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[bookmark: _Toc451181542][bookmark: _Toc507751104]When do these operational guidelines apply?
These operational guidelines should be followed by designated service providers and social housing organisations when making decisions related to applications for housing under the Victorian Housing Register (the register).
These operational guidelines form part of a set of guidelines that together sit under the Eligibility Policy Framework <https://fac.dhhs.vic.gov.au/eligibility-policy-framework>.
[bookmark: _Toc507751105]Purpose Statement
The Priority Transfers category is for existing social housing tenants that require relocation to another social housing property as their current property is unsafe or unsuitable, is to be sold, redeveloped or better utilised.
Applications for Priority Transfers are submitted by a designated service provider or social housing organisation that is the tenancy manager of the current tenancy, on behalf of an individual or household.  Some transfers may also be initiated by the social housing organisation, for example, when the property is to be sold, redeveloped or better utilised. In some instances the social housing tenant may also submit a priority transfer application.
For a social housing tenant to be considered eligible within the Priority Transfers category the following circumstances must be demonstrated:
· safety issues – there are safety issues, for example, due to family violence, anti-social behaviour, threats to safety in a community-managed rooming house, risk of ex-prisoner tenant re-offending and so forth
· manifestly unsuitable housing – the existing housing is manifestly unsuitable resulting in a situation where a person cannot continue to live there independently, for example, they need major disability modifications or level access or they cannot accommodate a live-in carer
· uninhabitable housing – the property is uninhabitable, for example, because there has been a fire, flood or vandalism
· family re-unification – a need to re-unify a family, for example, if a court has ordered that a child should visit and stay with their parent three nights a week and there is not enough bedrooms to accommodate the child
· stock utilisation – a need to better match tenants to properties that improves stock utilisation, for example, where a tenant wishes to move from a four bedroom house to a two bedroom house
· move out of a property and move back for redevelopments –  a need to move a tenant due to an expiry of a head-lease or to enable the sale, redevelopment or upgrade of the property.
[bookmark: _Toc456094537][bookmark: _Toc507751106][bookmark: _Toc451181546]Human rights considerations
In deciding what action to take, staff must give proper consideration to the relevant human rights in accordance with the Charter of Human Rights and Responsibilities Act 2006 s38(1) (the Charter). This consideration should include the potential impact the proposed action they are undertaking through these operational guidelines may have on the person’s (and their household’s) rights under the Charter.
For more information see Making Client Focused Decisions operational guidelines <https://fac.dhhs.vic.gov.au/making-client-focused-decisions>.
[bookmark: _Toc507751107]Eligibility for priority transfers
Social housing tenants who are eligible for the Priority Transfers category are people who:
· meet the eligibility criteria including the transfer income and asset eligibility criteria
· meet the eligibility criteria for one of the Priority Transfer reasons.
[bookmark: _Toc450289993][bookmark: _Toc451181547][bookmark: _Toc507751108]Eligibility criteria
[bookmark: PolicySect3][bookmark: _Toc273111043][bookmark: _Toc338763726][bookmark: _Toc450647859]To be eligible for priority transfer, the core eligibility requirements outlined in the Eligibility Criteria operational guidelines <https://fac.dhhs.vic.gov.au/eligibility-criteria> must be met.
[bookmark: _Toc507751109]Income eligibility
The income eligibility limit for the Priority Transfers category is generally the Register of Interest income limit, which is set out in the social housing eligibility <http://www.housing.vic.gov.au/social-housing-eligibility>. However social housing organisations may apply discretion to appropriately manage existing tenant housing needs, for example, where a redevelopment is occurring.
The income eligibility limits are the limits gazetted by the Director of Housing and published on the Department of Health and Human Services (the department) website housing.vic.gov.au <http://www.housing.vic.gov.au/>.
To determine total household income, the assessable incomes of the household are added together to determine whether the household meets the Register of Interest income limit. If the total household income is less than or equal to the maximum income limit, the household is considered eligible.
[bookmark: PolicySect4][bookmark: _Toc273111047][bookmark: _Toc338763727][bookmark: _Toc450647860][bookmark: _Toc507751110]Asset eligibility
The asset eligibility limit for the Priority Transfers category is generally the Register of Interest asset limit, which is set out in the social housing eligibility <http://www.housing.vic.gov.au/social-housing-eligibility> However social housing organisations may apply discretion to appropriately manage existing tenant housing needs, for example, where a redevelopment is occurring.
The asset eligibility limits are the limits gazetted by the Director of Housing and published on the department’s housing website housing.vic.gov.au <http://www.housing.vic.gov.au/>.
To determine the total household assets, the assessable assets of the household are added together to determine whether the household meets the Register of Interest asset limit. If the dollar value of the total household assets is less than or equal to the maximum asset limit, the household is considered eligible.
Where a household member requires full or major modifications to the property, the disability modification asset limit is applied.
[bookmark: _Toc451181548][bookmark: _Toc507751111]Eligibility specific to Priority Transfers category
There are six priority reasons under which a household may be considered eligible for the Priority Transfers category. In addition to the income and asset criteria, applicants must meet the specific eligibility criteria set out under the relevant transfer reason.
1. Safety Issues
Social housing tenants who are unsafe in their housing, or cannot stay at their property due to safety issues, may be eligible for a priority transfer. Safety issues include:
· incidences of family violence
· anti-social behaviour by neighbours causing a tenant to be unsafe, on an ongoing basis
· threats to safety in a rooming house
· risk of a tenant re-offending after returning to their property after being in prison.
If a social housing tenant is forced to vacate their social housing property due to safety issues their application is considered a Priority Transfer if it is submitted prior to the tenancy being terminated or within three months of tenancy termination.
Where the social housing tenant is subject to an exclusion condition due to family violence, and is removed by determination of a VCAT order or voluntarily relinquishes their tenancy, an application for Priority Transfer may be submitted within three months of tenancy termination.
Evidence for family violence/serious threat of physical violence
An application under the family violence/serious threat of physical violence priority transfer reason, may be submitted by a designated service provider or social housing organisation that is the applicant’s tenancy manager, or by the applicant.
The designated service provider or applicant’s tenancy manager must confirm that the applicant is a social housing tenant who is unsafe in their housing.
The applicant can demonstrate their current housing status and priority need by having staff sight one or more of the following:
Family violence:
· an L17 referral from police
· an Intervention Order or an Interim Intervention Order (State), or an application for one of these
· an integrated assessment such as the Common Risk Assessment Framework that identifies family violence
· a Family Court Restraining Order (Federal)
· a letter from a solicitor stating that criminal proceedings have started against the alleged respondent of violence
· a letter from a medical practitioner
· a letter from a designated service provider
· a VCAT order or written confirmation of relinquishment of tenancy due to an exclusion condition.
If the applicant is unable to start legal proceedings or is not in receipt of support or assistance, where the applicant describes their housing need is a consequence of family violence, the priority reason will be accepted on that basis. An approach responsive to individual circumstances should be taken in recognition of the multiple and complex needs of family violence applicants.
If the applicant cannot live in a particular area, the areas that are unsafe must be clearly identified in the application, by the applicant, or through a formal safety risk assessment.
Physical violence:
· a written or verbal report from a member of a federal, state or territory police service that includes:
· details of police involvement in the situation
· confirmation that the household or a member of the household is under serious threat of physical danger.
· an Intervention Order or an Interim Intervention Order (State), or an application for one of these.
If the applicant is unable to have police involvement, a letter or verbal report from the designated service provider worker or the applicant’s tenancy manager confirming that the applicant is unsafe in their housing due to a serious threat of physical danger can be provided. The letter should explain:
· the circumstances that have placed the household under serious threat of physical danger, and
· reasons why the police cannot resolve the problem.
Documents confirming family violence/serious threat of physical violence should only be sighted and not attached to the application.
Where written documents are provided, staff should sight these only and not retain them on the applicant’s file. A file note must be made to confirm documents have been sighted.
Evidence Corrections locational transfers
Applications should be submitted under the safety issues priority reason for social housing tenants when the Department of Justice and Regulation advises that a tenant’s property is unsuitable to return to upon their release from prison because of the tenant’s risk of re-offending in that location.
To lodge an application the designated service provider or social housing organisation that is the applicant’s tenancy manager must:
· confirm that advice has been received from the Department of Justice and Regulation that a tenant’s property is unsuitable to return to upon release from prison, and
· sight a judicial or related order which requires urgent tenant relocation.
2. Manifestly Unsuitable Housing
Applications should be submitted under the priority reason of manifestly unsuitable housing for social housing tenants who can no longer live independently in their current housing.
To be eligible under the priority reason of manifestly unsuitable housing, it must be demonstrated that the tenant or household member cannot continue to live there independently. This could be because:
· they now need major disability modifications
· they can no longer climb stairs and need level access
· they cannot accommodate a live-in carer
· they have a medical condition and cannot access specialist medical/care services
· they are living in social housing that is negatively impacting on their wellbeing or the wellbeing of other tenants where the living arrangement is a shared tenancy
· they cannot maintain their employment
· they need larger accommodation as their current property:
· does not allow children of different genders to have separate bedrooms where at least one child is older than six years of age, or
· does not allow parents and children to have separate bedrooms.
· they are in receipt of formal support that assists them to live independently in the community. The programs that are recognised as being appropriate support/care providers under this scenario fall under the following funded program areas:
· Acquired Brain Injury
· Aged Care
· Children, Youth and Families
· Disability (non NDIS)
· Mental Health
· NDIS.
If the reason for moving is because they need larger accommodation, the household must intend to live together on an ongoing basis after they are moved.
Applications should also be lodged under the manifestly unsuitable housing priority reason where a social housing tenant, who was allocated temporary housing via the emergency management category, is assessed as having long-term housing needs which their temporary housing does not meet.
An applicant’s temporary housing may not meet the household’s needs because:
· it does not match the household size according to Housing Size Guidelines
· it is not in their preferred area
· it does not meet their special accommodation requirements.
Tenants may also be eligible for a priority transfer if they are living in properties managed as social housing, where the tenancy is conditional upon a residential program that is time limited (excluding transitional housing and crisis accommodation).
Evidence for manifestly unsuitable housing
Applications for manifestly unsuitable housing may be submitted by a designated service provider or social housing organisation that is the applicant’s tenancy manager, or by the applicant. The applicant must demonstrate their current housing status. To submit an application under manifestly unsuitable housing the designated service provider or social housing organisation that is the applicant’s tenancy manager must confirm that the applicant is a social housing tenant whose accommodation is manifestly unsuitable.
Applicants should provide documentation relevant to the manifestly unsuitable housing circumstance of which they are requesting a priority transfer. Evidence must be specific to the circumstance.
The following documents should be provided:
· Special Accommodation Requirements form completed by the treating health practitioner. The treating health practitioner must confirm that the living conditions or environment of the current housing means that the tenant can no longer live there independently
· Confirmation from a designated service provider or social housing organisation that is the applicant’s tenancy manager, detailing how the current housing is impacting on their wellbeing and ability to live independently.
Employment transfers
Applications should be submitted under the manifestly unsuitable housing priority reason where a social housing tenant:
· is made an offer and/or has commenced ongoing paid employment within the last three months of at least 15 hours per week
· is able to demonstrate that they would be unable to sustain the employment if they remained in their current housing due to the distance between their housing and workplace.
Transfers under this policy are designed to ensure tenants do not have to forego employment opportunities due to their distance from the workplace.
This policy does not apply to resident household members.
Evidence for employment transfers
To submit an application under these circumstances the designated service provider or social housing organisation that is the applicant’s tenancy manager, must confirm the applicant is a current social housing tenant who has been offered ongoing employment of at least 15 hours per week and has commenced employment within the last three months, or will commence employment within three months.
The designated service provider or social housing organisation that is the applicant’s tenancy manager must sight a letter or similar documents confirming location and terms of employment.
3. Uninhabitable housing
Transfers due to uninhabitable housing priority reason is only for the use of social housing organisations who are the applicant’s tenancy managers. This priority reason refers to when a property is uninhabitable due to fire, flood, vandalism or similar.
4. Family reunification
Applications should be submitted under the priority reason of family reunification if the child(ren) of a social housing tenant is subject to a Children’s Court order and requires a transfer of housing to facilitate reunification or prevent family breakdown.
Evidence for family reunification
To submit an application under family reunification the designated service provider or social housing organisation that is the applicant’s tenancy manager:
· must confirm that the applicant is a social housing tenant who requires a transfer of housing to facilitate reunification or prevent family breakdown
· must also sight the Children’s Court order.
5. Stock utilisation
Applications should be submitted under the priority reason of stock utilisation when a tenant requests to transfer, or a social housing organisation initiates a transfer, to a different sized property.  For example, if a child has moved out and the remaining household members want to move from their four bedroom house to a two bedroom house.
6. Move out of property and move back for redevelopments
The move out of property priority reason is only for the use of social housing organisations who are the applicant’s tenancy manager. Use of this priority reason should link to the asset plan of the social housing organisation managing the property.
There are six reasons that a social housing organisation may apply this priority reason:
· the head lease is expiring on the leased property
· the property is to be demolished
· the property is to undergo major upgrade/redevelopment
· the property is to be sold
· a tenant wants to return to a redeveloped area
a tenant requires a transfer from a moveable unit due to the sale of the main property or litigation.
Transfers from movable units
Transfers from movable units fall under this priority reason and is for Tenancy Managers’ use only. There are two reasons of transfers from movable units under which a household may be eligible for Priority Transfers:
· a transfer request made as a result of action initiated by the owner/occupant of the main dwelling, when the property is going to be sold, where the movable unit is located
· a transfer as a result of legal action initiated by the social housing organisation against the occupant of the main dwelling, where the movable unit is located.
As a relocation is made by the social housing organisation rather than a tenant, the relocation for redevelopment purposes does not affect any current or future transfer application that the tenant may wish to make.
Social housing tenants who have been relocated due to a redevelopment should discuss with their social housing organisation whether they are eligible to move back to a redeveloped area. A social housing organisation may approve an application to move back to a redeveloped area where a tenant seeks to move back to a redeveloped site.
Consideration is given to the expressed needs of the tenant and their existing connections and linkages to the community. This consideration includes the tenant’s need for access to particular support services, schools and medical facilities in the area.
[bookmark: _Toc451181550][bookmark: _Toc507751112]Applying for Priority Transfer
[bookmark: _Toc450290001][bookmark: _Toc451181551]Applications for Priority Transfer can be submitted by the applicant, a designated service provider or social housing organisation that is the applicant’s tenancy manager, in accordance with these operational guidelines.
For more information about how to apply to the register, including submitting applications online, refer to the Eligibility Policy Framework <https://fac.dhhs.vic.gov.au/eligibility-policy-framework>.
[bookmark: _Toc507751113]Application effective date
The effective date for the Priority Transfers category is the date the household was assessed as requiring a transfer. Where the application was initiated by a designated service provider or social housing organisation that is the applicant’s tenancy manager, the effective date is decided by the designated service provider or social housing organisation submitting the application.
[bookmark: _Toc450290002][bookmark: _Toc451181552][bookmark: _Toc507751114]Application approval
[bookmark: _Toc456094543]If an application for Priority Transfer is submitted by a designated service provider, the lodging organisation should make a recommendation as to whether the application should be approved.
A participating registered agency that is the applicant’s tenancy manager, may submit and approve Priority Transfer applications, in accordance with these operational guidelines.
If an application for Priority Transfer is submitted and approved by a participating registered agency the department will accept that the application meets the eligibility criteria for one of the Priority Transfer reasons, including any discretionary approval applied to the income and asset limits.
If the application is approved, the number of bedrooms and any special accommodation requirements will be assessed according to the Clients with Special Accommodation Requirements operational guidelines <https://fac.dhhs.vic.gov.au/clients-special-accommodation-requirements>.
[bookmark: _Toc507751115]Decision Review
Applicants who are not recommended or have been assessed as ineligible for Priority Transfer may request to have the decision reviewed. For more information see the Complaints, Appeals and Feedback Processes operational guidelines <https://fac.dhhs.vic.gov.au/complaints-appeals-and-feedback-processes>.
	To receive this publication in an accessible format email the Victorian Housing Register <VictorianHousingRegister@dhhs.vic.gov.au>.
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