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1. Guiding Principles 

 
The WA Country Health Service (WACHS) is generally required to provide subsidised 
housing to its staff who are located in regional areas.  
 
An agreement reached in relation to the allocation of suitable subsidised residential 
accommodation is to be documented through the signing of a Residential Tenancy 
Agreement (RTA) by a duly authorised WACHS representative and the employee prior 
to taking up occupancy of the residential accommodation. This RTA includes the 
agreed rental and any utility charges that are to be made via fortnightly payroll 
deductions from their salary. 
 
Rental rates are to be reviewed annually and adjusted in accordance with the 
Government Regional Officers Housing (GROH) rent setting framework. 
 
This procedure outlines the reconciliation process to be performed in order to 
determine that all deductions from employee salaries for rental recovery have been 
made and accurately reconciled.  
 
 

2. Procedure 
 
Regions, represented by their Regional Finance Managers, are required to maintain a 
“Tenancy Register”, which details the various properties under WACHS control along 
with any associated tenant and agreed rental and amenity charges. 
 
On a fortnightly basis after each pay run, a payroll deductions listing containing 
employee deductions by pay period is obtained by the Central Office – Finance.  
 
A script is then run that compares this payroll deductions list to the Tenancy Register, 
highlighting any inconsistencies for investigation. The main outcome is to determine if 
all employee deductions for rental recoveries (including utilities) that should be made 
have been made, and are accurate. 
 
All inconsistencies detected are to be investigated and resolved by the Regional 
Finance Manager and/or their delegate.  
 
Reconciliations are to be signed and dated by Regional Finance Managers, and filed 
appropriately at regional level. 
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3. Definitions 

 
Deductions Listing Refers to the list of all deductions taken from all staff 

in any given pay period. A list is provided by HSS to 
WACHS Central Office finance staff. 

Tenancy Register A register detailing the various properties under 
WACHS control along with any associated tenants. 
Minimum details are to include: Property Address, 
Property Type, Amenity Level, Number of Bedrooms, 
Tenant Name and Employee Number and agreed 
rental charges. 

Regional Housing Officer Refers to the officer(s) in each region that manage all 
subsidised accommodation provided to WACHS staff. 

 
 

4. Roles and Responsibilities 
 
Regional Housing Officers are responsible for ensuring that the regional Tenancy 
Register is kept up to date including: 

· Updating when tenants commence or cease occupancy of WACHS 
accommodation; 

· Noting agreed rental and/or utility charges (as amended during annual review). 
 
Finance Managers are to: 

· ensure that a Tenancy Register is being maintained for their region;  
· investigate and resolve any inconsistencies detected by the procedure; 
· sign off on their review of the rental payments; 
· provide the Regional Accommodation Committee (if established) with copy of 

the reports as required. 
 

Central Office – Finance, on a fortnightly basis after each pay run, are to obtain the 
employee Deductions Listing and run the script that compares this to the Tenancy 
Register. Results are then to be forwarded to Finance Managers for their investigation 
and resolution. 
 
 

5. Compliance 
 
Failure to comply with this policy may constitute a breach of the WA Health Code of 
Conduct (Code). The Code is part of the Employment Policy Framework issued 
pursuant to section 26 of the Health Services Act 2016 (HSA) and is binding on all 
WACHS staff which for this purpose includes trainees, students, volunteers, 
researchers, contractors for service (including all visiting health professionals and 
agency staff) and persons delivering training or education within WACHS. 
 
WACHS staff are reminded that compliance with all policies is mandatory.  

  

http://www.health.wa.gov.au/CircularsNew/frameworks/Employment.pdf
https://www.slp.wa.gov.au/legislation/statutes.nsf/main_mrtitle_13761_homepage.html
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6. Evaluation 
 
Monitoring of compliance with this procedure is to be carried out by the Central Office 
Finance on a quarterly basis to ensure that reconciliations are being reviewed by 
periodically requesting evidence from the Regional Finance Managers, and also 
monitoring the level of inconsistencies generated from the script.  
 

7. Standards 
 
EQuIPNational Standards  - 15.8.1 
 

8. Legislation 
 
Residential Tenancies Act 1987 
 

9. References 
 
GROH Tenant Rent Setting Framework. 
 

10. Related Policy Documents 
 
WACHS Staff Residential Accommodation Policy 
 

11. WA Health Policy Framework 
 
Financial Management Policy Framework 
 
 

 

This document can be made available in alternative formats  
on request for a person with a disability 

 

Contact:  Manager Review Enhancement (V.Williamson) 
Directorate: Business Services (Finance) TRIM Record # ED-CO-14-63103 

Version: 2.00 Date Published: 2 February 2018 
Copyright to this material is vested in the State of Western Australia unless otherwise indicated. 
Apart from any fair dealing for the purposes of private study, research, criticism or review, as 
permitted under the provisions of the Copyright Act 1968, no part may be reproduced or re-used 
for any purposes whatsoever without written permission of the State of Western Australia. 

http://trim/hptrimwebclient/download/?uri=85561
http://www.austlii.edu.au/au/legis/wa/consol_act/rta1987207/
http://www.dhw.wa.gov.au/currenttenants/governmentemployeehousing/rentcalculation/Pages/default.aspx
https://healthpoint.hdwa.health.wa.gov.au/policies/_layouts/DocIdRedir.aspx?ID=TS4KSNFPVEZQ-210-7222
http://www.health.wa.gov.au/CircularsNew/frameworks/Financial_Management.pdf

	Valid: Document valid at:
	Today: 17/09/2014 11:23


