YOUR ASSOCIATION – YOUR COMMITTEE
This document gives instruction regarding: the purpose and structure of committees within the Association; how best to conduct meetings; the roles, responsibilities and attributes of the individual officers; & the standard of behaviour expected of them.  It is not an exhaustive list of everything committees or committee members do.
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COMMITTEES

A committee is a group of people with a diverse mix of skills working towards a common goal: in this case, making their allotment site sustainable & successful.  They work as a team and take joint responsibility for any decisions which are made.

Serving on a committee requires commitment and brings with it not power, but an onus for each individual member to set an example to the Association regarding behaviour and good gardening practice.

Purpose of
It is unfair that the burden of managing a site can fall on one or two people.  The duties are varied & demanding so different members should participate in the running of their Association.  The management committee exists for the benefit of all members.  By ensuring the efficient running of the Association, good management of the site as a whole and that members comply with the rules of the Association the committee should be able to create - and more importantly maintain - a flourishing, successful allotment site where plots are well-tended and demand for them is high.  By doing so the site has an improved chance of remaining as allotments in the future.  Furthermore, the Committee is vital in that it enables all members to be well-informed about the Association's activities, it facilitates action, increases communication between members, by improving that more of a community develops which prevents cliques from forming, eliminates bullying and creates a support network.
STRUCTURE OF
A Committee consists of members of the Association who have been elected by all eligible voting members of the Association.  These may be the members who were present at the A.G.M. where a nomination is proposed & then seconded, then a vote is held as to whether to elect the person to the committee.  Alternatively a postal ballot of all members can also be held.  This is sometimes necessary when there is too low an attendance at an A.G.M. or due to unforeseen circumstances or to allow all members the opportunity to vote.  ALL members of an Association are eligible for election to the Committee.  Sometimes specific elections are held for the posts i.e. Secretary.   Alternatively the Committee can decide on the roles of its members at the first meeting.  Elect the best person for the job regardless of age, sex, length of time on site etc.  The committee serves for one year only (from one A.G.M. until the next) unless a different tenure is stipulated in the Association's Constitution.
The size of each association's committee varies depending on the size of the site but the minimum committee is three people (one of whom must be the Secretary).  A committee comprises committee members and Officers of the Association who at all times remain answerable to the Association members.  The Officers are Chairperson, Secretary and Treasurer.  For an Association to run smoothly the Officers' roles need to be clearly defined so that not only are they aware of their areas of responsibility, so too are all members.
CO-OPTION

Sometimes a situation arises where there becomes a vacancy on the Committee during the course of that Committee's tenure i.e. a committee member has to move away with their job.  So that the Committee/ Association does not struggle because of that absence a member can be Co-opted onto the Committee (by the committee members & officers) and will serve until the next Association elections.  The co-option of this member is made known to all members so that they can be identified as a bona fide committee member with full voting rights & members can approach them with queries as they would all other committee members.  On other occasions an association member may have specific specialist knowledge which is pertinent to a project being undertaken on site & they can be co-opted for the duration of that specific project.  In cases such as these it is up to the Committee to decide whether such a co-opted member has full voting rights, voting rights linked to the project, or none at all.
SUB-COMMITTEES

Within one committee there may be other smaller groups tasked with working on specific projects or aspects of the association's work i.e. for inspections, or social events.  These smaller groups are not autonomous from the full committee but always report back so that their work/ findings can be documented by the Secretary – although if these groups come together in a meeting minutes should also be kept of their discussions.  These groups are called sub-committees.  For example, an Inspection Sub Committee would view the state of each plot on the site & then, at a full committee meeting, make its recommendations about who they consider should receive warnings.  The full committee view the relevant plots & if in agreement, ratify the decision and request that the Secretary send out a warning letter to the appropriate plotholder.
BEHAVIOUR

The Committee's behaviour must be exemplary and above reproach.  They should not have any favourites who can flout the rules.  The rules must be applied evenly to all members (including the committee).  There is no "us" and "them."  
In their dealings with people/ members the committee should be professional, polite and unbiased.  They should always remember that they will be perceived to be the "public" face of the allotments.  Any bad behaviour can result in rumours & gossip being spread outside the site which inevitably will harm recruitment and the prospects of the site.  Threatening behaviour or bullying is abhorrent and unacceptable no matter who performs it – committee member or member.  The committee must not condone – or be thought to condone – this type of behaviour.  Failure to do so will have a long term detrimental effect on the stability and success of the site: people won't want to take a plot on a site with such a reputation; so the waiting list diminishes; plots are left vacant; ultimately become overgrown; and the site is on the decline.
No committee member should be personally involved in any disputes, and in any disputes which occur between plotholders the committee must remain neutral: putting aside their likes/ dislikes of the protagonists.
Anyone who sits on a committee is there to serve others – not themselves.
GARDENING

Not only do the committee have to exhibit good manners, they also have to have good gardening habits.  Their plots must be tidy, cultivated and well-tended.  They should show good husbandry by having a clean plot (i.e. removing rubbish), it should be well-maintained (sheds/ greenhouses not falling apart), crops should be harvested, and the plot relatively weed free.  Rest assured, your plot will be scrutinised by association members.  If the committee issue a warning/ eviction notice to a failing plot there will be plenty of comments and complaints should one or more committee members' plots be unkempt.

THE COMMITTEE MEMBERS

Nearly all voluntary organisations have members who take on the responsibility of managing and running the association. 
Not only do they make decisions at meetings they also often participate in the association's day to day running - by undertaking practical work or specific duties which have been assigned to them.  Being a Committee Member requires dedication to ensure a healthy site which is clear about its aims and manages to work effectively towards achieving them.  Being a good Committee Member is not easy, it requires commitment and skills that often have to be learned. 
ALL Committee Members (including the Officers) should:

· Regularly attend meetings and arrive on time;
· Be well prepared with an agenda and relevant papers; 

· Complete the action points listed for them on the previous minutes; 

· Contribute to discussions constructively;

· Be succinct in their comments; 

· Be well informed about the various items on the agenda and prepared to take the lead occasionally; 

· Be assertive without being aggressive;
· Be aware of the organisation's goals and bear them in mind in all discussions;
· Listen to others;
· Be willing to compromise/ negotiate to reach a decision which is best for the Association;

· Remember at all times that they are the elected representative of the Association's members.  They do NOT represent only themselves;
· Adhere to the rules themselves as well as ensuring that all members comply to the same rules;

· Be willing to offer assistance where necessary, without taking over.

· Be scrupulously fair - all of their actions must be above board with no element of personal gain;

· Impartial in any disputes; 
· NEVER use their position as a means of intimidation.
THE CHAIRPERSON
In order to keep structure and progression throughout meetings a central figure must be appointed as Chairperson.  They are primarily the "conductor" of the meetings.  If the Chairperson likes to talk, then they shouldn't be Chairing the meetings!  Their main aim is to get the best out of the Committee members for the benefit of the Association.
The Chairperson will normally be elected either from the entire organisation’s membership or from those who sit on the management committee.

The role of Chairperson is very difficult and the qualities for effective Chairing are not easily defined. There are three main spheres that the Chairperson has to manage: Running  meetings; Ensuring that the Association is achieving its goals; Being the official representative of the group.
THE ROLE OF CHAIRPERSON 

Responsibilities of the Chairperson are to: 

· Liaise with the secretary concerning arrangements and agendas for meetings;
· Check on the progress of work people have agreed to do;
· Open the meeting explaining the reason for the meeting (if relevant) & introducing items for discussion;
· Allow discussion during the meeting, encouraging all members to participate; 

· Bring items on the agenda to a conclusion with a brief review of points and inviting proposals/ decisions from the Committee/ members; 

· Clarify voting procedure: if a vote has to be taken then in the event of a tie the Chairperson may have the casting vote;
· Fix a date for the next meeting at the close of the meeting;
· Present a report at the A.G.M.

A good Chairperson needs to be aware of the difficult and demanding task he/ she has taken on.  They must know all the Committee members recognising the strong and weak members and cope accordingly.  They will also have to manage conflict in the group.  They will require diplomacy and sensitivity including knowing when his/ her personal opinions need to be suppressed.  
· At all points it is the Chairperson who must move any meeting (and ultimately the Association) forward
· Start meetings on time 

· The Chairperson must be aware of the agenda items, how long to devote to each one, and ensure all important business is covered

· Allow everybody a fair opportunity to air their views during a debate. 
· Take care that the same point is not frequently repeated by person(s) who wish to control the discussion.  If need be cut in to stop one person dominating proceedings: "Fair point, Dan.  What's your thoughts Steve?"

· Do not allow "ancient history" to dominate a meeting, or indulge a member talking about their "hobby horse".  
· Some people see meetings as a social occasion, an opportunity for a chat and to exchange ideas. Allow time for that, but not in the main part of the meeting - keep the debate focused and avoid any deviations
· Some people may hardly speak.  Involve them, particularly if they have some specialist knowledge 

· Don't assume there's no opposition, just because none has been heard
· Whenever possible, confirm a decision by the common consent of the whole meeting, rather than by a majority vote.  This prevents complaints later on that: ‘I didn’t agree with the decision’ or ‘I didn’t get a chance to say anything.’

A good Chairperson should be: 

· Well-informed about the state of the Association and its current financial position; 

· Able to represent the organisation;
· Able to Chair committee meetings and manage the general meetings, so everybody

has a chance to present their views; 

· Able to ensure the agenda is followed, all business is completed, and all decisions are

properly understood and recorded;
· Unbiased and impartial and (if personally involved in a matter) declare their interest

and  give up being Chairperson during that particular discussion;
· A good listener;
· Able to summarise succinctly;
· Clear in their communication i.e. speak clearly, slowly & loud enough to be heard (but

Don't shout!);
· Conversant with the constitution and rules of the association, and with the

recommended procedure for conducting meetings; 
· Able to maintain the harmony of the group, even when there is disagreement about

the proposed course of action; 

· Alert throughout.

Also a Chairperson: 

· Takes notes; 

· Introduces new material;
· Doesn't jump to conclusions; 

· Stops interruptions.  Doesn't allow any members to be talked over.  Only one person


has the floor at any given time;
· Doesn’t compete or question facts – it will intimidate the weak 

· Doesn’t impose solutions.  Being Chairperson does not mean you dictate and


everyone follows.
· Encourages members to participate by developing suggestions, even small ones and praises good ideas.  Use their creativity.  Rephrase ideas in simple terms for all to understand, but always give credit to the originator of the idea.
THE SECRETARY

The role of Secretary can be the most varied, interesting and demanding office to hold on a Committee.  They are the administrator for both the Association & Committee.  It is an active not passive role.
ROLE WITHIN THE ASSOCIATION

The Secretary:
· convenes all meetings including special or Extraordinary General Meetings when petitioned to do so by the members. 

· is the first point of contact with prospective plotholders (the means of keeping the site active)
· disseminates information either to existing members (i.e. "Dig This, copies of the rules etc.) or to potential members when they enquire about a plot (i.e. plot sizes, length of waiting list, rents, explaining the inspection/ warning process etc.)
· devises documents to aid the efficient running of the site (membership agreement, standard warning letters etc.) 
· must keep accurate records of 

a)  membership 

[plot number, name, address including postcode, phone numbers, e-mail address if applicable]
This data must be kept in accordance with the Data Protection Act in that it can only be used for the purpose stated by the Association i.e. as a means of contacting people regarding plots, and should not be circulated to others excepting members of the current committee, Newcastle City Council Allotments Officer & the National Society of Allotment & Leisure Gardeners.  Records must be kept up to date (although it is the individual members' responsibility to inform the Secretary of any change in personal details.)
b) waiting list 

[date of application, name, address including postcode, phone numbers & if applicable, e-mail address & preferred plot size]

· lets vacant plots – 



a)  in order of application



b)  shows potential plotholders the plot



c)  deals with all relevant paperwork regarding the change in gardener 



i.e. handover of rules/ constitution/ health & safety leaflet/ welcome pack and 

getting the new plotholder to sign an agreement to comply with the 

Association's rules



d)  accepting rent & key money which they forward a.s.a.p. to the Treasurer

· processes correspondence on behalf of the Association (sometimes under the direction of the Committee, on other occasions on their own initiative) 

· is the contact between the site &: the Allotment Officer; the Allotments Working Group area rep; the N.S.A.L.G. 

· displays notices, general communications, information regarding suppliers or the minutes of the monthly A.W.G. meeting. 

· may be involved in the seed scheme if the site participates in it.

· informs the relevant plotholders about decisions reached by the Committee e.g. allowing a person to erect a greenhouse on their plot.

· keeps records detailing any incidents reported to the police along with the incident number

· records the history of any warnings or evictions on site.

· applies for grants & external funding to assist in the development of the Association (this can also fall within the remit of the Treasurer)

· Organises/ promotes events (this can be a separate role entirely with a different individual involved in the administration for events)

ROLE WITHIN THE COMMITTEE

The Secretary supports the Chairperson to ensure the smooth functioning of the Management Committee.  This is achieved by:
· making sure all arrangements for meetings are made (e.g. the venue is booked & laid out correctly; refreshments & equipment are available; special needs are catered for; any invitations have been issued)

· copying and distributing all relevant documentation to committee members (e.g. agenda, documents under discussion at the meeting, minutes of the previous meeting) in ample time.

· composing the Agenda (following consultation with Committee members for any items which should be included)

· keeping a note of Apologies to present at the forthcoming meeting

· maintaining a register book of attendance

· keeping an up to date record of committee membership
· ensuring that a quorum is present to allow for voting to occur/ decisions to be made

· minuting meetings – keep the minute book(s) safe.  They should not be destroyed or misplaced

· checking the committee members have carried out any action assigned to them at the previous meeting

· dealing with correspondence on behalf of the Committee – drawing their attention to what has been received (circulating copies where necessary), responding to said items, generating correspondence on their behalf e.g. warning letters, eviction letters

· knowing in great detail the remit of the committee and advising the Chairperson and members of the best course to proceed in accordance with the rules & constitution of the Association.
· carrying out any action from each meeting which is agreed by the Committee to be the Secretary's duty.
If the Secretary is given money to cover administration costs then not only must the Treasurer record it as being given to the Secretary, but the Secretary MUST keep a record of their spending and receipts to present (with any remaining funds) to the Treasurer at the year end to facilitate the production of the final audited accounts.  These financial records should be compiled in the same way as the Treasurer keeps the Association's books.
ROLE IN THE Annual General Meeting
· It is the Secretary who is responsible for arranging the A.G.M.

· They should liaise with the Treasurer to establish that all relevant financial paperwork will be completed in time to present to the members at the meeting.

· Members should be notified about the meeting well in advance (to ensure that a quorum of the Association is present).  This can be done either by posting notice on the site or via letter.  Include a copy of the Agenda on the poster or letter so that members are well informed about the matters under discussion.

· A nomination form must be distributed to ALL eligible voting members.  Either use a separate form or add one to the base of the letter detailing the date and time when nominations close.
· Nominations for election to the Committee should be received by the Secretary so the nomination form should include details of how to return the form – in person, via post, e-mail etc.

· If the Treasurer wishes to send out a copy of the balance sheets/ Treasurer's Report/ following year's rents then all such paperwork needs to be collated & distributed simultaneously with the Secretary's letter to keep costs at a minimum.
· Keep record of those who send their apologies.

· It is also the Secretary who, at the opening of the meeting, calls for nominations for someone to Chair the A.G.M.

· The Secretary also produces a report for the A.G.M. which details the Association's activities/ achievements over the previous 12 months.

· A register of attendees at the A.G.M. should be created by the Secretary & filed with a copy of the minutes, any financial papers which were presented, the Treasurer's, Secretary's and Chairman's Report.

· Minutes must be produced in the usual way and displayed for all members to see.  The minutes will be approved at the next year's A.G.M.

Qualities and Skills Required
Exceptionally well organised
Have an eye for detail

Able to keep accurate records
Capable of establishing & adhering to defined procedures

Good communication skills

Articulate with a good standard of English

Have a degree of discretion & be sensitive to other people's feelings.  (Some matters are sensitive/ confidential & must remain so.)
A good listener

Quick/ neat writer

Good memory

Able to meet deadlines

Well developed interpersonal skills
Impartial
Approachable 

Ability to work well with different types of people 

Good time-keeping
Common sense

Patient

Able to multi-task

Work on own initiative 

Desirable Skills

Experience of committee work and procedures

Minute-taking experience

TREASURER

The Treasurer holds considerable responsibility but has no power over the way the Association's finances are spent. Those decisions are taken by the Committee. However, it is the Treasurer's role to ensure the Association spends its money wisely.  It is beneficial if the Treasurer has some knowledge of financial matters.  Some Treasurers may require training as the financial administration must be logical, easy to follow and subject to scrutiny so that it is not open to abuse. 
Responsibilities of the Treasurer are: 

· Monitor all the organisation's finances; 

· Accurately maintain the books of the Association; 

· Submit regular financial reports to the committee; 

· Ensure that the finances are managed effectively and legally; 
· Pay all bills;
· Establish the rent due from members for the forthcoming year based on anticipated council rents & other expenses;
· Have the annual rents approved by the members at the A.G.M;
· Present the balance sheet & Treasurer's report outlining the financial situation of the Association at the A.G.M.;
· Always keep cash received separate from their own money and bank it as soon as possible;
· Issue receipts where necessary;

· Use a cash-box solely for the Association's money.
It is vital that the Association keeps full and accurate financial records.   The Treasurer is the main person with this responsibility. 

Managing Income

· Collecting any money owed to the Association whether it be key or plot deposits, rents, donations etc.
· Ensuring that all cash and cheques are deposited promptly in the bank or building society.  It is efficient administration, saves confusion and the money starts earning interest for the Association as soon as possible. 

· Issuing receipts for all money received and recording this information accurately.

· Keeping abreast of account changes i.e. interest rates, charges etc. so the Association makes the most of its money. 

Managing Expenditure 

· Promptly paying bills and recording the information
(including payments for council rents, water bills, insurance, N.S.A.L.G membership)

· Being a cheque signatory

· Keep a copy of bills.  Include details of date paid and cheque number for easy production of end of year accounts.

Legal Requirements 

· Keeping up-to-date records of all financial transactions (cash & cheque)
· Reporting regularly to the committee on the finances 

· Identify fundraising opportunities (i.e. local authority grants, sponsorship) 

· Preparing year-end statements of accounts to present to the auditor 

· Arranging for the statement of accounts to be audited 

· Presenting an end-of-year financial report to the AGM
· All payments should relate to an invoice or bill and be properly recorded.  Those bills must be kept according to the respective financial year for a period of SEVEN years along with all financial paperwork relating to that year e.g. audited balance sheet, bank statements etc.

· Always document the handing out of cheques.  On the cheque stub record:



The date; who the cheque is paid to; what it is for; and the amount it is for
The Accounts
These comprise books, either in paper format or using a computer program, which keep a record of all income and expenditure covering a 12-month period. 

Associations often base their accounts on the financial year.  This runs from 6th April – 5th April.
The "books" are a cash book (receipts and payments), bills/ invoices, credit card slips, cheques, receipts and cheque stubs. 
A summary of these books should be prepared (using all documentation amassed during the year) showing the entire receipts and payments received during the financial year.  The books should balance.  This balance sheet should include any unpaid bills and any money owed to the Association.  The accounts should be audited (checked and verified) by someone independent of the Committee as being a true and accurate record of the financial affairs of the Association at the year end.
Audited accounts are the final statement of accounts.  These are presented to the members at the A.G.M. 

The auditor should sign them and, once approved by the members, the Treasurer & Chairperson should also sign.  The original copy to be filed with the minutes etc.

The Treasurer should have: 

• Sufficient time to perform their role; 

• Enthusiasm;
• Excellent organisational skills ;
• Highly developed communication skills – you are dealing with banks, but may also have to chase a fellow plotholder for overdue rent;
• Honesty and Integrity;
• An ability to keep accurate records;
• An ability to handle money and cheques carefully;
• A good eye for detail;
• Confidence with numbers.
MEETINGS
PURPOSE OF
Meetings can be a valuable management tool.  A forum for planning, decision making and communicating.  The Committee should meet on a regular basis throughout the year (every 4-6 weeks is ideal).  
Meetings need to have structure to ensure they are productive, all relevant agenda items are resolved and all concerned have the opportunity to contribute to the discussion. A structured meeting ensures all parties have agreed the outcomes and are aware of any action required.  Most people have some idea of how a meeting should be run, and many successful meetings are run in a low-key way, with informal rules.
There are different ways of voting at meetings.  Those involved must decide which is appropriate for the matter in question:
A show of hands, where the Chairperson asks all those in favour of the motion to show, followed by all those against, and then any abstentions. The hands are counted and, if the vote is a tie, the Chairperson has a casting vote. Check the constitution to see whether the Chairperson is also allowed to vote in the first instance, or merely if there is a tie. 

An alternative is a ballot when members vote in writing but remain anonymous. Ballot papers are counted and divided into those for, those against and any abstentions. A decision is made on the majority. The disadvantage of this process is it is far more time consuming.
ANNUAL GENERAL MEETING

To comply with the Council Tenancy Agreement these meetings are held on an yearly basis and follow the same basic format.  The AGM does not include matters of which prior notice has not been given.


Elect a Chairperson of the meeting 

(this can be the Association's Chairperson or A.N. Other)

1.
Apologies

2.
Minutes of the Last A.G.M.

3.
Matters Arising

4.
Chairperson's Report

5.
Secretary's Report

6.
Treasurer's Report

7.
Election of Committee

8.
A.O.B.

The majority of organisations (allotments included) have a statutory requirement to hold an A.G.M. and produce accounts.  Members have a right to view these accounts and the accompanying reports at the AGM.
The AGM is the forum where the Committee is elected and where amendments to the constitution or rules are discussed and voted upon.  

It is at this meeting that the rents for the following year are proposed & voted upon.

It is the Association's yearly opportunity to meet and discuss matters of concern in a formal setting. 

These meetings are the perfect opportunity for communicating information to a maximum number of members simultaneously. They save time, issues are explained only once and everybody gets the same message rather than a distorted account of the discussion from a fellow plotholder.
DISCIPLINARY HEARINGS/ EVICTION APPEALS
Disciplinary Hearings

Understandably with a group of diverse people united only by one common interest – that of gardening – at times clashes of personality and differences of opinion can arise.  Normally mature adults will agree to disagree, but on occasions disputes can escalate so that, for the well-being of the site, the Committee must intervene.  Whether one or more plotholders are involved the process is the same.
A meeting should be arranged with the Committee (Chairperson & Secretary MUST be present.)  If it is a contentious subject (or those concerned will argue) they will be called separately into the meeting.

· The Secretary sends a letter to the individual(s) explaining the nature of the complaint, requesting they appear before the committee giving the date and time of the meeting (a fortnight's notice is ideal), and highlighting that someone is welcome to accompany the member(s) if they wish – this could be a friend, a translator or for example a signer if the member is deaf.  
· As usual the Committee needs to be fully appraised of the situation, but open-minded and prepared to consider the evidence presented.  
· Decide in advance whether the individual(s) are to wait for the decision or are to be informed at a later date - further investigation of the evidence presented by the protagonist(s) may be necessary: hence the delay in decision making.  
· Minutes MUST be taken.  These include date & time of meeting, the Committee members who are present, and the name(s) of the association member(s) "In Attendance".  
· The Chairperson opens the meeting introducing those present, explaining the reason for the meeting and giving a brief synopsis of the history of the problem.  He/ she then invites the individual to explain the matter themselves.  
· The member may call witnesses to speak on their behalf, or use witness statements or other relevant evidence regarding their case.  
· The Committee can ask questions to clarify any matters arising from the testimonials.  
· All the while comprehensive, accurate and fair minutes are taken.  
· If another member is appearing separately then the first leaves the room (both entry & exit being recorded in the minutes), the next enters and the process begins again.  
· Once the Committee has heard all the evidence they deliberate the matter – in private – and reach a decision.  (The meeting may have to be adjourned if there has been new evidence presented which the committee needs to investigate.)  
· The protagonist(s) will be called to return to the meeting and learn of the Committee's decision.  Sometimes further discussion may occur at this juncture and the decision modified – particularly if there are elements of wrong on all sides.  Always explain the reasoning behind the decisions.

· The minutes will be written up swiftly after the meeting.  (Copies of any statements should be filed with the minutes.)  Ensure they are headed "Private and Confidential."
· The unexpurgated copies are circulated to all committee members.

· Copies of the minutes (without the committee's private discussion) should be given to those involved in the dispute along with a covering letter reiterating the final outcome of the meeting. The Secretary may sign this letter.

· If the person(s) is being informed of the decision via letter then more detail about the final decision must be provided – how & why the decision was reached, are there any attached conditions, is there a timescale in which action must be taken, what are the consequences for failing to comply, or for further misdemeanours etc.  The Chairperson must sign this letter.  Explain that the member(s) has a right to appeal in writing (state within how many days of the date of the letter).  
· If they do appeal another meeting should be arranged and the above process followed again.

· The result of any appeal should be presented in writing to the member(s) as soon as it is made.  Again explain the reasoning behind the decision.  This time state if the decision is final or if there is a further right of appeal - & if so, who to.
In the unfortunate event that one of the protagonists is on the committee they must be dealt with in accordance with the above procedure – regardless of whether they are bringing a complaint against another member or are the subject of a complaint.  Accusations of undue influence by the committee member or committee bias should be avoided at all costs so it is beneficial for members to know that the same rules are applied to committee members.  

A committee member cannot attend as one called to the disciplinary hearing and also be judge and jury so:

· If the meeting is one where the relevant parties attend all together they must not sit as part of the committee, but with the others involved in the dispute.  
· If the parties appear separately the committee member should not sit in whilst the other party(ies) make their representation. 
· Nor should they sit in on the Committee's decision making.  This way the Committee's decision is not compromised by their presence. 
Eviction Appeals

Sometimes someone receives warnings about their plot, fails to take action and so receives an eviction notice.  Although up to this point they have shown little interest in their plot they resist eviction, insist they want to keep it and therefore Appeal.  The request for this hearing will be made in writing to the Secretary who convenes a meeting of the Committee and dispatches a letter to the plotholder providing relevant details.

All documents relating to the person's involvement in the warning process – showing the timescale during which no (or insufficient) action has been taken – should be available to the meeting along with the person's history of warnings.  [The Secretary has checked archived records to establish this, hence the need for detailed and accurate record keeping and safe storage of documents.]

As with a Disciplinary Hearing: the Committee needs the full details; minutes are taken in the same way; the Chairperson opens the meeting explaining why all are present; the appellant has the opportunity to state their case; there is a question and answer session; the Committee retires to make their decision; the plotholder is recalled and told the decision.  

Minutes (again headed "Private and Confidential") are produced and circulated only to committee members.  Should the decision making require longer then a letter must be sent to the plotholder explaining the committee's decision and stipulating any conditions which apply to allow them to remain on the plot or any time frame in which improvements should be seen.
DOCUMENTS
The Secretary is responsible for producing the following documents:
AGENDA

First item on the agenda should be "Apologies" (noting the attendance of the members present in the minutes)

This is followed by an item asking the committee to approve the minutes of the previous meeting as being a true record of proceedings.

The third item is ‘Matters Arising’ from the previous minutes.  This is the point where any developments regarding items on the previous minutes are elaborated on e.g. if the Secretary had to write letter they can say what the response was.

This should be followed by the substantive items on the agenda.

Then "Correspondence" (both in & out of the Association) should be addressed.

Finally the last item is "Any other Business"

Date, time & venue of the next meeting

Distribute any relevant papers with the agenda so committee members are well informed prior to the meeting.  Give these papers a reference number which relates to the agenda item.

MINUTES
Minutes should be kept in chronological order in one minute book until it is full then a new book started.  This book is then kept for future reference.  Putting the dates covered by the minutes on the spine or front cover means that minutes can be easily traced.  

· They do not have to be an exact transcript of what is said at the meeting but do include salient points.

· Use initials to highlight who made what points or to record those who proposed or seconded an item.

· Ensure that any decisions are recorded as well as who will undertake any tasks.

· If a vote is taken is the motion passed?  If so, was it unanimous, or how many voted for, against & abstained.
As a general rule secretaries then produce "clean" copies from their handwritten originals to be distributed to all committee members. 
· Write up the minutes as soon after the meeting as possible when they are fresh in your mind.

· Minutes should be written in the past tense.

· Be formal.

· Only use accepted abbreviations, and only once their meaning has been established e.g. Allotments Working Group becomes A.W.G. after its first mention.    

· Record the names of those members who are present.  If someone is present but they are not a member of the committee write "In Attendance:" followed by their name (& job title/ organisation they represent if they are present in an official capacity.)

· If someone arrives late to the meeting or has to leave before it has closed then note their arrival/ departure in the minutes along with the time.

· Work through the points on the Agenda in the order that they appear.

· Minute the agreed action for each point & who will undertake the Action.  If it is to be completed within a certain timescale make sure that is also included.

· Always include the time the meeting closed & the date, time & venue of the next meeting.
· Get them reviewed by the Chairperson to ensure they are accurate and nothing is omitted.

· Circulate the minutes to committee members in advance of the next meeting to allow them to familiarise themselves with the content (but not so far in advance that they are forgotten or the documents lost.)

· If any papers are tabled write the minutes' reference number on them & attach them to the final agreed minutes & file away as a permanent record of proceedings (for future reference should the need arise.)

· The minutes must be agreed at the following meeting.  If any wording is objected to then the amendments must be included in the next set of minutes under "Minutes of the Previous Meeting."  State that "the minutes were accepted subject to the following amendment(s)…" or some such similar wording.

· Once they are agreed the original copy should be signed & dated by the Chairperson.

· They must be kept on record.

· If any items are to be revisited at a later date the Secretary must keep a record of these and ensure that they are considered at the correct time.

Minute References

One way of referencing minutes is to number from 1 to x for each year. 

Begin following year at 1 again.  

OR

The year followed by item number for that year 

e.g.  for the year 07-08 items are numbered 



07/01

-
07/46

(1st item of the A.G.M.) 
(last item on the agenda at the last committee meeting of 2007)
The latter method does make locating the actual point in the minutes easier as you have a year pinpointed straightaway.

In Synopsis
There are three main areas which the Officers of a Committee focus on.  The 3 Ps


PEOPLE


PAPER


PENNIES

The Chairperson
Focuses on People.

The Secretary 
Concentrates on PAPER, but is heavily involved with People & sometimes handles Pennies.
The Treasurer 

Primarily concerned with Pennies.  This does involve them dealing with People and keeping accurate Paper records.
If having read this you ask yourself any of the following questions "How can my Association benefit from my involvement on the Committee?", "What can I bring to our Committee?" or can answer the question "Why do I want to be on our committee?" with enthusiasm, positivity and a desire to help others then certainly get involved.  Put yourself forward for election.
If however, you ask "What's in it for me?"  Then think again.  The committee isn't the place for you![image: image1.png]
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