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Modification Plan Guidance
for retirement village operators (WA)
Retirement Villages Act 1992 (WA) (the Act) – section 41N
	About this guidance note
This guidance note helps retirement village operators (operators) prepare a clear, complete modification plan for residents. It follows the section numbering in the approved Modification Plan and explains what information to provide, what supporting documents must accompany the plan, and common completion risks. 
This guidance is practical information, not legal advice. Operators should consider this guidance note together with the Modification Plan and the applicable requirements of the Act and Retirement Villages Regulations 2026 before preparing the plan and obtain advice for complex, high-impact or disputed proposals.
For more information about modifications, visit: www.consumerprotection.wa.gov.au/rvmods 


Purpose
This guidance note provides information and examples to help you, as an operator, complete a modification plan using the approved form.
You must use the form approved by the Commissioner under section 41N of the Act to prepare a modification plan. The modification plan must be completed in accordance with section 41N of the Act and the applicable requirements in Schedule 12 of the Retirement Villages Regulations 2026 (the Regulations).
Before preparing the plan 
Confirm that the modification-plan process applies
A modification may include redevelopment or a change to services or amenities. Before relying on an exception or exemption, document the legal basis and retain the supporting evidence. Relevant exceptions may include prescribed modifications, a modification disclosed to each resident before entry into the residence contract, or a non-detrimental modification that does not reduce the range or quality of services or amenities and imposes no additional cost on residents.
Use plain, precise and consistent information
Use the same project name, dates, areas, costs and terminology throughout. Distinguish confirmed facts from estimates. Where space is insufficient, write “See Attachment [number/title]” and ensure the attachment is version-controlled and supplied with every copy of the plan. Any documents that support the proposed modification, including technical drawings, plans and documents providing further information, must be provided to residents with the modification plan. Ensure each attachment is version-controlled and supplied with every copy of the plan.
General guidance and instructions
The Modification Plan is available on the Consumer Protection website in two formats: fillable PDF and Word. You can add your organisation’s logo to personalise the form.
Do not alter the approved form unless the alteration has been authorised and does not change the information required by the form.
Who can complete this form?
Section 3 of the Act provides that the operator includes any person who administers the village, or who administers it on behalf of another person. This means a village manager or administrator can complete this form on behalf of the operator.
How to complete each section
Section 1: Summary of the modification  
1.1 General summary 
Prepare a general summary statement for the proposed modification. A resident should be able to understand the proposal from this summary without reading technical drawings (if relevant). 
The level of detail required will depend on the nature and extent of the proposed modification. Consider including information about:
· what is proposed to change, including the main works, service or amenity change;
· where the change will occur and which buildings, areas or services are involved;
· the scale of the proposal, using quantities, floor areas, site areas or capacity where useful;
· whether the change is temporary or permanent and whether it will be staged; and
· the intended outcome for the village and residents.
	Example general summary:
Redevelopment of an existing bowling green area into a landscaped outdoor recreation precinct
The operator proposes to redevelop the existing underused bowling-green area into a landscaped outdoor recreation precinct. The modification will include removing the bowling green and constructing a covered seating area, accessible walking paths, a community garden and a barbecue area. The works will be permanent and carried out in two stages over approximately four months. 



1.2 Detailed statement of reason or purpose 
Prepare a detailed statement of the reason or purpose of the proposed modification. 
Consider including information about:
· the problem, need or opportunity the proposal addresses;
· any available evidence supporting that need, such as condition reports, demand data, safety advice or resident feedback;
· the objectives and expected benefits, including who receives them;
· reasonable alternatives considered and why the preferred option was selected; and
· any approvals, compliance requirements or contractual commitments driving the proposal.
The example detailed statement continues the example provided in section 1.1 above.  
	Example detailed statement:
Redevelopment of an existing bowling green area into a landscaped outdoor recreation precinct
The existing bowling green is used by a declining number of residents and requires substantial expenditure to repair its playing surface, drainage system and surrounding infrastructure. A resident survey indicates broader demand for outdoor areas that support a wider range of recreational and social activities. 
The purpose of the proposed modification is to replace the bowling green with a more flexible and accessible outdoor recreation precinct comprising a covered seating area, accessible walking paths, a community garden and a barbecue area. 
The operator considered retaining and repairing the bowling green, reducing its size and relocating some proposed facilities elsewhere in the village. The proposed redevelopment was selected because it makes use of an existing central recreation area, provides sufficient space for accessible paths and multiple facilities, and is expected to deliver greater overall use and benefit for residents.
The modification will permanently remove the bowling green and may temporarily restrict access to the surrounding area while the works are undertaken. These impacts, together with the proposed construction arrangements, temporary alternatives and mitigation measures, are addressed in section 6 of the modification plan.




Section 2: Information about the village and operator
About the retirement village
· Use the village’s full registered or commonly documented name, not an informal abbreviation.
· Provide the complete street address, including suburb and postcode. If the village spans more than one lot or address, identify all relevant land in an attachment.
· Enter the memorial number recorded against the village land. Verify it against current title or Landgate records rather than copying an unverified historic document.

About the operator
· Give the full legal entity name of at least one village operator. A brand or trading name alone is insufficient.
· State the trading name separately if it differs from the legal name.
· Provide the ACN for a company or, if there is no ACN, the ABN. Check it against the current corporate or business register.
· Provide reliable telephone and email details monitored throughout the consultation and voting period.
· Give the operator’s business address only if it differs from the village address.
Authorised representative
· Name the person authorised to answer questions and act for the operator in relation to the plan.
· State the person’s role and relationship to the operator—for example, employee, director, manager or external project manager.
· Use direct contact details and confirm the representative’s authority before the plan is distributed.

Section 3: Modifications involving redevelopment 
Complete this section if the proposal involves redevelopment. If it does not, leave the section blank as directed by the form and proceed to section 4. Do not write “not applicable” without first checking the statutory definition.
3.1 Change to village boundaries
Describe the current and proposed boundaries and identify every affected lot, parcel or common area.
State whether land will be subdivided or excised, and identify any proposed new titles, easements or access arrangements.
Attach a clear before-and-after plan, with north point, scale, dimensions, legend and affected areas highlighted.

An example of a modification involving redevelopment is outlined below and is continued in sections 3.2 to 3.4. In the example, the operator proposes to incorporate adjoining land into the village and construct a wellness centre, visitor parking, pedestrian connections and landscaped gardens.
	What boundaries will change in the village?
Example: Expansion of the village and construction of a wellness centre
The northern boundary of the retirement village will be extended to incorporate an adjoining 3,200-square-metre parcel of land at 18 Example Road, which the operator has agreed to acquire.
The existing northern boundary runs along the rear of villas 41 to 48. The proposed boundary will extend approximately 40 metres north and 80 metres east to include the adjoining land. The eastern, southern and western boundaries of the village will not change.



3.2 Expansion or reduction of village land
Quantify the land added or removed in square metres or hectares and state the net change.
Explain what the affected land is currently used for and its proposed use.
Explain consequential effects on access, parking, common areas, services, village capacity and resident use.
	How will the changes expand or reduce the size or area of the land?
Example: Expansion of the village and construction of a wellness centre
The additional land is currently vacant and does not form part of the retirement village. It will be incorporated into the village and used for a new wellness centre, landscaped gardens, pedestrian paths and 12 visitor-parking spaces.
No existing retirement-village land will be removed or excised. The additional land will be connected to the existing village through a new accessible pedestrian path near villa 45 and an internal vehicle-access road beside the administration building.


3.3 Construction, demolition or change of use
Identify each building, structure or residential premises by name, number and location.
Describe whether it will be built, demolished, altered or used for a different purpose.
State the current use, proposed use, approximate size, capacity and key design features.
Cross-reference drawings, approvals and specifications by title, number, version and date.
	What changes are proposed involving construction, demolition or change of use?
Example: Expansion of the village and construction of a wellness centre
The operator proposes to construct a single-storey wellness centre on the additional land. The centre will contain:
a heated hydrotherapy pool;
a gym and exercise room;
two consulting rooms for visiting health practitioners;
accessible change rooms and toilets;
a reception and waiting area; and
a multipurpose room for exercise classes and health programs.
The proposal also includes construction of 12 visitor-parking spaces, covered bicycle and mobility-scooter parking, accessible pedestrian paths, an internal access road, lighting and landscaped gardens. A disused maintenance shed located near the current northern boundary will be demolished to allow construction of the pedestrian connection between the existing village and the new wellness centre. No residential premises will be demolished or converted.



3.4 Change in size, area or village space
State the existing and proposed floor area, footprint, dimensions or capacity and calculate the increase or decrease.
Identify any part of the village gained, lost or made unavailable, including temporary construction zones.
Explain how circulation, accessibility, emergency access and adjoining uses will be affected.
	How will the changes increase or decrease the size or area of the building, structure or space?
Example: Expansion of the village and construction of a wellness centre
The proposed wellness centre will have a building footprint of approximately 850 square metres and a total internal floor area of approximately 780 square metres.
Approximately 650 square metres of the additional land will be used for parking, the internal access road and paved pedestrian areas. The remaining approximately 1,700 square metres will be landscaped with lawns, shade trees, garden beds and outdoor seating.
The existing maintenance shed to be demolished has a floor area of approximately 45 square metres. This will result in a net increase of approximately 735 square metres of internal building floor area within the village.
The modification will also increase the village’s communal recreation and health space and provide 12 additional visitor-parking spaces. It will not reduce the size or floor area of any residential premises.


3.5 Changes affecting green space or parkland
Describe existing and proposed lawns, gardens, trees, habitat, recreation areas, paths, shade and seating.
Identify removal, relocation, replacement planting and establishment periods.
Explain temporary effects as well as the final landscape outcome, including maintenance responsibilities.
	What changes are proposed to green space or parkland in the village?
Example: Redevelopment of an existing bowling green area into a landscaped outdoor recreation precinct
The existing bowling-green turf and surrounding landscaped areas will be removed during construction. Mature trees along the northern and eastern edges of the precinct will be retained and protected where practicable. The completed precinct will include approximately:
· 500 square metres of community garden;
· 870 square metres of lawn and low-maintenance garden beds; and
· 500 square metres of additional landscaped areas containing shade trees, native shrubs and seating.
The landscaping will use water-efficient plant species and include an irrigation system. Temporary fencing will prevent access to the area during construction. Residents will continue to have access to the village’s southern garden and community-centre courtyard while the work is undertaken.


3.6 Expansion or reduction of green space or parkland
Select Yes or No. If yes, quantify the gross area lost and gained and the net change.
Distinguish permanent reduction from temporary construction occupation.
Identify replacement areas and compare their size, quality, accessibility, shade, amenity and availability.
	Will the modification expand or reduce any green space or parkland?
Example: Redevelopment of an existing bowling green area into a landscaped outdoor recreation precinct
Yes. The total area of green space will be reduced by approximately 230 square metres.
The existing precinct contains approximately 2,100 square metres of bowling turf, lawn and garden areas. Following the modification, it will contain approximately 1,870 square metres of community garden, lawn and landscaped garden areas.
The net reduction of approximately 230 square metres will result from the construction of the covered seating pavilion, paved barbecue area and additional accessible paths. Although the total green-space area will be reduced, the remaining green space will include more varied planting, shade trees, accessible garden areas and spaces available for a broader range of resident activities.



Section 4: Modification of services or amenities  
An amenity is generally a facility, feature or place residents can use, such as a clubhouse, pool, garden, parking area or gym. A service is generally an ongoing activity or assistance, such as transport, security, gardening, meals or reception. If unsure, disclose the change in both relevant fields and explain it consistently.
4.1 Amenities being modified
List every affected amenity, including amenities temporarily unavailable during works.
Use the name residents know and identify its location, existing capacity and current availability.
An example of a modification of services and amenities is outlined below and is continued in sections 4.2 to 4.4. In the example, the operator proposes to convert the existing craft room into a shared activity and technology room and replace the village’s fixed weekday shuttle timetable with a reduced scheduled service supplemented by a bookable transport service.
	What village amenities are proposed to be modified?
Example: Modification of the craft room
The modification will affect the craft room on the ground floor of the community centre. The room is approximately 90 square metres and is currently available to residents each day between 8.00 am and 8.00 pm for painting, sewing, pottery and other craft activities.
The adjoining storeroom, which is approximately 20 square metres and currently used exclusively for craft supplies and equipment, will also be affected.



4.2 How amenities will change
State whether each amenity is new, improved, reduced, relocated, replaced or withdrawn.
Compare current and proposed size, capacity, features, hours, accessibility and conditions of use.
State whether the change is temporary or permanent, the period of unavailability and any alternative facility.
Explain any fee, booking, eligibility or access change.
	What changes are proposed to amenities?
Example: Modification of the craft room
The craft room and adjoining storeroom will be converted into a shared activity and technology room. The modified amenity will contain:
· four computers with internet access;
· a printer and document-scanning station;
· a large screen for presentations and video calls;
· flexible tables suitable for meetings, classes and selected craft activities;
· lockable cupboards for shared craft materials; and
· an accessible workstation and improved lighting.
The pottery kiln, fixed sewing benches and two large storage cabinets will be removed. Pottery activities will no longer be available in the village because the modified room will not include suitable ventilation or a kiln area. Painting, sewing and general craft activities may continue when the room is not booked for classes or technology sessions.
The room will remain available from 8.00 am to 8.00 pm. Residents will be required to book the room for organised group activities, although individual use of the computers will not require a booking when the room is otherwise available.
The room will be closed for approximately six weeks while the work is carried out. During that period, general craft activities may take place in the community hall on Tuesday and Thursday afternoons. No temporary pottery facility will be provided.



4.3 Services being modified
List every affected service, including changes to frequency, provider, eligibility or delivery method.
Identify services indirectly affected by construction, access restrictions or temporary relocation.
	What village services are proposed to be modified?
Example: Village transport service
The village transport service will be modified. It currently consists of a village-owned shuttle bus operating two scheduled return trips each weekday between the village, the local shopping centre and the medical precinct.
The shuttle is currently available to all residents without a separate user charge, with its operating costs included in recurrent charges.



4.4 How services will change
Compare the current and proposed provider, scope, frequency, hours, staffing, response standard and availability.
State whether the service is new, increased, reduced, replaced or withdrawn and whether the change is temporary or permanent.
Disclose any user-pays charge, effect on recurrent charges, subsidy or cost-allocation method.
Describe continuity arrangements and how residents with health, mobility or care needs will be supported.
	What changes are proposed to services?
Example: Village transport service
The scheduled shuttle service will be reduced from two return trips each weekday to one return trip on Monday, Wednesday and Friday. The scheduled service will continue to travel to the local shopping centre and medical precinct and will remain available without a separate user charge.
A bookable transport service operated by an external provider will be introduced on Tuesday and Thursday between 9.00 am and 4.00 pm. Residents will be able to request transport to medical appointments, shops and community facilities within 15 kilometres of the village. Bookings must be made through reception by 3.00 pm on the preceding business day.
Residents using the bookable service will pay $8 for each one-way journey. The operator will subsidise the remaining cost of the service for the first 12 months. The subsidy and service arrangements will be reviewed after nine months, and residents will be consulted before any further change is proposed.
The modified transport arrangements are proposed to commence on 1 March 2027. Residents will receive written information about the new timetable, booking process, fares, accessibility arrangements and contact details at least four weeks before commencement.



Section 5: Duration of modification
5.1 Proposed start date
Give a realistic date based on the approval, procurement and contractor program—not an aspirational date.
Identify key conditions that must occur first, such as resident approval, statutory approvals or vacant possession.
If only a range can be given, explain the assumption and nominate the event that will fix the date.
5.2 Proposed end date
Give the proposed end date when the modification will be complete and available for its intended use, not merely when building work ends.
Allow for commissioning, certification, landscaping, defect correction and reopening.
State any contingency and how residents will be notified of delay.
5.3 Is the modification staged?
Select Yes if different components, locations or resident impacts occur in distinct phases. A staged project should not be described as a single period if residents need phase-specific information to understand disruption.
5.4 Information about each stage
Number and name each stage and state its start and completion dates;
Describe the scope, location, access restrictions and affected residents for each stage;
Identify dependencies and any overlap between stages; and
Explain temporary arrangements and the point at which an amenity or service reopens.

Section 6: Impacts of carrying out the modification on residents 
6.1 How will the proposed modification affect residents in the village and their way of life?
This section is the core resident-impact disclosure. Address each topic below even if the conclusion is that there is no material impact. Where there is no impact, briefly explain why and state the information relied upon.
Use a consistent impact method
For question 6.1, identify who or what is affected; where; when; frequency and duration; likely severity; and the evidence and assumptions relied upon. Address the matters below as relevant. 
Resident life and village amenity during and after modification
· daily routines, social activities, care arrangements and use of common areas;
· noise, dust, vibration, lighting, privacy, odour and visual amenity;
· safety, security, quiet enjoyment, emergency access and evacuation; and
· parking, pedestrian routes, deliveries, visitors and public or village transport.
Construction and access
· work areas, site compounds, working hours and high-impact activities;
· routes and access requirements for construction vehicles, equipment, workers and tradespeople;
· temporary closures, service interruptions and management of utilities; and
· measures for residents with disability, reduced mobility, sensory impairment or health vulnerabilities.
Premises, value and costs
· which residential premises or parts of the village are affected and the approximate timeframe for each;
· the estimated nature and extent of any effect on the value of residential premises, together with the basis, valuer, assumptions and date of the estimate;
· changes to recurrent charges or other amounts payable by residents, with calculations, timing and allocation method; and
· any resident expense, reimbursement, compensation, relocation or storage arrangement.
Services and amenities
· new or improved services and amenities and when they become available;
· any reduction, removal or withdrawal and whether it is temporary or permanent;
· accessibility and capacity of alternatives; and
· the quality, distance, hours, cost and duration of temporary arrangements.
6.2 How will the impacts of carrying out the modification be mitigated?
Mitigation and monitoring
For question 6.2, explain how each impact identified in question 6.1 will be mitigated. Include as relevant:
· the plan, strategy or alternative arrangement for every material impact;
· nominate responsible people, response times and escalation contacts;
· describe monitoring, complaint handling and reporting to residents; and
· state what corrective action will be taken if assumptions or controls prove inadequate.
If a resident must vacate
Identify the premises, reason, expected duration, alternative accommodation, moving and storage arrangements, support for health and accessibility needs, cost responsibility and return arrangements. Obtain consent from each affected resident, unless the State Administrative Tribunal (SAT) declares that consent has been unreasonably withheld. Do not treat a village-wide special resolution as a substitute for that consent.
The example provided below outlines how the proposed redevelopment of the bowling green will impact residents. 
	How will the proposed modification affect residents in the village and their way of life?
Example: Redevelopment of an existing bowling green area into a landscaped outdoor recreation precinct
The modification will have temporary construction impacts and will permanently change the recreation facilities available to residents. The main impacts are set out below.
Temporary construction impacts
The bowling-green precinct will be closed for approximately four months while the work is carried out. Work will generally occur between 7.30 am and 5.00 pm Monday to Friday and between 8.00 am and 1.00 pm on Saturday. No work is proposed on Sundays or public holidays.
Residents of the northern residential area, particularly the occupants of villas 21 to 30, are expected to experience the greatest temporary effect because those premises are closest to the work area. Dust, construction noise, temporary fencing and views of construction activity may reduce quiet enjoyment during working hours. 
The path through the bowling-green precinct will be closed during construction. 
Construction vehicles will enter through the service entrance and will not use residential driveways. Deliveries will be scheduled outside the busiest resident-arrival periods. Four visitor-parking bays beside the community centre will be temporarily reserved for contractors; at least 18 visitor bays will remain available elsewhere in the village. No planned interruption to electricity, water, gas, communications or village security systems is expected. 
Effects on amenities and residents’ activities
The bowling green, bowls shelters and equipment-storage shed will be permanently removed. Lawn bowls will therefore no longer be available within the village. During construction, residents may continue to use the southern garden, community-centre courtyard and indoor community hall. 
After completion, residents will have access to the new community garden, covered seating pavilion, barbecue area and accessible walking paths each day between 7.00 am and 9.00 pm. These facilities are expected to support a wider range of social, gardening and low-impact recreation activities than the existing bowling green. Residents who regularly play bowls will nevertheless lose the convenience of an on-site bowling facility and may need to travel to continue that activity.
Effects on premises, costs and value
No resident will be required to vacate or relocate from their premises, and no residential premises will be altered. The operator will pay all design, approval and construction costs from its capital funds. The modification will not increase recurrent charges, create a separate resident levy or introduce a user charge for the new recreation facilities. Residents will not be charged for the temporary bowling-club transport described above.
For this fictional example, an independent licensed valuer inspected the village and reviewed the concept plans. The valuer concluded that the modification is not expected to cause a material adverse change in the market value of individual residential premises once the work is complete, because the bowling green will be replaced by upgraded communal recreation facilities. 

	How will the impacts of carrying out the modification be mitigated?
To mitigate the impacts identified in 6.1, the bowling green precinct will be fenced off for the duration of the works and construction vehicles will use the service entrance rather than residential driveways. Noisy work will generally be limited to the stated construction hours, and residents most affected by unusually disruptive activities will receive at least 48 hours’ notice. Water suppression covered waste loads and low-noise equipment will be used where practicable to manage dust and noise. 
While the path through the precinct is closed, a signed, step-free detour of approximately 120 metres will be provided through the community centre courtyard. The detour will be lit after dark and checked daily for trip hazards. Residents who cannot use the detour may contact reception for assistance or transport by village buggy. 
The operator will monitor the effectiveness of these measures throughout the works. Residents may raise concerns with the village manager, who will liaise with the contractor and arrange corrective action where a mitigation measure is not operating effectively. 




Section 7: Operator declaration 
Complete the declaration only after all sections and attachments have been checked for accuracy and consistency. Enter the name of the operator and the title of the authorised signatory, and ensure the declaration is signed and dated. The person signing should have authority to make the declaration on behalf of the operator. 
Confirm internal approvals and contact arrangements are in place.
Retain the signed plan, attachments, distribution record and later approved version as part of the operator’s records.
Signing the declaration does not approve the modification. The operator must still complete the resident-approval process or obtain any applicable Tribunal order before proceeding.

Important information after completing the plan
1. Complete a final quality check
· Every question is answered or properly left blank where the form directs.
· Names, dates, areas, costs and project descriptions agree across all sections.
· Every attachment is numbered, titled, dated, legible and cross-referenced.
· Any drawings provided clearly distinguish existing, demolition, temporary and proposed conditions.
· Technical information is explained in plain language and accessible formats can be provided.
2. Give the plan to every resident
Provide each resident with the same complete modification plan and all supporting documents at least one month before the meeting at which the plan will be considered and voted on. Keep evidence of the date and method of delivery. 
3. Arrange the decision process
The special resolution must occur within the statutory window: beginning one month after the operator has given the plan to every resident and ending three months after that event. Follow all applicable meeting, notice, quorum, proxy and special-resolution requirements. Keep records of the notice, agenda, attendance, proxies, votes, minutes and the exact plan version considered.
4. Deal with the result
If the special resolution passes, record the approved plan version and any lawful conditions or clarifications.
If a special resolution approving the modification plan has not been passed at a residents' meeting within three months, or if the resolution is put to a vote but is not passed, the operator may apply to the SAT for an order approving the modification plan.
Obtain separate consent from any resident required to vacate, unless the Tribunal has made a relevant declaration.
5. Implement and control changes
Carry out the modification in accordance with the approved plan. Control scope, staging, dates, impacts and mitigation against that version. Before making a material change, pause and assess whether a revised plan, further resident approval, consent, statutory approval or SAT process is required.
Residents are encouraged to seek independent legal and financial advice about their rights and obligations under the Act and other relevant laws and how the proposed modification may affect them.
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