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What is a tenants and residents association? 

 

A tenants and residents association is a group of people who live in the 
same area who have come together to work for common aims and 
objectives such as: 

 Trying to solve problems that affect residents in their area 

 Helping to make their neighbourhood a better place to live through 
environmental improvements or through organising community 
events and creating a sense of ‘community spirit’ 
 

Activities that tenants and residents associations might get involved in 
include things like: 

 Holding their housing association or local authority to account for 
carrying out repairs  

 Campaigning on local issues affecting residents or for improvements 
to their local area 

 Organising community activities or events 

 Helping to promote local activities such as Neighbourhood Watch 

 

Many landlords (including the Hyde Group) consult with tenants and 
residents associations on housing management issues and they can often 
become the main representative of residents’ views in their area. For this 
reason it is important that tenants and residents associations are inclusive 
and try their best to represent the views of all residents in the area they 
cover. 

 

Recognised tenants and residents associations also have a legal right to 
be included by their landlord in any Section 20 consultations in the area 
they represent. (See more on this overleaf.) 

 

There are several active tenants and residents associations across the 
Hyde Group’s geography, some large, some small, some old, some new, 
what they all have in common is a willingness to work together to improve 
the quality of life in their community.  
  



The Hyde Group Tenants and Residents Association Toolkit     Page 5 
18 May 2017   

   

  

Section 20 Consultation 

 

It is a legal requirement that tenants and leaseholders are 
consulted before their landlord carries out qualifying works or 
enters into a qualifying long-term contract for the provision of 
services. This is because the cost of the works or services will 
affect their service charges.  

 

What are qualifying works? 

 

Qualifying works are works on a building or any other premises, 
including works of improvement which will cost more than £250 
for any one tenant or leaseholder. (If consultation is not 
undertaken, the landlord will not be able to collect service charges 
over £250 per leaseholder.) 

 

Qualifying works include any type of work for the general good of 
the building or for use by everyone - it can be any type of 
maintenance, redecoration, replacement or improvement work. 
These repair works are generally carried out to prolong the life of 
the building or to ensure that it is in a state of good repair. 
Qualifying works normally include such items as the repair or 
replacement of roofs, windows, lifts and door entry systems. 

 

Before any qualifying works take place: 

• All residents and recognised tenants and residents 
associations need to be consulted and given details of the 
proposed work  

• Residents will also receive details of the likely costs involved at 
an early stage of the consultation procedure based on the 
information available at that time. 

• Residents and tenants and residents associations will then be 
given 30 days to consider the proposals made and respond with 
observations which the landlord must consider. 

 

What are qualifying long-term contracts? 

 

Qualifying long-term contracts are contracts that the landlord 
enters into for longer than 12 months and where any tenant or 
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leaseholder’s contribution will be more than £100 in any one year. 
(If consultation is not undertaken, the landlord will not be able to 
collect service charges over £100 per leaseholder, per year.) The 
contracts can cover services like grounds maintenance, reactive 
repairs and servicing of equipment etc. 

 

Before the new contract is entered into all residents will be 
consulted and asked for comments, and tenants, leaseholders 
and recognised tenants and residents associations will be invited 
to nominate a contractor of their choice to carry out the services 
or works. Any likely charges will also be pointed out. These types 
of charges are usually included in the annual service charge bill.  

 

What is involved in running a tenants and residents 
association? 

 Your group will need to have a constitution. This is the governing 
document detailing the formal rules of your association which will 
help it to operate fairly and democratically. The constitution gives the 
group a legal status, for instance, when opening a bank account. This 
should also include a code of conduct for members. (A model 
constitution is provided at the back of this toolkit, a Microsoft Word 
version is also available on request.) 

 You should also have a diversity and inclusion policy or 
statement, this is especially important if you want to apply for 
external funding at some point and is part of the essential criteria for 
Tier 1 recognised tenants and residents associations – more on this 
overleaf. (A model diversity inclusion statement is provided at the 
back of this toolkit, a Microsoft Word version is also available on 
request.) 

 Your group will need to have an elected committee which should 
include, at a minimum, a Chair, Vice Chair, Treasurer* and Secretary. 
(The officers of the committee should be from different households 
and not related to each other.)  

 Meetings will need to have an agenda and minutes will need to be 
taken at each meeting. 

 Your group will need to hold an annual general meeting (AGM) 
each year.  
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 Your group will need to have a bank account* with at least two 
authorised signatories (although we recommend three), who are from 
different households and not related to each other. 

 Your Treasurer will need to keep open up to date accounts which 
are independently checked each year before the AGM.* 
 

*If you do not think that your group will require any funding or need to 

administrate finances, the Hyde Group now offers a Tier 2 recognition 

option. Please see section ‘Alternatives to setting up a Tier 1 tenants and 

residents association’ on page 12 for more information about this. 

Becoming a Hyde-recognised tenants and residents 
association 

To register as a Tier 1 recognised TRA and be eligible for an annual TRA 
grant, your group will need to provide evidence that it meets the following 
criteria, which will be checked annually:  

Criteria for Tier 1 recognition by the Hyde Group: 

 A minimum of 50% of the geographical area as per the TRA 
constitution must be Hyde residents (tenants, leaseholders, 
freeholders or shared owners). 

 Membership which is open to all residents based in the 
estate/block/area the association represents. (The geographic area 
and or estate that the group represents must be defined in the 
group’s constitution.) 

 Agree and adhere to a written constitution based on Hyde’s model or 
approved by the Hyde Resident Engagement Team. 

 A diversity and inclusion policy or statement. 

 Plans to hold an annual general meeting and at least one open 
meeting per annum. The dates, times and venue of the AGM and 
open meetings must be advertised to everyone living in the area 
represented by the TRA.  

 Open financial records with annual independently checked accounts. 
A copy must be forwarded to the Resident Engagement Team. We 
recommend that in order to obtain external financial support, e.g. 
grant funding, the TRA get their accounts professionally audited. 

 An association name and a bank or building society account in that 
name. 
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Groups which do not meet any of these criteria will be recognised as a 
Tier 2 TRA by us. Tier 2 TRAs will not be eligible for funding but will still 
be consulted with and offered non-financial support by us. For more 
information on this, please see section ‘Alternatives to setting up a Tier 1 
tenants and residents association’ on page 12. 

Support from the Hyde Group 

Support from the Resident Engagement Team  

 

The Resident Engagement Team can offer the following support to your 
TRA: 

 Help with setting up your TRA and provision of all necessary 
documentation and templates for a Tier 1 TRA 

 Advice and support to ensure the group is compliant to meet our 
recognition status, as outlined in the TRA Procedure 

 Advice and support to open a bank account 

 Help with setting up the first meeting and advice on how to recruit 
new members 

 Guidance and help with communication, including the use of 
websites, Facebook and other social online engagement methods 

 Support with training needs where possible, including working with 
partner agencies to signpost residents to relevant training 

 Support and guidance with issues such as fundraising, mediation 
and conflict, use of social media, and best practice and compliance 

 Signposting and guidance on funding and volunteer support 

 Support with escalating trends in service related issues and 
historic, unresolved concerns to the Resident Assurance 
Committees (RACs) or appropriate resident committees within the 
formal engagement structure, including “What Sits Local” meetings 

 Help with setting up representative/s of your TRA on our online 
engagement forum The OAK  

 Provision of rooms/community space owned by the Hyde Group 
where possible (this is not universal and will depend on local 
circumstances and availability of space) 

 Attendance at your annual general meeting or any special general 
meetings on request (providing we have capacity) 

 Advice and support on how to disband and recommendations of 
similar local groups to benefit from any funds or assets after 
dissolution 



The Hyde Group Tenants and Residents Association Toolkit     Page 9 
18 May 2017   

   

  

 

We will also maintain your group’s contact details on our Section 20 
Database to ensure your TRA is included in any relevant Section 20 
consultation.  

 

If contact details change, it is the responsibility of the TRA to notify 
the Resident Engagement Team. 

Annual TRA Grant 

 

 Tier 1 TRAs will also be eligible for an annual TRA grant from the 
Resident Engagement Team of up to £300 for TRAs with a 
membership of up to 600 members.  

 TRAs which can evidence a membership of over 600 members will 
be granted an additional £2 per property for each property over 600, 
up to a maximum of £500 per annum.  

 This grant should be used for costs such as venue hire and 
administration (including advertising costs); it may also be used 
towards social/community events although event costs must account 
for no more than 50% of the annual TRA grant in any year. 

 Once received, the TRA will be responsible for keeping transparent 
accounts and receipts for all funding received from the Hyde Group. If 
a TRA is not able to produce receipts for expenditure of their annual 
grant, they may be liable to pay back the funding not accounted for 
and will not receive the full grant the following year. 

 If the TRA’s account is in credit of £2,000 or more, they will not be 
eligible for the annual grant until the funds have been spent. An 
exemption may be granted if the funds have been ring-fenced for a 
particular project or purpose as per the aims of the TRA as stated in 
their constitution. 

 It is the responsibility of the TRA to ensure accounts and funding are 
used legally. If the Hyde Group believes the TRA to be using funds or 
their account unlawfully, we will report this to the local authorities and 
police.  

 If grant funding is to be used for community events, the guidance for 
events planning and running (available on our website), should be 
followed and the TRA is responsible for ensuring legal requirements 
are met, including public liability insurance and food hygiene 
certification. 
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Support from Resident Services 

 

Resident Services can offer the following support to your TRA: 

 Attendance by a representative from Resident Services at each 
TRA meeting where invited 

 Recording and actioning of all issues raised by the TRA and 
updates given at the following meeting or within an agreed 
timeframe 

 Encouraging attendance at TRA meetings by other relevant staff 
and local partners 

 Inclusion in any relevant local consultations 

 Keeping you informed about local projects and estate inspections 

 Support with ongoing recruitment to your TRA 

 Support with dispute resolution if needed 

 

Resident Engagement will support Resident Services with any of the 
above where needed. 

 

 

What we won’t do 

 

Neither the Resident Engagement Team nor Resident Services will be 
able to provide the following: 

 Catering at your meetings (although costs for this could be covered 
from your annual TRA grant)  

 Minute taking at meetings (except for the first formal meeting if 
required) 

 Ongoing meeting organisation (after your first formal meeting) 

 Reimbursement of travel expenses 
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The OAK 

The OAK is our online engagement site – somewhere for our involved 
residents to access training, news and information, consultation 
opportunities and chat with each other via forums, live chat and online 
meetings.  

An area has been set up on The OAK for TRAs to talk to one another and 
share best practice.  

We recommend that each TRA has at least one representative on The 
OAK, although there is no limit to how many can join, providing they meet 
the criteria on The OAK Site Statement.  

The OAK is not a forum for raising personal issues. This is a secure 
online space for residents to ‘meet’ their neighbours, build relationships 
and share information that affects them living in their community. 

To register your interest in joining the OAK, please contact us via email at 
gototheoak@hyde-housing.co.uk . You will need a valid email address 
to access the site. 

 

What Sits Local 

 

‘What Sits Local’ (WSL) is a model that involves local residents and 
groups working closely with Hyde Resident Services to tackle estate-
based and historic repairs issues. WSL was set up in direct response to 
resident feedback for more locally accountable services and resolution of 
issues, and replaces the former estate boards/committees. WSL is open 
to tenants and residents associations, more informal resident groups and 
individual residents within a particular area.  

WSL begins with collating local issues, followed by an initial amnesty 
meeting, and then monthly meetings for the next three months. If the 
issues have all been addressed, the meetings will then move to quarterly.  

 
What issues can be raised at a ‘What Sits Local’ meeting? 

Any communal issue can be raised, such as: 

 Disrepair in communal areas 

 Anti-social Behaviour (ASB) 

 Cleaning and grounds maintenance 

mailto:gototheoak@hyde-housing.co.uk
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 Community-based concerns – local relationships 

 Major works 

 Security and entry systems 

 Graffiti and rubbish removal 

 Cyclical decorations (internal and external) 

 Historic and unresolved repair issues 
 
 
 

What does not sit with ’What Sits Local’? 

 

 Service investigation (this sits with task and finish groups, the RACs 
and HRV) 

 Complaints 

 Service charges 

 Contract monitoring 

 Performance monitoring (KPIs) 

 

To find out if a WSL exists in your area or to enquire about setting one up, 
contact the Resident Engagement Team for an informal chat on 0800 3 
282 282 or email residentengagement@hyde-housing.co.uk  

 

(If your TRA is the only group in your local area which is interested in 
resolving ongoing local issues, these issues would usually be best tackled 
with your Housing Officer at your normal TRA meetings. WSL is a good 
option if there is also interest from other groups and/or residents, from 
neighbouring estates in your local area in tackling ongoing issues.) 

 
 
 
 
 
 
 
 

mailto:residentengagement@hyde-housing.co.uk
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Alternatives to setting up a Tier 1 tenants and residents 
association 

 

Setting up and running a Tier 1 tenants and residents association involves 
a certain amount of work and responsibility, so you need to make sure 
this is the option for you before going ahead. 

 

 If your group wishes to tackle housing management issues but does 
not require annual grant funding, you can take a more informal 
approach and register as a Tier 2 recognised tenants and 
residents association or group. You will still be consulted with and 
receive support (based on the needs of your group), but you will not 
qualify for an annual TRA grant. There are no strict rules about the 
form a Tier 2 residents group must take. You may still wish to set up 
as a tenants and residents association but leave out the financial 
requirements such as setting up a bank account, having a Treasurer 
and providing accounts, in which case most of the guidance in this 
toolkit will still apply to you, e.g. having a constitution, committee and 
AGM. Alternatively, you may just wish to meet as an informal group 
with your Housing Officer or perhaps your group is an online group, 
such as an estate-based Facebook group. The Resident 
Engagement Team can work with you to agree arrangements for 
support for your group and communication with the Hyde Group. 

 If your group just wants to organise some social activities, it would be 
better to just set up a social committee. 

 If your group wants to work on a particular community project, it 
would be better just to set up a community group. 

 If you live in sheltered housing, you may want to set up a residents 
committee instead of a fully-fledged residents association. A 
residents committee is more informal, will not take much organisation 
and only needs a few people to set it up. It could have a few 
meetings a year with the staff from the Hyde Group to discuss issues 
like repairs, security, decor and the garden. 
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Getting started 

First steps 

 

Start by speaking to the other residents in your area to find out what 

people think about starting a group. If there is enough interest, arrange an 

informal meeting with the interested people to discuss: 

 What are the issues and what do people hope to achieve? 

 What area will your group cover? 

 Who is willing to be part of a steering group to help get the group off 
the ground? 

 

 
 

The role of the steering group 

 

The role of the steering group is to help get the group up and running; this 

includes: 

 Drafting a constitution that will be adopted at the first meeting. We 
also recommend your group adopts a diversity and inclusion 
statement which is especially important if your group ever needs to 
apply for funding. You can use the Hyde Group’s model constitution 
and diversity and inclusion statement to use as starting points. (To 
make sure your adapted documents meet our recognition criteria, we 
suggest you send them to us to check before they are adopted at 
your public launch meeting.)  
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 Organising a public launch meeting and inviting all the residents in 
the area the association will cover. At the launch meeting you will 
need to adopt the constitution (and diversity and inclusion statement 
if you are having one) and elect your committee. 

 
Organising your public launch meeting 

 

 

 

1. Try to arrange a date and a time that best suits the people who will 

be coming along to the meeting. Try to avoid any clashes with 

things like major sporting events to maximise attendance.  

2. Book a venue – opt for somewhere that is easy for people to get to, 

accessible and somewhere that people will feel comfortable going to 

3. Produce flyers, posters and any other publicity for the event. (The 

Resident Engagement Team can help you with this.) Include 

information about the date, time, venue and the purpose of the 

meeting (including what you will discuss and decide), as well as who 

to contact for more information and/or for copies of the draft 

constitution etc. before the meeting. It may also be a good idea to 

include a nomination form with any flyers to nominate the officers of 

the committee. 

4. Make arrangements for any refreshments you’ll be providing.  

5. Decide who will act as Chair (to lead the meeting) and Secretary (to 

take the minutes). 

6. Prepare an agenda. 

7. Invite all the residents in the area you will be covering to your public 

launch meeting (e.g. by delivering flyers). You can also invite Hyde 
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staff along to the meeting to provide help and support with setting 

up if you want to. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On the night 

 

 Have somebody ready to welcome people in. 

 Have a signing in sheet ready to collect people’s names and contact 
details. 

 Have copies of the agenda and any other key documents, e.g. the 
constitution and diversity and inclusion statement available. 

 Have somebody ready to provide refreshments. 

 Stick to the agenda 

 Make sure somebody takes minutes (this will then become the job of 
the Secretary) 
 

After your public launch meeting 

 

 Your Treasurer will need to set up a community bank account (if 
applicable) with at least two signatories (although we recommend 
three) who are from different households and not related to each 
other. These will usually include the Chair, Treasurer and/or 
Secretary.  

 Your Secretary should complete the Hyde Group’s Tenants and 
Residents Association’s Recognition Form for your group so that your 
group can be recognised and you can receive your first annual grant. 
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 Set some goals for your group (see section on ‘Planning and setting 
goals’). 
 

The role of the committee 

 

The committee is elected by all members of the association to carry out 

work on behalf of the association’s members. It is important that, as far as 

possible, the committee is representative of the community it represents. 

The powers and responsibilities of the committee should be stated in the 

association’s constitution.  

The role of the committee includes: 

 Attending meetings and keeping in regular contact with the rest of the 
committee 

 Managing the association according to the rules set out in the 
constitution 

 Listening to and responding to comments made by members 

 Consulting members and reporting back to them on decisions taken 

 Representing the views and interests of members  

 

All committee members should be as active as possible in order to spread 
the workload. The committee should make a point of making sure jobs 
and duties and shared amongst members wherever possible. Everyone 
has something to offer and should be given the chance to do what they 
can. This will also help to ensure that nobody ends up feeling like that 
they have taken on too much.  
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The officers of the committee 

 

 

 

Whilst there is no limit to the number of committee members the 
committee can have (subject to the group’s constitution), there are four 
main roles that need to be covered; these are: 

 Chair 

 Vice Chair 

 Secretary  

 Treasurer (unless you are setting up as a Tier 2 association and you 
do not require any funding or administration of finances) 

 

These roles are known as the officers of the committee. Your group could 
also opt to create other officer roles, e.g. Publicity Officer or Social 
Secretary, depending on the needs of the group. 

 

The officers of the committee should be from different households and not 
related to one another. 

 

Officers of the committee should be elected on an annual basis at the 
Annual General Meeting. 
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The role of the Chair 

 

The Chair is responsible for the smooth running of the group. The main 
tasks of the Chair are: 

 
1. Chairing meetings of the association and the committee 

This involves: 

 Planning the agendas for meetings with the help of the Secretary  

 Making sure meetings start and finish on time 

 Making sure each item on the agenda is discussed 

 Guiding discussions by keeping them on track, making sure everyone 
has an opportunity to have their say and keeping order when 
necessary 

 Calling a vote on any motion 

 Summarising points and suggesting actions 

 Making sure decisions are clearly recorded and reported to the 
members of the association 

 
2. Helping the group achieve its aims and objectives 

This involves: 

 Knowing about all of the association’s activities 

 Delegating tasks where appropriate 

 Making sure other officers carry out their tasks 

 
3. Representing the association formally (e.g. at meetings and community 

events), as well as informally 
 

The role of the Chair is to make sure everything gets done, not to 
do everything. 

 
The role of the Vice Chair 

The Vice Chair should deputise for the Chair, carry out any tasks 
delegated by the Chair and work closely with the rest of the committee 
members. 
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The role the Secretary 

 

The role of the Secretary is one of the most important roles. They have a 
key role to play in keeping members of the association informed so they 
feel involved and are able to join in. The Secretary also plays a key role in 
keeping the group organised and making sure matters are carried out 
properly. 

 

The main tasks of the Secretary are to: 

 
1. Look after all paperwork and records of the group  

This involves: 

 Planning and writing agendas in partnership with the Chair  

 Circulating the agenda with notice of the meeting specifying time, 
date and venue, in line with the timeframes stated in your constitution 

 Preparing all papers for the meeting, including the last minutes and 
an update on any correspondence received and action taken 

 Taking the minutes at the meeting – this involves recording the 
people present and any apologies for absence, taking notes of the 
discussion and the actions required 

 Circulating the minutes after the meeting 

 Keeping minutes, letters, records etc. filed in date order together with 
committee members’ names, addresses, telephone numbers and 
email addresses 

 Receiving and writing letters on behalf of the association 

 Registering the association with the Hyde Group and completing the 
annual recognition form to qualify for the annual grant, in partnership 
with the Treasurer  
 

2. Arrange meeting venues and refreshments 
 

3. Bring matters which need action to the attention of the committee 
 

4. Ensure that the number of meetings stated in the constitution actually 
take place 

 
5. Help the Chair with follow-up work between meetings. 
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The role of the Secretary is usually the most time consuming job of all. 
Some groups may appoint a Vice Secretary or a Minutes Assistant 
(responsible for typing, distributing and filing minutes) to help with the 
workload. 

 

The role of the Treasurer 

 

The role of the Treasurer is quite straightforward. They must keep an 
accurate up to date record of the association’s money and make sure that 
all financial transactions carried out are in accordance with your group’s 
constitution. Failure to do this could lead to suspicions of mishandling 
funds. It is essential that the Treasurer reports back regularly to the 
committee and does not sanction spending money the association does 
not have. All money raised by the association should be spent on its aims 
and no money should be spent without the knowledge of the Treasurer. 

The main tasks of the Treasurer are to: 

 
1. Maintain a bank, building society or post office account in the name of 

the association 

This involves: 

 Paying money received into the account  
 Drawing money from the account and the paying of any bills by 

cheque as agreed by the committee 

 
2. Keeping an accurate up to date record of the association’s money 

This involves: 

 Recording the income and expenditure of the association  

 Keeping invoices and receipts in good order 

 Preparing account statements for the committee and the annual 
general meeting 

 
3. Managing a small petty cash float for members’ expenses (petty cash 

payments should be paid with a signed voucher and a receipt kept 
where possible) 

 
4. Collecting membership subscriptions (if applicable), giving members 

receipts and recording the payments 
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5. Helping the group to plan expenditure 

 

The role of the Treasurer is not to decide how the association’s 
money is spent (this is a matter for the committee as a whole) but 
to make sure it is spent in accordance with the rules of the 
association.  

 

Your committee may be happy for your Treasurer to authorise 
expenditure for day to day minor expenses. However, your group may 
wish to stipulate that any payments over and above a certain amount 
must be authorised by the committee. Details of any agreement should be 
included in your constitution. The Treasurer should also agree with the 
rest of the committee the items which can be covered under petty cash.  

 

Meetings 

 

A tenants and residents association will usually hold the following types of 
meetings: 

 

Committee meetings 

Committee meetings are attended by the elected committee members to 
carry out the work of the association. These should be held regularly. 

 

General meetings  

General meetings are open to all members of the association. General 
meetings may also be open to non-members at the discretion of the 
committee. The committee will report to members on its work and discuss 
and decide future activity. 

 

Annual general meetings  

The annual general meeting (AGM) is held once a year and should be 
open to all members of the association. The Chair and Treasurer will give 
their annual report to members at this meeting and the annual (if required) 
committee elections will be held.  
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Special general meetings 

A special general meeting (SGM), has the same powers as an AGM and 
must meet specific requirements which should be outlined in your 
constitution. The most common reason for an SGM is to make changes to 
the constitution. (Use it when you need to conduct AGM type business 
which cannot wait until the next AGM.) Special general meetings are 
sometimes called extraordinary or emergency general meetings.  

 

Special meetings 

A special meeting (sometimes called an extraordinary or emergency 
meeting) is simply meeting that is held outside of the usual timetable. It is 
usually called to discuss something important or unusual that has come 
up. Special meetings do not require any special notice, however is good 
governance to inform everyone eligible to attend about the meeting and 
the reason for it.   

 

Arranging meetings 

Here are some things to consider when arranging meetings: 

 

Timing 

Try to choose a day and time which suits as many people as possible 

 

Location 

 Try to choose a venue that is easy to get to and that people feel 
comfortable going to. Bear in mind that some venues may feel 
unwelcoming to some members of your community, for example 
some people may not be comfortable in a pub or other venue that 
sells alcohol. Likewise if you are thinking of using a religious venue 
make sure that it is clear that you don’t need to be a member of that 
religion to attend 

 Make sure the venue is big enough for the number of people you are 
expecting. 

 Make sure your venue is accessible to any people with disabilities 
that may be coming. Watch out for any steps, doors that are not wide 
enough for wheelchair access and high ceilings which can cause 
difficulties for people with hearing problems. 
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 Consider how much your venue will cost and how you will pay for it. 
Costs should come out of your annual grant from the Hyde Group. 

 

Layout 

Think about what would be the best layout for the meeting. Rows of chairs 
facing a table at the front can be very formal and make things off-putting, 
whereas a circle of chairs or groups around tables can create a more 
informal setting.  

 

Refreshments 

Decide whether you will be providing refreshments at the meeting and 
who will organise these. 

 

Children 

Consider how you might meet the needs of any residents that might want 
to attend who have children. Is there a particular time that would best suit 
those residents? Can residents bring their children along to the meeting? 

 

Tips for good meetings 

 

Good chairing is the key to successful meetings. A good meeting 
achieves its purpose and is conducted in a calm, fair and friendly manner.   

 

Some top tips for good meetings are: 

 Make sure the meeting starts on time 

 Have a clear agenda and follow it 

 Encourage a calm, friendly and fun atmosphere 

 Make sure decisions are made  

 Do your best to keep to the time limit and not run over 
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How to write an agenda 

 

An agenda is a list of things to be discussed at a meeting. It should be 
given to committee members at least a week in advance so that they can 
prepare for the meeting. The agenda should be short and items can be 
time limited.  

Here’s an example 
agenda: 
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What this agenda means: 

 

Item 1: If there are any new members or visitors, introductions should 
take place. Names should be noted of members who have been in 
contact to say that they cannot attend that meeting. 

 

Item 2: This is for the approval of the minutes as an accurate record of 
the last meeting. Minutes will have to be accepted as a true record at this 
meeting by the members and any changes recorded. 

 

Item 3: This provides an opportunity to discuss matters arising from the 
last meeting. 

 

Item 4: This allows the secretary to go through important correspondence 
received by the association. 

 

Item 5: General information from the Treasurer on the association’s 
funds. 

 

Items 6 and 7: Here you can include items for any other issues or 
activities you wish to discuss, e.g. fundraising, Neighbourhood Watch or 
issues such as repairs. (There is no set limit on the number of agenda 
items you can include as long as you can realistically get through them all 
during the meeting.) 

 

Item 8: These are items that will be discussed in addition to the pre-
arranged agenda by members who wish to raise issues. 

 

Item 9: Always agree the date, time and venue for the next meeting 
before everyone leaves. It’s a good idea for everyone to bring their diaries 
along.   
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Minute taking 
 

Minutes are the written notes of the meeting and provide a record of what 
happened, including discussions, opinions raised and decisions taken.  

 

Good minutes are vital to the success of a meeting. The minutes are 
relied upon by attendees of the meeting to check anything they missed or 
are not sure of. People who were unable to make the meeting will also 
rely on the minutes to familiarise themselves with the content of the 
meeting and any decisions made. The action points within the minutes will 
also serve as a reminder to people of anything they need to do and when 
they need to do it by. 

 

Minutes should show: 

 Where and when the meeting took place 

 Who was present and any apologies for absence 

 The discussions and opinions shared under each agenda item  

 What decisions were made 

 Allocated actions and deadlines 

 Details of the next meeting including time and date 

 

The role of the Minute Taker is to produce a document that summarises 
the meeting and lists any actions.  

 

Minute taking is not dictation. When you are taking minutes 
you are not recording the entire conversation (the process), you 
are recording what comes from the conversation. Your aim is to 
give an overview covering the key points.  
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It is helpful to follow the layout of the agenda when writing your minutes.  

Here is a sample template you could use when producing your minutes: 

 

Minutes: Meeting name, date and time (start and finish time), place 

 

Present  

List the members who attended. Start with the Chair and then list 
everyone else in alphabetical order by surname, add the name of the 
Minute Taker last. In brackets, list the initials used for each person in 
the minutes.  

 

Attendees 

List anyone who attended as a one-off (not part of the regular group). 
List attendees in alphabetical order by surname and list job title if they 
are a member of staff. If people attend only for particular items, state 
that next to their name. 

 

Apologies 

List anyone who was absent but sent apologies.  

 

Absent 

List anyone who was absent and didn’t send apologies.  

 
1. Introduction and welcome 

Give an overview of the Chair’s introduction to the meeting, stating the 
aims and objectives of the meeting. If any new people are in 
attendance, the Chair will usually introduce them and explain why they 
are present – cover this in this section of the minutes.  

 
2. Minutes of the previous meeting 

State whether the minutes were confirmed to be an accurate account of 
the previous meeting. If they were approved subject to any amends, list 
the amends. 
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3. Matters arising 

Record whether the actions from the previous minutes have been 
completed, are in progress or are outstanding. 

 
4. Correspondence 

Give an overview of the update on correspondence covering any key 
highlights and decisions.  

 

Actions:  

List any actions 

 
5. Treasurers report 

Give an overview of the Treasurer’s report covering any key highlights 
and decisions.  

 

Actions:  

List any actions 

 
6. Fundraising 

Give an overview of what was discussed under this item covering any 
key highlights and decisions.  

 

Actions:  

List any actions 

 
7. Neighbourhood Watch 

Give an overview of what was discussed under this item covering any 
key highlights and decisions.  

 

Actions:  

List any actions 

 
8. Any other business 

This is where attendees may bring up items which have not been 
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included on the agenda. This section is sometimes moved to the 
beginning of the meeting to get it over and done with. 

 
9. Date and time of next meeting 

State the date and time of the next meeting. 

 

 
Arranging your annual general meeting  

 

You will need to hold an annual general meeting (AGM) once a year, in 
line with your constitution. The following will need to take place at your 
AGM: 

 The Chair will need to present an annual report from the committee. 

 The Treasurer will need to present the independently checked 
accounts to members 

 The committee will need to be elected  

 Any resolutions put forward by members will need to be considered 

 Any proposed amendments to the constitution will need to be voted 
on 

 

Here is a suggested checklist you may find useful when preparing for your 
AGM: 

 

AGM preparation checklist 

 

No. Task Deadline Completed 

1. Agree date, time and venue for AGM and 
guest speakers (at least six weeks before 
AGM) 

 

  

2. Book and pay for venue (get receipt) 

 

  

3. Arrange for guest speakers (if any) 
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4. Arrange for accounts to be independently 
checked 

  

  

5.  Prepare the agenda 

 

  

6.  Distribute notice of the meeting to all 
members at least 14 days before the 
AGM, along with: 

 Agenda 

 Minutes from the last AGM 

 Details of nominations to the 
committee 

 Any resolutions, including any 
proposed changes to the constitution 

 

  

7. Prepare Chair’s Report 

 

  

8. Collect accounts  

 

  

9. Prepare Treasurer’s Report 

 

  

10.  Print agendas, copies of the constitution, 
ballot forms, signing in sheet, 
membership forms and membership 
receipts (if using subscriptions) 

 

  

11. Arrange refreshments 

 

  

12. Arrive early at AGM to lay out chairs, 
prepare refreshments, set out papers etc.
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Grants and fundraising 

Annual TRA grant 

 

The Hyde Group offers an annual TRA grant of up 
to £300 for Tier 1 recognised tenants and 
residents associations with a membership of up to 
600 members. TRAs which can evidence a 
membership of over 600 members will be granted 
an additional £2 per property for each property 
over 600, up to a maximum of £500 per annum. 

 

This grant should be used for costs for the general 
administration of your group such as:  

 Venue hire for meetings 

 Refreshments 

 Printing of newsletters 

 Postage costs 

 Telephone costs 

 Stationary 

 Equipment hire 

 

Your annual TRA grant may also be used towards social/community 
events although such event costs must account for no more than 50% of 
the annual TRA grant in any year.  

 

You can apply for your first grant when you register with the Hyde Group, 
after that you will have to apply each March for the following year’s grant.  

 
Other grants 

 

Your association may wish to apply for additional grant funding for 
example, for community activities or events, or for estate improvements.  

 

Your local authority should be able to tell you about any local grant funds 
which may be available to you.  
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We also suggest visiting NCVOs (The National Council for Voluntary 
Organisations) funding website www.fundingcentral.org.uk to find out 
about grants you might be able to apply for. (Subscription is free for 
organisations with under £100,000.) 

 

Make sure that you plan ahead if you think you might need to apply 
for additional funding – don’t leave it till the last minute! Some grants 
have specific funding cycles and deadlines, and you may need to 
wait until the next panel meeting. If you leave it to a few weeks 
before your event, you are very likely to miss out. When it comes to 
funding, the early bird catches the worm!  

 

For more information and advice about applying for grant funding, contact 
the Resident Engagement Team. 

Spacehive 

 

If you have an idea that would improve the built environment in your local 
area, you may be interested in Spacehive. Spacehive is a community 
crowd-funding initiative which the Hyde Group is working with.  

 

Some examples of ideas which could be crowd-funded through Spacehive 
include: 

 Play equipment 

 Community gardens 

 Colourful murals 

 Outdoor gym equipment 

 

For more information visit www.hyde-housing.co.uk/spacehive or email 
spacehive@hyde-housing.co.uk 

 
Fundraising 

 

Your association may wish to carry out its own fundraising by holding 
activities such as raffles, bingo sessions or jumble sales.  

 

 

http://www.fundingcentral.org.uk/
http://www.hyde-housing.co.uk/spacehive
mailto:spacehive@hyde-housing.co.uk
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Before fundraising consider: 

 

 Whether members of the association feel it necessary to raise 
additional money 

 What the purpose of your fundraising would be - is it for a specific 
purpose or item? 

 Whether members are committed to getting involved in fundraising 
activities 

 The cost effectiveness of organising 

 Whether you need to get permission for the type of activity you are 
organising  

 
If you are holding an event, contact the Resident Engagement Team for 
advice and guidance on holding events to make sure you cover 
everything you need to. You can also find information about holding 
events on the Hyde Group’s website (www.hyde-housing.co.uk)  

 
Subscriptions 

 

Your association may wish to charge a small subscription fee to members 
each year. Any subscription fee should be agreed at the first public launch 
meeting and then again each year at the AGM. Subscription fees can help 
to pay for costs which exceed the annual grant from the Hyde Group but 
be careful that they are not so high that they deter people from becoming 
members. 

Keeping your accounts in order 

 

If your group has finances, it is important to keep these in good order – 
this is the responsibility of the Treasurer. You will need to have an 
accounting system that shows clearly how and where money is spent and 
received.  

 
Keeping records 

 

Records of income and expenditure should be kept in a ledger book. The 
ledger book should be updated straightaway when any money is spent or 
received. You will be able to check any transactions carried out with your 

http://www.hyde-housing.co.uk/
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bank statement. Your records in the ledger book will help you prepare 
your financial reports for the committee and annual general meeting. The 
financial records of your association should be open to all members to 
view, should they wish to. The association’s money belongs to all 
members, so they are entitled to see how it is spent. Members may need 
to give up to 28 days’ notice if they wish to view the financial records, to 
enable the Treasurer time to bring them up to date if needed. The 
necessary notice period should be stated in your constitution.  

 

Presenting your accounts 

 

Here are some sample templates (income and expenditure account, and 
balance sheet) for presenting your accounts at your annual general 
meeting: 

 

 

XXXX Residents Association 

Income and expenditure account 

For the period 1 April xxxx to 31 March xxxx 

 

 

Income £ 

 

Expenditure £  

Grant from the Hyde 
Group £300.00 

 

Photocopying £25.00 
 

Subscriptions £150.00 

 

Postage 

 

£8.00  

Fundraising income £80.00 

 

Venue hire £160.00  

Interest £0.35 

 

Refreshments £70.00  

Subtotal £530.35 

 

Subtotal 

 

£263.00  

      

 

Excess of income 
over expenditure £267.35 
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XXXX Residents Association 

Balance sheet 

As at 31 March xxxx 

 

      Current assets 

     Cash in bank account £230.35 

    Petty cash £30.00 

    Amounts owed to the 
association £7.00 

    Subtotal £267.35 

    
      Less: Amounts owed by 
the association £20.00 

    
      Net assets of the 
association 

     Surplus £247.35 

    

       

 
Getting your accounts independently checked 

 

To be recognised as a Tier 1 tenants and residents association (TRA) and 
be eligible to apply for an annual TRA grant from the Hyde Group, you will 
need to get your accounts independently checked once a year. The best 
time to do this is in the run up to your AGM so you can present 
independently checked accounts to your members.  

 

The Hyde Group do not require TRAs to have professionally audited 
accounts, only that they are checked by someone independent to your 
group and is not a relative or in a close relationship with a member of the 
committee.  

 



The Hyde Group Tenants and Residents Association Toolkit     Page 37 
18 May 2017   

   

  

Suggested ‘independent checkers’ include: 

 Another tenants and residents association or community group 

 A local councillor 

 Your local voluntary action organisation/service (most have an in-
house auditing service for voluntary organisations) 

 

The independent checker will need to provide a letter, email or statement 
to say: 

 

‘I confirm that I have checked the accounts (including receipts) for (insert 
name of TRA) for (insert time period) and confirm that to the best of my 
knowledge the information presented is correct.’ 

 

The Hyde Group will also require a signature from the checker, their 
name, position (if applicable), organisation (if applicable) and their contact 
details.   

 
Setting up a community bank account 

 

To give you an idea of what is involved in setting up a community bank 
account; we contacted a few banks to find out what they offer and the 
steps involved in setting up an account with them.  

 

Lloyds Bank Treasurers' Account 

 

Lloyds Bank offers a Treasurer’s Account for non-profit organisations that 
turn over less than £50,000 a year. You can read more about it and what 
it offers here: https://www.lloydsbank.com/business/retail-
business/current-accounts/treasurers-account.asp  

 

Signatories must be aged over 18 and you can have as many signatories 
as your group chooses (please note however that the Hyde Group 
requires recognised groups to have at least two signatories).  

 

https://www.lloydsbank.com/business/retail-business/current-accounts/treasurers-account.asp
https://www.lloydsbank.com/business/retail-business/current-accounts/treasurers-account.asp
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Applications take 30-40 minutes and can be completed over the phone 
(free phone 0800 056 0056) or online. The details they will need from 
each signatory are: 

 Full name  

 Date of birth 

 Nationality 

 Address/es for the last 3 years and the month and year they moved 

into their address 

They will also need consent for a credit check. There is a chance the bank 
may need more identification (they will let you know if they do) but most of 
the checks can be carried out electronically. You may also be asked to 
provide a copy of your constitution.  

 

You will find out if your application is successful straightaway and will then 
be sent all your information and documents etc. in the post.  

 

Barclays Community Account 

 

Barclays offers a Community Account for non-profit organisations 
benefiting the wider community that turn over less than £100,000 a year. 

 

Signatories must be aged over 18 and you can have a minimum of two, 
maximum of three signatories.  

 

To start the application process, call free phone 0800 515 462 and ask for 
the application forms to be emailed/posted to you.  

Once you have completed the forms, call 0800 515 462 to make a half 
hour appointment at your local branch.  

 

You will need to take with you your completed forms and identification – 
you will need photo ID in the form of a passport or photo driving license 
and a utility bill from your home for the last three months (not a TV license 
or mobile phone bill). If you don’t have a utility bill, you can use a photo 
driving license for proof of address, providing you use your passport for 
your first form of ID. Bring a copy of your constitution just in case.  

 



The Hyde Group Tenants and Residents Association Toolkit     Page 39 
18 May 2017   

   

  

At the meeting, the Account Manager will carry out a quick fact find with 
you about the group and credit checks will take place on the signatories.  

 

Natwest Community Bank Account 

 

Natwest offers a Community Bank Account for non-profit organisations 
that turn over less than £100,000 a year. 

 

You can read more about it and what it offers here: 
http://www.business.natwest.com/business/start-
ups/accounts/current-accounts/community-account.html 

 

Signatories must be aged over 18 and you can have up to two signatories 
on the account for free. (Further signatories incur a charge.) 

 

The initial application process involves a 5-10 minute discussion over the 
phone (0800 056 1388).  

 

Application forms will then be sent out, once these are returned someone 
from the bank will contact you to let you know that the forms have been 
received, there will then be a 15-20 working day turnaround to get your 
account set up.  

 

The details they will need from each signatory are: 

 Full name  

 Date of birth 

 Address and date moved in 

 A memorable word (for future security checks) 

 Town of birth (for future security checks) 

The bank will carry out a credit check and the signatories on the 
application will need to declare any bankruptcy or county court judgments 
which would make them ineligible. If an applicant had previously left 
Natwest bank owing money, this would also make them ineligible.  

If any of the applicants hold a personal account with Natwest, their 
identification details can be checked against their personal account. If 

http://www.business.natwest.com/business/start-ups/accounts/current-accounts/community-account.html
http://www.business.natwest.com/business/start-ups/accounts/current-accounts/community-account.html
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applicants are not already Natwest customers, currently, as long as they 
are an EU national, the bank should be able to check their identification 
electronically. The bank also prefers to see a copy of your group’s 
constitution if it’s available.  

 

You can find some other useful information on setting up a community 
bank account here: 
http://www.resourcecentre.org.uk/information/bank-accounts-for-
community-and-voluntary-organisations/  

 

Involving everyone 

 

Diversity and inclusion means working to 

ensure that everyone is included. In 

addition to having a diversity and 

inclusion statement and following it, here 

are some practical ideas for making your 

group more inclusive:  

 Keep in touch regularly, let people know what you’re doing, publicise 
your meetings, inform people of activities or events taking place, and 
let them know about any important issues or developments that might 
affect the area or local services. 

 Make sure publicity (e.g. newsletters, flyers) is written in a way that is 
clear and easy to understand, consider translating it into another 
language if necessary.  

 Try to hold meetings at a time when most people can come, consider 
the needs of parents and those who work. 

 Choose meeting venues that are accessible and suitable for 
everyone. Bear in mind that some venues may feel unwelcoming to 
some members of your community. 

 Be welcoming towards new members; introduce topics and use 
language that is jargon – free and simple to understand.  Make sure 
you don’t give the impression of being a ‘closed shop’.  

 Make sure everyone gets the opportunity to contribute at meetings 
without anybody dominating the discussion.  

http://www.resourcecentre.org.uk/information/bank-accounts-for-community-and-voluntary-organisations/
http://www.resourcecentre.org.uk/information/bank-accounts-for-community-and-voluntary-organisations/
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 Make links with other community groups and invite them to your 
meetings. 
 

Here are some other ways you might encourage more people to join: 

 Make sure agenda topics are relevant and interesting. Consider 
inviting outside speakers to give talks. 

 Provide a social element to the meeting, perhaps a tea break or a 
fundraising raffle. Consider planning some social events and 
activities.  

 Have some clear short-term aims, e.g. organising a community event 
or a clean-up campaign, these may help attract some new members. 

 Share your group’s successes via a regular newsletter or maybe 
even through a Facebook page, this may encourage others to join.  
 

If you would like further information on diversity and inclusion, contact the 
Hyde Group who may be able to provide you with a free e-learning 
course.  

Publicity and communications   

 

If you keep local people informed about what 
your group is doing they will be much more 
supportive and you’ll hopefully attract more 
members. There are various ways you can 
keep people in touch with what’s going on.  

Flyers 

These are usually a single sheet advertising a specific event or meeting 
that is distributed to everyone in the area you represent. 

Posters 

A single sheet advertising a specific event or meeting displayed in 
prominent places like a local shop or public buildings. If your area has a 
Hyde noticeboard ask your Housing Officer and they can put a poster up 
on it for you. 
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Newsletters  

A newsletter can be anything from one side of a sheet of paper to several 
pages stapled or folded together, and usually cover a number of different 
topics.  

Newsletters are an effective way of keeping local residents informed 
about what is happening in their neighbourhood as well as other issues 
relating to the association. It can be worth producing several newsletters 
throughout the year.  

A newsletter can: 

 Share news with your members about what the association is doing 
on their behalf 

 Let people know about campaigns your group is involved in 

 Let people know about other events and information that might be 
useful or of interest 

 Encourage people to join your association and get involved 

 Keep people up to date with developments in your area 

 Let other people know about your group, for example, councillors, 
other associations and importantly new residents. 

Top tips for producing a newsletter 

 Keep it short, snappy, interesting and friendly 

 Divide up different articles with lines, squares or space 

 Say what each piece is about in the first few sentences 

 Double check any names, dates, times, quotes, telephones numbers 

 Try to use pictures or photos to break up the page - – make sure you 
have people’s permission before you use their photo or image. 
Remember lots of images online are copyrighted. 

 Use big bold headings 

 Have a look at other newsletters to pick up tips and ideas 

 Include human interest stories, puzzles and competitions, details of 
local events, adverts or for sale notices which can all help to 
encourage residents to read it. 

 Try not to leave it all to one person - encourage other people to get 
involved with providing ideas, writing articles or producing drawings 
or cartoons. 

Don’t forget, the cost of printing your newsletter will need to be 
met by your group, so remember to keep it concise and cost 
effective to produce. 
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Online communication 

 
You can also keep in touch with people by setting up a website or via 
social media, e.g. Facebook or Twitter. Remember that if you set up a 
website, it needs to be updated regularly as information ages very quickly 
online. It’s also worth remembering that a website is only an effective 
communication tool if people check it regularly. Twitter can be a good way 
of leading people to information on your website.  

 

Twitter 

Twitter enables you to post short 140 character 
messages, or “Tweets” to people who have “followed” 
you on Twitter. Due to the 140 character message limit, 
people usually link to an article on another website so 

this is helpful if your group has its own website but probably not so helpful 
if it doesn’t.   
 
To make your Tweet easier for people to find, you can use hashtags 
(written with a # symbol) relating to a subject or area. Clicking or tapping 
on a hashtagged word in any message shows users other Tweets that 
include that hashtag. E.g. #residentsassociation, #packington 
 
Twitter top tips:  

 You cannot add spaces or punctuation to a hashtag or it will not 
work properly. 

 There is no official limit to the number of hashtags you can include 
in a Tweet (subject to the 140 characters you have to use), however 
Twitter suggest a maximum of two is good practice. 

For more information, go to https://support.twitter.com/  
 
 
Facebook  

 

Facebook can be an effective standalone 
online communication tool as well as a 
helpful addition to a website. Facebook 
gives you the option of setting up either a 
Facebook page or a Facebook group. One of the benefits of using 
Facebook is that many people use it in their personal lives so you can 

https://support.twitter.com/
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increase the likelihood that people will look at your group’s page more 
regularly. 
 

 Facebook pages are visible to everyone on the internet by default. 
People can connect with these pages by becoming a fan and then 
receive their updates in their news feed and interact with them. A 
Facebook page is helpful if you mostly just want to put 
communication out to people.   

 Facebook groups are the place for group communication and for 
people to share their common interests and express their opinion. 
Groups allow people to come together around a common cause, 
issue or activity to organise, express objectives, discuss issues, 
post photos and share related content.  
When you create a group, you can decide whether to make it 
publicly available for anyone to join, require administrator approval 
for members to join or keep it private and by invitation only. Like 
with pages, new posts by a group are included in the news feeds of 
its members and members can interact and share with one another 
from the group. A Facebook group is helpful if you want things to be 
more interactive with group members able to start their own 
discussions and post their own updates. 
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Planning and setting goals 

 

Running an efficient, organised group isn’t easy. 
It’s something that comes with practice and 
experience. There will be so many issues and 
problems you want to put right. It’s important you 
organise yourselves and your resources from the 
start. You can’t solve everything in the first week!  

 

By setting goals for yourselves and the association you can: 

 

 Get more done  
Focus on the really important issues and the problems you have a 
real chance of solving. There’s no point in spreading yourselves thinly 
and trying to do too much at once. 
 

 Make better use of your resources 
Everyone’s time and energy is limited. Don’t waste it on schemes or 
problems you have no hope or opportunity of completing or solving.  
 

 Stay positive! 
It’s easy to get frustrated, especially when you are trying to sort out 
problems, which may have built up over years. Think out how long it 
takes to sort out each issue, plan your campaign and celebrate your 
successes. 

 

How to set goals: 

 
1) Identify what’s important 

Talk to your group and local residents to find out what the issues are 
and what things are most important to people. Consider carrying out 
a mini-survey to understand the real local concerns.  

 
2) Set your goals 

Be clear about what you want to achieve.  

 
3) Establish a timescale for each goal  
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You can either give yourself a specific timescale or break down your 
goals into short-term, medium-term and long-term.  
 

4) Draw up an action plan 
Identify clear actions for achieving your goals.  

 
5) Review your action plan regularly 

Check the progress of your action plan on a regular basis, look at 
what you’ve achieved and whether you’ve reached any of your 
goals, and then identify what you need to do next.  

 

Measuring success 

Measuring your group’s success is important both for celebrating your 
group’s achievements and for identifying areas that you need to focus on.  

A good time to review your group’s progress and achievements is in the 
run up to your AGM. You can then share this information at your AGM 
and agree your goals for the coming year.  

How you measure success and what you measure will depend on your 
group’s goals and objectives.  

Step 1 

Start off by making a list of your group’s goals. Include any specific goals 
your group has set during the last year or so, but also consider including 
some of the more general aims of your group listed in your constitution.  

List any specific actions taken to help reach those goals and any 
outcomes achieved as a result.  

Step 2 

If you have any goals, such as ‘increase sense of community spirit’, it may 
be a good idea to do a survey with local residents to find out how they feel 
about their neighbourhood.  

You could also take this opportunity to ask them what issues are most 
important to them and what improvements they would like to see made. 
This information can help you plan your goals for next year.  
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Step 3 

Another useful way for measuring your group’s success is local statistics. 
For example, if one of your goals is to help reduce crime in your 
neighbourhood, looking at local crime statistics could help you identify 
whether you have been successful.  

 

The following are some of the websites which may be helpful to you: 

 http://www.crime-statistics.co.uk/postcode  

 https://www.police.uk/  

 https://www.neighbourhood.statistics.gov.uk  

 

Your local authority’s website should also have some information on local 
statistics which you can access.  

 

Step 4 

Once you have been through all of your goals and identified your 
progress, your group should then agree any next steps. 
 

An example table for measuring progress against goals and 
identifying next steps is on the next page. 

 

Step 5 

Share your successes! Some of the ways you could do this are: 

 Through the Chair’s report at your AGM 

 Through your group’s newsletter 

 Through social media 

 By sending a press release to your local newspaper 

 By asking the Hyde Group to include an article on its website and/or 
to promote your news through social media 

 

Sharing your success is a great way to attract new members and keep 
your current members motivated.  
  

http://www.crime-statistics.co.uk/postcode
https://www.police.uk/
https://www.neighbourhood.statistics.gov.uk/
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Goals / 
aims 

Action taken Progress / outcomes Next steps 

Increase 
membership 
of TRA by 
10% during 
2016 

 Recruitment campaign – 
letter to all residents and 
summer social to attract new 
members 

 

 7 new members 
joined, increasing 
membership by 35%. 

 Start a quarterly newsletter for all 
residents to promote work of TRA 

 Members to promote TRA to any new 
residents that move in and encourage 
them to join 

 Goal to increase membership by 
another 5% this coming year 

 

Increase 
sense of 
community 
spirit on 
estate 

 Street party held in May 

 Community Skills Swap 
project set up (where people 
can swap skills e.g. computer 
lessons for help with 
gardening 

 Monthly coffee mornings held 
at community centre 

 On average residents 
rated community 
spirit as 8/10 in our 
most recent survey 
compared to 5/10 
last year. 

 15 community skills 
swaps have been 
made. 

 On average, 15 
people are attending 
the coffee morning 
each month. 

 

 

 Organise Easter Egg Hunt for children 

 Promote Community Skills Swap 
project in newsletter  

 Goal for 25 community skills swaps for 
the coming year 

 Encourage further attendance at 
coffee mornings by including activities 
such as charity bake sales, Bingo and 
a raffle. Promote in newsletter. 

 Goal for 20% increase in attendance 
at coffee mornings over coming year.  
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Goals / 
aims 

Action taken Progress / outcomes Next steps 

Help reduce 
anti-social 
behaviour 
(ASB) – 
particular 
during 
school 
holidays 

 Set up Neighbourhood Watch 
Scheme – 25 members 

 Gave out soft balls to 
children playing football in 
street to prevent damage to 
cars/properties and reduce 
nuisance 

 Included activities for children 
and young people in summer 
social event 

 Included good neighbour 
advice in newsletter and 
details of who to contact if 
any problems 
 

 Incidents of ASB 
during August 
reduced by 25% 
since last year 
according to police 
crime stats.  

 Continue to promote Neighbourhood 
Watch through newsletter and 
personal invitation to new residents 

 Goal to recruit 5 new members for 
Neighbourhood Watch. 

 Set up neighbourhood play scheme for 
school holidays 

 Publish information on being a good 
neighbour, ASB and community safety 
in newsletter 

 Run good neighbour competition  
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Tenants and Residents Association Model Constitution  

 

1. Name and area 

 
1.1. The name of the association is …………………………………… 

 
1.2. The defined area is …………………………………… 

 
1.3. The defined area is in ……………………………………  

 
2. Aims 

 

The aims of the association are to: 

 
2.1. Promote membership to all people eligible to join the association 

 
2.2. Promote diversity and inclusion within the community and within its 

membership, and follow our diversity and inclusion statement  

 
2.3. Improve the housing and other services provided to members 

 
2.4. Build a partnership and improve communication between landlord 

and residents 

 
2.5. Be non-party political 

 
2.6. Promote social, welfare and recreational activities 

 
2.7. Regularly consult all members 

 
2.8. Represent the majority view of the members 

 
2.9. Provide regular information to all members 

 
2.10. Monitor the association, its work, finances and membership 

A Microsoft Word 
version of this is 
available on request 
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2.11. Promote training for committee members 

 
3. Membership 

 
3.1. Membership of the association shall be open to all tenants and 

residents of ……………………………… 

 
3.2. A record of all members in the current year shall be kept by the 

Secretary of the association. 

 
3.3. Any membership fee shall be determined at the annual general 

meeting (AGM). 

 
3.4. The committee may accept any person as an associate member. 

They shall have all the privileges of membership except the right to 
vote at meetings and to be elected as members of the committee. 

 
4. Ending membership 

 
4.1. Membership shall end when a member ceases to be a tenant or 

resident in the defined area, dies or resigns. 

 
4.2. In the event of gross misconduct (e.g. a serious breach of the code 

of conduct or the diversity and inclusion statement), membership can 
be suspended or ended by a two-thirds majority vote of the 
committee. 

 
4.3. A member whose membership has been suspended shall be entitled 

to have that suspension reviewed at the next general meeting of the 
association. 

 
5. The committee 

 
5.1. Any member over the age of 18 shall be entitled to stand for election 

to the committee. 

 
5.2. There shall be at least six committee members and at least 50% 

shall be Hyde residents. 
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5.3. There shall be no more than two committee members from the same 

household. 

 
5.4. The officers of the committee shall include a Chair, Vice Chair, 

Secretary and Treasurer. 

 
5.5. The duties of the officers shall be defined in the standing orders of 

the association, produced by the committee, which may be revised 
from time to time.  

 
5.6. The officers shall report to each committee meeting and general 

meeting on their work. 

 
5.7. The officers of the committee shall all be residents; they should be 

from different households and not related to one another. 

 
5.8. The committee may from time to time as necessary create any sub-

committees and/or working parties on a permanent or temporary 
basis. The members of any such sub-committee or working party 
shall be selected by the committee from among its members. Any 
such sub-committees or working parties shall report to the committee 
for decision-making. 

 
5.9. The committee shall monitor the work, finances and membership of 

the association. 

 
5.10. The committee may co-opt non-voting members onto the committee 

in order to fill vacancies that occur during the year or to ensure 
appropriate representation of all people in the community. 

 
5.11. The committee shall stand down at each annual general meeting and 

may be re-elected. 

 
6. Committee meetings 

 
6.1. There shall be at least two committee meetings each year as and 

when necessary. 
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6.2. All members shall be given not less than seven days’ notice of each 
committee meeting, at which any members shall be entitled to attend 
(but not to vote). 

 
7. General meetings 

 
7.1. Each year the association shall hold at least two general meetings 

(excluding the AGM) which shall be open to the general membership. 

 
7.2. All members of the association shall receive 14 days’ notice of 

general meetings. 

  
8. The annual general meeting (AGM) 

 
8.1. The association shall hold an annual general meeting (AGM) once in 

each calendar year, and not more than 15 months shall pass 
between the date of one AGM and the next. 

 
8.2. The AGM shall: 

 Receive an annual report from the committee 

 Present independently checked accounts to members 

 Elect the committee 

 Consider any resolutions put forward by members 

 Vote on any amendments to the constitution 

 
8.3. All members shall be given 14 days’ written notice of the AGM, and 

this must include an agenda, minutes of the last AGM, details of 
nominations to the committee and any resolutions, which include any 
proposed changes to the constitution. 

 
8.4. Any proposed changes to the constitution or nominations to the 

committee must be notified and sent to the Secretary in writing at 
least 14 days before the AGM. 

 

9. Special general meetings 

 
9.1. A special general meeting may be called by the committee and must 

be called by the committee if requested by at least four members or 
5% of the membership, whichever is the most, at least 28 days 
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before the date on which those members request the meeting to be 
held.  

 
9.2. The Secretary must send to each member written notice of a special 

general meeting 21 days in advance of the meeting. 

 

10. Quorum 

 
10.1. The quorum for all general meetings (including annual general 

meetings and special general meetings) shall be a minimum of four 
members. 

 
11. Voting 

 
11.1. Each member shall have one vote on any resolution put before an 

AGM, general meeting or special general meeting. 

 
11.2. All voting that takes place at a committee meeting, general meeting, 

annual general meeting or special general meeting shall be counted 
and recorded in the minutes. 

 
11.3. If there is a tie the Chair will have an extra casting vote. 

 
12. Minutes 

 
12.1. All formal meetings including general meetings, committee meetings, 

annual general meetings and special general meetings must be 
minuted and the minutes formally approved by the next meeting of 
the committee or general meeting respectively. 

 
12.2. All minutes shall be available for inspection by members of the 

association. 

 
13. Finance 

 
13.1. The Treasurer shall open a bank or building society account in the 

name of the association and keep records of the association's 
income and expenditure. The Treasurer shall report the balance in 
the account to the committee at each committee meeting. 
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13.2. The committee shall appoint three authorised signatories for any 

cheques and cheques shall be signed by at least two of the 
authorised signatories. The signatories should be from different 
households and not related to one another. 

 
13.3. The association's accounts shall be kept up to date and annual 

accounts for each year shall be independently checked and shall be 
presented to the annual general meeting. 

 
13.4. The accounts of the association shall be available for inspection, by 

any member of the association who requests to see them, within 28 
days. The request for inspection must be made in writing to the 
Treasurer. 

 
13.5. The Treasurer is authorised to pay from petty cash, travel and other 

expenses to representatives of the association undertaking the 
association's work providing that each payment is supported by a 
receipt, ticket or voucher. Each such payment of petty cash shall be 
signed by the receiver. The Treasurer shall provide a list of petty 
cash payments to the committee at each committee meeting. 

 
14. Information 

 
14.1. The association shall provide information to all members on things 

that affect the association and its members. 

 
14.2. Every member of the association has the right to receive a copy of 

the constitution. The Secretary shall give a copy of the constitution to 
any member requesting a copy. Copies of the constitution shall be 
made available at the AGM. 

 
14.3. Minutes of all general meetings and committee meetings shall be 

available from the Secretary for all members. 

 
15. Code of conduct for members 

 
15.1. Members should at all times observe the accepted practices while 

taking part in meetings. 
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15.2. Each member should extend the same courtesy to each individual 
they would wish to receive. 

 
15.3. To seek the best possible solution and to help others solve the 

problem being discussed. 

 
15.4. To represent at all times the views of the association and the 

community. 

 
15.5. Not to speak or write on behalf of the group on matters of importance 

without prior agreement. 

 
15.6. All correspondence sent on behalf of the group must be made 

available to members of the group. 

 
15.7. Members should disclose any interest whether personal or on behalf 

of any group that they consider may influence their approach to the 
matter being discussed. 

 
15.8. Members should respect all residents’ confidentiality on issues that 

may cause embarrassment or identification of an individual.  

 
15.9. To operate within the rules as agreed in the constitution. 

 
16. Dissolution of the association 

 
16.1. The association can only be dissolved by a special general meeting 

called specifically to consider a motion to dissolve the association. 

 
16.2. All members shall be given 21 days’ written notice of such a meeting. 

 
16.3. The association shall only be dissolved if two-thirds of members 

present at the special general meeting vote for a motion to dissolve 
the association. 

 
16.4. The special general meeting shall decide on disposal of assets, 

funds and equipment. Where assets, funds and equipment have 
been obtained from external donations/grants, the donor/funder will 
be notified and disposal shall be as agreed and directed.     
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Signed by ___________________________ 

 

Chair 

 

Signed by____________________________ 

 

Committee member 

 

Date    _____________________________ 
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Tenants and Residents Association Model Diversity and 
Inclusion Statement 
 

This is the diversity and inclusion statement of (please insert name of 
residents association). 
 

This statement was agreed at the (please insert name of residents 
association) annual general meeting held on (please insert date). 
 

(Please insert name of residents association) recognises that 
discrimination and disadvantage is experienced by some groups and 
individuals. We intend for our association to be all inclusive in order to 
represent all of our community and to redress discrimination based on age, 
disability/health status, gender/gender reassignment, marital/civil 
partnership status, pregnancy/maternity, responsibility for dependents, 
race/national origin, religion/belief, culture and sexual orientation.  
 

In particular we will: 

 Work to ensure that our association reflects the wider community in 
terms of tenure, gender, ethnicity and age 

 Try to hold meetings at times, dates and in venues, which encourage 
the maximum attendance 

 Ensure that the specified notice, as per our constitution, is given for all 
meetings 

 Challenge discriminatory or abusive comments and behaviour at our 
meetings 

 Encourage participation from all present at our meetings 

 Explain jargon or abbreviations that may be used at meetings 

 Provide feedback of the work of the association to all residents within 
the area we represent 

 Consider the rest of the community when making decisions to ensure 
no one is unfairly disadvantaged  

 Provide opportunities for all of our community that do not attend our 
meetings to talk to us about their views and opinions 

 

This statement will be reviewed at every annual general meeting to ensure 
it is still fit for purpose. It may be added to at this time and agreed by the 
association. 

A Microsoft Word 
version of this is 
available on request 
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Contact details 

 

For further help and advice about setting up or running a tenants and 
residents association, please email residentengagement@hyde-
housing.co.uk or contact Customer Services on 0800 3 282 282 and a 
member of the Resident Engagement Team will get back to you. 

 

 

mailto:residentengagement@hyde-housing.co.uk
mailto:residentengagement@hyde-housing.co.uk

