Guide to applying for
rental rebate

The Application for rental rebate is used to apply
for a rental rebate and when we are reviewing the
amount you pay. All public housing tenants are
eligible to apply.
We will work out how much rental rebate you
get based on the information you give us about
the people living in your household and all
the income your household receives.
You can find out how we do this by reading the
last part of this guide, How is my rent calculated?
This guide tells you about filling out the Application
for rental rebate. Please read the guide carefully
all the way through before you begin.

If you need help
If you need help to fill in the application, you
could ask a community service organisation,
family member or friend to help you.
Your local officer can tell you about community
service organisations that can help, or arrange an
interpreter to help you. Department staff are not
permitted to enter information on the application
for a tenant.

Your new weekly payment
amount
When you have completed all sections of the
application and attached all the documents we
need, send or deliver your application to your
local office.
We will write to you within 28 days from the date we
receive your completed application to tell you what
your new weekly payment amount will be and when
it will start. We will also tell you if you have any
arrears or credit as a result of your application.
Your local officer will contact you by letter within
14 days if we need more information from you.
Please contact your local officer for information
about your application.

If you do not agree with the assessment, you can:
• discuss this with your local officer
• seek a review through your local office
• appeal the decision.
You can contact an appeals information
officer on (03) 9096 7426 or 1800 807 702 or
email housingappeals@dhhs.vic.gov.au

When your new weekly payment
amount will start
If your weekly payment amount goes down
because your household income changes between
fixed rent periods, the new amount will start from
one of the following dates:
• the Sunday before the date your household
income went down
• the date the number of people living in your
household changed
• the start of the current fixed rent period if the
changes happened before this.
If your income goes up between fixed rent periods,
your weekly payment amount will generally not
increase until the start of the next fixed rent period.
However, an increase in the amount you pay may
apply immediately (or be backdated), if any of the
following occurs:
• you do not tell us about changes to your
household and household income when
they happen
• you returned from department-granted
temporary absence of your rental property
• you received a lump sum payment
• you live in a Neighbourhood Renewal area
and your rent ‘grace’ period has expired
• you resume employment after a temporary
break from an ongoing contract.

Your privacy
The Department of Health and Human Services
collects information from you to work out if
you are eligible for a rental rebate.
All the information you provide will be treated
in accordance with the Health Records Act
2001 and the Information Privacy Act 2000.
The department is committed to providing
coordinated care. If you are a client of another
department program, limited identifying
information may be disclosed to that program
to assist in the delivery of services to you.
You can access your information held by the
department by speaking to your local officer or
contacting the Freedom of Information Unit on
(03) 9096 8449. More information is available
on our website at <www.dhhs.vic.gov.au>
You can choose not to give us some or all of the
information we ask for, however we may not be
able to help you with a rental rebate.
You can withdraw your application at any time
by notifying your local office in writing.
Collection of information necessary to assess
your application will then cease and we will
charge you the market rent for your property
from the start of the applicable fixed rent period.
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Your rental rebate can
be cancelled
If you do not return the application and the
documents we need when we ask them, for
example, when the amount you pay is being
reviewed, your rental rebate can be cancelled
from the start of the next fixed rent cycle and you
will be charged the market rent for your property.

A tenant or their representative must fill out
the Application for rental rebate. Please note
the following:
Write in CAPITAL letters.
Give us all the documents we ask for.
Generally, these must be original documents
(not photocopies). Staff at your local office can
photocopy documents for you where allowed.
Make sure that all tenants sign a statutory
declaration.
Complete the checklist in Section H to make
sure you have included all the information
and documents we need.
There are eight sections (A to H) to the
Application for rental rebate.

Section A: Details
of property

Section B: General
information

This section asks for your tenancy account
number, the address of your rental property,
your contact details, your preferred language
and whether you need an interpreter.

This section asks why you are applying for a rental
rebate, and whether someone other than a tenant
has filled in the form. Please answer Question 1.

You can find your tenancy account number
on your rent payment card or on any letter
we have sent you.
Please give us all this information.

Who can fill in the Application for rental rebate?
A tenant must fill in the Application for rental
rebate unless one of the following applies:
• the tenant is unable to read or write English
• the tenant has a disability that makes it difficult
for them to fill in the application
• the tenant’s financial and legal affairs are
administered by State Trustees or an
appointed guardian.
A person other than a tenant who fills in the
application should answer Question 2 and fully
explain to the tenant:
• all sections of the Application for rental rebate
• the information and documents that we need
• the information and documents that have
been provided on behalf of the tenant.
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Section C: Household and income information
This section asks about who is living at your rental property and about their incomes.
Please answer the questions as follows:
Answer Question 3 to tell us about who is living in your rental property now.
Answer Question 3a if someone has moved into or out of your rental property.
Also answer Question 3b if someone has moved out of your rental property.
This is the information we need:
Name

The full name of all household members (including children) living in your
rental property. If any household member has changed their name, please
give us proof of their change of name.

Date of birth

The date of birth for each household member.

Date moved into
property

The date any new household members or dependants moved into your rental
property. This includes the birth of a child.

Date moved out
of property

The date any household members or dependants moved out of your
rental property.

Relationship to
tenant

The relationship of each household member to you, the tenant who is filling
in the application, for example, son, spouse, cousin, etc. If you are the tenant,
write ‘TENANT’.

Type of income

The type of income received by each household member.
This could be wages, Centrelink payments, Austudy payments, Veterans’ Affairs
pensions, child maintenance payments, income from self-employment or a
business, overseas pensions, WorkCover, superannuation, incomes from mobile
homes, compensation payments.
Include income from any other source, for example, rental income if you or
a household member own/s a tenanted property.
If the household member does not receive an income, write ‘NIL’.

Gross weekly income

The amount of gross weekly income before tax or any other deductions received
by each household member.
If the household member does not receive an income, write ‘NIL’.

Centrelink reference
number

The Centrelink reference number (CRN) for each household member. If the
household member does not have a CRN, write ‘NIL’.

Please give us documents to confirm the income you and other household members receive.
These documents must be no older than two weeks (See Section D). Do this for each household
member who receives an independent income.
You may be able to get the documents we need by contacting the organisation or agency who
paid you the income.
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These are the documents we need for each type of income you may receive:
Centrelink pension,
benefit, allowance
and Family Tax
Benefit

A statement from Centrelink showing the income received and when
payments started.
Centrelink Confirmation eServices (CCeS) is an online service that allows us
to obtain information directly from Centrelink, to confirm your eligibility for
housing services.
We recommend that you use CCeS if you are a Centrelink customer as we
periodically require up-to-date information about your income and assets to
confirm your eligibility for rental rebate or public housing after your application
is approved.
CCeS has strict privacy and security standards, and we must have your consent
before we can obtain information about you from Centrelink.
You and up to three household members can provide consent by signing the
Consent to use Centrelink Confirmation eServices in section F of the Application
for rental rebate and ticking the Income confirmation and/or Contact and
address verification check boxes.
Once you have signed the consent form and ticked Income confirmation, we
can use CCeS to obtain information about your income and assets directly from
Centrelink. This means you will not need to tell us about your income or assets
(apart from lump sum payments). This will make it easier for you and quicker
for us, to assess your eligibility for housing services.
Once you have signed the consent form and ticked Contact and address
verification, we can use CCeS to obtain your contact and address details
directly from Centrelink. We know that applicants waiting for public housing can
often move from one housing situation to another and forget to tell us their new
address. If we are unable to contact you about your application, your name may
be removed from the public housing waiting list. By providing the CCeS consent
to Contact and address verification, we can update your contact details and still
contact you about your housing application, even if you forget to tell us that you
have changed address.

Wages

A statement from your employer showing your gross weekly or fortnightly
earnings before tax or any other deductions for the last 13 weeks, the name
of the employer or company, address, contact details and the date you began
working with them.
If you have started working since your last rebate assessment, please provide
a statement of gross wages from the date you started work. This includes
overtime, allowances, loadings, bonuses, salary sacrifice and fringe benefits.
You may also give us wage statements — consecutive payslips and a letter from
your employer stating your gross income for the period and the date you began
working with them.
Your wage statement should be date-stamped and signed by your employer.
If there is more than one employer, the date you began work must be confirmed
by each employer.
If you stopped working since your last application, give us a separation
certificate or letter from your former employer confirming the date you stopped
working with them.
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Austudy, Abstudy

A letter from the Department of Employment, Education and Workplace
Relations showing the income received and when payments started.

University bursaries
and grants

A letter from the institution or school body providing the funds showing the
income received and when payments started.

Veterans’ Affairs
pension

A letter from the Department of Veterans’ Affairs showing the income received
and when payments started.

Child maintenance
payments

A letter from the child support agency, a Centrelink income statement or Family
Court order showing the weekly payments received and when the payments
started for each child and paternal parent.
If your child maintenance payments are not regular or change from time to
time, please give us a letter from the child support agency showing all payments
received for the period since your last application.
If you have a private maintenance arrangement, give us a letter from the person
making the payments showing the payments being made.

Self-employment

A copy of the latest 13-week minimum profit and loss statement from your
accountant. If you do not have an accountant, you will have to give us a copy
of the profit and loss statement that you have prepared and a statutory
declaration. Details of all other income over the same period are also required.
We carry out random audits to cross check Australian Taxation Office notices
of assessment with profit and loss statements.

6

Income from any
business, partnership
or company

A copy of the latest 13-week minimum profit and loss statement with a statutory
declaration from your accountant or prepared by you if you do not use an
accountant. Details of all other incomes received over the same period are
also required.

Overseas pension
or income

A letter from Centrelink, overseas pension organisation, bank account
statements or copy of bankbooks showing details of regular payments
(at least three consecutive payments) received over the last 13 weeks.

WorkCover payments

A letter from WorkCover showing the date the payments started and the
amount received over the last 13 weeks.

Superannuation
investments
or payments

A letter from your superannuation fund showing the payments received over the
last 13 weeks and the total amount invested.

Income from
mobile homes

A letter from the caravan park or your copies of the receipts showing the rental
payments received.

Compensation
payments due to
loss of income

Legal documents showing the dates when income was lost, the date of
settlement, the Centrelink preclusion period (if applicable) and the
payments received.

Rental income
from real estate

A copy of the most recent lease agreement and evidence of gross rental income
received over the last 13 weeks.

Income from any
other source

Documents showing income from any other source.
Please speak to your local officer about the type of documents we need,
depending on the source of this income.
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New household members
To add household members, include their
information in the tables in Question 3. Identity
is established through the provision of original
documents or certified photocopies. See the
Proof of identity fact sheet for the type of identity
documents that the department will accept. If the
new household member is a dependent child,
give us a Medicare card, or Health Care card,
and a birth certificate or extract.
We must see original documents. We will make
copies of them and give the originals back to you.

Someone moving out of your
household
When a tenant has moved out of the property, a
statutory declaration from the tenant who has left
the property stating that they wish to relinquish
their tenancy rights or a VCAT determination
must be provided. They should also provide a
forwarding address.
When a resident has moved out of the property,
the tenant must provide the former resident’s
new address in the Application for rental rebate,
and the date they moved into the new property.
The tenant must also provide documentation
to conclusively confirm these details. Examples
of acceptable documentation include an initial
utility bill or copy of a new lease agreement in the
former resident’s name.

Where this information is provided, the
department will adjust the rental rebate from
the date the resident moved out. If the tenant
is not able to provide this documentation, a
statutory declaration confirming the resident’s
new address and the date they moved out can be
accepted. However, in the absence of conclusive
documentation such as an initial utility bill or a
copy of the new lease agreement, the department
will only adjust the rental rebate from the date the
tenant informed the department of the change,
not from the date the tenant claims the resident
moved out. Contact your local officer for more
information.

Always tell us when your household or household
income changes.
You must fill out a new Application for rental
rebate when when one of the following occurs:
• your household income goes up or goes down
• someone joins your household, including the
birth of a child, or leaves your household
• the relationship between household members
changes in any way
• when a household member receives an income
other than or in addition to Centrelink income.
These changes will affect the amount of rent
you pay.
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Section D: Other
household income,
assets and bank
details
This section asks about each household member’s
bank account, if they have any investments,
and if they own any land or property.
Please answer all questions.

Bank accounts
Tell us about each household member’s bank
accounts.
This is the information we need:

Land and property
Tell us about any vacant or occupied
land or property owned by any household
member. This includes houses, units, flats
and commercial properties.
This is the information we need:
•
•
•
•
•

the name of the property owner/s
the address of the property
the current market value of the property
your equity in the property
the date of settlement of the property.

Also give us:
• the most recent valuation notice from your local
council giving the current market value
• evidence from your financial institution showing
your equity in the property.

• the name of each bank account holder
• the amount of money in the account
• the date the account was opened (if it is
a new account since your last application).

If you are receiving rental income from this
property, include the gross weekly rent
as income in Question 3 (Section C).

Also give us:

Sale of property

• the most recent original account statements
covering at least eight weeks for all bank
accounts
• the most recent original or clear photocopies
of bankbooks covering at least eight weeks,
clearly showing the name of the account holder.

Tell us about any land or property that
you have owned and recently sold.

These documents are not to be older than two
weeks. Balance receipts from automatic teller
machines (ATMs) cannot be used.
We can make copies of original documents
and give the originals back to you.

Investments
Tell us about any investments, for example, bonds,
shares, superannuation funds, debentures or
annuities, that earn interest or dividends for
any household member.
This is the information we need:
• the name of each account holder or investor
• the amount of money invested
• the date the account was opened (if it is
a new account since your last application).
Also give us a letter from your bank or financial
institution showing the amount invested.
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This is the information we need:
•
•
•
•
•

the name/s of the property seller/s (vendor/s)
the address of the property
the total sale value of the property
your equity from the sale of the property
the date of settlement of the property.

Also give us:
• a copy of the contract of sale
• evidence from your financial institution, for
example, if you had to repay a home loan or
invested the money you got from the sale.

Section E: Statutory
declaration
Each tenant living in the rental property must
complete a statutory declaration.
All tenants must fill in their name, address and
occupation. Each tenant must sign the declaration
in the presence of an authorised witness.

A tenant is any person who has signed the
tenancy agreement.
Only tenants can sign the declaration.

If there are more than four tenants who need to
sign the declaration, please ask your local office
for another copy of the declaration.

Authorised witnesses
An authorised witness is a person who is
authorised under section 107A of the Evidence
(Miscellaneous Provisions) Act 1958 (VIC) (as of 1
January 2010), previously the Evidence Act 1958
(VIC), to witness the signing of a declaration.
These include:
• a Justice of the Peace
• a member of the Victoria Police
• a dentist, a pharmacist, or a manager of a bank
• a minister of religion
• a minister of religion authorised to celebrate
marriages
• a legally-qualified medical practitioner
• a member or former member of either House
of Parliament of Victoria or the Commonwealth
• a person who holds an office in the public service
that is prescribed as an office to which s.107A of
the Evidence (Miscellaneous Provisions) Act 1958
(VIC) applies. This includes housing services officers.

Section F: Centrelink
Confirmation
eServices
Centrelink Confirmation eServices (CCeS) is an
online service that allows us to obtain information
directly from Centrelink, to confirm your eligibility
for a rental rebate.
We recommend that you use CCeS if you are a
Centrelink customer as we periodically require
up-to-date information about your income and
assets to confirm your eligibility for a public
housing rental rebate.
CCeS has strict privacy and security standards,
and we must have your consent before we can
obtain information about you from Centrelink.
You and up to three household members who will
live with you can provide consent by signing the
Consent to use Centrelink Confirmation eServices
in Section F of this application and ticking the
Income confirmation and/or Contact and address
verification check boxes.
Once you have signed the consent form and
ticked Income confirmation, we can use CCeS to
obtain information about your income and assets
directly from Centrelink. This means you will not
need to tell us about your income or assets (apart
from lump sum payments). This will make it easier
for you and quicker for us to assess your eligibility
for a rental rebate.
You are not required to sign the Contact and
address verification to obtain your contact and
address details directly from Centrelink. This
service is provided for applicants waiting for
public housing.
More information about CCeS is available
from Centrelink and from Centrelink’s website:
<www.humanservices.gov.au>

As well as signing their name, the authorised witness
must print or stamp their name, address and title
under section 107A of the Evidence (Miscellaneous
Provisions) Act 1958 (VIC).
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Section G: Form
of authority
We may need to speak with your employer,
accountant, the Department of Veterans’ Affairs,
child support agency, State Trustees or other
Department of Health and Human Services
programs but we need your permission before we
can do this.
To give your permission, please fill in this section.
You do not have to sign this part of the form but it
may help us if you do.
Only details that directly relate to this application
for rental rebate will be discussed.
If you have recently completed this form, you do
not need to do so again for this application unless
there is a change in the contact person or agency.
If there is more than one household member who
wants to use this form, you can either photocopy
this page or get another form from your local office.
You can withdraw your consent at any time by
writing to your local office.
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Section H: Checklist
When you have filled in all other sections of the
form, please tick each box in the checklist to
make sure that you have:
• completed all sections of the application
• attached all copies of bank books and original
account statements from your bank or financial
institution (no older than two weeks; ATM
receipts are not acceptable)
• attached original copies of all income
statements for the last 13 weeks
• attached all other documents we need
• signed the statutory declarations in
Section E for all tenants
• signed the consent form and ticked Income
confirmation in Section F, for all tenants wishing
to use Centrelink Confirmation eServices
• completed the Form of authority in
Section G (optional).
When you have completed the form and attached
all the documents we need, send or deliver your
application to your local office.

How is my rent calculated?
Introduction to public housing rent
Every public housing property has a market rent
that is related to the value of the property. The
initial market rent of your property is detailed
in your tenancy agreement, and is based on the
private rental market in the same location.
As a tenant, you pay the amount under your
tenancy agreement. This will increase in line with the
notice requirements that are outlined in Division 3
– Rents of the Residential Tenancies Act 1997.

The amount you pay
You may be eligible for a Victorian Government
subsidy known as a rental rebate. This can reduce
your weekly cost for public housing, to no more
than 25% of your household income. An additional
service charge may be payable where water,
heating, laundry or other services are made
available to you.

When the amount you pay changes
The market rent of your property is reviewed
once a year in August and you will be notified of
the outcome of this review. The amount paid by
tenants who get a rental rebate is reviewed twice
a year (February and August). The time between
these reviews is referred to as a ‘fixed rent period’,
and you will be notified before the start of each
fixed rent period to tell you about any changes to
your weekly payment amount.

It is important you notify your local office
about any changes to your household or your
household’s income as soon as possible so that
the amount you pay can be reviewed. We may
request that you verify your household income to
ensure your changes are assessed consistently
with other households.
If you are receiving a rental rebate and your
household income increases in between the
review dates, a higher weekly payment amount
may apply from the commencement of the next
fixed rent period.
If your household income goes down however, the
amount you pay could be reduced once you notify
the local office about the change.

Ways to pay your rent
There are three ways you can pay your rent:

1. Direct debit from your Centrelink payments
This is known as the ‘Rent Deduction
Service’ which is free, and your rent is paid
automatically. Payments for maintenance
charges or rent arrears can also be made
in this way.

2. Direct debit through your bank
3. At the post office.
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Language Link

For other languages, an interpreter is available through your local office.
Accessible format
If you would like to receive this publication
in an accessible format, please contact
your local office, using the National
Relay Service 13 36 77 if required.
This document is also available on our
website at <www.housing.vic.gov.au>
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