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[bookmark: _Toc496089683]More information
To find out about housing options visit the Housing website <http://www.housing.vic.gov.au> or contact your local Housing Office <http://www.housing.vic.gov.au/contact-a-housing-office>.
To receive this publication in an accessible format contact Housing Practice and Complex Support <housing.practicesupport@dhhs.vic.gov.au>.
Authorised and published by the Victorian Government, 1 Treasury Place, Melbourne.
© State of Victoria, Department of Health and Human Services, October 2017.
ISBN: 978-1-76069-094-6 (pdf/online/MS word)
Available on the Relocation manual page on Services Providers website <https://providers.dhhs.vic.gov.au/relocation-manual>.
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[bookmark: _Toc496879231]Information and consultation policy
[bookmark: _Toc29225556][bookmark: _Toc483907207][bookmark: _Toc496879232]Introduction
The Department of Health and Human Services (the Department) may determine that a property or properties require upgrading or that they may need to be demolished so that new housing can be built.
In these circumstances the Department moves existing tenants to other suitable properties, whilst work is carried out. Generally, eligible tenants are given the option to return to the upgraded or redeveloped housing where there are properties that match their requirements.
Tenants are informed of the redevelopment, the Departments Relocation Policy and of their options for relocation and move back to the redeveloped site. The Department consults with tenants regarding their housing needs and preferences for relocation.
The Department informs and consults with tenants and tenant groups regarding the redevelopment or major upgrade during all stages of the project.
Where the Department determines that a property is to be sold, it may be offered to the current tenant/s in accordance with the Tenant House Sales Policy. Where the Department offers to sell to the current tenant, and the tenant has an interest in purchasing the property, the tenant is required to arrange their own finance. Properties are sold at the prevailing market rate.
[bookmark: _Toc29225557][bookmark: _Toc483907208][bookmark: _Toc496879233]Consultation
Wherever possible, the Department negotiates with tenants and/or their advocates on decisions regarding their relocation. Tenant groups, advocates and other relevant organisations are invited to participate in the consultation process.
The Department will map out existing services in the proposed relocation area to help ensure tenants have informed relocation options.
The Department will engage local support agencies, and where necessary provide language translation.
Tenants that will be directly involved in the relocation process will be consulted with regard to their thoughts, ideas and concerns.
[bookmark: _Toc29225558][bookmark: _Toc483907209][bookmark: _Toc496879234]Written information
The Department provides clear written information to tenants throughout all stages of the redevelopment process. The Department will also ensure that all written information is accompanied with the community languages information sheet promoting contact with the local office.
[bookmark: _Toc29225559][bookmark: _Toc483907210][bookmark: _Toc496879235]Announcement of the project
The Department notifies affected tenants, tenant groups and other relevant local organisations such as, community centres, churches etc, in writing as soon as possible after deciding to proceed with a redevelopment or major upgrade project.
The decision to proceed with the redevelopment and the timing of the formal announcement (if applicable) will take into account:
· the scheduled commencement date of the project
· availability of funds which may affect the timing of the project
· the number of tenants to be relocated
· the availability of housing for tenant relocation.
[bookmark: _Toc29225560][bookmark: _Toc483907211][bookmark: _Toc496879236]Group meetings
Where required, meetings are arranged with tenants, tenant groups and relevant organisations to provide information about the redevelopment and the Department's Relocation Policy.
Where projects are smaller in scale the Department provides this information to tenants individually.
The Department ensures that interpreters are made available at meetings where this is required, and that all written information is translated into required languages.
[bookmark: _Toc29225561][bookmark: _Toc483907212][bookmark: _Toc496879237]Local advisory committee
The Tenancy and Property Manager or equivalent establishes a Local Advisory Committee to advise on the consultation and communication processes for large projects, such as estate redevelopments. The Local Advisory Committee is to include:
· tenants
· tenant group representatives
· Departmental staff
· representatives from other relevant local organisations.
If a Local Advisory Committee is not established, alternative communication and consultation processes may be instituted.
The Departmental table information regarding the redevelopment at Local Advisory Committee meetings to reach agreement on how and what information is to be distributed to tenants. 
[bookmark: _Toc29225562][bookmark: _Toc483907213][bookmark: _Toc496879238]Interview with tenants
The Department interviews all households individually to establish their housing needs and preferences, and to explain their relocation options as outlined in the Move Out and the Move Back Chapters of this manual.
When required, interpreters are made available, and all written information is translated into required languages as outlined in the Interpreting and Translating Services Chapter of the Business Practice Manual.
Tenants are kept informed at all times during the process, through a Follow Up Letter. – see Appendices, page 11


[bookmark: _Toc29225563][bookmark: _Toc483907214][bookmark: PolSect_LINK2][bookmark: _Toc290546653][bookmark: _Toc496879239]Information and consultation procedures
[bookmark: _Toc29225564][bookmark: _Toc483907215][bookmark: _Toc496879240]Announcing the project
A letter is sent announcing the project to all relevant tenants, tenant groups and other individuals that may be impacted such as private owners or renters, and local organisations.
The letter may include the following:
information regarding why the project is taking place
the proposed timing and staging of the project
the opportunities that tenants will have to meet with Departmental staff to discuss the project and how it will affect them
that tenants will be kept informed of progress
a contact name and telephone number for any queries
translation of the letter into required languages.
[bookmark: _Toc29225565][bookmark: _Toc483907216][bookmark: _Toc496879241]Arranging a press release
If appropriate, arrange a press release through Corporate Communications Branch, which are located at 23rd Floor, 50 Lonsdale Street, Melbourne. The press release should be released at the same time that all other relevant parties being advised (i.e. tenants etc) of the project.
Send the request to Corporate Communications via the Tenancy and Property Manager or equivalent, Housing Manager or equivalent and Director of Service Implementation and Support.
[bookmark: _Toc29225566][bookmark: _Toc483907217][bookmark: _Toc496879242]Arranging a group meeting
Where a group meeting is required all affected individuals and organisations are invited. This should be completed in consultation with the local tenant group.
Depending on the size of the project, there are a number of factors need to be co-ordinated:
a date for the meeting
a suitable venue
general information for the meeting, for example; draft plans, proposed staging
any written information to be translated into required languages
required interpreters to be available
letters of invitation to the meeting
refreshments for the meeting
child minding and transport arrangements if required.
Where the project is on a smaller scale (i.e.: less than 10 properties) the information can be provided individually.
In the invitation explain that the meeting will provide tenants with an opportunity to learn about the project, how it will affect them and that they will be given an opportunity to raise any queries.
All expenses incurred for the meeting i.e. refreshments, child minding, transport, are to be charged to the project account.
Attach a flyer about the meeting to the letter, this will ensure that all details are clear.
Arrange translation of the letter into required languages if required.
Send a copy of the Department's Moving to a New Home Fact Sheet see Appendices, page 12, with the invitation.
At the meeting explain:
why the project is taking place and what will happen to the site
the benefits to tenants, neighbouring residents and businesses
the timing and staging of the project. Stress that the timing could change and explain any factors that may affect the timing of the project
that tenants will be kept informed of changes and will be given a minimum of one month's notice before relocation offers are made
the Department's relocation policy, including relocation move out, move back details and relocation expenses as described in the Move Out and the Move Back chapters
the policy for offering the redeveloped housing
the role of the Local Advisory Committee, if a committee is to be established. Request nominations for the committee from tenants. If a committee is not to be established, discuss information and the consultation processes.
Provide an opportunity for queries and respond clearly and accurately.
Take minutes of the meeting to ensure participants are clear about the issues raised and of the responses provided to these issues. After the meeting, distribute the minutes to all relevant parties.
Take name, address and contact details of attendees to ensure mailing list is up to date.
[bookmark: _Toc29225567][bookmark: _Toc483907218][bookmark: _Toc496879243]Interviewing tenants
Arrange individual interviews with all tenants to be relocated. The interview can be conducted at the tenants’ home or at an interview in the office, whichever is convenient to the tenant.
At the interview explain:
the reasons why the redevelopment or other asset renewal activity is taking place (if this has not already been done at a group meeting)
the relocation move out and move back options (if applicable) available to the tenant, including eligibility and relevant policy as described in the Move Out and the Move Back chapters 
the expenses that will be paid by the Department as outlined in the Payment of Expenses Chapter
if the tenant is paying market rent and the new market rent is higher, the previous tenancy market rent value is charged at the new property, as detailed in the Rental Rebate Manual. The Department will provide regular information on the progress of the project.
a Tenant Relocation Form see Appendices, page 15, will need to be completed and submitted.
Ensure the tenant receives a copy of the Moving to a New Home Fact Sheet, see Appendices, page 9
Give the tenant the opportunity to raise any concerns they may have. The tenant should also identify what their preferences are, and whether they have any special housing requirements.
Write a file note detailing any issues raised by the tenant and the response or commitment given. Place the note on the tenancy file.
Send a letter to the tenant confirming what was discussed. Follow Up Letter. – see Appendices, page 8
If a tenant refuses to attend group meetings, or participate in the project all together, refer to the Move Out Chapter for procedures.
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Appendix 1
[bookmark: _Follow_Up_Letter][bookmark: _Toc29225569][bookmark: _Toc483907220][bookmark: _Toc496879245]Follow up letter
«Addressee3»
Dear «Tenantname2»
<Sample Text>
When we met on [date], I informed you of a program to improve the quality and quantity of public housing across Victoria.
As part of this program you have an opportunity to move to a better and more comfortable home.
I am writing to provide you with some follow up information.
Firstly, please find attached a Moving to a New Home: Fact Sheet that provides you with some more information about the options available to you in moving to a new home.
Secondly, also attached is a Tenant Relocation Form that we need you to complete. If you already have an application submitted, we will use that one.
You will also need to provide:
· <list of documents>
If you need help with the form please contact me and I will arrange for someone to assist you.
Also, if you have changed your mind since we last spoke please contact me directly and let me know.
We will do our best to find you a home in an area that you want to live in and will try to match it with any special accommodation requirements that you may have. If we can’t find a home in the area where you would like to live, we will try to find you another one nearby.
As soon as a property has become available we will contact you to arrange a time so that you can have a look at it. Should you decide to move to a new home we will meet most costs associated with the relocation.
In the meantime should you have any questions or concerns about the redevelopment do not hesitate to contact me at the [Office name] on [Office contact number].
Yours sincerely
«User Name»
«Position title»
«Office Name»
[bookmark: _Moving_to_a][bookmark: _Toc29225570][bookmark: _Toc483907221][bookmark: _Toc496879246]
Appendix 2
[bookmark: _Toc496879247]Moving to a new home fact sheet
[bookmark: _Toc496879248]Moving to a new home
The Department of Health and Human Services fact sheet
For many people, moving to a new home is an opportunity to live in a more comfortable and secure environment; however for some people moving can pose some challenges.
To give you a better understanding of the issues and opportunities in moving to a new home we have collected the questions and answers most commonly asked and answered during this time.
If your question does not appear below or you require further information do not hesitate to ask your local Department of Human Services Office.
Why has my house been chosen?
An improvement program has been set up to ensure that people who live in homes that are very old and outdated have the opportunity to move to more modern and comfortable homes.
After careful consideration of all our existing houses, your regional Office has found that your property is no longer in good condition, and it is important that you have the opportunity to move.
We understand that moving to a new home can be stressful which is why we want to work with you to find you a home that meets your current and future needs.
Where can I move to?
We want to work with you in order to better understand your housing needs.
Once we have agreed on the type of home and location that is appropriate, we will provide you with a number of different options to choose from.
Some people have chosen to live in areas that are located closer to friends and family. Others have chosen to move to smaller and easier to maintain homes, in areas that are closer to public transport and frequently used facilities. The choice is yours.
Sometimes we might be unable to immediately find you another public housing home in the area that you want to live in. If that this is the case we will offer you a home close by.
In some instances we may be able to delay needing to move you to a new home. If you really do not want to move from your current property you will need to advise your local Housing Officer.
It is possible that your home needs to be redeveloped to provide better and new housing on the block. In these circumstances you will have the option of returning to a new home at the same location once the construction is complete.
We understand that in some cases you may have developed links to your local community and that moving can be stressful. If you wish to come back to the area we encourage you to register your interest with your Housing Officer, and if there is a home available that is suited to your needs it is likely that you would be able to come back.
If I move, will I be assisted financially to cover the costs of the move?
You are not expected to be out of pocket for any costs associated with the move.
If you agree to move the Department will pay your electricity, gas and telephone connection fees, mail redirection fees and removalist fees.
If you have special and important features that you would like to take with you to your new home, then make sure that you let your Housing Officer know prior to the move.
When will I need to move?
We will work with you to arrange a suitable date and time for you to move into your new home. This generally occurs within three months of first being contacted about relocating.
It usually takes about three months to present you with housing options and to give you time to decide on where best to live.
What do I do if I don’t want to move?
It is important that you move to a more modern home that will meet your current and future housing needs.
In some instances we may be able to defer your move to a new home. If you wish to continue to live in your current property you will need to advise your local Housing Officer.
Some homes need to be disposed of because the site needs to be redeveloped in order to increase newer and better public housing. In these circumstances, if all our efforts to help residents find a new home have been rejected and exhausted, it may be necessary for us to take legal action and go to the Victorian Civil Administrative Tribunal to recover the property and relocate residents.
If you are one of these rare cases, you will have the option of returning to a new home at the same location once construction is complete.
If I choose public housing, will I get the same type of home?
The Department wants to work with you to ensure that your new home is in good condition, comfortable and well located.
By being able to choose a new home, you will have the opportunity to consider different factors that may be important to you. This includes living closer to friends or family, or being near to public transport and community facilities.
We will work hard to ensure that your new home meets your needs and is as close as possible to your preferred location.
Where do I go for further information?
If you wish to obtain further information, or have concerns about this process please make contact with your regional Housing Manager or equivalent.
Can I come back if my property is redeveloped?
If your home needs to be disposed of because the site needs to be redeveloped to build more new public housing, then you can register your interest to return with your local Housing Officer. This will provide you with the option of returning to a new home at the same location once construction is complete.
Is this related to my rental payments?
The need for you to move to a new home is not connected to your rental agreement.
An improvement program has been set up to move people who live in homes that are very old and outdated, to more modern and comfortable homes.
After careful consideration we have determined that your property is very old and no longer meets adequate quality of living standards. As a result we would like to move you to a new and more comfortable home.
I have lived in my home for more than 10 years, why do I have to move now?
We understand that having to move homes can be stressful.
This program will move residents from properties that are old and in very poor condition to new and more comfortable homes.
[bookmark: _Tenant_Relocation_Form]A recent review of public housing in the area has found that your property no longer meets acceptable quality standards and as a result you will be provided with the opportunity to move into a new home.
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Tenant Relocation Form
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The Office of Housing (OOH) offers current tenants an early housing transfer in the following circumstances:

«  when a tenant wishes to transfer an area/location that is of less demand than the area they currently live in,

o to better match clients to housing size, eg. a single person living in a 3-bedroom house is moved to a 1-bedroom unit,

« the tenant’s current housing is uninhabitable due to fire, flood or vandalism,

« a tenant of a movable unit is required to transfer as a result of action initiated by the owner/occupant of the main
dwelling,

« atenant of a movable unit is required to transfer as a result of legal action initiated by the OOH against the occupant of
the main dwelling to recover that property, or

» 50 that their existing housing can be redeveloped, sold or extensively upgraded.

For more information

Visit our web site at www.housing.vic.gov.au/public-housing or contact your local Housing Office. You can find  list of local
Housing Offices at the website, or in the brochure that comes with this application.

Contact concerning queries on the project can be directed to: [Insert Recevelopment Officer name] on [Insert Redevelopment
Officer telephone number].

Section A- Your name & addres:

Your Name Title: | Family name: it
Firstname: | | Middle name: [

Your Address & contact details | Unit number: | street number: |
Street name: Suburb:

Post Code: Post Office Box:

Telephone contact numbers:
Home: | Mobile:

Although you cannot choose a specific suburb, you can choose the area that you would like to live in by selecting up to three
waiting list areas, known as broadbands.

Waiting list areas are made up of a number of adjoining suburbs and towns that are linked by public transport. Unless we have
recognised that you need accommodation in a specific location, you could be offered a property in any one of the suburbs within
‘your chosen waiting list areas.

Please select up to three
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Please provide details of any
additional accommodation
requirements.
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