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The purpose of this handbook is to simplify, for housing cooperative members, what steps have to be taken to start, build and manage 
a housing cooperative. 
 
It is written like a roadmap, indicating the different paths that need to be followed in order to develop a housing cooperative.  Most the 
paths have to be followed but some of them provide alternative routes - they provide options. 
 
There are a number of phases you have to go through to develop your housing cooperative.   
 
Phases 
 
These phases are: 
 
• INFORMATION GATHERING: You find out more about cooperative housing to decide if you want to participate in the process or not. 
 
• SAVING AND PLANNING: You save towards your future housing needs and the housing management cooperative plans and fund 

raises for future housing projects  
 
• BLOCK PLANNING:  You plan what your houses are going to look like and how you are going to build them  
 
• CONSTRUCTION:  You are involved in the construction of your housing cooperatives houses 
 
• ON GOING MANAGEMENT:  You manage the houses of the housing cooperative 
 
At the end of each phase there is a major milestone you have to reach before you can start on the next phase.  At each milestone, you 
as an individual and as a member of the housing management cooperative and/or a housing cooperative have to stop and check that 
you have followed all the necessary paths before you can move through the next phase towards the next milestone.   
 
Milestones 
 
These milestones include: 
 
• Start:  Hear about cooperative house 

• Milestone:   Join the Housing Management Cooperative:  
- You commit yourself to participate in the long process of getting a house. 

 
• Milestone:  Allocated to a housing cooperative:  

- At this stage you know you will be getting a house, but there are many paths you still have to follow.  
 
• Milestone:  Starting to build you houses:  

- This is a very important intersection.  There are many paths you have to follow to reach this milestone.  If you do not follow 
one of them you will be unable to proceed to the next milestone. 

 
• Milestone:  A completed house:  

- This is the most rewarding milestone.  You have a house you can see and that you have built.  
 
• Milestone:  Continue or close:  

- If you have used government institutional subsidies to build your houses your housing cooperative will have to own the 
houses for at lest 4 years.  After 4 years your housing cooperative can decide if it wants to change to individual ownership or 
continue as a housing cooperative. 

 
Format 
 
To simplify your movement along the paths, each path uses the same layout format:   
 
a) The name of the path  
b) An indication of whether the path is a required path, or an option 
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c) The destination the path leads to 
d) Decisions you will have to make when traveling along the path 
e) Who else is on the path 
f) An explanation as to why it is important that you follow the path and/or a summary of what you can expect to find on the path 
 
Voluntary Participation 
 
Participation in a cooperative housing process is voluntary.  You can decide at any stage whether you would like to continue to 
participate or leave the cooperative housing process.  There are however various rules, depending at which stage you leave, that affect 
what happens when you leave. 
 
1. Information gathering: After you have gathered information about the cooperative housing process you can decide to join the 

housing management cooperative or not.  There is no pressure to join.  Many people may not join as they would rather like to work 
towards getting their own house and not own the house collectively.   Also some people may feel that the process is too long and 
would rather try their luck getting a house through another process.  

 
2. Saving and settlement planning: After you have joined the Housing Management Cooperative (and Savings and Credit 

Cooperative), before you have been allocated to a housing cooperative and while you are saving you can decide to leave the 
housing management cooperative.   By resigning you will no longer be considered for allocation to any future housing cooperative.   
You will be able to withdraw the money you have been saving in the Savings and Credit Cooperative's housing saving product but 
you will not get any interest on this money.  You can continue to be a member of the Savings and Credit Cooperative if you resign 
from the Housing Management Cooperative but will be unable to save within the housing savings product.  

 
3. Bock planning: If you decide to leave the housing cooperative process during the block planning process (that is after you have 

been allocated to a housing cooperative but before you move into your house) you will be paid back your share in the Housing 
Cooperative is you have paid it.  You will also be able to withdraw your housing savings in the Savings and Credit Cooperative but 
will not get any interest that you may have earned.  The Housing Management Cooperative will identify the saver with the next 
highest number of points in the Housing Management Cooperative to offer your share in the housing cooperative to them 

 
4. Construction:  If you decide to leave the cooperative housing process during the construction phase then the you will be paid 

back your share in the Housing cooperative you bought.   You will receive no financial compensation for any voluntary work you 
may have put into the housing cooperative.   A new person is identified from the savings list of the Housing Management 
Cooperative to take your place in the Housing Cooperative.  This person will have to purchase the share in the housing 
cooperative.   You must withdraw your savings in the Savings and Credit Cooperative but again you will loose any interest you are 
entitled to.  The only time you get your interest on housing savings is if you use your savings to improve your house or get a home 
loan. 

 
5. On going management: If you decide to leave the housing management cooperative once you have moved into your house you 

will then transfer your share to a new member according to the share transfer process outline din this report. 
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B.   THE COOPERATIVE HOUSING PROCESS 

 
The rest of the document provides a roadmap for how to start, build and then manage your housing cooperative.  It explains all phases 
that have to be followed to build your housing cooperative with the different milestones you work towards at the end of each phase.   
 
 

C.     START … 
                                    HEAR ABOUT Housing Cooperative 

 
The first place where you participate in the cooperative housing process is when you hear about cooperative housing.  You can hear 
from your friends, by attending a meeting where cooperative housing was discussed, through people in the savings and credit 
cooperative that have been involved in cooperative housing, through newspaper articles etc.  If you are reading this document you 
must have already heard about cooperative housing. 
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Phase 1:    Information collection 

 

 
 
This first phase is the information collection phase where you find out more about  
 

PPaatthh  11::  CCoolllleecctt  IInnffoorrmmaattiioonn 

 
 
b) Required 
 
c) Destination 
� Decision to join or not to join the housing cooperative process 
 
d) Decisions to be made along the way 
� Will you join the Housing cooperative process 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� Other people who are deciding if they should join 
 
f) Explanation 
 
Participating in cooperative housing is voluntary.  Potential members must be given sufficient information so they can make an 
informed decision of if they want to join the cooperative housing process or not. 
 
There are a number of ways that a person can find out more information: 
 
� You  can ask the Housing Management Cooperative for a copy of some of the summary documents to read more about 

cooperative housing 
� You can speak to people who are already involved in the cooperative housing process to find out more. 
� You can visit the housing management office and speak to staff about cooperative housing 
� You can visit the Savings and credit cooperative office to find out more about savings and loans 
� You can attend meetings organised by the Housing Management Cooperative that explain cooperative housing 
� You can visit housing cooperative projects that have been completed to see what they look like 
 

♦♦  MMiilleessttoonnee  
Join the cooperative housing process 

 
You have made up your mind that you do want to participate in the housing cooperative process.    
 
Cooperative housing is a saving’s driven process so you will first have to start saving money for your future housing needs.  The 
Housing management cooperative will also have to start planning for future housing projects. 
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Phase 2:   Saving and settlement planning 

 
 

 
 
 

The next phase that you will go through is the savings and settlement planning phase.  During this phase you will mainly be saving 
money for your future house.  You will not know where or when you will get a house.  While you are saving the housing management 
cooperative should be planning for future projects.    It is difficult to say how long this phase will last, but it may be a long phase of 
many years as it takes a long time to negotiate for land and get money to build houses. 
 
The next milestone you should be aiming for is to be allocated to a housing cooperative. 
 
 
 

PPaatthh  11::    JJoin the Housing Management Cooperative 

 
b) Required 
 
c) Destination 
� Approved Housing Management Cooperative membership form  
 
d)    Decisions to be made along the way 
� None 
 
e)     Who else is on the path 
� Housing Management Cooperative 
 
 
f)   Explanation 
 
The housing cooperative process is a membership driven process.  To participate you have to become a member of the housing 
management cooperative.  The Housing Management Cooperative is a registered trading cooperative.  The membership costs as at 
June 2000 where: to join you pay a non refundable membership fee of R35 and you purchase a share in the Housing Management 
Cooperative at R35 a share.  The Housing Management Cooperative is considering starting a yearly subscription fee. 
 
Your share in the Housing Management Cooperative entitles you to stand for and vote for the board of directors at the annual general 
meeting who will manage the affairs of the housing management cooperative. 
 
The Housing Management Cooperative is responsible for planning new housing projects.  You must make sure that the Housing 
Management Cooperative is doing his.  It must negotiate for land and find money that can be added to your savings to help you build a 
house. 
 
You also have to join the savings and Credit cooperative if you want to save and get points that will be used in the allocation process. 
 
 

PPaatthh  22::    Join the Savings and Credit Cooperative 

 
b) Required 
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c) Destination 
� Approved membership to Savings and Credit Cooperative 
 
d) Decisions to be made along the way 
� How much will I save for housing 
� What other products will I use in the Savings and Credit Cooperative 
 
e) Who else is on the path 
� Savings and Credit Cooperative 
 
f) Explanation 
 
The Savings and Credit Cooperative is responsible for managing its member’s money by taking savings and providing loans to 
members. 
 
To participate in the housing cooperative process you have to save within the housing savings product within the Savings and Credit 
Cooperative (this is called the Ilima account).   The minimum you have to save in this account is R30 a month.   You have to become a 
member of both the Housing Management Cooperative and the Savings and Credit Cooperative.  
 
To join he Savings and Credit Cooperative you have to pay a R10 non refundable membership fee and buy a share in the Savings and 
Credit Cooperative at R60 per share.  This share entitles you to save and take out loans in the Savings and Credit Cooperative 
according to the rules.  It also allows you top stand for and vote for a board of directors in the Savings and Credit Cooperative at the 
Annual general meeting.  This board of directors is responsible for managing the affairs of the Savings and Credit Cooperative. 
 
When you join the Savings and Credit Cooperative you are allocated to a savings scheme.  Savings schemes have between 5 and 50 
people in them.  You will either join an existing savings scheme or you will start a new savings scheme with other members that have 
just joined the Savings and Credit Cooperative.  Each savings scheme has an agent (or a coordinator) who is one of the members.   
You will generally save through and get information about the Savings and Credit Cooperative from your agent.    
 
Your housing savings is used to: 
 
� give you points to help with the allocation of members to new projects; 
� get you used to putting money aside each month so you will be able to pay for the on going running costs of living in a housing 

cooperative 
� build up a reserve of savings that you can use to help you build your house bigger when you move in. 
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Path 3:  Organise your Savings and Credit Cooperative 

 
b) Recommended 
 
c) Destination 
� A savings scheme that is working well 
 
d) Decisions to be made along the way 
� When will you meet 
� Who is your agent 
� How will you share information 
 
e) Who else is on the path 
� Other Savings and Credit Cooperative members 
� Savings and Credit Cooperative 
� Housing Management Cooperative 
 
f) Explanation 
 
It is important that you organise your Savings scheme well so that you are able to collect money on time and you get proper report 
backs from the Savings and Credit Cooperative and the Housing Management Cooperative. 
 
If you are joining an existing Savings and Credit Cooperative you need to find out when they meet, how they collect the money and 
who the agent is.  If you are joining a new savings scheme then you must meet with the other members so you can elect an agent to 
represent your savings scheme and be responsible for collecting money.  You also have to agree on where and when your savings 
scheme is going to meet. 
 
Remember that if you do not collect money every month you do not get a point for that month.  The Savings and Credit Cooperative 
and the Housing Management Cooperative will your agent to pass on information for the members of the Savings and Credit 
Cooperative and Housing Management Cooperative.  If you do not meet you will probably miss out on a lot of information about what is 
happening in the Savings and Credit Cooperative and Housing Management Cooperative. 
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PPaatthh  44::    Save every month 

 
b) Required 
 
c) Destination 
� Points for saving each month 
 
d) Decisions to be made along the way 
� None 
 
e) Who else is on the path 
� Other savers 
� Savings and Credit Cooperative  
� Housing Management Cooperative 
 
f) Explanation 
 
In order to get points so you can be allocated to future housing projects organised by the Housing Management Cooperative you have 
to save at least R30 a month (or another agreed amount).    Every month that you save R30 you get 1 point. 
 
 
You can also save other products within the Savings and Credit Cooperative, but these do not result in you getting any points for 
housing allocation. 
 
 
You save money by giving the money to your agent.  Your agent gives you a receipt.  Your agent then gives the money to the Savings 
and Credit Cooperative and informs the Savings and Credit Cooperative of your savings. The Savings and Credit Cooperative records 
all the savings in a computer and should give you a statement every 3 months of how much money you have saved or you still owe. 
This process is used for all money collection, both for savings and for loan repayments. 
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The Savings and Credit Cooperative may also have other ways of saving, such as depositing your money directly into the bank, or 
organising a automatic deduction from your salary or from your employer.  You need to speak to the Savings and Credit Cooperative to 
find out about these other ways of saving. 
 

PPaatthh  55::    Member information 

 
b) Recommended 
 
c) Destination 
� A data base of all members information 
 
d) Decisions to be made along the way 
� What information will you collect now? 
� What information will you collect latter? 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Savings and Credit Cooperative 
 
f) Explanation 
 
The Savings and Credit Cooperative also needs to collect information on its members so the Housing Management Cooperative must 
work closely to share member information. 
 
You must give the Housing Management Cooperative as much information as you can about you and your household.  The more 
information the Housing Management Cooperative has the easier it is for the Housing Management Cooperative to plan properly for 
what is needed.  The Housing Management Cooperative will have to produce forms for members to fill in.  Filling out these forms does 
not mean that you are going to be allocated a house, it is just to help the Housing Management Cooperative plan properly.  
 
The type of information can include economic status, family size, skills level etc.  The Housing Management Cooperative must keep all 
this information stored properly so it can be used.   
 
This information will make it easier for the Housing Management Cooperative to motivate for funding from the governments housing 
subsidy as it can show the government that most the members of the Housing Management Cooperative earn less than R3 000 per 
household. 
 
Once you have been allocated to a housing cooperative you will have to fill in forms for government that government will use o check 
that you are able to get a subsidy. 
 
This information will also help the Housing Management Cooperative motivate for training for its members.   
 

PPaatthh  66::    Publicise housing cooperative concept 

 
b) Recommended 
 
c) Destination 
� New members joining the housing management cooperative. 
 
d) Decisions to be made along the way 
� None 
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e) Who else is on the path 
� Other Housing Management Cooperative members 
� Housing Management Cooperative 
 
f) Explanation 
 
The idea of the cooperative housing process is to get lots of people joining the Housing Management Cooperative so that the Housing 
Management Cooperative can plan for lots of future projects to accommodate all these members.   
 
The more members the Housing Management Cooperative has the more power it has when it negotiates with the municipality for land 
and with the government for money to build houses. 
 
Do not be afraid that if more people join the housing management cooperative it will be harder for you to get a house.  The savings 
system is designed that those that join earlier and save regularly to get points they will always have more points then people who join 
after you.  You can not buy points.  No matter how much you save in a month, as long as it is more than the minimum, you still only get 
one point for that month.  When it come to allocation, those with the most points get first preference. 
 
 
 
 
 
 
 
 

 
 
 
 
Whenever you get a chance you should inform other people about the housing cooperative process.  Give them summary documents 
on what are housing cooperatives and savings and credit cooperatives.   Tell them to visit the office of the Housing Management 
Cooperative and the Savings and Credit Cooperative to find out more information.  Get your friends to join the Housing Management 
Cooperative at the same time as you so that when you save you save at the same time, and get the same number of points so that 
when the housing management cooperative does allocation there is more chance that you can choose to live in the same housing 
cooperative. 
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PPaatthh  77::    Identify land 

 
b) Required 
 
c) Destination 
� Approval to proceed with planning on the land 
 
d) Decisions to be made along the way 
� What land will the Housing Management Cooperative apply for? 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Municipality 
� Professionals (e.g. Town planners) 
� Land owners 
 
f) Explanation 
 
One of the main things that the housing management cooperative has to do to start a new housing project is to negotiate with the 
municipality (and the land owner) for a piece of land for future housing projects.  You must make sure that the Housing Management 
Cooperative is working on plans to get more land.  Your Housing Management Cooperative can not build houses for you if it does no 
have any land. 
 
The Housing Management Cooperative may have to employ and work with town planners and engineers to help it find land that can be 
developed.  Some land is better than other land, for example it is: 
 
� flatter and cheaper to build on;  
� closer to town and work opportunities;  
� easier to connect to the cities water and sewerage system; 
� cheaper to buy; 
 
You need to speak to the board of the housing cooperative and tell them where you would like to live so that the Housing Management 
Cooperative can start to look for land in that area for new projects.  The Housing Management Cooperative must discuss all the options 
for land with the members.  Special meetings should be called by the Housing Management Cooperative so they can present to you 
the different options and all Housing Management Cooperative members can agree on what land will be followed up. 
 
The Housing Management Cooperative should try and find land in different areas, with some land close to town and other land more 
out of town.  This will give the Housing Management Cooperative members more choice as to which projects they would like to accept 
when they are allocated.   Even if a person does get allocated to one project that is on the edge of town, the person may decide to 
reject the offer and rather wait for another project that is in the centre of town.   
 
This process of finding land can take a very long time, it can even take years as the land owners negotiate over how the land is to be 
sold. 
 

  

PPaatthh  88::    Cooperative settlement plan 

 
b) Required 
 
c) Destination 
� An approved cooperative settlement framework plan 
 
d) Decisions to be made along the way 
� Where will the main roads be into the project? 
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� What other land uses must be accommodated in the project area (e.g. schools, shops, etc) 
� How many people will live in the project area? 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Professionals (e.g. Town planners) 
� Municipality 
 
f) Explanation 
 
Once the Housing Management Cooperative has identified the piece of land it wants to develop it has to prepare a cooperative 
settlement plan for the area.  This is a framework plan that shows where the main roads and community facilities will go.  It also should 
show where the cooperative blocks will be in the project. 
 
There are a number of principles that the Housing Management Cooperative should keep in mind when planning new cooperative 
settlement projects.   These include for example: 
 
� Accommodate diversity: the project must plan to build houses for all types of people, for rich and poor, for large family and 

single, for women and men, for young and old, for employed and unemployed, for abled and disabled, etc. 
 
� Gender sensitive: the neighbourhood must have street lights and open space so that it is safe for women 9and others) to walk 

around at night. 
 
� Environmentally friendly: the project must keep open space for trees and water, there must be recycling facilities, etc. 
 
� Pedestrian friendly:  The houses must be close to public transport and the pavements must allow people to walk safely  
 
� Economic enabling: there must be space for informal activity to occur and markets where people can share their expertise. 
 
The Housing Management Cooperative will have to employ a town planner and engineers to help it plan this settlement.  The Housing 
Management Cooperative will also have to work closely with the municipality so that it follows the rules set by the municipality. 
 
The Housing Management Cooperative should call a general meeting to here what type of project you and other members of the 
Housing Management Cooperative want and to present some options of what the project can look like. 
 
Remember that at this stage you do not know if you are going to be allocated to that project.  You also do not know if the project is 
going to get money from government to build the roads and houses and schools etc.  
 
This settlement development phase provides the framework or the skeleton for the project.   For housing cooperatives, all that gets 
decided at this stage is what the size and shape of the cooperative block will be, where the main access points are to the cooperative 
block and how many people will be allocated to the block.   Once people are allocated to the block (see below, after finding is secured) 
the housing cooperative members will then decide how they want to build their houses within the block. 
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PPaatthh  99::    Bulk infrastructure 

 
b) Option 
 
c) Destination 
� Funding approval for bulk infrastructure 
 
d) Decisions to be made along the way 
� What bulk infrastructure requirements does the project need? 
 
e) Who else is on the path 
� Municipality 
� Housing Management Cooperative 
 
f) Explanation 
 
If the new project is going to be built on an open piece of land then there is probably a need for bulk infrastructure funding.  Bulk 
infrastructure is: 
 
� the main roads that connect a project area to the other main roads 
� the main and big water pipes  that connect the project area to the other water pipes 
� the main sewerage pipes that feed the water from the toilets in the project area in to the municipalities sewerage treatment system 
� the big electricity lines that connect the project to the electricity and the street lights. 
 
The bulk infrastructure is not the small roads running outside the houses or the smaller pipes in the street outside you house.  These 
smaller roads and pipes are called internal infrastructure and the cost of putting these roads and pipes into the ground have to be paid 
from the governments housing subsidy scheme. 
 
The government does however make R3 000 per site available for putting in the bulk infrastructure.  The municipality is the only 
organisation that can apply for these funds.   The municipality applies to a fund called the Consolidated Municipal infrastructure 
programme (or CMIP). 
 
You must make sure, through your Housing Management Cooperative that the municipality has bulk infrastructure and if it does not 
that it is applying to CMIP for this money to put the bulk infrastructure in.  
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PPaatthh  1100::    Institutional subsidy 

 
b) Recommended 
 
c) Destination 
� Funding approval by government for R16 000 per site institutional subsidy 
 
d) Decisions to be made along the way 
� None 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Provincial government 
� Municipality 
 
f) Explanation 
 
The government provides a grant (money that you do not have to pay back) of R16 000 per  household to households earning less 
than R3 000 per month. This money is so that the Housing Management Cooperative can help, its members to build houses, put in 
roads, and lay water and sewerage pipes. 
 
Note that the Housing Management Cooperative does not have to apply for funding from government.  This only makes it easier for the 
Housing Management Cooperative to build houses for the poorer members.   Housing cooperatives are also open to people who earn 
more money.  The Housing Management Cooperative must find ways to provide land and housing to them also.  
 
The Housing Management Cooperative must submit the framework plan to government explaining how many people are going to live 
in the project and what type of houses will be built.   
 
Each province has a provincial housing board made up of people from the province with an understanding of housing issues who have 
to make decisions, based on all the funding applications from the province, on which projects will get funding and which will not.     
 
This is one of the more important paths in the whole cooperative housing process as if you are unable to get funding approval for more 
housing projects for the poor it will be very difficult for he members to build houses with the little savings that they are saving.  
 
You must make sure that the Housing Management Cooperative submits this application and that you keep on finding out from 
government what progress there has been in making a decision.  Your Housing Management Cooperative may have to give the 
government more information before the application goes to the Provincial housing board for a decision. 
 
It is very important that the Housing Management Cooperative gets any approval for the project in writing.  This written approval is just 
the beginning of your project.  The Housing Management Cooperative still has to enter into a formal agreement before the funding is 
made available.  
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PPaatthh  1111::    Housing Support Grant  

 
b) Recommended 
 
c) Destination 
� Approval for Hosing Support Grant (HSG) funding at R570 per household 
  
d) Decisions made along the way 
� None 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Provincial government 
 
f) Explanation 
 
The houses within the cooperative housing process are built following the peoples housing process.  This means that the people, you 
the members, decide what your houses are going to look like and how you are going to build them. 
 
For those projects that follow the Peoples Housing process (PHP), the government provides an extra R570 per site to build the 
capacity of the housing support organisation to help the people manage the building of their own houses.   The Housing Management 
Cooperative will act as the support organisation, helping the housing cooperatives it established to build their own houses. 
 
The Housing Management Cooperative can ask government for this extra R570 per household so that the Housing Management 
Cooperative can make sure the houses are build properly.  The government also wants to make sure that the money it gives to help 
people build their own houses (the R16 000 per household) is used properly.  This means that the houses are build to a good quality 
and all the money is properly accounted for.  
 
This housing support grant funding will help the Housing Management Cooperative to pay for some of the staff it needs to facilitate 
housing projects. 
 
The Provincial Housing Development Board also makes decisions on who can receive this R570 per household.  
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The Housing Management cooperative must make sure that it gets written approval for any funding approved.   Written approval for the 
funding of the project from government is just the beginning of the project.  There are many more paths that you have to follow before 
any houses will be built.  
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PPaatthh  1122::    Allocation to projects 

 
c) Destination 
� All available houses in a project have been allocated 
 
d) Decisions to be made along the way 
� What allocation policy will you use 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Savings and Credit Cooperative 
 
f) Explanation 
 
The allocation of members of the Housing Management Cooperative to a project should only happen when the Housing Management 
Cooperative has received written approval that the project has been approved for funding by government. 
 
It is during this stage that you will see if you have been saving for enough months.  The Housing Management Cooperative will check 
all the points of all the members and make a list of all members who can be considered for housing.  These are the members that have 
saved enough points according to the allocation policy that has been set earlier.    
 
Assuming the allocation policy is one where individuals save and get allocated to housing cooperatives, those people with the highest 
points get first choice to choose which housing cooperative they would like to live in.  In other words those that have more points have 
more options to choose which housing cooperative to live in. 
 
If you have not saved enough points and are not allocated to a new project you will have to wait for the Housing Management 
Cooperative to develop another cooperative settlement project.  You will have to carry on saving and helping the Housing Management 
Cooperative to identify more land and get more funds for more projects. 
 
If you are lucky enough to be allocated to a housing cooperative you can now move on to the next phase of the cooperative housing 
process. 
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♦♦  MMiilleessttoonnee  
Allocated to a housing cooperative 

 
You have now been allocated to a housing cooperative.   You know who your neighbours will be and you know which block you are 
going to live in.  You have now reached the stage where you can start to plan what your house is going to look like and how you are 
going to build it. 
 
The next milestone you will work towards is to start building your houses. 
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Phase 3:     Block planning 

 

 
 
 
You now have to travel along many paths before you reach the next milestone where you will be ready to start building your houses. 
 
The following are examples of the destinations you will have to reach in the different paths during this block planning phase. 
 
• A registered housing cooperative with statutes (constitution) 
• An approved plan for what your houses will look like and  how you will build your houses 
• Approved policies on a number of topics 
 
You will have to reach all these destinations before you will be ready to build your houses. 
 

 
 

PPaatthh  11::    An organised group 

 
b)       Required 
 
c) Destination 
� A functioning board of directors 
 
d) Decisions to be made along the way 
� What is the name of your Housing Cooperative? 
� Who are your board of directors? 
� Who are your committee members (e.g. building committee)? 
� When and where will you meet? 
 
e) Who else is on the path 
� The Housing Management Cooperative may help you 
 
f) Explanation 
 
You are going to be living together and making a lot of decisions together as a group.  Before you start to make any decisions or do 
any work it is important that you come together as people who have been allocated to your housing cooperative and get to know each 
other.  Learn about what other members likes and dislikes are and find out more about their background.  
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You should have some experience in working in an organised group through your experience in the savings scheme.  
 
The Housing Management Cooperative can organise training courses for your members on how to work as a group, how to organise 
committees and how to deal with conflict. 
 
Celebrate your achievements.  When you are ready to move from an intersection, have a party or plant a tree.  Building your own 
housing cooperative is a long process.  You need as much motivation as you can get to keep going. 
 

PPaatthh  22::    Understanding the project 

 
b)       Required  
 
c)       Destination 
� Increased knowledge of the cooperative housing process 
 
d) Decisions to be made along the way 
� What more information and/ or training do you need? 
 
e) Who else is on the path 
� You can call other 'experts to come and help you 
� The Housing Management Cooperative will help you 
 
f) Explanation 
 
Before you start making decisions and plans, you must have a general idea of the paths you are going to follow.  You need to 
understand what decisions have been made already and what decisions you will be able to make. 
 
One useful way to learn about the project is to use the study circle learning method.  This is an approach where you learn from each 
other and you get other people to come and advice you or you read documents and books to find out more about the project.  The 
Housing Management Cooperative will help you to establish study circles and will give you some documents to read. 
 
This handbook is a good starting point.  To help the other members of the group you should explain to them what is in this handbook 
so they can learn from you. 
Read carefully through this handbook and ask the Housing Management Cooperative if you have any questions 
Speak to other housing cooperatives and find out what they are doing 
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PPaatthh  33::    Agreement with Housing Management Cooperative 

 
b)       Required 
 
c)       Destination    
� Signed housing support and on going management agreement 
 
d) Decisions to be made along the way 
� What changes do we want to make to the model agreements (if any)? 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� Advisors and consultants (e.g. lawyers) for the Housing Management Cooperative 
 
f) Explanation 
 
The Housing Management Cooperative has received an institutional housing subsidy (and other grants) from government on your 
behalf.  The Housing Management Cooperative has decided that its members houses will be built using what the government calls the 
peoples housing process.  The Housing Management Cooperative will act as a support organisation as part of the Peoples Housing 
Process.  This means that the Housing Management Cooperative will manage the spending of the government’s subsidy.  Government 
wants to be sure that subsidy money it makes available is used to build good houses and the money is not misspent.  The Housing 
Management Cooperative (the support organisation) will therefore work closely with you housing cooperative to ensure that the houses 
are built properly.   
 
The other grants that the Housing Management Cooperative could receive include for example, a housing support grant to help 
establish and capacitate the support organisation and an environmental improvement grant to improve the environmental quality and 
performance of the common and personal space. 
 
Your Housing Cooperative is an independent organisation so it has to enter into a special housing support agreement with the Housing 
Management Cooperative which carefully outlines what the Housing Management Cooperative will do to support you in building your 
housing cooperative.  This includes for example: 
� Keeping your subsidy money in a proper bank account 
� Ensuring that proper records are kept of all expenditure on the project 
� Employing a professional planning team to help you plan your houses 
� Employing a supervisor to advice you on how to build your houses 
 
You will have to sign this agreement before you can get any subsidy funding from the Housing Management Cooperative. 
 
Once the houses are built, your housing cooperative is going to own the houses for at least 4 years (this is a government requirement 
for obtaining institutional subsidies).  Your Housing Cooperative is going to have to maintain the buildings and property properly.  The 
Housing Management Cooperative will help you do this.  But again, you will have to sign an on going management agreement so that 
you know exactly what you can expect from the Housing Management Cooperative.  This agreement will include things like: 
 
� What maintenance the Housing Management Cooperative will do for you 
� How the Housing Management Cooperative will help you collect your monthly fees 
� How the Housing Management Cooperative will help you identify new people to live in your Housing Cooperative when the existing 

people leave 
� What you will pay the Housing Management Cooperative to do the above tasks 
 
 

PPaatthh  44::    Housing Cooperative statutes 

 
b)       Required 
 
c)      Destination    
� Approved statutes and certificate of incorporation 
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d) Decisions that need to be made along the way 
� What changes do we want to the model statutes? 
� What will the share price and membership be? 
� When will we hold our inaugural meeting? 
� What is our interim layout plan and who is allocated to which interim unit? 
� What will the house rules be? 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� Consultants to the Housing Management Cooperative (e.g. lawyers) 
� The registrar of cooperatives department in government 
 
f) Explanation 
 
Each Housing Cooperative is a separate legal organisation.  Each Housing Cooperative elects its own board of directors from its 
members.   Each Housing Cooperative has to formally register with the registrar of cooperatives so it can take ownership of the land 
and you can get a government subsidy. 
 
The Housing Management Cooperative has developed a standard model set of statutes that the registrar of cooperatives has already 
approved.  If your Housing Cooperative does not significantly change these statutes you will not have any problems registering your 
Housing Cooperative.  The Housing Management Cooperative will help you register your Housing Cooperative. 
 
These statutes are like the constitution of the Housing Cooperative which explain how the management structure works and how 
finances are managed.  It also explains what will happen when you leave the Housing Cooperative.   
 
The land that a Housing Cooperative owns is called the cooperative block.  Within this cooperative block there are two type of land, 
common space, which all the members of the Housing Cooperative can use and personal space, which is allocated to different 
members. 
 
When you join the Housing Cooperative you have to buy a share in the Housing Cooperative for a small amount and sign the share 
certificate. 
 
The share certificate makes you a shareholder in the Housing Cooperative.  You become a part owner of the Housing Cooperative.  
The Housing Cooperative then owns the land and houses.  You are able to elect a board of directors for your Housing Cooperative, 
from the membership, which will run the affairs of the Housing Cooperative. 
 
The share certificate links your share in the Housing Cooperative to a particular unit or personal space within the housing cooperative.  
You have the right to live in that unit and use the common space as long as you pay your fees and abide by the rules of the housing 
cooperative. 
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PPaatthh  66::    Land ownership 

 
b)       Enforced 
 
c)      Destination    
� Title deed in the name of the Housing Cooperative 
 
d) Decisions to be made along the way 
� When will the land be transferred to the Housing Cooperative? 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� The local authority 
� The people selling you the land 
� Advisors and consultants (e.g. lawyers) for the Housing Management Cooperative 
 
f) Explanation 
 
The Housing Cooperative has to own the land before it can start to build on the land or at least have an agreement in place with the 
present owners of the land (e.g. the local authority) that it can develop the land. 
 
A conveyencer, or person who is legally able to transfer ownership from one person to another, has to be used to follow the correct 
procedures to transfer land ownership. 
 
This path has to be coordinated with the present owner of the land and the municipality.  There are a number of steps involved in this 
process.  It is difficult to list these steps in this document as the Housing Management Cooperative will have to work closely with the 
municipality to identify all the steps and complete them.  The Housing Management Cooperative will advise you when they have more 
clarity on the details of this step.  It is important that you keep asking your Housing Management Cooperative what is happening with 
this path as this is an important path that could hold you up at the next intersection. 
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PPaatthh  77::    Policies 

 
b)      Enforced 
 
c)      Destination     
� Approved policies for: 
� allocation 
� maintenance (including latent defects) 
� monthly fee 
 
d) Decisions to be made along the way 
� What will our policies be for the above mentioned topics? 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� Other Housing Cooperative's 
 
f) Explanation 
 
It is a good idea to develop the policies on the above topics before you start to build your house.  If you do not have these policies in 
place by the time you move into your Housing Cooperative you could experience problems.  If the policy is not written down and 
agreed then people will have different understandings on what has been discussed.  For example, if one of the water pipes breaks and 
there is no clear maintenance policy, no one will want to take responsibility for fixing the broken pipe.  There may be argument over 
who can move into which house or how much money each member has to pay each month and for what. 
 
You have to start with some form of agreed policy.  If you want to change them you can then discuss it and put the agreed changes in 
writing.  When you live in your housing cooperative and get experience you will be able to change these policies to be more 
appropriate for what you want.  Agreed changes will only come into effect when they are approved. 
 
These issues will be discussed in more detail latter in the handbook.  
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PPaatthh  88::    Block planning 

 
b)       Enforced 
 
c)      Destination   
� certified plan for: 
� Surveyed personal spaces 
� Services (water, sewerage, etc.) 
� House 
� Environment improvement features 
 
c) Decisions to be made along the way 
� What common space do we want? 
� What level of services do we want? 
� What type of houses do we want? 
� What environmental features do we want? 
� What material do we want to use? 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� Consultants for the Housing Management Cooperative/Housing Cooperative 
� The local authority 
 
f) Explanation 
 
This is one of the more interesting paths.  It is also the path where you can make many decisions about what you want your 
environment to look like.   
 
The Housing Management Cooperative may have employed a professional team of architects and engineers to work with you and help 
you plan your houses.  These consultants will organise a workshop where you will be able to learn more about what your housing 
cooperative can look like.   
 
If the Housing Management Cooperative has not employed a professional team they will have set aside money for you to do this from 
your budget and will help you employ a design team. 
 
The subsidy that the Housing Management Cooperative has got from government will be used to pay these consultants.  They have 
been employed to work with you to design your housing cooperatives.  You must meet with these consultants and explain to them what 
you want. They will advice you on what they think is possible given the limited funding available.   
 
The information document - guidelines for cooperative block planning, is a useful document to look through and it will give you 
lots of ideas about what your environment can look like. 
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A number of steps are required to get through this path. These include: 
� Reading the guidelines and discussing as a Housing Cooperative what you want 
� Attending a workshop where the professional will help you plan your housing cooperative services and houses 
� Comparing what you want to build with your budget and making the necessary changes so you can afford to build your houses 
� Discussing your draft plans with your members and reaching agreement on what your housing cooperative will look like 
� Getting the consultants to produce a detailed and final plan and budget for your housing cooperative 
� Getting the consultants and the Housing Management Cooperative to submit this final plan to the municipality for them to look at 

and advice you on your plans 
� Getting the municipality to sign a certificate accepting the plans and budget for the services and houses.  
 
The Housing Management Cooperative and the consultants will work with you to take you through these steps. 
 
 
 

PPaatthh  99::    Voluntary labour 

 
b)       Option 
 
c)       Destination 
� Signed job descriptions for Volunteers 
 
d) Decisions to be made along the way 
� How many hours will you provide for volunteers 
� Which volunteers will do which work 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� The LA 
� The contractor 
 
f) Explanation 
 
The cooperative housing approach allows each housing cooperative to decide how it wants to build its houses.  One approach is where 
people are expected to put in some voluntary labour towards building each other’s houses.  This is called mutual help. 
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The reason for this is that you can save lots of money on wages and labour by doing the building yourself.  The savings made can then 
be used to purchase more material and build a bigger and better house. 
 
You need to establish rules for how people are going to volunteer their time to build each other’s houses.  These rules must be agreed 
to by everyone before you start to build your houses. 
 
The document, a home of your own is a good place to start to learn about different construction methods.  You should use the study 
circle learning technique with all the members involved so that everyone understands what is involved in voluntary labour and can 
contribute to make the necessary decisions. 
 
Hold exchange visits to other cooperatives to learn from their experience and offer them advice.  If you help them build their houses 
they may help you build your houses. 
 
 
 

PPaatthh  1100::    Contractor employed 

 
b)      Option 
 
c)      Destination 
� Contract with building contractor to build you houses 
 
d) Decisions to be made along the way 
� What you will do using a contractor and what you will do yourself? 
� Who you will use as a contractor? 
 
f) Explanation 
 
Your housing cooperative may decide to use a builder to do some or much of the construction work.  You will have to pay the builder to 
do this from either your own money or from the subsidy money (this will mean you have less money for materials and therefore a 
smaller house).   However, the builder may be able to get material cheaper and because s/he has experience will be able to know how 
to save money in construction without affecting quality to much. 
 
You should always speak to more then one contractor to compare their work.   You can also speak to other housing cooperatives to 
find out who they used and how  they liked the contractor they used. 
 
You must always make sure the contractor knows what you want her or him to do.  For example, with housing cooperatives you may 
want the contractor to also do the water and sewerage piping.  Many builders do not have experience in this part of the work.  
 
There are a number of criteria you must use when deciding on a contractor: 
 
� Who can do all the work you need 
� Who is the cheapest 
� Who has the most experience 
� Who is prepared to employ local labour and work a little with volunteers 
� Who has the money and equipment to start 
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To make it easy for you, the whole housing cooperative should choose one contractor to do all the work for all the houses.   This 
contractor can work with sub contractors for specialist areas of work like plumbing and road construction. 
 
Once you have chosen a contractor your housing cooperative needs to enter into an agreement with the contractor to do the work.   
This agreement must specify what wok the contractor will do, how they will be paid, and the timeframes and penalties for slow or bad 
work. 
 
 

Your contract needs to be clear about when the contractor will start.  This must take into account when you will get 
permission to start building from the municipality and from the housing management cooperative who will be managing the 
subsidy funding. 
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PPaatthh  1111::    CContinue saving 

 
b)      Option 
 
c)      Destination 
� Enough saved to get a good loan 
 
d) Decisions to be made along the way 
� How much will you save? 
� Will you save with your existing scheme or as a housing cooperative? 
 
e) Who else is on the path 
� The Housing Management Cooperative 
� The Savings and Credit Cooperative 
 
f) Explanation 
 
Once you are allocated to a housing cooperative you may think that you don’t have to save anymore because you have got the saving 
points and have been allocated.  It is advisable, however, that you continue to save for a number of reasons.  The first is that the more 
you save the bigger loan you will be able to apply for.  Also you need to get used to putting money away when you move into your 
Housing cooperative you have practice in monthly savings. 
 
There are two ways you can continue to save: 
� saving with the saving scheme you are presently using:  This is the easiest as you just carry on saving with the scheme nearest to 

you and you are used to.  
� saving as part of your new housing cooperative:  You may have to organise special meetings as the members of your new housing 

cooperative may come from different areas.  You can use these opportunities however to get to know each other. 
 
Keep saving every month - the more you save the more you could get as a loan 
 
Speak to the private sector and organise fund raising events.  You will need as much extra support as you can get when you start 
building your houses. 
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PPaatthh  1122::    Subsidy screening 

 
b)      Enforced 
 
c)     Destination 
� Member approved by government as qualifying beneficiary 

 
d)     Decisions 
� None 
 
e)     Who else is on the path 
� The Housing Management Cooperative 
� The provincial government 
 
f)     Explanation 
 
The government wants to make sure that the housing subsidies it provides goes to those whom it is targeted - the poor and needy.  In 
order to do this it has established a data base of all the people it has already given subsidies in the country.  Before government 
provides subsidies to new projects it checks that the people who are going to live in that project have received previous subsidies or 
not and the information given by the members is correct.  To qualify for a government housing subsidy a person must: 
 
� have a household income of less then R3 500 per month  
� be over 21 years of age 
� have dependents 
� be a South African citizen 
� not have received a government housing subsidy before 
� not have owned property before 
 
Each member that is allocated to a housing cooperative has to fill in forms which get submitted to government for it to do these checks.   
If anyone is found to have already received a subsidy or not qualify for any other reason they are unable to continue in the project. 
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PPaatthh  1133::    Block manufacture 

 
b)     Option 
 
c)     Destination 
� Building blocks for your houses 
 
d)     Decisions to be made along the way 
� When you will start making your blocks? 
� Where you will make and store the blocks? 
� What security will you have? 
� How will you transport the blocks? 
 
e)    Who else is on the path 
� Housing Management Cooperative 
 
f)       Explanation 
 
You can save a lot of money if you make your own building blocks.  The Housing Management Cooperative can help you get the block 
making machines and find a place for you to make and store your blocks.   
 
There is a lot that has to be done before you can start building your housing cooperative.  Many of the paths that have to be followed 
do not involve all the members of the housing cooperative.  The members may feel that not much progress is being made while all this 
planning and preparation is taking place.  If the members are encouraged to start making blocks early they can begin to get a sense of 
achievement.   
 
The process of organising the block manufacture is also a good time for members to get to know each other and lean to work and 
organise as volunteers.  Your housing cooperative can start to record the hours that members contribute to the houses during this 
process. 
 

♦♦  MMiilleessttoonnee  
starting to build your houses 

 
If you have traveled along all the enforced paths and those option paths you have chosen you are now able to move forward towards 
the next milestone  - your completed house.   
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Other Paths 

 
While you have been traveling along these paths, other organisations have been traveling along their own path.  They have to also 
reach this milestone before you can move forward in the next phase.  You now need to check that the other people and organisations 
that also have to travel along their own paths have done so.  You will not be able to proceed if one of these other organisations has not 
traveled along one of these paths.  These other paths that join at this milestone include:   
  

1. Other plans; Other Housing Cooperative's, also with the support of the Housing Management Cooperative, have to complete 
their own cooperative block planning exercises.  To make the management of the construction easier, it I better if all the 
Housing Cooperative's are able to move forward into the construction phase at the same time.  You have to make sure that 
your plans fit in with the other plans, for example that your access points to neighbouring blocks is the same as these 
neighbouring blocks. 

 
2. Bulk infrastructure: The municipality has to make sure that there is bulk infrastructure in place, such as main roads, connector 

water pipes and sewer lines.  The municipality will not let you build your houses if there is no water, for example, for you to 
connect into. 

 
3. Land subdivision: The municipality and the Housing Management Cooperative have to plan the cooperative locks and get 

them registered with the surveyor generals office and the title deeds registry so that they can sell the land to your housing 
cooperative.  This is a long process with many steps and stages, and involves for example, advertising in the local newspaper 
that there will be a new development in the area so people can come forward and make comments and objections to the 
development.  It is important that you ask your Housing Management Cooperative for an update on progress with this path as 
it could create delays if the municipality does not complete the path on time. 

 
4. Agreement with provincial Housing development Board (PHDB):  Once the PHDB has approved your project the Housing 

Management Cooperative has to enter into a formal agreement with  them.  This agreement outlines what the Housing 
Management Cooperative will do with the money, how it will be transferred to the Housing Management Cooperative, where it 
will be kept and how reporting will be done. 

 
5. Skills training: The Housing Management Cooperative will negotiate with the Department of Labour and training institutions to 

undertake construction skills training courses for some of the members.  You should try and get this skills training to happen 
while you are still moving along some of the previous paths so that you have the skills when you start building. 

 
6. Housing Management Cooperative establishment: The Housing Management Cooperative and PHDB have to enter into an 

agreement on how the Housing Support Grant will be managed.  The Housing Management Cooperative then has to employ 
staff and establish a physical office so that it can perform its function as a support organisation. 

 
Once you have completed all your paths and reach this milestone, and all the other organisations have traveled along their own paths, 
you now are ready to move towards the next milestone  -  the completion of the houses and moving in. 
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Phase 4:    House construction 

 

 
 
If you have successfully completed all the previous paths, the next path should be an easy path to travel.   There is now one main path 
you have to travel with a number of steps along it. 
 

  
 
 
 

PPaatthh  11::    Your house 

 
b)      Enforced 
 
c)      Destination 
� A completed shell house with water and toilets 
 
d)      Decisions to be made along the way 
� What your Housing Cooperative must do to respond to problems you experience along the way? 
� How are you going to deal with unforeseen problems and issues? 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Builders 
� Municipality 
� Certifier/ Accounts Administrator 
 
f) Explanation 
 
You now have to implement the plans you have developed.  The steps and tasks involved will depend on what construction approach 
you have chosen.    This path involves getting on and doing the job.  In order to move along this path there are a number of steps you 
have to follow, one after the other.  There are also a number of tasks you will need to perform regularly throughout the process. 
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Steps 
 
There are a number of steps involved along this path:  
 
For services: 
 

1. Preparing the site 
2. Surveying the personal spaces 
3. Putting in pipes 
4. Building the paths 

 
For house: 
 

Pre house construction 
5. Laying foundations 

House construction 
6. Building walls and putting in windows and doors 
7. Erecting the roof 
8. Putting in the plumbing 

Finishing touches 
9. painting 
10. Allocating the units 
11. Handing over the shell house 

 
Tasks 
 
During these steps there are a number of tasks that you need to regularly perform, these include: 
 

1. Working with your supervisor or contractor 
2. Managing volunteers or workers 
3. Managing material  
4. Making payments 
5. Securing the site 
6. Insuring the material and site 
7. Protecting the environment 
8. Being gender sensitive 
9. Accommodating children 
10. Arranging for food 
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11. Phasing the construction 
12. Certifying stages 

 
The document – “A home of your own “  is available to describe in more detail these steps and tasks as they relate both to the mutual 
help construction and small contractor construction approach. 
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PPaatthh  22::    Moving into your house 

 
b)      Enforced 
 
c)      Destination 
� Furniture, family, etc. in your new house 
 
d)      Decisions to be made 
� How are you going to move your furniture etc? 
� When are you going to move into your house? 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
f) Explanation 
 
You need to decide if you are going to move into your house before you personalise it or not.  If you plan to use your own money to 
add on and improve your house you may want to delay moving into your house so builders can improve your house.  Don’t forget to get 
permission from the housing cooperative before you make any of these changes.   You may want to work together with other Housing 
Cooperative members and share transport etc. to move all your furniture, equipment and clothes.  
 
 

♦♦  MMiilleessttoonnee  
Moving into your house 

 
You have now reached the milestone where you are living in your house.   It is time for celebration. 
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Phase 5:   On going management 

 

 
 

Your journey of living in a housing cooperative has not ended.  There are still many things you have to do both as an individual and a 
housing cooperative. 
 
The next milestone you need to aim for will be in 4 years time when your housing cooperative has to decide how it wants to continue 
working as a Housing Cooperative.  Four years from when you move into your houses your housing cooperative can either: 
 
• stay as it is,  
• change to a full equity housing cooperative,  
• transfer ownership of personal spaces to the individuals and keep the common space in the hands of the housing cooperative; or  
• transfer the personal space to the individuals and transfer the common space to the local authority. 
 
 
 

PPaatthh  11::    HHome improvement loan 

 
b)      Option 
 
c)      Destination 
� approved home improvement loan 
 
d)      Decisions to be made along the way 
� Do you want to apply for a home improvement loan? 
 
e) Who else is on the path 
� SACCO 
� Housing Management Cooperative 
 
f)   Explanation 
 
One source for getting more money to build a bigger house is from your local Savings and Credit Cooperative.  You will have to apply 
in time so that you can use the money to improve the house as soon after the shell house is completed.  The Savings and Credit 
Cooperative and the Housing Management Cooperative will explain what you can do and will help you apply for this loan. 
 
Besides saving to get point for allocation this is the main reason you have been saving your money - so you can add onto the house 
that you have built with government subsidies. 
 
 

PPaatthh  22::    Personalising your home 

 
b)      Option 
 
c)      Destination 
� A house that addresses your needs 
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d)      Decisions to be made along the way 
� What things do you want to do to personalise your house? 
 
e) Who else is on the path 
� Housing Management Cooperative  
� Builder 
 
f)    Explanation 
 
The funding available from the government is only enough to provide you with a shell house - that is the outside walls and the roof.  If 
you want to expand your house or upgrade it you have to use your own funding for this.   
 
The houses will only be allocated once the shell is complete.  Once you know which house you are getting to can then see what you 
want to do with it to personalise it.  Personalising involves adding on, painting the house, making the garden like you want it, etc. 
 
Remember that any additions or extensions you make you have to get approved by the Housing Cooperative.  This is so that if you 
leave the Housing Cooperative you can transfer your share to the incoming person at the value of the improvements. 
 

 
 
 

PPaatthh  33::    Home improvements and expansion 

 
b)      Option 
 
c)      Destination 
� A house that meets the members needs and is affordable 
 
d)      Decisions to be made along the way 
� What improvements do you want to make 
� What priority improvements do you want to make immediately given your limited money 
� Who will do the improvements 
 
e) Who else is on the path 
� Builder 
� Housing Management Cooperative 
 
g) Explanation 
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The housing cooperative uses the money from government to build a basic house.  This is a small house with maybe a few rooms or 
maybe not even any internal walls. 
 
You can decide as a family or household how you want to expand you house.  Each household can decide how it wants to expand the 
house to suite their needs and their pockets. 
 
 

 
 
Examples of the type of improvements that you could make include: 
� Putting in internal walls to divide the rooms 
� Putting in a ceiling to make the house cooler in summer and warmer in winter 
� Adding on extra rooms 
� Adding on a veranda 
� Painting the house with better paint and different colour 
� Improving the quality of the plumbing  
� Putting in an electrical system in the house 
 
Remember that you have to also look at the long-term affordability of adding on to and improving your house.  For example: 
� Improving the plumbing may mean more water used a month (it may also be more efficient) 
� Putting in electricity may mean more electricity each month (it may also be cheaper then existing energy options (e.g. gas cooker)) 
Adding on a room may increase the insurance to your house and the rates (taxes) you have to pay to the local authority 
 
 

PPaatthh  44::    Maintenance of common and personal space 

 
b)      Enforced 
 
c)      Destination 
� The property of the common and personal space maintained well 
  
d)     Decisions to be made along the way 
� What maintenance do you have to do in your housing cooperative 
� Who will be responsible for maintaining what 
 
e) Who else is on the path 
� Housing Management Cooperative 
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f) Explanation 
 
The housing cooperative is divided into personal and common space. 
 
Personal space is that piece of land and house that has been allocated to you and is linked to your share in the housing cooperative.  
The common space is the land and facilities and services that are used by all the members of he housing cooperative. 
 
Generally the household (you) is responsible for looking after the personal space and  the house and the housing cooperative as a 
whole is responsible for maintaining and looking after the common space.    
 
The housing cooperative may, for the first few months, take responsibility for maintaining the house so that any problems that develop 
as a result of poor construction can be fixed by the housing cooperative. 
 
 

 
 
Remember that you as a member of the housing cooperative will have to pay to a common maintenance fund so that any maintenance 
work in the common space can be fixed. 
 
It is important to properly maintain your property because if you don’t then when something breaks it may be more expensive to fix.  
For example if the pipes break they could flood the houses causing lots of damage to walls and floors and furniture.    
 

You can use the housing management cooperative to help you maintain your house.  For example, the Housing Management 
Cooperative will be able to organise for plumber to come and fix any broken pipes in the common space.  
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PPaatthh  55::    SSeeccuurriittyy 

 
e)      option 
 
f)      Destination 
� The people and property of the housing cooperative are secure 
  
g)     Decisions to be made along the way 
� What will you do to secure your housing cooperative 
� What rules will you have to make sure people are secure 
 
e) Who else is on the path 
� Housing Management Cooperative 
� Other housing cooperatives 
 
f) Explanation 
 

 
 
 

The housing cooperative can make their property very safe.  The housing cooperative can prevent unwanted people from coming onto 
its property.   Fencing can be placed around the edge of the housing cooperative.  You must be careful however that you don’t  make it 
difficult for people to have friends and to run businesses from their homes. 
 
The housing cooperative house rules can make rules for who can come onto the property and who can’t. 
 
Alarm systems and ‘panic buttons’ for people who are attached in their home can be put in. 
Because everyone knows each other, the members of the housing cooperative can check on each others houses.   
Housing cooperatives can work together and establish a neighbourhood watch to check that the neigbourhood is safe. 
 
 
 

PPaatthh  66::    Refuse removal 

 
b)      Enforced 
 
c)      Destination 
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� refuse from the housing cooperative effectively managed  
 
d)      Decisions to be made along the way 
� What type of refuse removal will you use 
� What recycling will you do 
 
e) Who else is on the path 
� Municipality 
� Housing Management Cooperative 
 
f)  Explanation 
 
The municipality is not able to bring its big tucks into the housing cooperative common space as there is not enough room to turn 
around.   The housing cooperative members have to find a way to collect the rubbish from the houses that is efficient.  Examples 
include: 
 
A central refuse collection bin at the entrance to the block .  Each member caries there rubbish from there house to this central point 
and then the municipality come and remove the rubbish from this central point 
 
A special business is employed to collect the rubbish from peoples homes and then to take it to a central point used by many housing 
cooperatives and from where it is taken away by the local authority 
 

 
 
The housing cooperative can also think about recycling, where the members place there rubbish (either at home or in the central point0 
in different containers, with one for plastics, one for glass, one for paper, one for organic material (e.g. food or vegetation) and one for 
general rubbish. 
 
Remember the best way to remove rubbish is not to make rubbish in the first place. 
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PPaatthh  77::    Monthly fee amount 

 
b)      Enforced 
 
c)      Destination 
� Monthly fee amount accurately reflects the costs and is sustainable 

 
d)      Decisions to be made along the way 
� What will you ask each individual to be responsible for themselves 
� What will you be responsible for as a group or housing cooperative 
� What amount of money will you ask for each amount 
� How will you decide how to change the monthly fee in future 
 
e) Who else is on the path 
� Municipality 
� Housing Management Cooperative 
 
f) Explanation 
 
The housing cooperative needs to collect money from its members every month to pay certain expenses.  The housing cooperative has 
to work out what its expenses are and how much it must then ask each of its members to contribute. 
 
The type of things that have to be considered from a collective point of view include: 
� Insurance 
� Rates and taxes 
� Administration fee 
� Common space maintenance fund 
� Insurance on basic house and common facilities 
� Loan repayment for any loan for common space facilities or space 
� General/ emergency savings 
 
As an individual you will be responsible for the following: 
� Water consumption 
� Electrical usage 
� Home loan repayment 
� Additional insurance on additions 
� Maintenance savings for personal space 
 
The housing cooperative can decrease some of these costs by: 
 
� Negotiating to get lower rates from the municipality because the housing cooperative will do some of the work itself (e.g. take 

refuse to a central point or keep the common spaces clean) 
� Working together with other housing cooperatives to get cheaper rates (e.g. cheaper price from plumber to come and fix broken 

pipes) 
� Getting its members to do some of the work for free (e.g. cutting the grass in the common space) 
 
 
 

PPaatthh  88::    Monthly fee collection 

 
b)      Enforced 
 
c)      Destination 
� Monthly fees are effectively collected each month 
 
d)      Decisions to be made along the way 
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� Who will collect the monthly fees 
� What will happen if a person does not pay 
 
Others 
� Housing Management Cooperative 
 
e) Who else is on the path 
� Municipality 
� Housing Management Cooperative 
 
f) Explanation 
 
The Housing Management Cooperative will provide a monthly fee collection service to housing cooperatives if the Housing Cooperative 
has entered into a on going management agreement with the Housing Management Cooperative.  The Housing Management 
Cooperative keep a separate account for reach housing cooperative and keep a record of who has paid what fees and also a record of 
what expenses have been paid. 
 
Each household member will pay their monthly fees to an identified person.  This may be the treasurer of the Housing Cooperative or 
the person employed by the housing management cooperative to look after the buildings.  This person will give the money to the 
Housing Management Cooperative to keep a record of who has paid what. 
 
The Housing Management Cooperative will provide the Housing Cooperative with a report at the end of each month on who has paid 
what money.  
 
If you do not pay your monthly fees then there is a whole eviction process that is followed. 
 
The collection procedure for water, electricity and other expenses that are not managed by the Housing Cooperative will be done 
according to the procedure as determined by the provider (e.g. electricity supplier). 
 

 

PPaatthh  99::    Eviction process 

 
b)      Enforced 
 
c)      Destination 
� Those that are not paying fees are fairly evicted 
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d)     Decisions to be made along the way 
� What procedure will be followed to evict a person 
� What assistance can members be given if they cat pay 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
f) Explanation 
 
The Housing Cooperative is responsible for paying the local authority for refuse removal, fire availability and many other services.  The 
local authority includes all these charges in its rates and taxes.  The Housing Cooperative is also responsible for maintaining the 
common space and for insurance.  The Housing Cooperative has to get the money to pay for these services from its members.  If one 
member does not pay then the other members have to pay more. 
 
The Housing Cooperative may want to differentiate between those that don’t want to pay and those that cant pay.  For those that cant 
pay the Housing Cooperative must first look at ways that the Housing Cooperative can help the member to pay. 
 
The Housing Management Cooperative will inform the Housing Cooperative who has not paid there monthly fees.  The Housing 
Cooperative will then speak to the member and try and get the member to pay or make a plan so that the member is able to pay. 
 
If the member still does not pay then the member is given a formal eviction notice.  From this stage onwards the legal eviction process 
of going to courts is followed and the member is evicted. 
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PPaatthh  1100::    Member participation 

 
b)      Enforced 
 
c)      Destination 
� All members adequately participate in the affairs of the housing cooperative 
 
d)      Decisions to be made along the way 
� What mechanisms will your Housing Cooperative use to involve members in the decisions and activities of the Housing 

Cooperative 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
f) Explanation 
 
The main way that members participate is by voting for who they want to be on the board of directors to manage the affairs of the 
Housing Cooperative.  However, the Housing Cooperative must find ways to involve members on a more on going basis. 
 
The Housing Cooperative should establish different sub committees to deal with different issues.  Members and member families of 
households can be elected onto these sub committees.  When electing committees it is important to try and get most, if not all, the 
members involved in at least one committee.  The type of committees include: 
� Maintenance committee 
� Social committee 
� Financial committee 
� Youth committee 
� Aged committee 
 
The Housing Cooperative can also look at producing newsletters, posters and pamphlets to keep its members informed about what is 
happening in the Housing Cooperative.  
 
During the on-going management phase the Housing Cooperative can also use the voluntary labour policy to get members to 
contribute their time to working to maintain and keep the housing cooperative going.  Volunteers could be used to: 
� Organise parties and social activities 
� Maintain the common space of the Housing Cooperative 
� Keep the financial books of the Housing Cooperative up to date 
� Visit and look after members and households that are experiencing problems. 
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PPaatthh  1111::    Socio economic wellbeing 

 
b)      Option 
 
c)      Destination 
� Housing Cooperative members are able to afford to live in the housing cooperative 
 
d)      Decisions to be made along the way 
� What can the Housing Cooperative do to help members that are experiencing financial or social problems? 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
f) Explanation 
 
The housing cooperative is like an extended family.  If one of the members or a person from one of the households experiences a 
problem the whole housing cooperative should find a way to help that member or household. 
 
The social committee in the Housing Cooperative could be responsible for meeting with and talking to households that are 
experiencing problems to see if they can help them 
 



Handbook  - The Co-operative Housing Process 
 

 
© Afesis-corplan 2002 

53 

 
 
One of the more common problems may be that the household is unable to afford the monthly fee due to a loss of work or family 
tragedy.  The Housing Cooperative needs to 
 
The Housing Cooperative could work with other Housing Cooperative's through the Housing Management Cooperative to establish a 
socio economic development department or committee in the Housing Management Cooperative to look at ways that the Housing 
Management Cooperative can help housing cooperative members.  For example the Housing Management Cooperative could: 
� establish a relationship with the department of labour to provide training to its members 
� negotiate with a labour recruitment agency to inform it of any openings for jobs 
� organise study circles for Housing Cooperative members on  things like small business development 
� organise to get cheap business sites where members could start small businesses. 
 
 

PPaatthh  1122::    SShare transfer amount 

 
b)       Enforced 
 
c) Destination 
� The housing cooperative shares are appropriately priced 
 
c)      Decisions to be made along the way 
� What formula will be used to work out the share transfer amount 
 
e) Who else is on the path 
� Auditor 
� Housing Management Cooperative 
 
f) Explanation 
 
When a person leaves the Housing Cooperative they have sell there share in the housing cooperative to an incoming person.  The 
share entitles a member to occupy a particular personal space in the housing cooperative for as long as they pay their monthly fees 
and follow the rules.  The price that the member is able to sell the share is fixed.  The person can not just offer the share to anyone 
who is prepared to pay the highest price for the share.  
 
The Housing Management Cooperative helps the Housing Cooperative to work out this share transfer amount. 
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The share amount is worked out in the following way: 
� The original share price the outgoing member paid when they moved into the personal space 
� Plus the approved value of any improvements made by the member with their own money (remember that the member must first 

get permission to from the Housing Cooperative to make improvements.  If the member does not get this permission then any 
improvements made without this permission will not be taken into account when working out the share price) 

� Plus a proportion (based on how many members there are in the housing cooperative) of any approved improvements made by 
the housing cooperative in the common space   

� Plus an inflationary increase to the value of these improvements.  To make it easier the housing cooperative can assume this is 
0%. 

� Less depreciation.  This can also be assumed to be 0%. 
� Less any administration fee from the Housing Cooperative for managing the share transfer process. 
 
It must be noted that in this example of restricted share transfer the member does not receive any benefit from the subsidy (i.e. they 
are unable to sell the subsidy portion of the share only the portion they have invested in the unit).  The outgoing member is therefore 
entitled to receive another housing subsidy in future. 
 
 

PPaatthh  1133::    Share transfer process 

 
b)      Enforced 
 
c)      Destination 
� The Housing Cooperative shares are transferred from outgoing to incoming member 
 
d)     Decisions to be made along the way 
� What process will be followed for transferring the share 
 
e) Who else is on the path 
� SACCO 
� Housing Management Cooperative 
 
f) Explanation 
 
The process that is followed depends on why the share is being transferred.   
 
If the outgoing member died and is transferring their share through inheritance than the share is automatically transferred to the person 
who is inheriting the space, provided the person receiving the share will be using the house.  
 
If the outgoing person is voluntary leaving or is evicted then the share is offered to the next person on the savings waiting list of the 
housing management cooperative. 
 
The Housing Management Cooperative is responsible for identifying the incoming person.  The following process is followed: 
� The housing cooperative offers the share to the top person on the savings list of the housing management cooperative. 
� The Housing Cooperative is able to refuse this person if the person is unable to afford the on going fees or has a record of bad 

social behaviour. 
� The member is able to reject the offer to move into the housing cooperative if they do not want to live in that Housing Cooperative 

or are unable to pay the share amount. 
� If after 5 offers, where either the member or the Housing Cooperative have refused or rejected the offer, the share is offered to the 

first person from the Housing Management Cooperative waiting list who is eligible to receive a house and is prepared to pay the 
share amount or the next highest share amount. 

  
 
 

PPaatthh  1144::    New member induction 
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b)      Destination 
� New members feel welcome and know how the Housing Cooperative works 
 
c)      Decisions to be made along the way 
� How will you help and who is responsible for helping new members? 
 
e) Who else is on the path 
� None 
 
f) Explanation 
 
The people who live in housing cooperatives know all about how the cooperative works, such as where they pay their monthly fees and 
who is responsible for maintaining different things when they break.  This is all new for new members and new members may be a little 
confused and scared when they move into a new housing cooperative.    The people in the Housing Cooperative also all know each 
other and the new member may feel a little left out.  
 
One way to deal with this problem is for the Housing Cooperative to nominate a person  (a 'mentor') who is responsible for explaining 
to the new person how the Housing Cooperative works and the new person can go to if they have any problems. This mentor will be 
responsible for making sure that the new member and his/ her household feel welcome in the housing cooperative. 
 
 

♦♦  MMiilleessttoonnee  
Continue or close 
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Phase 6:  On going management (after 4 years) 

 

 
 

When you have been living in your housing cooperative for about 4 years and if you have received a housing subsidy from government 
to build your houses you will be able to decide how you want to continue to own your houses. 
 
There are a number of paths you can choose.  Paths 1, 2 and 3 still require some form of housing cooperative to manage the affairs of 
the members.  Paths 1 and 2 are very similar to the paths up to now.  Along path 3 you only keep the housing cooperative to manage 
your common space and facilities.   Path 4 means that the Housing Cooperative can close down as it has finished being useful to the 
members. 
 
It is possible to have a combination of some of these options within a specific housing cooperative but to keep it simple it is strongly 
advisable that if the Housing Cooperative chooses one option then everyone in that housing cooperative should follow that route. 
   

 
 
 
 
 
 
 
 
 

PPaatthh  11::    Restricted transfer cooperative ownership 

 
b)       Option 
 
c)      Destination 
� Cooperative ownership with restricted transfer 
 
d)      Decision to make along the way 
� Will you continue as you have been or will you change your ownership? 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
f) Explanation 
 
This is the same as you are for the first 4 years.  When you leave the Housing Cooperative you transfer our share to an incoming 
person at the formula agreed price. 
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PPaatthh  22::  UUnrestricted transfer (market) cooperative ownership 

 
b)      Option 
 
c)      Destination 
� Cooperative ownership with unrestricted transfer 
 
d)      Decisions to make along the way 
� Will you continue as you have been or will you change your ownership? 
� Will you allow unrestricted share transfer price and new member identification? 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
f) Explanation 
 
In this example you continue just the same as you have been up until now.  You pay your monthly fees, you elect a board of directors 
to manage the affairs of the Housing Cooperative etc.  The only difference in this example is that when you leave the housing 
cooperative and transfer your share you can transfer your share to anyone who is prepared to pay the highest price for the share.     
 
You could still keep the clause that only people who are members of the Housing Management Cooperative can offer a purchase price 
for the share.  This would be so that only people who understand how Housing Cooperative's work are able to buy the share.  
 
In this example, the Housing Cooperative still has the right to reject the incoming person if they feel that the incoming person is unable 
to afford to live in the Housing Cooperative or the person has a bad history of working in cooperatives. 
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PPaatthh  33::    Private ownership of personal space and     
         cooperative ownership of common space 

 
b)      Option 
 
c)      Destination 
� Individual ownership of personal space and cooperative ownership of common space 
 
d) Decisions to be made along the way 
� Will you continue as you have been or will you change your ownership? 
 
e) Who else is on the path 
� Housing Management Cooperative 
 
g)   Explanation 
 
Each household can take ownership of their own personal space which becomes their private property.  The title deeds of each private 
space will be in the name of the person living on the space.  The title deeds of the common space will remain in the hands of the 
Housing Cooperative.  Each Housing Cooperative will still have to pay a small monthly fee to cover the maintenance and upkeep of the 
common space.   The title deeds of each individual private space will have a clause in them that links that unit to the common space. 
 
This option is very similar to sectional title where the individual owns their unit and a portion of the body corporate that owns the 
common space.    Many flats and townhouse complexes are sectional title.  Sectional title could be used and the body corporate could 
act like the housing cooperative. 
 
The Housing Cooperative will have to sub divide the housing cooperative and get the personal spaces registered in the deeds office as 
individual even or plots.  This process will cost the Housing Cooperative some money as they have to pay land surveyours to survey 
the plots and lawyers (conveyances) to transfer the ownership of the individual spaces from the Housing Cooperative to the individual 
home owners. 
 
In this example, the Housing Cooperative has no control of who can move into a house when a person moves. 
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PPaatthh  44::  Private ownership of personal space and local  authority ownership 
of common space 

 
b)      Option 
 
c)      Destination 
� Private ownership of personal space and local authority ownership of common space 
 
d)      Decisions to make along the way 
� Will you continue as you have been or will you change your ownership? 
 
e) Who else is on the path 
� Municipality 
 
f) Explanation 
 
In this example the individuals take ownership of their personal space and the common space is transferred to the local authority.   
 
In this example there will no longer be a strong motivation to keep the housing cooperative going. 
 

♦♦  MMiilleessttoonnee  
Continue… 

 
 
 
 
 


