framework)

Tier 1 and Tier 2 providers are required to
undertake a tenant/resident survey at least
every two years, maintaining a minimum tenant
satisfaction level of 75% or greater

Each capital property is inspected at least every
3 years by someone with qualifications and
experience in the
building/construction/maintenance fields

New properties must comply with the LAHC
NSW Design Requirements.

Providers must undertake asset management
planning to ensure:

1 housing stock meets the future needs and
preferences of residents;

1 Meets DCJagreed portfolio targets,
including leveraging targets.

1 This information is collected by LAHC
through the Property Assessment
Survey (PAS) Program and directly
reported to DCJ Momentum also
receive a copy of these reports.
Asset maintenance plan (10 year)

Asset management plan

1 Section 5: Tenant Rights and
Participation; and

1 latest Tenant Survey

1 Section 4.04 Planned maintenance
procedures

1 See Section 8 Property Acquisitions
and Development
Strategic Asset Management Plan

Section 4.02 Asset Management
Planning and Risk Management

1 Section 4.04 Planned and Cyclical
Maintenance

1 Section 8 Property Acquisition and
Development
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Requirement

DITET

4. National Regulatory System for Community Housing

4.1  (Strategic asset management)
Determining changing housing
needs and planned assets
acquisitions, disposals and
reconfiguration to respond

4.2  (Property standards)

Setting and meeting property
conditions standards

4.3  (Asset maintenance)

Planning and undertaking
responsive, cyclical and life -
cycle maintenance to maintain
property conditions (asset
maintenance)

4.4  (Asset development)

Planning and delivering its
housing development program

The Provider plans for how it will manage its 1
housing assets to optimise outcomes on

financial investment, service delivery and

meeting housing needs

1

The Provider manages community housing 1
assets in accordance with the specific legal
and policy property requirements relevant to q
jurisdiction.
70% of all property assets are to meet the
state housing authority
standards.
They are to be no ongoing significant or
repeated failures to meet standards
1 Inspection at least every 3 years by 1

qualified persons
1 Cyclical and life -cycle maintenance is

scoped and budget allocated q
1 Maintenance timeframes are set and met

in accordance with law q
1 10 years minimum rolling asset q

maintenance plan q
1 Tenants are provided with easy -to-use q

information on repairs
1 Tenant/resident survey completed at least

every 2 years with:

0 75% of tenants satisfied with condition

of their home; and
0 75% of tenants satisfied with
main tenance of property
Development program and projects are 1
managed to minimise variation to timeframe
and budget q
Expertise capable of ensuring development
projects are delivered effectively and
efficiently
Risks are identified and mitigated
1

5. National Disability Insurance Scheme (Annual Attestation)

The following include only those requirements that are related to property (asset) management(i.e.

not included in this section)

5.1 Dwelling meets enrolmen t
requirements

5.2  Safe environment

Each participantAs
accommodation dwelling meets the
requirements of the design type, category and
other standards that were identified through
the dwelling enrolment process.

spec T

Each participants accesses supports in a safe 1
environment that is appropriate to their
needs.

Momentum response/evidence

Strategic Asset Management Plan

Section 4.02 (Asset maintenance
planning and risk management)

Section 8 Property acquisitions and
developments

Section 4 Asset Management policy and
procedures

Strategic Asset Management Plan

Contractors KPI and performance
reports

Section 4.01 Responsive maintenance

Section 4.04 Cyclical and planned
maintenance

Current Budget
10 year Asset Maintenance Plan
Tenant handbook

Annual tenant survey report

Section 8 Property Acquisitions and
Development

Property development business cases,
plans and demonstrated projects

Strategic asset management plan
Tenant surveys (if applicable)

Momentum strategic and business
plans

Development data

tenancy management requirements are

Annual SDA property audit form

Annual SDA property audit form
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Requirement

6. Property leases with DC] NSW for specialist disability accommodation (group homes)

DITET

Momentum response/evidence

Note: Includes key assetelated conditions of the primary lease agreement, maintenance agreement (group homes); and sideleed

6.1

6.2

6.3

6.4

6.5

6.6

6.7

Properties are damaged and
are unfit for occupation, notice
must be given

Maintain the property in good
condition

Notice of accident, damage or
risk

FSCS consent must be sought
for alterations and additions

The Lessee must insur e and
maintain insurances for the
premises

Sinking fund

Cyclical maintenance
responsibilities & service
frequencies

In this event the property is not fit for
occupation, the Lessee must notify DCJwithin
a reasonable time. FSCS may then either:

1 Provide notice to terminate the
agreement; or

1 Repair the damage

The Lessee must ensure that equipment is 1
kept in good working condition, make good

any damage, keep the property free of rubbish

and vermin

The Lessee is required to immediately notify 1
DCJor any accident in, damage to, defective
operation or any circumstances likely to be or

cause any danger, risk

The Lessors consent must be provided for any 1
alterations or additions to the premises.

Insurance coverage required is: 1
1 Public Liability
1 Loss or damage in relation to all plant and
equipment for not less than full market
value for replacement
1 Any other reasonable insurances
demanded by DCJ
The insurance policy must be taken out in the
names of the Lessor and Lessee and must be

with a reputable insurer independent of
Momentum

The Provider is expected to establish a 1
Jcommon fundj to undesrt
and maintenance

6.7.1 Pest control - visual inspection annually
and treatment as required

6.7.2 Air conditioning z 4 monthly, as required
6.7.3 Electrical testing and tagging z Annually

6.7.4 Thermostatic mixing valves/Warm water
valve z Annually for lubrication of mechanism
and replacement of O ring

6.7.5 Portable fire extinguishers and blankets 7z
6 monthly

6.7.6 Fire indication Panels/Detectors 7
Monthly or as advised by the Fire Practitioner

6.7.7 Fire sprinklers z Monthly check for
AS2118.5 systems; 3 monthly for AS2118.4
systems

6.7.8 Backup power supplies z If required on
site

6.7.9 Evacuation/Exit lighting z 6 monthly

1 Section 7.04 Uninhabitable properties

Section 4.01 Responsive Repairs and

Maintenance

LAHC Notification of Accident, Damage

or Defect template form

Section 4.07 Home modifications for

NDIS recipients

LAHC Consent for Property Modification

template form

Section 4.10 Insurances

Momentum Balance Sheet
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Requirement

DITET

Momentum response/evidence

6. Property leases with DC] NSW for specialist disability accommodation (group homes) - continued

6.7 Cyclical maintenance
responsibilities & service
frequencies (continued)

7. Other Compliance Requirements

7.1 Fire safety statements - Annual

6.7.10 Septic system z Emptying as required

6.7.11 Pump and tank supply systems z
Monthly for fire -fighting equipment, maintain
as required for non -firefighting

6.7.12 Backflow penetration device zif testable,
carry out annual testing and submit result to
water authority

The Environmental Planning and Assessment
Act requires an annual Fire Safety Statement
to be prepared for the relevant Local Council,
for all properties which fall within the
requirements o fthe Act

See Section 4.04 Planned and cyclical
maintenance (Annual Fire Safety
Statements)

1 Annual Fire Safety statements
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References

Approved by:

General Manager Housing

Person responsible

General Manager Housing

Legislation or other
requirements

Legislation :
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Work Health and Safety Act 2011

Work Health and Safety Regulation 2017 (NSW)
Residential Tenancies Act (2010) NSW

Home Building Act 1989

Disability Discrimination Act

The National Construction Code (NCC),
Environment Protection Act

NSW Heritage Act

NSW Environmental Planning and Assessment Act
NSW Swimming Pools Act

Strata Schemes Act

Other requirements_:

= =4 =4 -4 -8 -8 A

National Regulatory System for Community Housing

National Community Housing Standards

Asset Management Framework (NSW Land and Housing Corporation) 2018
National Construction Code

Heritage Conservation Guidelines

Community Housing Asset Management Policy

Community Housing Contract Compliance and Performance Management Framework 2017 -

18
Rental Properties (Australian Taxation Office, 2018)
NDIS Business Rules (SDA)

DClJlease agreement (group homes), including Side -Deeds and Maintenance Agreement)

Related Documents

Momentum policies and procedures

= =4 =4 =4 a4 -8 -8 -—a -A

Procurement policy

Procurement procedures

Current Momentum property insurance policies
Section 5: Tenant Rights and Participation;
Section 2: Establishing tenancies

Section 8: Property Acquisition and Development
Section 9.01 Vacant property management
Section 9.03 End of tenancy finalisations

Section 10 Special Conditions and Programs (Com pliance reporting procedures to

Momentum tools, forms and resources

= =4 =4 =4 -4 —a -8 -8 A

Contractors Tier Classification Requirements matrix

Maintenance Contractors Orientation Kit

WHS Code of Practice for Contractors

Contractors WHS evaluation checklist

Contractors Site Induction Checklist

Independent Contractors Agreement 7 Property Maintenance Services
Structural Repair Request (LAHC) form template

Current common area contract (template)

Lawns, Grounds and Common Area Cleaning Specification

DCJ
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Current Asset Management Plan (Annual)

Current Asset Maintenance Plan (10 year)

Property Assessment Survey (condition audit report)
LAHC Consent for Property Modification template form
Annual Tenant Survey

Tenant satisfaction survey z Planned Works (template)
Tenant handbook

Annual SDA property audit form

Property condition audit tool

Momentum Scoping Tool

Asset maintenance schedule template

LAHC Notification of Accident, Damage or Defect template
Property risk report (template, Board of Directors)
Vacating your home factsheet

Asbestos factsheet

External guides and documents

NRSCH Evidence Guidelines

Liveable Housing Design Guidelines (Liveable Housing Australia, 2017)

SDA Maintenance Requirements for DCJGroup Home Facilities Under the New Lease

Agreement ( DCJFact Sheet, September 2 018)

Selecting a Competent Fire Safety Practitioner z A Guide for Building Owners Who Must Issue

Fire Safety Statements (NSW Government, 2017)
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