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1. Introduction and Purposes of Code of Conduct

In 1998 System 3 / Ann Rosengard Associates carried out a review of tenant participation in South Ayrshire.  One of the recommendations was for tenants and residents to produce a code of conduct which highlighted good practice in running a tenants and residents association, and involving more local people in its activities.

The document identifies key issues for associations, and suggests positive ways of addressing them.  The document also provides examples of good practice already being used by many groups within South Ayrshire.  The Working Group felt it would be useful to share their experiences with other groups.

The code of conduct was drawn up by a working group of tenants and residents supported by the Community Participation Offices.  See appendix (i) for a list of group members.

The document can be used as a guide for both new and existing tenants and residents associations, and will be updated in the future where appropriate.

The Community Participation Officer can also offer help, advice and support to any new and existing associations.

2. Publicity and Information

A key area for tenants and residents associations is to provide publicity and information to local people about who they are and what they do.  This can be done using a number of methods:

· Newsletters

· Leaflets

· Posters

· Adverts in local press

· Door-to-door visits

· Membership cards

· Notice boards

· Local radio, for example, Westsound’s “Grapevine” slot which is free to community groups.

· TV advertising, for example, Box 2000
Examples of Good Practice:

· Leave a pile of leaflets with general information about the association in the local public library.

· Membership cards provide useful information about contact, and dates, times and venues for association meetings.

3. Association Meetings

Most tenants and residents associations hold regular meetings.  The following issues are useful to bear in mind:

· Committee meetings (are these open or closed meetings?  If closed then members should be clear why.)

· Public meetings (the best place to hold them and suitable times)

· Gathering views (meeting can be used to gather the views of members)

· Purpose (people should be clear what the purpose of the meeting is)

· Attendance (ideas can be generated to improve levels of attendance)

· Speakers (an interesting speaker can help generate interest)

· Invited guests:  take the opportunity to invite the local councillor, member of Parliament (MP), Member of Scottish Parliament (MSP) in an advisory capacity.  Associations can also invite council staff, for example, heads of departments, Area Housing Manager, and the local Community Police Officer.  No political discussion should take place at association meetings.

· Topics (a meeting could focus on only one topic or several.  However, it may be best to limit the number of topics to address in one meeting.  It is helpful to make the topic interesting to encourage people to attend).

· Feedback (for example, at the next meeting or in a newsletter)

Examples of Good Practice:

· Hold both afternoon and evening meetings.

· Minutes of meetings left in the local public library for all to see.

· Use the association’s newsletter to highlight areas of concern or send out a chairperson’s letter.

· People may prefer to attend a coffee morning rather than a meeting but could still discuss issues of concern.

· Public buildings open days – use people’s interest to draw them to a meeting.

· Holding surgeries may improve involvement.  This allows members to raise issues with committee members without having to speak out at a larger meeting.

· Committee members could go round every door in their area to either invite people to attend meetings or seek their views on issues.

4. Activities

As well as holding regular meetings, associations are likely to be involved in a number of other areas of work including:

· Getting people involved – try to encourage younger people to become involved in the association.  Consideration could also be given to making presentations to the local school on the activities of the association.

· Feeding back information

· Taking up complaints/issues etc

· Campaigning

· Social activities

· Trips/visits

· Training

· Conferences and meetings arranged by Council, for example the Tenants and Residents Forum, Rent Conference, Housing Conference etc.

· Conferences and seminars arranged by outside agencies, for example, the Tenants Information System (TIS) and the Tenant Participation Advisory Service (TPAS)>

Examples of Good Practice:

· A good core of interested people help to keep the association going.

· Coach trips which are social and educational may encourage more people to participate.

· New groups might benefit from a person from an established group attending one of their meetings to share their knowledge and experience.

· Housing regeneration competition helped to increase the interest of local people.

· Hold a fireworks display.

· Public meeting to discuss service charges and sheltered housing both achieved good turnouts.

· Make contact with the new councillor for your area helps build good links.

· A visit to the Police Museum in Glasgow generated a lot of interest and involvement.

5. Training

Tenants and residents associations may require training for a number of reasons:  to help new committee members, to help new associations, to refresh the skills of existing members, or to help members take on new activities.  Issues around training include:

· Topics – these need to be relevant and interesting.

· Identifying training needs – ideally groups can pinpoint where they need training.  However, the Community Participation Officer can assist with producing ideas and information about courses.

· Getting people interested.

· Consideration should be given to qualifications for members, for example, National Vocational Qualifications (NVQ) and Scottish Vocational Qualification (SVQ).

Examples of Good Practice:

· Many new groups have attended committee skills training provided by an external agency, for example, TIS, TPAS and the Workers Education Association.

· Tenants and residents who have attended courses could share their experience by writing an article in the tenants newsletter.

6. Networking

Tenants and residents associations often benefit from meeting people from other associations to share experience and expertise.  New ideas can be generated from hearing about the activities and issues of other groups from other parts of South Ayrshire.  Issues relating to networking include:

· Getting in touch with other associations

· Inviting speakers from other associations

Examples of Good Practice:

· Community Participation Officer sends out a list of all association currently active with contact person and telephone number.

· A Conference for tenants and residents associations would provide an opportunity to network and share good practice (the annual housing conference could include a networking session and presentations made by associations on some of their activities.

· Area office staff are beginning to meet up with all the associations in their areas to discuss issues on an area-wide basis.

· Sessions could be organised to allow all association secretaries or chairpersons to meet up (depending on funding).

7. General Issues

A number of general issues also arise for tenants and residents associations:

· Links with Area Offices – the local area housing office can provide help and support to associations.  Close links with the office will ensure that staff know what is going on in their area and work together with tenants to improve the area.

· Community Participation Officer – can offer help and advice to new and existing groups.

· Links with community councils – anyone can attend a meeting of their local community council.  Association and community councils can often work together on common issues.

· Urban areas and rural areas – they  may have different needs.

· The role of owner occupiers – it is worthwhile for tenants and owner occupiers to work together on common issues.

· Council grant – tenants and residents association can receive a grant of £250 to help with running costs.  Associations must apply for this each year and are required to produce a copy of their constitution, a bank statement and balance sheet.

8. Appendices

Appendix (i)

The membership of the Code of Conduct Working Group was:

Anne Cameron, Treetops Tenants and Residents Association

Barbara Henry, Treetops Tenants and Residents Association

Richard Bromley, Old Belmont Residents Association

Wilma Cole, Old Belmont Residents Association

Jim Peterkin, Forehill Tenants and Residents Association

David Ovenston, Forehill Tenants and Residents Association

Brian Keutzer, Riverside Place Tenants Association

Alison Short, Dailly Tenants and Residents Association

Mary Torrance, Dailly Tenants and Residents Association

Barbara Kilpatrick, Community Participation Officer, South Ayrshire Council

Many thanks to all the group members for their work and time.

Apendix (ii)

Model constitution for a tenants and residents association

TENANTS’ AND RESIDENTS ASSOCIATION

CONSTITUTION

1. Name

The name of the Association shall be _______________ Tenants’ and Residents Association, herein after known as “The Association”.

2. Aims

(i) To safeguard and promote the interests of ____________ (area) on matters concerning housing and the environment of the area;

(ii) To promote the social and community life of the area;

(iii) To undertake any other charitable activities in the interest of the members.

3. Membership

Membership shall be open, regardless of nationality, race, religious opinion or political party to all persons residing in ____________ over the age of sixteen years.

4. Committee

(i) A Committee shall be elected annually to carry out the business of the Association

(ii) The Committee shall comprise, Chairperson, Vice Chairperson, Secretary, Treasurer and at least five and not more than nine ordinary members.

(iii) The Office Bearers and ordinary Committee members shall be elected at the Annual General Meeting of the Association.  Vacancies on the Committee may be filled by co-option.

(iv) The Officers of the Association shall carry out the duties given them by a General Meeting of the Association.

(v) No meeting of the Committee shall take place if less than five Committee members are present.

(vi) The Committee shall meet at least twice a year.

5. Annual General Meeting

(i) There shall be an Annual General Meeting in __________ of each year at which the Committee shall make a report of its activities, present a statement of accounts, and shall then resign.  The Annual General Meeting shall then elect a new Committee and vote on any recommendations from the membership and proposed amendments to the Constitution.

(ii) The secretary shall notify all members and advertise locally, details of the Annual General Meeting not less than fourteen days before the meeting.

6. Other General Meeting

(i) A Special General Meeting, open to all members of the Association will be held if ten or more members of the Association submit in writing, a request for such a meeting to the Secretary, who shall arrange for such a meeting to take place, within fourteen days

(ii) The Committee may convene a Special General Meeting at not less than five days notice to all members.

7. Quorum

No General Meeting or Annual Meeting shall take place if less than _________ members are present.

(A quorum is the minimum number of members attending a meeting to allow decision-making to take place.)

8. Changes to Constitution

(i) The Constitution may only be altered at the Annual General Meeting or a Special General Meeting

(ii) All proposed changes to the Constitution must be submitted in writing, to the Secretary at least fourteen days in advance of the General Meeting.

(iii) Any changes to the Constitution must be agreed by a majority of two thirds of the members present at the Meeting.

9. Dissolution

(i) The Association may only be dissolved by a Special General Meeting convened for that purpose.

(ii) A proposal to dissolve the Association shall only take effect if agreed by two thirds of the members present at the Meeting.

(iii) Any money remaining of the annual grant given to the Association by South Ayrshire Council be returned to the Council.  Other funds and documents relating to the Association shall be disposed of for charitable purposes, in accordance with the wishes of the Meeting.

(Adopted at General Meeting ____________________)

Appendix (iii)

Suggested sample agenda for a tenants and residents association meeting.

AGENDA

1. Chairperson’s Welcome

2. Apologies for Absence

3. Minutes of the Last Meeting

4. Matters arising (not covered by the agenda)

5. Secretary’s report on activities of the association

6. Treasurer’s report

7. Guest speaker’s presentation

8. Any Other Competent Business

9. Time and Date of Next Meeting
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