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While the information in this document is presented with all due care, the Community Housing
Registration Office does not warrant or represent that the material is free from errors or omission,
or that it is exhaustive.

Users of the document are responsible for making their own assessment of the information in the document.
We do not accept any liability for any loss, damage, cost or expense you might incur because of using or
relying on the information on this site, or any linked information.

The information in this document is subject to change without notice.
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Introduction

Whilst the content and functionality of the registration and compliance return, for the most
part, remains unchanged, the user experience has been enhanced with a fresh look and
feel. Users can now seamlessly view knowledge articles, add or remove evidence
documents and navigate performance outcomes, Community Housing Asset Performance
Report, Core Documents, and Declaration tabs, all from a single screen for greater
efficiency and ease of use.

This document sets out the Community Housing Regulatory Information System (CHRIS)
process for completing and submitting a registration or compliance return. It should be
read in conjunction with the Return Data Definition document.

Before you begin - things to note

2.1

2.2

This Guide provides detailed instructions on the completion of your application for
registration or compliance return. It is designed to help housing providers navigate the
return pages and understand how the system validates and analyses the data.

The Return is structured by performance outcome. Under each performance outcome you
are asked to enter information and attach evidence to enable the assessment of all
performance requirements applicable to that outcome.

Some documents such as business plans contain evidence to meet more than one
performance outcome or requirement. Providers do not need to attach evidence more
than once. A single document can be associated with more than one performance
outcome or return.

Account page

a) Check the details on the account page and ensure the information reflects the
current profile of the organisation?

b) The Account page can be updated by the nominated main contact at any time.
However, it is good practice to check these details at the time of compliance.

Metric results

Metrics are calculated when you save your updates. If you are concerned about the
accuracy of metric calculations; review your calculation figures. Information in relation to
calculations is displayed in the Metrics section for each performance outcome.
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Comments

Provide comments for as many of the Performance Outcomes as possible as they give
context for validating and analysing your return. This is particularly important if
circumstances have changed from the previous year, if figures are different or if you have
any amber or red traffic light indicators in your metrics.

Save, Save, Savel!

The system will not auto save so frequently save your work. Do not navigate away from
the page you are working on without saving or work may be lost.
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3. Returns object overview

To view the list of Returns, click on the object marked Returns

PROVIDERS Q Seard 0

Account Contacts Properties Returns Documents

m Accounts /
intable View
A” Accounts v ¥

g-|B-|C|7]€|Y

o

Entity Name * v | Trading Name v | Postal Address City v | Postal Address State/T... v | General Phone v | Account Owner Alias v

122222222 v

The Returns object presents a list of both previous and current returns, including the following data
fields:

e Form Reference — hyperlink to the Return

e Provider — Provider name

e Record Type — Type of Return record Compliance Return or Eligibility and Tier Form

e Form Status — Status of the Return

e ETF Start Date — Eligibility and Tier Form start date

e ETF Due Date - Eligibility and Tier Form due date

e ETF Submitted Date — Eligibility and Tier Form submitted date

e Return Start Date — Application for Registration / Compliance Return start date

e Return Due Date — Application for Registration / Compliance Return due date

e Return Submitted Date — Application for Registration / Compliance Return submitted date

Search ‘,E
Account Contacts Properties Returns Evidence Manager
EL Retums Printable View
= AllReturns v |#
17 tems  Sortec by Form Ref=rence o Filterad by All returns » Updatec afevs seconds ago Q. Searthitis it gr |E-|C|/|C|Y
FormRef.. *v | Provider v | Record Type v | Form Status v | ETFStart.. v | ETFDueD.. v | ETF.. v | ReturnStartDate v | RetumDueDate | ReturnSubnm
Return 7956 Gerry Compary Compliance Return Return Submitted 21/5/2024 20712024
Return 7957 Gerry Company 1. Eligibility & Tier Form Return In Progress 22/5/2024 5/6/2024 19/6/2024 31772024
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View returns submitted and associated evidence

1. Click on the Return number hyperlink to open the Return. The Returns record
page opens displaying the Details tab of the Returns record which includes all the

details related to the Return.

Account Contacts Properties Returns Evidence Manager
Return
Gerry Company
. Return Dué Da Return Submitted Da
Return 8006 Tier 1 22/4/2025 12/3/2025 Return Submitted
Details Evidence Documents Provider Report

Type of Compliance

Standard
v Process
Provider Form Reference
Serry Company Return 8006
Tier Record Type
Tier 1 Compliance Return
Form Status

Return Submitted

Ready to submit form @

Search (2]

Printable View Edit Return

2. Click on the Evidence Documents tab to view all the evidence documents that

have been uploaded and held against the Return.

Account Contacts Properties Returns Evidence Manager

Return

Gerry Company
Form Reference Return Due Dat Return Submitted Date
Return 8006 Tier 1 22/4/2025 12/3/2025 Return Submitted
Details Evidence Documents Provider Report

Evidence (4)

Evidence Number v FlleCategory v Performance Outcome

EV-202503-116

PO4. Governance

PO3.Com

PO6. Man

Annual Report

PO2. Housing Assets

D Evidence Attachments (0)

Search o

Printable View Edit Return

v Supplementary

These documents have not been migrated to Evidence Manager.

Note: For returns previously submitted, the attached evidence documents will be visible in
the Evidence Attachments section of the Evidence Document tab in the Return object.
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View provider report

1. Click on the Provider Report tab to view Provider Reports uploaded against a Return.

PROVIDERS

Q Search.. | a0

Betum Printable Vi Edit R
Ge"y Compa_ny | intal iew it Return ‘
Form Reference Tier Return Due Date Return Submitted Date Form Status
Return7995 Tier1 6/3/2025 5/3/2025 Closed
Details Evidence Documents Provider Report
Provider Reports (1) | &~ ?‘
1item » Updated a few seconds ago =
Provider Report Number v Feedback v Feedback Completed? v | Date Draft Sent to Provider v DateFinal Sent to Provider v ‘
1 PROO003959  agree with your draft @ 5/3/2025,11:00am 5/3/2025,11:30am =
View All
2. Click on the Provider Report Number hyperlink
PROVIDERS Q Search.. A 0O

Return ( Printabie Vi EditR )
Gerry Company | pinate v | Edt e
Form Reference Tier Return Due Date Return Submitted Date Form Status
Return 7995 Tier1 6/3/2025 5/3/2025 Closed
Details Evidence Documents Provider Report
Provider Reports (1) o .J FJ
1item » Updated afew seconds ago o
Provider Report Number v Feedback v | Feedback Completed? v | Date Draft Sent to Provider v DateFinal Sent to Provider v
1 PR0003959 I agree with your draft determination report v 5/3/2025,11:00 am 5/3/2025,11:30am E

ViewAll

3. Provider Report details tab is displayed, containing feedback details from the
Provider on the Draft Determination Report.

PROVIDERS

Q Search.. a 0

}‘ Provider Report

Gerry Company { Edit Change Owner Printable View I
Application
Return 7995

Details Documents
Provider Report Number Date Draft Sent to Provider
PR0003959 5/3/2025,11:00 am
Application Date Feedback Received from Provider
Return 7995 5/3/2025,11:46 am
Provider Date Final Sent to Provider
Gerry Company 5/3/2025,11:30 am

v Feedback Section

NOTE:

You are invited to submit comment it jidence, if applicable, in respon ion by f the email notifying you that the draft Determination is available.
Please use the 'Feedback’ box to make any comments and the ‘Notes & A *link attach additional evidence, if applicable.

Your comment and additi i e will i in finalising the
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4. Click on the Documents tabs to view the Draft and Final Determination Report

PROVIDERS Q Searct 2]

Account Contacts Properties Returns. Evidence Manager

Provider Report
Edit Change Owner Printable View

’ Gerry Company
Return 7995

Details Documents

[0 Files(2)

Note: When the Return is initially shared with the provider it will have a status of “Return in

@ within the Evidence document tab, as none have been associated with the return. If you uploaded

is submitted for approval.

Progress”. If you have not yet started completing the return, no evidence documents will be visible

evidence to the Evidence Manager throughout the year you will need to link it to the return before it
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4. Edit Return

1. To edit the return, click on the edit return button located on the top right-hand side of the
Returns object page. This replaces the Start Return button previously used in Salesforce

Classic.
PROVIDERS Q Search 0
Account Contacts Properties Returns Evidence Manager
. Return EEET i
4 Gerry Company rintable View
Form Referer Tier Return Due Date Return Submitted Date Form Stal
Return 7961 Tier 1 21/3/2025 3/3/2025 Return In Progress
Details Evidence Documents Provider Report

Type of Compliance

Standard
Vv Process

Provider Form Reference

Gerry Company Return7961

Tier Record Type

Tier1 Compliance Return i
Analyst Form Status

Test Analyst Return In Progress

Financial Analyst Ready to submit form ©@

2. The ETF (Eligibility and Tier Form) Return is comprised of the following tabs:

e CH Assets - Information regarding the provider's community housing assets owned and
managed and developments planned in the next two years.

e Declaration - This is the final page to complete the return. On this page you
will be asked to answer Yes or No on the Consent, Authorisation and
Declaration fields.
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PROVIDERS -
Account Contacts Properties Returns Evidence Manager
Return e
Step1of2 o
Community Housing Assets Owned and Managed Knowledge Article
. : . test portal
Please enter the total number of Community Housing assets you currently own and/or 0
manage
Doyou anticipate growth inyour CHassets? | yas v Evidence (5) Add

Ifyes, please describe and quantify any growth that you expect toachieve over the next 2 years. Evidence Number v Filename v

tifa

Organisationsl Chart doox

Please describe the nature of your business, the types of services you currently deliver and plans for growth.

Policy document.doox

it

Process By

toFlow Migrationan

EV-20250175 Policy document docx

Mext E

3. The Application for Registration and Compliance Return is comprised of the following tabs:

e Performance Outcome tabs PO1 to PO7 — Each performance outcome has its
own tab, which includes data fields you will need to complete. The performance
metrics will be automatically calculated by the system based on the figures
reported by the user. The metrics will be displayed after you have clicked the
‘Save’ button. The data is identical on the registration and compliance return.

e CHAPR - Information regarding the provider’s portfolio is recorded in the
Community Housing Asset Performance Report (CHAPR). (not included in
document)

e Core Documents — A checklist of the core documents that should be
uploaded to Evidence Manager and associated with the Return

e Declaration - This is the final page to complete the return. On this page you will be
asked to answer Yes or No on the Consent, Authorisation and Declaration fields
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o

Account Contacts. Properties Returns Evidence Manager

Return

Step 10f 10
PO1 P02 PO3 FO4 POS PO6 FO7 CHAPR Core Documents Declaratior

Performance Outcome 1 [0 knowledge Article

test portal
TENANT HOUSING SERVICES
The community housing provider is fair transparent and responsive n delivering housing assistance to tenants, residents and other clients.

SECTION 1.1 D Evidence (0) Add

Tenancy management

111 Tenancy activitiesare @ | ~None-- v
outsourced

1.1.2 Details of contract/agreement
If tenancy management is cutsourced, pleass ensure there are current details for each outsourced service partrer using the Partnerships' link onthe
Account page

SECTION 1.2 No data found!

Tenancy numbers for the year to 30 June

1.2.1 Tenancies for the year o 1.2.3 Tenancy exits for the (i}
year

Knowledge articles are available in the right-hand pane in CHRIS to assist with
completing the return. Evidence documents are also visible in the right-hand pane. A full
list of related articles is in Section 12 of this document

Completing Return tabs ﬁ

Grey Return tab - When you first edit a return, the Edit Return page opens with all tabs
greyed out except for the active tab which is highlighted in blue. A greyed-out tab indicates
the page is incomplete.

P01 P02 P03 P04 PO5 PO6 P07 CHAPR Core Documents Declaration

Blue Return tab - When you click into a tab to complete that section of the Return, it turns
blue. A blue tab indicates the active section of the Return you are currently working on.

PO1 PO2 PO3 PO4 PO5 PO6 PO7 CHAPR Core Documents Declaration

Green Return tab - When you have successfully completed the Return page, by selecting
either the Performance Outcome completed or CHAPR completed checkbox and clicked
on the Save button, the Return tab turns green.

P05 POS P07 CHAPR Core Documents Declaration

Click on the Next and Previous buttons to navigate through the Return tabs easily. Click
the Save button to store any data you have entered on the Return page

Previous || RIS |m
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___________________________________________________________________________________________________________________________________________________________|
Performance Outcomes can be completed in any order. Ensure you have ticked the
Performance Outcome Completed checkbox to successfully complete the Performance
Outcome Return page which is indicated by the tab turning green.’

IMPORTANT INFORMATION

Performance outcome & -
completed

green.

@ The declaration should only be completed once all other tabs are complete and are displaying

4.2

Error Messages

If there are any errors on the Return tab pages, an error message will appear to highlight the
issue. This message will only be displayed after you have ticked the completed checkbox at the
bottom of the page and clicked either the Next or Save button

o
Account Contacts
Return Cancel
Step 4of 10 s
Performance Outcome 4 [@ Knowledge Article
GOVERNANCE test portal
The communi ity housing provider is well governed to support the aims and intended outcomes of its business.
i Add
SECTION 4.1 [0 evidence (0) e
Meetings of the governing body for the year to 30 June
4.1.1 Minimum number o 5 4.1.5 Total actual absencesby @
required members
4.1.2 Number scheduled (] 4.1.6 Audit and risk 0 -—-None—- v
(excluding EGMs) committee?
4.1.3 Number held [} 4.1.7 Num audit, risk [}

committee meetings

No data found!
4.1.4Number heldthatwere @
quorate

CECTIAN L
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Calculate the CHAPR

Information regarding the provider’s portfolio is indicated on the Community Housing Asset
Performance Report (CHAPR). The CHAPR forms part of your return. Only properties
defined as community housing assets are counted in the CHAPR.

The CHAPR is calculated based on a providers return date.
The CHAPR has 8 sections to complete. Ensure that you have the CHAPR Guidance Note to

hand when completing this part of the Return to ensure the correct classifications are used
(if a provider has no assets enter these as zero (0).

The Nominated Main Contact needs to enter the number of assets that applies to each section.

Asset Class Descriptions — important note

There are terminology and description issues with Class of asset section of the CHAPR for
WA Providers. Due to coding issues, we are unable to change the text to reflect the correct
terminology for WA.

To ensure accuracy, ignore the text and descriptions provided in CHRIS for this section, and
refer to the CHAPR Guidance Note for appropriate descriptions that reflect the WA
Framework requirements.

5 Search (2]
Acccunt Contacts Propertizs Returns Evidence Manager
Return .
Step8of 10 =
Community Housing Asset Performance Report (CHAPR) [0 knowledge Article
NOTE: /f these figures are incorrect, please update data through tie property form and reconfirm property catais ua todatz on
this form
[ Evidence (0) add
Ownership
NSW ACT NT Qw SA TAS ‘ viC WA
Onned (Wholly Or Party) g 0 9 0 0 o 0 0| g
tzraged On Behalf Of Ancther Entity 1026 0 b 0 0) G 0 0 1026
1037 0 0 0 of 0 0 1037
Maintenance Liabilities
NSW ACT NT Qw SA TAS viC wa No data found!
No Respons bility For Mzintenance 1002 0 J) 0) 0) C| 0 Di 1002
Responsve Repaire Crly Q 0 9 0 0) Q) 0 0 0
Responsve Anc Cycica/Planned 7 0 B 0| 0 [l 0 0| 2

Page 14 of 31



OFFICIAL
CHRIS steps for community housing providers

Planned Growth - All providers whose portfolio is planned to change over the next five

years should complete this section about the type and scale of changes

Planned Growth

Further guidance on the requirements for planned growth is available in the Guide to recording community housing assets on the NRSCH website.

‘ ACT ‘ NSW ‘ NT | QLD ‘ SA ‘ TAS ‘ vIC ‘ WA ‘ ‘
Total Tenancy Units Planned Next 5 ‘ 0‘ 0‘ 0| 0‘ O‘ 0‘ 0‘ 0‘ D‘
Years
Total Tenancy Units Vested Next 5 yrs ‘ 0‘ 0‘ 0| 0‘ o‘ 0‘ o‘ 0‘ o‘
Total Tenancy Units Acquired Next 5 ‘ 0‘ 0‘ 0| 0‘ O‘ 0‘ 0‘ 0‘ D‘
Year

4 4 o o o o o o 9
Total Units PI d Maj
ettt o d o o d o o o
Are these additional refurbished Yes | ves | ves | ves + | ves 2 ves | ves | ves N ‘
units? M v v v M M v v
Net New Leases Planned Q 0 0 o] 0| Q 0| 0 0
Net New Fee for Service Leases 0 0 0 [¢] 0| 0 0| 0 0
Net New Properties Managed 0 0 0| 0 0 0 0 0 0

0 0 0| 0 0 0 0 0 0

CHAPR J
Completed

" Previous H Next |

Once this page has been completed select the CHAPR completed checkbox and click

on the Save or Next button.

ACT NSW NT
s S Diooed Success X
anged Assets - Dispo 9| 9 Return successfully saved!
Changed Assets - Developed 0 0
Changed Assets - Vested 0 0 0 0| 0| 0 0 0 0
Changed Assets - Acquired 0 0 of o 0 0 0 0 0
0 0| 0 o 0 0 0| 0 0
Planned Growth
Further guidance on the requirements for planned growth is available in the Guide to recording community housing assets on the NRSCH website.
act [ nsw [ Nt [ ab [ sa [ ms [ wvic [ wa | |
Total T its Pl N
otal Tenancy Units Planned Next 5 | °| °I °| OI 0[ °| °| "I Ol
Years
Total Tenancy Units Vested Next 5 yrs | of qf of q of of of of o]
= - e -
otal Tenancy Units Acquired Next 5 | °| °| °l 0I 0[ 0| °| °I 0|
Year
[ o q 9| q q o q o o
Total Units Planned Major
Refurbishment | o o o 9 o o o o o
Are these additional refurbished = = - =
e | Yes  2|ves 2 | ves  alves  Alves  2|ves 2| ves :| Yes :| |
Net New Leases Planned 5| 10 0 0| 0| 0 0 0 15
Net New Fee for Service Leases 0 o 0 of o 0 0 0 o
Net New Properties Managed 0 0 0 0| 0| of 0 0 0|
5 10 0 0| 0| 0 0| 0 15
CHAPR v
Completed
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6. Adding Evidence to a return _laSa L

Evidence needs to be uploaded to Evidence Manager and added to the return as part of
the registration and compliance return process. After clicking the Edit Return button and
navigating to the Edit Return page, the Evidence section will appear on the right-hand
side of the page

1. To add evidence documents to a Return, click on the Add button

Search (2]

Account Contacts Properties Returns. Evidence Manager

Return

Step 10f 10

P02 P03 PO4 pOS pOS PO7 CHAPR CoreDocuments  Declaration

Performance Outcome 1 [0 knowledge Article
TENANT HOUSING SERVICES
The community housing pr ovider i fair, transparent and responsive in deliver ing housing assistance 1o tenants, residents and other clients.

SECTION 1.1 [ evidence (0)

erancy management

111 Tenancy activitiesare @ --None v

outsourced

1.1.2 Details of contract/agreement

¥ tenancy management is cutsourced, please ersure there are current detads for each cutsourced service partner using the Pactnerships’ ink on the
coount page
No data found!
Tenancy numbers for the year to 30 June
1.2.1 Tenancies for the year 0 1.2.3 Tenancy exits for the [\
year

x
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2. The Select Documents page will appear, displaying a list of all evidence
documents uploaded in Evidence Manager. Select the documents you want to
add to the return by clicking on the checkboxes beside the document record.

Click on the Add button to add the documents to the Return.

Select Documents

Q_ Search by file name or category...
[=] Evidence Number Filename File Category v Performance Outcome v  Review Date v Uploaded Date § v
1 [«] EV-202503-116 Annual Report.docx Annual Report PO4. Governance 03/04/2025 12/03/2025 =
2 12\ EV-202503-123 procedure.docx Policies and Procedures PO3. Community Engagement  26/03/2025 12/03/2025
3 EV-202503-122 Policy document.docx Policies and Procedures PO1. Tenant and Housing Ser...  26/03/2025 12/03/2025
4 EV-202503-121 Organisational Chart.docx Project Management PO2. Housing Assets 26/03/2025 12/03/2025
5 [ ] EV-202503-120 metrics-and-indicators.pdf and Procureme...  PO2.Housing Assets 26/03/2025 12/03/2025
6 [] EV-202503-119 evidence-guidelines.pdf Assets Management PO2. Housing Assets 12/03/2025
7 | ] EV-202503-118 Business plan.docx Business Plan PO6. Management 26/03/2025 12/03/2025
8 [ | EV-202503-117 Business Plan V2.docx Business Plan PO3. Community Engagement ~ 28/03/2025 12/03/2025
9 [] EV-202503-115 procedure.docx Policies and Procedures PO1. Tenant and Housing Ser...  25/03/2025 11/03/2025
10 | | EV-202503-114 Business Plan V2.docx Business Plan PO2. Housing Assets 20/03/2025 06/03/2025
11 [| EV-202503-113 Annual Report.docx Annual Report PO1. Tenant and Housing Ser... ~ 20/03/2025 05/03/2025
s
The documents have now been attached to the Return.
Search... n a O

Return T
a Step 10f 10 Cancel |
PO2 PO3 PO4 PO5 PO6 PO7 CHAPR Core Documents Declaration
Performance Outcome 1 Knowledge Article
i ing provider is fair, and ive i iveris i i tenants, resi clients.
SN | © e =
Tenancy management [ Evidence Number v Filename v
1.1.1Tenancy activitiesare @ | —None- v 1 EV-202503-116 Annual Report.docx
outsourced
2 | EV-202503-121 Organisational Chart.docx
1.1.2 Details of contract/agreement = " |
% . . " 4 e 3 | EV-202503-122 Policy document.docx
if tenancy details for each partner using the finkon the |
. |
Account page 4 | EV-202503-123 procedure.docx
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3. To Remove a document from the evidence document list attached to the
return, select the document by clicking on the checkbox next to the evidence
number, then click on the Remove button

o

Account. Contacts Properties Returns. Evidence Manager
Return a2
Step 10of 10
PO2 PO3 PO4 POS5 PO6 PO7 CHAPR Core Documents Declaration
Performance Outcome 1 [@ Kknowledge Article
TENANT HOUSING SERVICES ey
Thec ity housing provider is fair, pa and ive in delivering i i to tenants, residents and other clients.
SECTION 1.1 Evidence (4) Add
Tenancy management =| Evidence Number v Filename v
1.1.1Tenancy activitiesare @ | -—-None-—- v 1 EV-202503-116 Annual Report.docx
outsourced
2 EV-202503-121 Organisational Chart.docx
1.1.2 Details of contract/agreement =
% 4 " . e EV-202508-122 Policy document.docx
Iftenancy ed, pl there are current details for each outsourced service partner using the "Partnerships’ link on the
Hocaut page EV-202503-123 procedure.doc
‘ ] »
SECTION 1.2

A Remove Evidence confirmation dialog box appears asking the user to confirm if they
want to remove the evidence document. Click on the OK button.

Remove Evidence

Are you sure you want to remove the evidence?

‘ Cancel ‘

The evidence document has been successfully removed from the evidence list attached to
the Return. The document will remain in Evidence Manager.

@ Success Search o
Evidence have been removed successfully.

Return

Step 10f 10 K

PO2 PO3 PO4 POS PO6 PO7 CHAPR Core Documents Declaration

Performance Outcome 1 [0 knowledge Article

s Z 55 2 test portal
TENANT HOUSING SERVICES g
The community housing provider is fair, transparent and responsive in delivering housing assistance to tenants, residents and other clients,
o = Evidence (3 Add
SECTION 11 0 (3)
Tenancy management Evidence Number v Filename v
1.1.1 Tenancy activities are ©| ~None v 1 EV-202503-121

outsourced

1.1.2 Details of contract/agreement ’ e
i £V-202503-123 procedure.docx

If tenancy management is outsourced, please ensure there are current details for each outsourced service partner using the ‘Partnerships’ link on the

Account page 3

SECTION 1.2

Tenancy numbers for the year to 30 June

12.1Tenancies fortheyear @ 123Tenancyexitsforthe @
year
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Outcome completed

Ensure you have added any relevant evidence documents to the Return. If you have not
completed the performance outcome or you are planning to add more data at a later
stage, please do not tick the PO completed box.

This box must be checked on every performance outcome page to allow the return to be submitted.

Account Contacts Properties Returns Evidence Manager
Return Cancel
Step4of 10

Performance Outcome 4 [@ Kknowledge Article
GOVERNANCE Ll

The community housing provider is well governed to support the aims and intended outcomes of its business.

i Add
SECTION 4.1 [3 Evidence (5) '

Meetings of the governing body for the year to 30 June Evidence Number v Filename v
4.1.1 Minimum number 0 50 4.1.5Total actual absencesby @ | 5 1 EV-202503-116 Annual Report.docx
required members

EV-202503-120 metrics-and-indicators.pdf
{i2tumbesceaied] 05 416 AudRand ik o e b 3 EV-202503-121 Organisational Chart docx
(excluding EGMs) committee?
| EV-202503-122 Policy document.docx
4.1.3Number held 0 8 4,17 Num audit, risk 03
committee meetings 5 EV-202503-123 procedure.docx

4.1.4Number heldthatwere @ | 5
quorate

V)

Previous Next Save

Performance Outcome completed checkbox

IMPORTANT INFORMATION
Performance outcome 4 vy
completed

Please tick this box when you have entered all the data relevant to this page. If you have not completed data entry or you are planning to add more data at a
later stage please do not tick this box.

Once you tick this box the system will confirm data has been entered where required and you will be unable to progress if the fields have not been completed
without un-ticking the box.

This box must be checked on every page to allow the return to be submitted.

Previous Next

Page 19 of 31



OFFICIAL
CHRIS steps for community housing providers

Core Documents

When completing the registration return or standard compliance return, you will need to
attach what are described as ‘core’ documents as supporting evidence.

The Core Document tab lists the core documents the provider must attach to a
registration or standard compliance return. These are described and specified by Tier,
where this is relevant.

The Financial Performance Report (FPR) referred to in the core documents is attached to
the email - invitation to commence an assessment.

o
Account Contacts Properties Returns Evidence Manager
B Return i
ancel
J Step9of10 =
Core Documents Eﬁ Knowledge Article
testportal
CORE DOCUMENTS e
Please ensure that the core business documents have been uploaded tc Evidence Manager and they are associated to this return.
Evidence (5) Add
CH asset performance report Please ensure you have updated CH asset performance report Ej
property information and calculated completed i e &
the online Community Housing Asset vidence Number Vv Filename Vi
Summary.
EV-202503-116 Annual Report.docx

Please ensure you have attached the

community housing development

Community housing CH development program

development program attached

program under the relevant

performance requirement(s) if you are

applying as a Tier 1or 2 provider

Please ensure you have attached the

Business Plan Business plan attached

business plan or equivalent and
progress reports against the business
plan

Asset management Please ensure you have attached Strategic asset management
achievement renorts indicating . ittt

You can add the evidence at this point or as you are completing the relevant performance
outcome page of the return. However, before submitting the return check:

e The boxes to indicate all the required documents have been attached; and
e The core documents are added to the evidence section of the Return

For further information about attaching evidence please refer to the Evidence Manager document

Note: A provider can view the evidence they submitted as part of a previous assessment by
opening the relevant return. Documents uploaded prior to the Salesforce Lightning upgrade will be
visible in the Evidence Document tab of the return under Evidence Attachment. (Refer to section
3.1 View returns and associated evidence).

There is no need to resubmit evidence that remains identical but if the provider does do this, they
should ensure their return clearly specifies where and what this evidence is on their new return.
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Metric calculations

Metrics are automatically calculated based on the information you have entered in
response to specific questions.

When the application is saved, the metrics calculated from the data entered will appear in
the metrics section. If the results are below or are trending below a target range, the
tolerance will show as amber, or red. Amber denotes a result just below the target but
within the tolerance range. Red is significantly below the target range. Where the tolerance
is amber or red you are encouraged to provide an explanation in the optional comment
field.

Declaration

The Declaration is the final step in the completion of the return.

1. When you are ready to submit your return select the Declaration tab

Search... 0

Account Contacts Properties Returns Evidence Manager
Return Cancal
10
Step 100f 10 J
D B B B B B BT I ) T
Consent, Authorisation and Declaration (@ knowledge Article
test porta
CONSENT
The governing body hes read and understood information in the Evidence Guidelines relating to obtaining information from sources other than the provider.
The governing body consents for the Registrar to obtzin infermation from relevant Housing Agencies. Consent can be withdrawn by a provider at any time in g Evidence (5) Add ‘ ‘
writing to the Registrar.
R [ Evidence Number v Filename v
Consent given --None- v -
1 EV-202503-116 Annual Report.docx
AUTHORISATION ? [ Bv202503120 erics-anhindicators
The governing body has autherised the submission of this form and all of the information contained within it including the attached evidence. "~ Evs0s121 Organisatonsl Chartdoc
Authorisation --None~ v 4 EV-202503-122 Palicy documentdocx
given
[ EV-202503-123 procedure.docx
DECLARATION
The governing body hes revievied the Evidence Guidelines and declzres all relevant documents have beer attached as true and accurate evidence.
Declaration given ‘ --None- v
Previous | ‘

2. Complete the consent, authorisation and declaration section. You will be unable to
complete the return if you do not answer Yes to these questions. Select the Ready to
submit Form checkbox, click on the Save button
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E Return Cancel
Step 100f 10 ancel

D BT BTED BTSN BT N7 NN Xy NI

Consent, Authorisation and Declaration

Knowledge Article

test portal
CONSENT hports
The governing body has read and understood information in the Ey idelis information other than o .
T ing bodh for the Reg obtain i ion from relevant Housing Agencies. Consent can be withdrawn by a provider at any time in Evidence (5) Add
writingto the Registrar.
Evidence Number
Consent given Yes A
1 EV-202503-116
AUTHORISATION ) EV-202503-120
The governing body has authorised the submission of this form and all of i i in it i EV-202503-121
Authorisation Yes v EV-202503-122
given
EV-202503-123
DECLARATION
T ing body the Evidence Gi i declares all rel t as true and
Declaration given [ Yes v ]

SUBMITTING YOUR RETURN FOR APPROVAL

Ready to submit form @ [£]

Previous Save

3. Click on the ‘Submit for Approval’ button located next to the Save button at the bottom

of the page. If you receive an error message, please untick the ‘Ready to submit form’
box and check that:

e All Performance Outcome tabs are displayed green. If they are not green check

the PO pages to ensure the Performance Outcome Completed check box is
ticked

o All mandatory questions have been answered
e The CHAPR Completed checkbox is ticked
e All core document checkboxes are completed

Return

Step 10 of 10 Cancel

L D =B B ) o

Consent, Authorisation and Declaration [@ Knowledge Article

test portal
CONSENT Sl
The governing body has read and understood i ionin the Evidence Guidelines relating iningi ion from sources other than the provider.
The governing body consents for the Registrar to obtain information from relevant Housing Agencies. Consent can be withdrawn by a provider at any timein g Evidence (5) Add
writing to the Registrar.
" Evidence Number v Filename v
Consent given Yes v
EV-202503-116 Annual Report.docx
AUTHORISATION 2 £V-202503-120 metrics-and-indicators pdf
The governing body has authorised the submission of this form and al of the information contained within it including the attached evidence. B S O
2503121 ganis c
Authorisation Yes x EV-202503-122 Policy document.docx
given
EV-202503-123 procedure.docx
DECLARATION

The governing body has reviewed the Evidence Guidelines and declares all relevant documents have been attached as true and accurate evidence.

Declaration given Yes v

SUBMITTING YOUR RETURN FOR APPROVAL

Ready to submit form @ 2

("o || st |

Once you have successfully submitted the Return, the form will be locked from editing and
the Registrar will be notified that the form has been submitted. You will also receive an
email notification confirming the form has been submitted.
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After you submit your return

10.1

[

Errors and incorrect information

Contact your Analyst if you identify an error after you have submitted your return and ask
them to reopen your return so that you can update the information. This is important as the
information you record will be used to report aggregated data about the community housing
sector.

Once you have corrected the information you may resubmit your return.

Once the return is submitted you will be unable to make changes to the evidence
documents associated with the return.

Supplementary Evidence w

Note: The Add Supplementary button will only appear on the Returns Evidence Documents page

after the Return has been successfully submitted by the Provider

If you are asked for additional documentary evidence after you have submitted the return
you will be asked to submit it using the ‘Supplementary Evidence’ button located within the
Evidence tab on the Returns page you have submitted.

1. To add Supplementary evidence documents to a Return, click on the Add Supplementary button

Account Contacts Properties Returns. Evidence Manager

= Return

¢ Gerry Company

Printable View Edit Return

Form Ref T Return Due Date " Date Form Stat
Return 7956 2/7/2024 Return Submitted

Details Evidence Documents Provider Report

L@ Evidence (6) Add Supplementary
Evidence Number v Filename v FileCategory v Performance Qutcome v Supplementary

Draft determination report.docx Assets Management PO2. Housing Assets v

Business Plan V2.docx Annual Report PO1. Tenant and Housing Services v

2. The Select Documents page will appear, displaying a list of all supplementary
evidence documents that have already been uploaded to Evidence Manager. Click on
the New Document button

Select Documents

Search by file name or category

= Evidence Number ~  Filename »~  File Category ~  Performance Qutcome ~  Review Date ~  Uploaded Date 4 v
1 EV-202503-124 evidence-guidelines.pdf Asset Maintenance PO2. Housing Assets 12/03/2025

EV-202503-125 Annual Report.docx Annual Report PO2. Housing Assets 03/07/2025 12/03/2025

Page 23 of 31



OFFICIAL

CHRIS steps for community housing providers

3. The Evidence Manager page will appear, click on the Upload button, to upload new
supplementary documents to Evidence Manager.

Account Contacts Properties Returns Evidence Manager

Account >Gerry Company

Latest Evidence (42)
EvidenceNumber v Filename v FileCategory
EV-202503-116 Annual Reportdocx Annual Report
EV-202503-125 Annual Reportdocx Annual Report
EV-202503-124 evidence-guidelines.pdf Asset Maintenance

Performance Outcome

PO4. Governance

PO2. Housing Assets

PO2. Housing Assets

The “Upload documents” pop up window appears

Upload Documents

|¢ BacktoReturn &, Upload & Export

v ReviewDate

03/04/2025

03/07/2025

v UploadedDate § v
12/03/2025
12/03/2025

12/03/2025

Q

b 4

-

Or drop files

|
a

(o

4. You have two options for uploading your supplementary evidence documents:

Option 1: Drag and Drop Files — Drag and drop the documents you want to upload:

O

O

Open file explorer on your computer

Select the files you want to drag and drop to the “or drop files” box.
Release the mouse button to drop the files into the drop files area. You
must drop the files within the dotted line box for this to work successfully.

Option 2: Upload Files
Click on the Upload Files button

File explorer opens on your computer
Select the files you want to upload (Maximum you can select is 10) and

O

O

e}

click on the Open button.
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| @ open X
| 1 B8 > ThisPC > Desktop v U  Search Desktop »
Organize = New folder E- m @
¥ Downloads # A [] Name Date modified Type Size
I t 4 ~
Dociments [Z)@3 Annual Report 16/12/2024 2:54 PM Microsoft Word Doc 12K8
N Pictives # [V Business Plan V2 18/12/2024 1:32 PM Microsoft Word Doc.. 13K8
Business Require [@ Business plan 17/12/2024 11:37 AM Microsoft Word Doc. 13K8
Document Librar @! CHRIS Upgrade Portal and Evidence Document Management Requirements M Work 50 KB
Evidence Docum B9 Evidence Document Type List-v0.1 M 146 KB
NRSCH CHRIS U 8 File Category comparison M 2k8
@ File Category Structure 3KB
@ OneDrive @) File Category to Performance Outcome Mapping for Document Management in Portal K8
@ OneDrive @ Financial Register document 3 KB
8% NRSCH Provider Portal Document Manager - Test Cases V0.1 7KB
 This PC @ NRSCH Salesforce Provider Portal System User Guide V0.1 4 Do 0 K8
B 3D Objects [/1@ Organisational Chart Microsoft Word Doc. 13 KB
B Desktop @ Policy document 17/12/2024 9:26 AM Microsoft Word Doc 13KB
4 Documents (A8 procedure 17/12/2024 3:24 PM Microsoft Word Doc 13 K8

5. The Upload Files window appears displaying a progress bar as the files are uploading.

Upload Files

Annual Report.docx
12KB

Business Plan V2.docx
13KB

Business plan.docx
13KB

. Organisational Chart.docx
OC 13KB
. Policy document.docx
13KB
. procedure.docx
0 13KB

6 of 6 files uploaded

6. Click on the Done button once all supplementary documents are uploaded. Files
are upload when the blue bar is complete, and a green tick is shown against each file.

7. Supplementary Documents have now been successfully uploaded to the Evidence
list as displayed in the image below. If a supplementary document has been added,
you will see this symbol against a document record

L
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Search,

o

Account Contacts Properties Returns. Evidence Manager

Account >Gerry Company ¢ BacktoReturn &, Upload & Export

Latest Evidence (48) aly|le
Evidence Number v Filename v File Category v Performance Outcome v ReviewDate Uploaded Date & v

1 EV-202503-128 Business plan.docx Business Plan PO2. Housing Assets 26/02/2026 14/03/2025 L] v
EV-202503-127 Business Plan V2.docx Business Plan PO3. Community Engagement 31/12/2025 ww =
EV-202503-126 Annual Report.docx Annual Report PO2. Housing Assets 14/03/2025 & v
EV-202503-131 procedure.docx Policies and Procedures PO4. Governance 22/08/2025 14/03/2025 ) v
EV-202503-130 Policy document.docx Policies and Procedures PO3. Community Engagement 14/03/2025 & v

6 EV-202503-129 Organisational Chart.docx Delegations PO4. Governance 14/03/2025 ] v

Docume

nts page,

Return
Gerry Company
Form Reference Tier Return Due Date
Return 7956 2/7/2024
Details Evidence Documents Provider Report

Evidence (6)
|  Evidence Number
1 | EV-202503-112

EV-202502-109

v Filename

Draft determination report.docx

Business Plan V2.docx

Search.
Evidence Manager
Form Status
Return Submitted
v File Category v Performance Outcome
Assets Management PO2. Housing Assets

Annual Report

PO1. Tenant and Housing Services

Click on the Back to Return button, user is navigated back to the Returns — Evidence
click on the Add Supplementary button

o

Printable View Edit Return

Add Supplementary

v Supplementary
v

v

9. The Select Documents page will appear, displaying a list of all supplementary
evidence documents uploaded in Evidence Manager. Select the documents you want
to add to the return by clicking on the checkboxes beside the document record. Click
on the Add button to add the documents to the Return

Select Documents

—| Evidence Number v

v| EV-202503-131

EV-202503-129

v| EV-202503-130

EV-202503-126

EV-202503-127

EV-202503-128

7 EV-202503-125

EV-202503-124

Filename

procedure.docx
Organisational Chart.docx
Policy document.docx
Annual Report.docx
Business Plan V2.docx
Business plan.docx
Annual Report.docx

evidence-guidelines.pdf

Search by file name or category.

v FileCategory 1
Policies and Procedures
Delegations
Policies and Procedures
Annual Report
Business Plan
Business Plan
Annual Report

Asset Maintenance

v Performance Outcome v
PO4. Governance
PO4. Governance
PO3. Community Engagement
PO2. Housing Assets
PO3. Community Engagement
PO2. Housing Assets
PO2. Housing Assets

PO2. Housing Assets

Review Date

22/08/2025

31/12/2025

26/02/2026

03/07/2025

v Uploaded Date 4 v
14/03/2025
14/03/2025
14/03/2025
14/03/2025
14/03/2025

14/03/2025

12/03/2025

12/03/2025

v

New Document
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___________________________________________________________________________________________________________________________________________________|
10. Supplementary documents have now been added to the Return

o

Account Contacts Properties Returns Evidence Manager
Return
Gerry Company Printable View Edil Retun
Form Reference Tier Return Due Date Return Submitted Date Form Status
Return 7956 2/7/2024 Return Submitted
Details Evidence Documents Provider Report
g Evidence (12) Add Supplementary
Evidence Number ~  Filename ~  File Category ~  Performance Outcome ~  Supplementary
1 EV-202503-131 procedure.docx Policies and Procedures PO4. Governance v
EV-202503-126 Annual Report.docx Annual Report PO2. Housing Assets v
FV-200503-127 Husiness Plan V2 docx Husiness Plan PO3. Community ngagement v
EV-202503-128 Business plan.docx Business Plan PO2. Housing Assets v
[V-202503-129 Organisational Chart.docx Delegations PO4. Governance v
EV-202503-130 Policy document.docx Policies and Procedures PO3. Community Engagement v

10.2  Printing Return

1. To print the Return which includes the CHAPR Report, navigate to the Return page and click on
Printable View button

pwry )

Account Contacts Properties Returns Evidence Manager
Return R
Gerry Company it Return
Form Reference Tier Return Due Date Return Submitted Date Form Status
Return 7956 2/7/2024 Return Submitted
Details Evidence Documents Provider Report

Type of Compliance

Standard

v Process

Provider Form Reference
Gerry Company Return 7956
Tier Record Type

Compliance Return &

2. Printable version of the Return appears. Click on the “Print this page” link located
on the top right- hand side of the page

* Close Window
Provider POC

« Print This Page
* Expand All| Collapse All

Return 7956
Type of Compliance  Standard
¥ Process
Provider  Gerry Company Form Refersnce  Return 7956
Tier Record Type  Compliance Return
Analyst  Gerry Hemani Form Status  Return Submitted
Financial Analyst Ready to submit form
Retum Start Date  21/52024 Return Due Date  2/7/2024

Retum Submitted Date

¥ Performance Outcome 1
TENANT HOUSING SERVICES  The community housing provider s fair, transparent and responsive in delivering housing assistance fo fenants, residents and other clients.
SECTION 1.1 Tenancy management

1.1.1 Tenancy activities are outsourced . Yes.

112 Details of f tenancy is outsourced, pl there are current details for
each outsourced sefvice partner using the ‘Partnerships’ link on the Account
page

SECTION 1.2 . Tenancy numbers for the year to 30 June
1.2.1 Tenancies for the year . 5 1.23 Tenancy exits for the year . 5

1.2.2 New tenancies for the year . 5 1.2.4 Evictions for the year . §

SECTION1.3  Tenancy service standards
1.3.1 Tenancy service standards are set  No 1.3.2 Details of standard setting
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Draft Determination Report - Provider Feedback

Once the assessment is complete you will receive an email notifying you that the draft
determination report has been completed and is available. You will need to log into the
system to access the draft determination report. You will have 10 working days from the
date the email was sent to comment on the determination through the portal.

1. To provide feedback on the draft compliance determination report, click on the link
in the email notifying the provider that the compliance report is available or, log in
to CHRIS, navigate to the returns tab, click on the returns reference number and
click the ‘provider reports’ link within the Providers tab

Search...

Account Contacts Properties Returns. Evidence Manager
E‘ e Printzbl EdtReum
=4 rintable View it Retu
& Gerry Company e TN
Form Referance Tie Return Due Date Return Submi-ted Date Form Status
Return 7956 27712024 Return Submitted
Details Evidence Documents Provider Report
Provider Reports (1) g~ |c
1item o Updated 10 minutes ago

Provider Report Number v | Feedback v Feedback Completed? v | DateDraft Sent to Provider v | DateFinal Sent toProvider v

PR 0003919

ViewAl

2. Click on the Edit button located on the top right-hand corner of the Provider Report
page, this will allow you to submit comment on the determination

Account Contacts Properties Returns.

Provider Report
Gerry Company

Gerry Company

v Feedback Section

NOTE:

You are invited to submit comment and additional evidence, if applicable. in response to the draft Assessment Determinat

Evidence Manager

Date Draft Sent to Provider
17/3/2025, 7:45 am

Date Feedback Received from Provider

Date Final Sent to Provider

tion by two weeks from the date of the email notifying you that the draft Determination is available.
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3. The Edit Provider Report Feedback window appears

S

Edit PR 0003919

= Required Information

Provider Report Number Date Draft Sent to Provider
PR 00039219 17/3/2025, 7:45 am
Application Date Feedback Received from Provider

Return 7956

Provider Date Final Sent to Provider
Gerry Company
This field is calculated upon save

' Feedback Section

NOTE:
You are invited to submit comment and additional evidence, if applicable, in response to the draft Assessment Determination by two
weeks from the date of the email notifying you that the draft Determination is available.

Please use the ‘Feedback’ box to make any comments and the 'Notes & Attachments’ link on this page to attach additional evidence, if
applicable.

Your comment and additional evidence will be considered in finalising the Assessment Determination.

If you accept the draft Assessment Determination or do not provide comment, which may include additional evidence, the draft
Assessment Determination will be adopted as final.

4. Once comment has been made, tick the Feedback completed check box and click the ‘Save’
button

~
Your comment and additional evidence will be considered in finalising the Assessment Determination.

If you accept the draft Assessment Determination or do not provide comment, which may include additional evidence, the draft
Assessment Determination will be adopted as final.

Once the Final Determination is issued, both the draft Determination and Final Determination will remain accessible but comment
can no longer be made.

Feedback

I have no further feedback

Feedback Completed?
id

SUBMIT
Once you have provided feedback and ticked the ‘Feedback Completed’ checkbox be sure to click the ‘Submit for Approval’ button.

If you are unable to see the 'Submit for Approval’ button, save your changes and return to the Application page and navigate to the
report by clicking on the Provider Report number at the bottom of the Application page.

Cancel Save

Note: If the provider wishes to submit additional evidence during the feedback stage they should
add it to their Return as supplementary evidence. Do not attach it to the provider report section.
This ensures that all evidence documents submitted are held in the one location (the Return) for
future reference if needed.

Page 29 of 31



OFFICIAL
CHRIS steps for community housing providers

11. Related Articles

e Evidence Manager CHRIS User Gide

e Evidence Guidelines

e Financial Viability Guidance Note

¢ Community Housing Asset Performance Report (CHAPR)
e Metrics Information Sheet
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