
   

 

ANNEXURE ‘A’ – MINOR RENOVATIONS BY-LAW 
_____________________________________________________________ 

 

SPECIAL BY-LAW   – MINOR RENOVATIONS 
 
1. Introduction 

 
This by-law sets out the rules you must follow if you intend to carry out minor renovations to a common area in the building in 
connection with your apartment. 
 
2.  Definitions & Interpretation 

 
2.1 In this by-law, unless the context or subject matter otherwise indicates or requires: 
 

(a) “Act” means the Strata Schemes Management Act 2015, 
 

(b) “apartment” means a lot in the strata scheme, 
 

(c)  “building” means the building in the strata scheme in which your apartment is located, 
 

(d) “common area” means the common property in the strata scheme, 
 

(e) “minor renovations” means any work to a common area in the building in connection with your apartment for 
the following purposes: 
 
(i) renovating a kitchen, 
 
(ii) renovating a bathroom in a manner that does not involve waterproofing, 
 
(iii) renovating any other room in your apartment in a manner that does not involve waterproofing or 

structural changes, 

 
(iv) changing recessed light fittings, 
 
(v) removing carpet or other soft floor coverings to expose underlying wooden or other hard floors, 
 
(vi) installing or replacing wood or other hard floors, 
 
(vii) installing or replacing wiring or cabling or power or access points, 
 
(viii) installing or replacing pipes and ducts, 
 
(ix) work involving reconfiguring walls in a manner that does not involve structural changes, 
 
(x) installing a rainwater tank, 
 
(xi) installing a clothesline, 
 
(xii) installing a reverse cycle split system air conditioner or a ducted air conditioning system, 
 
(xiii) installing double or triple glazed windows, 
 
(xiv) installing a heat pump or hot water service, 
 
(xv) installing ceiling insulation, 
 
(xvi) installing an aerial or antenna, 
 
(xvii) installing a satellite dish with a diameter no greater than 1.5 metres, 
 
(xviii) installing a skylight, whirlybird, ventilation or exhaust fan in a roof directly above your apartment, 

 
but cannot include non-minor renovations,  
 

(f) “non-minor renovations” means: 
 

(i) work that consists of cosmetic work for the purposes of section 109 of the Act and any by-law that 
specifies additional work that is to be cosmetic work for the purposes of section 109 of the Act, 

 
(ii) work involving structural changes, 
 
(iii) work that changes the external appearance of a lot, including the installation of an external access ramp, 
 
(iv) work involving waterproofing, 
 
(v) work for which consent or another approval is required under any other Act such as development consent 

of the local council under the Environmental Planning and Assessment Act 1979, 
 



   

 

(vi) work that is authorised by a by-law made under section 108 of the Act or a common property rights by-
law, 

 
(g) “strata scheme” means the strata scheme to which this by-law applies, and 

 
(h) “you” means an owner of an apartment and includes your successors in title. 

 
2.2 In this by-law, unless the context or subject matter otherwise indicates or requires: 

 
(a) headings have been inserted for guidance only and do not affect the interpretation of this by-law, 
(b) references to any legislation include any legislation amending, consolidating or replacing the same, and all by-

laws, ordinances, proclamations, regulations, rules and other authorities made under them, 

 
(c) words importing the singular number include the plural and vice versa, 
 
(d) where any word or phrase is given a definite meaning any part of speech or other grammatical form in respect 

of that word or phrase has a corresponding meaning, 
 
(e) any expression used in this by-law and which is defined in the Act will have the same meaning as that expression 

has in that Act unless a contrary intention is expressed in this by-law, and 
 
(f) if there is any inconsistency between this by-law and any other by-law applicable to the strata scheme, then the 

provisions of this by-law will prevail to the extent of that inconsistency. 
 
3. Minor Renovations Approval Process 

 
3.1 Minor Renovations Require Approval  
 

You may carry out, or permit another person to carry out on your behalf, minor renovations with the approval of the 
owners corporation or strata committee. 

 
3.2 The Approval Process 
 
3.2.1 If you wish to carry out minor renovations you must make an application to the owners corporation in order to seek its 

approval of the minor renovations. 
 
3.2.2 The application must be in writing and sent to the strata managing agent of the owners  corporation or, if there is no 

strata managing agent, to the secretary of the owners corporation. 
 

3.2.3 Your application must contain: 
 
(a) your name, address and telephone number, 
 
(b) your apartment and lot number, 

 
(c) details of the minor renovations,  

 
(d) drawings, plans and specifications for the minor renovations,  
 
(e) an estimate of the duration and times of the minor renovations, 
 
(f) details of the persons carrying out the minor renovations including the name, licence number, qualifications and 

telephone number of those persons, 
 
(g) details of arrangements to manage any resulting rubbish or debris arising from the minor renovations. 
 

3.2.4 The owners corporation may request further information to supplement the information contained in your application but it 
must not act unreasonably when doing so. 
 

3.2.5 The owners corporation may engage a consultant to assist it review your application. 
 

3.2.6 The owners corporation may: 
 

(a) approve your application either with or without conditions, or 

 
(b) withhold approval of your application (but it must not act unreasonably when doing so). 

 
3.2.7 You must comply with any conditions which the owners corporation issues as part of its approval and the conditions 

contained in this by-law. 
 

4. Conditions for Minor Renovations 

 

4.1 Before the Minor Renovations 
 
4.1.1 Before commencing the minor renovations, you must: 

(a) Prior Notice 
give the owners corporation at least 14 days’ written notice. Your written notice must include the estimated start 

date of the minor renovations and the estimated end date of the minor renovations,  

(b) Contractor’s Licence and Insurance Details 



   

 

give the owners corporation a copy of a certificate or other document demonstrating that the contractor who will 

carry out the minor renovations holds a current: 

(i) licence, 
 
(ii) all risk insurance policy which must include public liability cover in the sum of $10,000,000.00,  
 
(iii) workers compensation insurance policy (if required by law), and 
 
(iv) home building compensation fund insurance policy under the Home Building Act 1989 for the minor 

renovations (if required by law), 
 

 
(c) Engineer’s Report 

if requested to by the owners corporation, give the owners corporation a report from a structural engineer addressed 
to the owners corporation certifying that the minor renovations do not involve structural changes, 
 

(d) Acoustic Consultant’s Report 
if the minor renovations will involve removing carpet or other soft floor coverings to expose underlying wooden or 
other hard floors or installing or replacing wood or other hard floors (apart from floor coverings in a laundry, 
lavatory or bathroom), if requested to by the owners corporation, give the owners corporation a report from an 
acoustic consultant certifying the acoustic properties of the new floor coverings,  
 

(e) Dilapidation Report 
if requested to by the owners corporation, give the owners corporation a dilapidation report (which must include 
photographs) concerning the areas of the building the owners corporation requires to be included in that report, 
 

(f) Bond 
if requested to by the owners corporation, pay a bond to the owners corporation in the sum of $5,000 or such other 

amount determined from time to time by the owners corporation, 

(g) Costs 
pay the reasonable costs of the owners corporation incurred in connection with considering or approving your 

application for minor renovations including any consultant’s costs. 

4.1.2 If you have not complied with any of the conditions set out in clause 4.1.1 you must not begin the minor renovations and if 
you have already begun the minor renovations you must immediately stop them. 

 

4.2 During the Minor renovations 

During the minor renovations you must: 

(a) Standard of Workmanship 
ensure the minor renovations are carried out in a competent and proper manner by appropriately qualified and licensed 

contractors utilising only first quality materials which are good and suitable for the purpose for which they are used, 

(b) Quality of Minor Renovations 
make certain the minor renovations are completed in accordance with any specifications for them and comply with the Building 

Code of Australia and any applicable Australian Standard (in the event of a conflict, the Building Code of Australia shall prevail), 

(c) Time for Completion of Minor Renovations 
make sure the minor renovations are carried out with due diligence and are completed as soon as practicable from the date 

of commencement, 

(d) Times for Minor Renovations 
ensure that the minor renovations are only carried out between the hours of 8.00am – 5.00pm on Monday – Friday and 

9.00am – 3.00pm on Saturdays (not including public holidays) and are not carried out any other times,  

(e) Times for Operation of Noisy Equipment 
make sure that percussion tools and noisy equipment such as jack hammers and tile cutters are only used between 

10.00am – 3.00pm and that at least 72 hours’ notice is given to the occupiers of the other apartments in the building by 

a sign prominently displayed on the noticeboard before the use of any such tools and equipment, 

(f) Appearance of Minor Renovations 
ensure the minor renovations are carried out and completed in a manner which is in keeping with the rest of the building, 

(g) Noise During Minor Renovations 
 ensure the minor renovations and your contractors do not create any excessive noise in your apartment or in a common 

area that is likely to interfere with the peaceful enjoyment of the occupier of another apartment or of any person lawfully 

using a common area, 

(h) Transportation of Construction Equipment 
ensure that all construction materials and equipment are transported in accordance with any manner reasonably directed 

by the owners corporation and in a manner that does not cause damage to the building, 

(i) Debris 



   

 

 ensure that any debris and rubbish associated with or generated by the minor renovations is removed from the building 

strictly in accordance with the reasonable directions of the owners corporation, 

(j) Storage of Building Materials on Common Areas 
 make sure that no building materials are stored in a common area, 

(k) Protection of Building 
 protect all areas of the building outside your apartment which are affected by the minor renovations from damage, the 

entry of water or rain and from dirt, dust and debris relating to the minor renovations and ensure that all common areas, 

especially the walls, floors and lift leading to your apartment, are protected by covers and mats when transporting 

furniture, construction materials, equipment and debris through the building, 

(l) Daily Cleaning 
clean any part of the common areas affected by the minor renovations on a daily basis and keep all of those common 

areas clean, neat and tidy during the minor renovations, 

(m) Interruption to Services 
minimise any disruption to services in the building and give the occupiers of the other apartments in the building at least 

72 hours prior notice of any planned interruption to the services in the building such as water, electricity and television 

by a sign prominently displayed on the noticeboard before any such disruption,  

(n) Access 
give the owners corporation’s nominee (which may be its consultant) access to your apartment to inspect (and, if 

applicable, supervise) the minor renovations on reasonable notice, 

(o) Vehicles 
ensure that no contractor’s vehicles obstruct the common areas including the driveway areas other than on a temporary 

and non-recurring basis when delivering or removing materials or equipment and then only for such time as is reasonably 

necessary, 

(p) Security 
ensure that the security of the building is not compromised and that no external doors in the common area of the building 

are left open and unattended or left open for longer than is reasonably necessary during the minor renovations, 

(q) Variation to Minor Renovations 
not vary the minor renovations without obtaining the written approval of the owners corporation or strata committee, 

(r) Costs of Minor renovations 
pay all costs associated with the minor renovations including any costs incurred by the owners corporation engaging a 

consultant to inspect or supervise the minor renovations. 

4.3 After the Minor Renovations 

After the minor renovations have been completed, you must: 

(a) Notify the Owners Corporation 
promptly notify the owners corporation that the minor renovations have been completed, 

(b) Access 
give the owners corporation’s nominee (which may be its consultant) access to your apartment to inspect the minor renovations 

on reasonable notice, 

(c) Restore the Common Areas 
restore all common areas damaged by the minor renovations as nearly as possible to the state which they were in 

immediately prior to commencement of the minor renovations, 

(d) Expert’s Report 
if required by the owners corporation, give the owners corporation a report from a duly qualified building consultant or 

expert addressed to the owners corporation certifying that the minor renovations have been completed in a manner that 

complies with the Building Code of Australia and any applicable Australian Standards, 

(e) Acoustic Consultant’s Report 
if the minor renovations involved removing carpet or other soft floor coverings to expose underlying wooden or other hard 
floors or installing or replacing wood or other hard floors (apart from in a laundry, lavatory or bathroom), if required by the 
owners corporation, give the owners corporation a report from an acoustic consultant certifying the acoustic properties of the 
new floor coverings. 

 

 4.4 Enduring Obligations 

You must: 

(a) Maintenance of Minor Renovations 
properly maintain the minor renovations and keep them in a reasonable state of good and serviceable repair and, where 

necessary, renew or replace any part of those minor renovations, 

(b) Repair Damage 



   

 

repair any damage caused to another apartment or the common areas by the carrying out of the minor renovations in a 

competent and proper manner,  

(c) Prevent Excessive Noise 
ensure that any equipment forming part of the minor renovations does not create or generate any heat, noise or vibrations 

that are likely to interfere with the peaceful enjoyment of the occupier of another apartment or of any person lawfully 

using a common area, 

(d) Flooring 
ensure that any floor coverings installed or exposed in an apartment during the minor renovations are covered or otherwise 

treated to an extent sufficient to prevent the transmission from the floor coverings of noise likely to disturb the peaceful 

enjoyment of the owner or occupier of another apartment (apart from floor coverings in a laundry, lavatory or bathroom), 

(e) Indemnity 
indemnify and keep indemnified the owners corporation against all actions, proceedings, claims, demands, costs, damages 

and expenses which may be incurred by or brought or made against the owners corporation arising out of the minor 

renovations or the altered state or use of any of the common areas arising from the minor renovations or your breach of this 

by-law, 

(f) Insurance 
if required by the owners corporation, make, or permit the owners corporation to make on your behalf, any insurance 

claim concerning or arising from the minor renovations, and use the proceeds of any insurance payment made as a 

result of an insurance claim to complete the minor renovations or repair any damage to the building caused by the 

minor renovations, 

(g) Comply with the Law 
comply with all statutes, by-laws, regulations, rules and other laws for the time being in force and which are applicable 

to the minor renovations and the requirements of the local council concerning the minor renovations. 

5. Bond 

The owners corporation shall be entitled to apply the bond paid by you under the conditions of this by-law, or any part of it, 

towards the costs of the owners corporation incurred: 

(a) repairing any damage caused to a common area or any other apartment during or as a result of the minor renovations, 

or 

(b) cleaning any part of the common area as a result of the minor renovations, 

and the owners corporation must refund the bond, or the remaining balance of it, when you notify the owners corporation that the 

minor renovations have been completed and the owners corporation is reasonably satisfied that you have complied with the 

conditions of this by-law. 

6. Breach of this By-Law 

 

6.1 If you breach any condition of this by-law and fail to rectify that breach within 14 days of service of a written notice 

from the owners corporation requiring rectification of that breach (or such other period as is specified in the notice), then the 

owners corporation may: 

(a) rectify the breach, 
 

(b) enter on any part of the building including your apartment, by its agents, employees or contractors, in accordance 

with the Act for the purpose of rectifying the breach, and 

(c) recover as a debt due from you the costs of the rectification and the expenses of the owners corporation incurred in 

recovering those costs including legal costs on an indemnity basis. 

6.2 Nothing in this clause restricts the rights of or the remedies available to the owners corporation as a consequence of a 

breach of this by-law. 

7. Approvals 

The strata committee may approve minor renovations under this by-law. To avoid doubt, the owners corporation 

delegates its functions under section 110 of the Act to the strata committee. 

8. Specification of Additional Minor Renovations 

 To avoid doubt, this by-law specifies additional work that is to be a minor renovation for the purposes of section 110 of 

the Act. 

9. Decision of Owners Corporation not to Maintain Minor Renovations 

 To avoid doubt, the owners corporation determines that: 



   

 

(a) it is inappropriate for the owners corporation to maintain, renew, replace or repair any minor renovations done 
by you pursuant to an approval granted under this by-law; and 
 

(b) in the light of the obligations imposed on you in this by-law to maintain, renew, replace or repair any such minor 
renovations, its decision will not affect the safety of any building, structure or common area in the strata scheme 
or detract from the appearance of any property in the strata scheme. 

 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 

 
 
 
 

 
 



   

 

ANNEXURE ‘B’ – PROXIES BY-LAW 
_____________________________________________________________ 

 
SPECIAL BY-LAW   – PROXIES  

 
1. Introduction 

 
This by-law sets out rules that must be followed if a person has been given a surplus of proxies.  
 
2.  Definitions & Interpretation 

 
2.1 In this by-law, unless the context or subject matter otherwise indicates or requires: 

 
(a) “Act” means the Strata Schemes Management Act 2015,  
 
(b) “earliest proxy appointment forms” means the proxy appointment forms that were received by the person 

prior to the proxy threshold being exceeded by that person, 
 
(c) “meeting” means a general meeting of the owners corporation being an annual general meeting or an 

extraordinary general meeting, 
 
(d) “Regulations” means the Strata Schemes Management Regulation 2016,  
 
(e) “person” means the person referred to in clause 3.1 of this by-law, 
 
(f) “proxy” means a duly appointed proxy for the purposes of the Act, 
 
(g) “proxy appointment form” means an instrument appointing a proxy in the form prescribed by the Regulations, 
 
(h) “proxy election” means a decision identifying the proxy appointment forms the person will and will not use or 

be able to use at any meeting in relation to which the proxy appointment forms are to operate, 
 

(i) “proxy giver” means an owner who appoints or purports to appoint a proxy by way of a proxy appointment 
form, 

 
(j) “proxy threshold” means the total number of proxies that may be held by a person (other than proxies held by 

the person as the co-owner of a lot) voting on a resolution at a meeting, namely: 
 

(A)   if the strata scheme has 20 lots or less, one, 
 
(B)   if the strata scheme has more than 20 lots, a number that is equal to not more than 5% of the total 

number of lots. 
 
(k) “strata scheme” means the strata scheme to which this by-law applies, and 
 
(l) “surplus of proxies” means more than one proxy appointment form appointing the person as proxy for a 

meeting and the total number of proxy appointment forms the person has been given for that meeting: 
 

(A) exceeds the proxy threshold for that person, or 
 

(B) results in the proxy threshold being exceeded by that person, 
 
(m) “you” means the owner of a lot in the strata scheme. 
 

2.2 In this by-law, unless the context or subject matter otherwise indicates or requires: 
 

(a) headings have been inserted for guidance only and do not affect the interpretation of this by-law, 
 
(b) references to any legislation include any legislation amending, consolidating or replacing the same, and all by-

laws, ordinances, proclamations, regulations, rules and other authorities made under them, 
 
(c) words importing the singular number include the plural and vice versa, 
 
(d) where any word or phrase is given a definite meaning any part of speech or other grammatical form in respect 

of that word or phrase has a corresponding meaning, 
 
(e) any expression used in this by-law and which is defined in the Act will have the same meaning as that expression 

has in that Act unless a contrary intention is expressed in this by-law,  
 
(f) the provisions of this by-law operate to the extent permitted by law, and 
 
(g) if there is any inconsistency between this by-law and any other by-law applicable to the strata scheme, then the 

provisions of this by-law will prevail to the extent of that inconsistency. 
 

3. Rules Where Proxy Threshold Exceeded  

 
3.1 If a person has been given a surplus of proxies the person must make a proxy election.  

 
3.2 A proxy election must be communicated by that person to the secretary of the owners corporation: 



   

 

 
(a) (in the case of a large strata scheme) at least 24 hours before the meeting in relation to which any of the proxy 

appointment forms that are the subject of the proxy election are to operate, or 
 

(b) (in any other case) before the meeting in relation to which the proxy appointment forms that are the subject of 
the proxy election are to operate. 

 
3.3 A proxy election does not have to be communicated by that person to any proxy giver unless it is a condition of the 

appointment of that person as proxy of the proxy giver that the person must communicate any proxy election that relates 
to the proxy giver to the proxy giver.  

 
3.4 If that person does not make a proxy election within the time stipulated by clause 3.2 of this by-law, the chairperson 

must make the proxy election at the meeting in relation to which the proxy appointment forms that are the subject of the 
proxy election are to operate. 

 
3.5 A proxy election by that person or the chairperson must: 
 

(a) give priority to the earliest proxy appointment forms; and 
 

(b) result in those earliest proxy appointment forms being able to be used by the person at the meeting in relation 
to which those proxy appointment forms are to operate. 

 
3.6 Despite clause 3.5 of this by-law, if that person or the chairperson who makes the proxy election cannot determine the 

earliest proxy appointment forms, a proxy election may be made in any manner determined by the person or chairperson 
who makes the proxy election.  

 
3.7 You must take all reasonable steps to ensure that a person you appoint as proxy complies with this by-law. 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 




