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SIL Compatibility and Vacancy Management

Notification of a Vacancy

New Vacancy
arises

Discuss the
vacancy with the
existing residents
and their families

and consider
advertising, new
model of support
or other
residential options

Do existing
residents wish to
advertise the
vacancy?

Yes

Record details of
Vacancy in Lumary
or via the Vacancy

Notification form

Collate details of

Advertising a Vacancy

Advertise the
Vacancy

Respond to any
applicant queries

Collate
applications and
gather any
additional
information
required

Develop a shortlist
of applicants

Vacancy
advertised twice?

Yes

existing client
preferences for
the new
housemate

Consider alternatives
— new model of
support — including
the number of
residents OR other
residential options
for existing residents
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POLICY-4-11124

Identifying a Preferred

Applicant

Complete initial

Make ‘conditional’

fundl_nq offer to preferred
compatibility apolicant
assessment pp
Organise property
viewings as
necessary Offer accepted?
Yes
Facilitate house
meeting to Remove all
consider R
. advertisin
shortlisted 9
applications and
identify a No
preferred
applicant Yes Notify
unsuccessful
applicants
Current residents
and potential
housemates meet
to get to know
each other where Is there an
practical alternate preferred
applicant?
No Consider feedback
from residents
Preferred
applicant
identified?
No
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Communicating the Offer :

NDIS LWB 310 Vacancy Management - Flowchart

Service Agreements and
SIL Funding

Develop Service
Agreement and
other mandatory
LWB documents

Obtain client

consent

Create Service
Booking

Yes
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Transition and
Move-In

Negotiate move-in
date

Arrange social /

transitional visits

to house prior to
move-in

New housemate
moves-in
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