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1. PURPOSE 

This policy outlines City West Housing’s approach to assessing applications for housing and 

allocating properties.  

2. SCOPE 

This policy applies to all City West Housing properties , noting different rules apply for different 

geographies and buildings .  

3. DEFINITIONS 

TERM  MEANING  

Affordable Housing 

Criteria  – City of Sydney  

To be eligible, applicants need to meet the following criteria as 

outlined in the NSW Affordable Housing Guidelines:  

▪ In general, be 18 years of age or older  

▪ Be a citizen or have permanent residency in Australia  

▪ Be a resident of NSW and establish their identity  

▪ Be able to sustain a tenancy, with or without support  

▪ Demonstrate Housing Need and be unable to resolve this 

in the medium to long term without assistance  

▪ Have no assets or property which could reasonably be 

expected to solve their housing situation  

▪ Have a gross household income of less than the median 

annual income as outlined in the NSW Ministerial 

Guidelines on Affordable Housing  which are updated 

annually  

▪ Be living or working in the LGA.  

Affordable Housing 

Criteria – Tallowwood   

To be eligible, applicants need to meet the following criteria as 

outlined in the NSW Affordable Housing Guidelines:  

▪ In general, be 18 years of age or older  

▪ Be a citizen or have permanent residency in Australia  

▪ Be a resident of NSW and establish their identity  

▪ Be able to sustain a tenancy, with or without support  

▪ Have no assets or property which could reasonably be 

expected to solve their housing situation  

▪ Have a gross household income of less than the median 

annual income as outlined in the NSW Ministerial 

Guidelines on Affordable Housing  which are updated 

annually  

▪ Currently employed  

Priority will be given to households living or working in the LGA.  

AVO An apprehended violence order , being a legal court order  obtained 

by law enforcement on behalf of a person in need of protection.  

DFV  Domestic and family violence . 

Housing Need  To demonstrate a specific need for housing, evidence  (as detailed 

in Appendix A)  is to be provided of at least one of the following:  

▪ Unaffordable housing  

https://www.facs.nsw.gov.au/download?file=843446
https://www.facs.nsw.gov.au/download?file=843446
https://www.facs.nsw.gov.au/download?file=843446
https://www.facs.nsw.gov.au/download?file=843446
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TERM  MEANING  

▪ Current home is in a bad condition  

▪ Aboriginal or Torres Strait Islander household   

▪ Current home is making a medical condition or disability 

worse   

▪ Risk of being harmed if stay in current property  

▪ Homeless or at risk of homelessness  

Former City West Housing 

Tenant/ Resident  

An applicant who has previously resided in a CWH property as a 

tenant or resident  (approved household member) .  

▪   

Reasonable Decline   

(City of Sydney properties 

only)  

There  are  a small number of reasons that are considered 

reasonable declines and don’t count as an official offer these 

include:  

▪ Where the property is not accessible for a household 

member e.g. unable to navigate stairs  and medical 

evidence is available documenting the need  

▪ Where there is a DFV history related to the property, 

whereby the household would be at risk  

▪ Where there is an existing AVO in place restricting the 

applicant from attending or accessing the property.  

▪ Where the property is not within the school catchment 

zone for school aged children/young people in the 

household.  

Residential Tenancy 

Agreement  

A written agreement between City West Housing and a tenant 

under the Residential Tenancies Act 2010 (NSW) . 

4. APPLICATION PROCESS – CITY OF SYDNEY 

City West Housing has a 2 - stage application process  for properties within the City of Sydney  local 

government area . Applicants are required to meet the Affordable Housing Criteria – City of Sydney 

at each stage of the application process and when a property is offered.  

STAGE 1 -  EXPRESSION OF INTEREST  

Applicants who meet the Affordable Housing Criteria – City of Sydney can complete an Expression 

of Interest for housing through the City West Housing website.  

City West Housing will review the information provided and determine eligibility to be a dded to 

the City West Housing waiting list.  

STAGE 2 –  FORMAL APPLICATION  

When applicants are close to being offered a vacant property,  they will be invited to submit a 

formal application which will include providing evidence of the eligibility requirements. Applicants 

will be required to provide the evidence within 14 days.  

On receipt of the formal application form and evidence  (evidence required is outlined in Appendix 

A) , City West Housing will assess the application, if the household is deemed eligible, they will be 

added to the City West Housing s hortlist.  

If an applicant is a Former City West Housing  Tenant / Resident : 

▪ Any arrears need to be fully  paid prior to a property being offered.  
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▪ City West Housing may use discretion to reject an application from a former 

tenant/resident if there were serious breaches of the Residential Tenancy Agreement in 

the former tenancy.  

BEDROOM ENTITLEMENT  

The table below shows the number of bedrooms you can have for the number of people you have 

in your household.  

HOUSEHOLD TYPE  STANDARD BEDROOM ENTITLEMENT  

Single people  Studio or one bedroom  

Couples  One bedroom  

Single/Couple with one other household member  2 bedroom  

Single/Couple with two other household members  2 bedroom  

Single/couple with three other household members  3 bedroom  

Single/Couple with four other household members  3 bedroom  

There are additional rules for how many children of the same sex can share a bedroom and where 

the tenant has custody arrangements in place for a child  which are available through the 

Allocations Manager .   

5. WAITING LIST AND SHORTLIST – CITY OF SYDNEY 

CHANGE OF CIRCUMSTANCES  

Where an applicant has a change in circumstances while waiting on the City West Housing Waiting 

List /Short List , they are required to advi se City West Housing to ensure their application remains 

up to date, this includes but is not limited to:  

▪ Changes to contact details  

▪ Changes to household composition e.g. a household member leaving or joining the 

household  

▪ Substantial changes to income, whereby the household income may exceed the eligibility 

limits  

REQUESTING TO LIVE IN A SPECIFIC SUBURB  

In certain circumstances (for example, families with young children) City West Housing may be 

able to offer a home in a particular suburb provided the applicant can demonstrate they need to 

live in that suburb to: 

▪ Access either early childhood or primary school education or  

▪ Due to an existing formalised AVO that is in place.  

The wait time is likely to be longer for applicants only approved for offers of properties in a 

specific suburb.  

REQUESTING VIEWINGS ON - HOLD  

Where an applicant is going to be unable to view properties due to travel or medical requirements, 

they can request in writing for City West Housing to put their application on hold. City West 

Housing will only approve applications to be put on hold where documented evidence is provided 

to support the request.  

Applications can only be put on hold for a maximum of 3 months within a 12- month  period  

Where there are exceptional circumstances, the Head of Housing Services & Community 

Engagement can provide an out - of- guidelines approval for an extended period e.g. an applicant 
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undergoing major surgery and there will be an extended period of rehabilitation where their 

short -  and long - term  Housing Needs will be different . 

6. WHEN A PROPERTY BECOMES AVAILABLE – CITY OF SYDNEY 

Allocations will be made to people who meet the rules for the program the property sits under 

(this will vary between properties).  

ADVERTISING AN APARTMENT  

Where City West Housing does not have an appropriate household on the City West Housing 

Shortlist, we may advertise the apartment through Real Estate platforms or may contact relevant 

support services for nominations.  

INVITATION TO VIEW AN APARTMENT  

When City West Housing has an empty apartment,  we will invite up to four eligible applicants who 

also meet the requirements for that particular apartment/ building to view the property. 

Applicants can decide they don’t want to view a property if they don’t feel it’s right for them. Where 

an applicant decides not to view two properties, they will be removed from the City West Housing 

Waiting List.  

If an applicant does not respond to a viewing request or attend the viewing, this will be counted as 

one of the two declines allowed before removal from the City West Housing Waiting List.  

Where an applicant declines a property due to the location, this will only be deemed a Reasonable 

Decline if approval is in place as described above.  

VIEWING AN APARTMENT  

At the property viewing, applicants will be required  to say whether they want to  accept the 

property and  sign a lease.  

If more than one applicant is interested, the applicant with the highest need or who best meets the 

program requirements for that unit will be offered the lease.  

The successful applicant will  have up to seven days to sign the lease and start the tenancy.  

Where someone views two properties and does not want to sign a lease for either apartment,  they 

will be taken off the City West Housing Waiting List unless  it has been deemed a Reasonable 

Decline.  

SIGN UP AND KEY HANDOVER  

The bond and 2 weeks in advance will be required to be paid 24 hours prior to the lease signing 

date. If these have not been paid 24 hours prior to the lease sign date, City West Housing may offer 

the property to the next available applicant .  In this circumstance , the offer will still count as a 

reasonable  offer.  
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7. ALLOCATION PROCESS – TALLOWWOOD  

City West Housing does not maintain a waiting list for Tallowwood apartments due to the small 

number of units available. Where an apartment becomes available, the apartment will be 

advertised.  Applicants are required to meet the Affordable Housing Criteria – Tallowwood.  

If an applicant is a Former City West Housing Tenant / Resident:  

▪ Any arrears need to be fully  paid prior to a property being offered.  

▪ City West Housing may use discretion to reject an application from a former 

tenant/resident if there were serious breaches of the Residential Tenancy Agreement in 

the former tenancy.  

BEDROOM ENTITLEMENT  

City West Housing aims to maximise the utilisation of our properties, we aim to achieve the 

following bedroom mix for Tallowwood apartments.  

HOUSEHOLD TYPE  STANDARD BEDROOM ENTITLEMENT  

Single people  Studio or one bedroom  

Couples  One bedroom  

Single/Couple with one other household member  2 bedroom  

Single/Couple with two other household members  2 bedroom  

Single/couple with three other household members  3 bedroom  

Single/Couple with four other household members  3 bedroom  

VIEWING AN APARTMENT  

At the property viewing, applicants will be required to say whether they want to accept the 

property and sign a lease.  

The successful applicant will have up to seven days to sign the lease and start the tenancy.  

SIGN UP AND KEY HANDOVER  

The bond and 2 weeks in advance will be required to be paid 24 hours prior to the lease signing 

date. If these have not been paid 24 hours prior to the lease sign date  the offer will be rescinded 

and property offered to another applicant .  

8. APPEALING A DECISION 

Decisions about eligibility and allocations are appealable. Please refer to the City West Housing 

Appeals Policy.  

9. ROLES AND RESPONSIBILITIES 

ALLOCATIONS TEAM WILL:  

▪ Will apply this policy when assessing eligibility and allocating properties  

FINANCE TEAM WILL:  

▪ Assess income and eligibility in line  with this policy.  
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10. RELATED RESOURCES 

LAWS AND STANDARDS  

▪ NSW Ministerial Guidelines on Affordable Housing  

▪ Residential Tenancies Act 2010 (NSW)  

 

POLICIES AND PROCEDURES  

▪ Appeals Policy  

 

11. REVIEW PERIOD 

This policy will be reviewed every  3 years.  

12. APPROVAL STATUS 

The Chief Executive Officer approved this policy on  29 July 2026.  

13. OWNERSHIP AND APPROVAL 

RESPONSIBILITY  ROLE  

Author  Head of Housing Services & Community Engagement  

Owner  Head of Housing Services & Community Engagement  

Endorser  Head of Housing Services & Community Engagement  

Approver  Chief Executive Officer  

  

https://www.facs.nsw.gov.au/download?file=843446
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APPENDIX A – EVIDENCE GUIDE 

Where an applicant is unable to provide evidence listed, please contact the City West Housing 

allocations team to confirm alternative evidence that can be provided.  

REQUIREMENT  EVIDENCE  

Proof of 

Identity  

At least 2 from the following list , one must include a photo : 

▪ Motor vehicle driver’s licence  

▪ NSW photo card from the Roads and Maritime Services  

▪ Centrelink Health Care Card, Pensioner Concession Card or Seniors 

Health Care Card  

▪ Passport  

▪ Medicare card  

Australian 

Citizenship  

▪ Australian birth certificate  

▪ Australian passport  

▪ Australian citizenship certificate/papers  

Permanent 

Residency  

▪ Certificate of Evidence of Resident Status (issued by the Department 

of Immigration and Border Protection)  

▪ Visa papers  

▪ Confirmation of your visa details from the Visa Entitlement 

Verification Online service (VEVO) provided by the Department of 

Immigration and Border Protection  

Living or 

Working in the 

LGA  

▪ Payslip with work address/location shown  

▪ Letter from employer confirming work address/location  

▪ Current lease agreement  

▪ If your nominated residential address is a property owned by 

Department of Communities and Justice (DCJ) or a Community 

Housing Provider, confirmation from the housing provider that you 

are not the head tenant but a registered member of the household  

▪ if staying with family/friends, you will need to p rovide a statutory 

declaration confirming you are currently residing at the property and 

your contribution towards rent  

Income  

In receipt of Government Payments:  

▪ Centrelink Income Confirmation Consent Form – allowing CWH to 

download directly from Centrelink  

▪ Centrelink Income Statement  

▪ Statement from Department of Veterans Affairs showing receipt of a 

pension  

Child Support:  

▪ Centrelink Income Statement  

▪ Where not through Centrelink: transaction statement from the Child 

Support Agency  

Employment:  

▪ Tax return (most recent)  

▪ Confirmation of Non - Lodgement Advice if not required to submit a tax 

return  

▪ If one employer for the last 3 months, most recent payslip with a year -

to- date figure  

▪ If multiple employers for the last 3 months, most recent payslip for 

each employer with a year - to- date figure  

▪ Most recent business tax return or profit and loss statement 

completed by an accountant (if business income)  
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REQUIREMENT  EVIDENCE  

Other:  

▪ Letter or statement from an overseas government detailing the 

amount you receive  

▪ Letter or statement from WorkCover or insurance company detailing 

the amount you receive  

▪ Letter or statement from a finance or investment company showing 

any money paid  

▪ Letter from a company or agency showing the type, amount and 

frequency of payments  

Savings/Financial Assets:  

▪ Letter or statement from a finance or investment company showing 

any money paid  

Housing Need  

Domestic Violence/Family Violence or threats and/or violence from another 

person:  

▪ Apprehended Violence Order  

▪ Notice from Court or letter from a solicitor  

▪ Letter or report from a doctor, health professional, social worker, 

migrant resource service, a recognised domestic violence service, 

refuge or other support agency worker  

A child in your care at risk:  

▪ Report or letter  from NSW Department of Communities and Justice 

(DCJ) – Community Services or Corrective Services NSW  

▪ Report or letter from a community support agency such as a refuge, 

community centre or neighbourhood centre worker  

Harassment from another person:  

▪ Report from a mediation session with a Community Justice Centre or a 

recognised mediation service   

▪ Report or letter from a community support agency such as a refuge, 

community centre worker confirming the incidents are ongoing 

and/or escalating in seriousness  

Threat of homelessness:  

▪ Referral or confirmation from a  refuge, crisis or emergency or other 

supported accommodation provider  

▪ Referral or letter from a hospital, mental health facility, disability 

support facility or a rehabilitation facility  

▪ Referral or letter from a juvenile detention centre, goal or probation 

and parole  

▪ Documents from a government agency such as DCJ – Community 

Services  

▪ Documents from a support organisation such as the NSW Service for 

the Treatment and Rehabilitation of Torture and Trauma Survivors 

(STARTTS)  

▪ Letter from support worker/ advocate (with details on current 

situation and ability to find other accommodation)  

▪ Notice of Termination  

▪ Warrant of Possession   

Current Housing is unsuitable:  

▪ Report or letter from a medical specialist, psychiatrist or general 

practitioner  

▪ Report or letter from support agencies such as Home & Community 

Care Program, Home Nursing Service, Aged Care Assessment Team, 

Community Centre, Neighbourhood Centre or  NSW Service for the 
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REQUIREMENT  EVIDENCE  

Treatment and Rehabilitation of Torture and Trauma Survivors 

(STARTTS)  

▪ Letter from a government agency such as DCJ – Community Services  

▪ Proof regarding separation e.g. Family Court papers, Apprehended 

Violence Order  

 

Disability or Medical Needs:  

▪ Medical Assessment Form completed by a relevant health 

professional detailing the disability or ongoing medial condition and 

the impact it has on Housing Need  

▪ Report or letter from a specialist, psychiatrist, doctor or mental health 

worker detailing the disability or ongoing medical condition and the 

impact it has on Housing Need  

▪ Report from an Occupational Therapist containing specifications of 

any modifications required  

▪ Independent Living Skills Assessment form completed by a health 

professional or support worker  

Aboriginal or 

Torres Strait 

Islander  

▪ Letter from a Local  Aboriginal Land Council  (LALC) confirming 

acceptance as a member of the LALC which is on LALC letterhead and 

signed by either the LALC Chairperson or CEO  

▪ Letter of confirmation from a registered Aboriginal Community 

Organisation  

▪ Letter from the Stolen Generations Reparations Scheme confirming a 

successful repartition claim  

▪ Letter from a Stolen Generations Organisation acknowledging you as 

a Stolen Generations Survivor    
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It is the responsibility of the user of this document to ensure that only the current version is being 

used. City West Housing Pty Ltd may amend this document at any time.  

 

DOCUMENT AND AMENDMENT HISTORY  

 

VERSION NUMBER  DATE  SUMMARY OF CHANGES  

2.5  27 July 2026  Updated to new format, added in 

Tallowwood  

 

This document can be downloaded from www.citywesthousing.com.au  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All correspondence should be directed to:  

Privacy Officer  

City West Housing Pty Ltd  

PO Box 141, Pyrmont NSW 2009  

 

For Enquiries:  

Email address: enquiries@citywesthousing.com.au  

Phone number: (02) 8584 7500  

http://www.citywesthousing.com.au/
mailto:enquiries@citywesthousing.com.au

