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PCHA's Policy on Residents Participation

PCHA is committed to ensuring that Residents have the opportunity to
influence decisions, which affect their homes by:

Keeping Residents informed of its policies and changes to those policies
and any other matters, which may affect the tenancy

Consulting with Residents in appropriate ways on any changes to those
polices and other matters which substantially affect their tenancy

Providing Residents with the opportunity to set up and maintain Residents
associations

Providing Residents with the opportunity to participate in the making of
decisions by being elected onto the committees of the Association or by
providing access to committees

Providing Residents with the opportunity to become involved with the
management and control of their homes at a local level through the setting
up and maintenance of Residents management organisations.

In putting the policy into practice PCHA will promote equality of opportunity
for all its Residents in line with its Equal Opportunities Policy. PCHA will
both require and support Residents organisation to demonstrate a
commitment to PCHA’s Equal Opportunity Palicy.

Copies of the full Residents Participation Policy are available from any
PCHA office or member of staff.

PCHA tenants attending the Making the Most of Yours  elf Training May



PCHA's Policy on Residents’ Associations

PCHA recognises that Residents’ Associations provide an important way for
Residents to become involved in the management of their housing and are
useful channels of communication between Residents and the organisation.
PCHA actively encourages the formation and development of Residents’
Associations. It recognises that in order to achieve this clear guidance needs
to be available to Residents so that they know what support they can access
from PCHA.

PCHA will provide reasonable resources and support to assist Residents to
promote and set up Residents’ Associations ensuring they meet the eligibility
criteria for Residents’ Associations, details of which can be found on page 6.

Promotion

Provide assistance to design, produce and distribute newsletters and other
written material

Provide photocopy facilities or meet the cost of the production of written
material

Pay meeting costs e.g. baby-sitting fees, room hire, interpreters, signers,
mobile induction loop

Assist with transport to meetings

Service meetings including taking and producing minutes and other
papers/ correspondence as necessary

Organise for Residents to visit other Residents-led projects
Set Up

Assist Residents to identify training needs and provide training either in
house or from external sources. Training to cover needs such as
committee skills, assertiveness, encouraging participation and equal
opportunities

Provide advice to Residents on setting up the Residents’ Association,
collecting and managing membership fees and establishing a system for
proper management of the Residents’ Association

Pay for costs associated with meetings, including creche, baby-sitting fees,
transport and incentives

Provide secretarial and administrative support including making
photocopying facilities available or meeting their cost and taking minutes



Assist with the design and production of newsletters and leaflets
Running the Residents’ Association

Continue to advise Residents on identifying and meeting training needs
Continue to make available photocopying facilities

Commit for each Residents’ Association the attendance of the Deputy or
Borough Manager at least 2 Residents’ Association meetings per year

Make available grants to Residents’ Associations based on the number of
units involved and to meet the cost associated with meetings, hire of
rooms, creche, baby-sitting fees, transport, incentives, print of leaflets



Eligibility Criteria for Residents’ Associations

PCHA expects Residents Associations to meet the following criteria in order to
receive recognition from PCHA and hence support once set up.

Residents Associations can expect their performance to be monitored
annually against these criteria. This will be way of an annual return, which
can be found on page 20.

The main aims of Residents Association’s must be to represent the views,
concerns and interests of Residents on housing related issues.

Residents Associations should have clearly defined geographic
boundaries e.g. an estate, block, scheme or named streets.

Residents Associations must adopt a constitution similar to that in
Appendix 2. This constitution can be varied to reflect the group’s specific
aims and objectives but it must be agreed with PCHA.

Residents Associations need not have a majority of Residents in the
agreed area as members but the membership of Residents Association’s
must be representative of the community in which they operate and this
systems for monitoring membership in terms of equal opportunities must
be in place.

Membership of Residents Associations must be open to all members of
Residents’ households over the age of 16 years although each household
is limited to a single vote.

Residents Associations must keep membership records and ensure these
records are kept up to date. Membership must be renewed annually.

All potential members of Residents Association’s must be invited to all
general meetings.

Residents Associations must adopt and demonstrate commitment to either
PCHA’s Equal Opportunities Policy or one similar to the example on page
15 and adopt practices for dealing with racist behaviour.

Residents Associations must keep clear and accurate records showing the
income received and how it has been spent. All cheques must have two
authorised signatories and it is recommended that those signatories are
the Treasurer and one other committee member but not the Chair.



Tasks for Residents Associations
Provide information to Residents and residents
Identify issues of concern
Suggest solutions to problems
Represent the issues and interests of Residents to landlord and others
Provide local information and knowledge to the landlord
Act as an agent for housing management

Campaign for changes or improvements in housing policy or practice or
other matters

Act as a focus for political activity

Organise social and welfare activities

Work for the development of community
Welcome new Residents to home and area

Promote race equality through all activities and functions



The Role of the Committee and its Members
The Residents Association Committee

A Residents Association’s Committee is normally elected at its Annual
General Meeting. The committee is a group of people elected by its residents
to run business. It consists of a Chair, Vice-Chair, Secretary, Treasurer and a
number of non-office holding committee members.

For a Resident Association to be successful and representative they should
meet regularly to progress the areas of interest of the Association. They
should also report back to the membership at regular intervals.

The group will be made up of people with a mixture of skills and abilities. This
is a positive thing and each person should strive to recognise other group
member’s skills and develop a way for them to compliment each other for the
benefit of all.

The following section explains the role and responsibilities of the Chair,
Secretary, Treasurer and Committee members.

Being a member of the Committee

The success of the Resident Associations is dependent on the participation of
all those elected to serve on its Committee. Similarly the success of a
meeting is dependent on the participation of those present. It is important that
Committee members make very effort to attend meetings and give apologies
for non-attendance.

Members of a Committee should:

Contribute:  Join in the discussion
Put forward constructive ideas
Prepare for meeting by reading previous papers, agenda and
minutes
Support statements with relevant ideas, facts and opinions

Concentrate: Maintain interest
Listen to others without interrupting

Control: Control their temper

Co-operate: Accept majority decisions
Look for areas of common agreement, useful points of
compromise
Support the chair
Involve quieter or less confident members
Carry out tasks assigned to them



Responsibilities of the Committee

The role of the non-office holding Committee members on a Residents
Association is vital. Members of the Committee must adopt a participatory
role and not let the Chair, Vice-Chair, and Secretary to solely lead.

Members of the Committee should contribute to the meetings, offer support
and constructive advice to officers, and welcome new members onto the
Committee. The more energy and effort put in by the Committee as a whole,
the more effective the group will be.

The Constitution

It is the responsibility of all members of the Committee and of the membership
as a whole to uphold the constitution. An example can be found on page 15.



Equal Opportunity
One of the most important sections of the constitution is the section on Equal
Opportunities. It is the responsibility of all members of the Committee to make

sure the business of the group is conducted as outlined in PCHA’s model
constitution:

“Full membership shall be open to all over the age of 16 years
irrespective of race, colour, origin, religion, gender, disability, physical
appearance, marital status, sexual orientation or age”.
Challenging Prejudice and Discrimination
Challenging racism, sexism, anti lesbian and gay prejudice and all other forms
of discrimination is not simply the responsibility of the Chair but the
responsibility of the entire Committee.
Equally it is the responsibility of the Committee to support and take seriously
any member of the group or Committee who brings up an equal opportunities
issue.

The Committee should seek to create an atmosphere in which all members of
the community feel comfortable and able to bring up issues of concern.

Why Challenge Discrimination?

Here are some reasons why Residents groups have said they want to
challenge prejudice and discrimination in their group because:

It is wrong

Women, black and minority ethnic groups, lesbian and gay men, people
with disabilities will not feel comfortable.

By not challenging the group could be seen as agreeing with such
prejudice and discrimination.

You feel angry about what has been said.

Not challenging will weaken the Committee.

10



The Role of the Chair

The Chair is often the central person of a Committee and is seen as the
spokesperson for the group.

A Chairperson should not:

Take on all the work, responsibilities should be delegated and others should
be encouraged to take part.

Express any view that has not been previously discussed by the Committee.
As the Chair can be often asked to represent the views of the Committee and
TA to external agencies.

Dominate meetings, they should maintain control but allow flexibility,
encourage everyone to participate while ensuring time is used effectively.

The Chairperson should:

Prepare the agenda for the Secretary. Make sure it is not too long, and
important items are prioritised on the agenda. Work out how long each item
should take and ensure enough time is allocated to each item.

Ensure the meeting starts on time and that new people are welcomed.
Everyone should be introduced including the guest speakers.

Introduce each agenda item explaining some background and what decisions
need to be made.

During the meeting —

Everybody is encouraged to contribute to discussions
Decisions are made and are understand

Order is kept

No member dominates the discussion

Any jargon used is explained

At the end of each item summarise the main points, outline action to be taken
and people are encouraged to take on follow up work.

At the end of a meeting set a date, time and place for the next meeting.
Thank everyone for attending.

11



The Role of the Secretary

The Secretary is responsible for the organisation of meetings, recording the
meeting with minutes, writing letters, keeping members informed of meetings
and future events, receiving correspondence and general organisation.

Depending on the size of the TA the amount of work can be vast so it may be
better to split the job up e.g. Minute Secretary, Membership Secretary

Day-to-day duties:
Writing and receiving letters on behalf of the group
Keep an up-to-date record of Committee members’ details

Organise an understandable record keeping system for minutes,
correspondence, constitution etc.

Being first point of contact for other organisations.

Keeping all Residents informed by newsletters and of the next meeting(s).
Meetings:

Receive agenda items. Preparing and distributing the agendas and minutes

Ensure the meeting place is booked, that someone will open up, arrange the
venue and close up after the meeting.

During the meeting -

Take apologies, agree minutes of last meeting

Record matters arising, present correspondence to Committee
Record discussion of meeting as simply as possible

Record decisions accurately, record time meeting ended

Write up minutes as soon as possible after the meeting while it is still fresh in
the mind.

12



The Role of the Treasurer

The Treasurer has the overall responsibility for the group’s finances. This role
is the most definite one, usually described in detalil in the constitution.

The role of the Treasurer is very important but the amount of work is
dependent on how much money the Resident Association deals with.

The Treasurer’s duties:

Open and maintain a bank or building society account

Keep accurate account books of all financial transactions with receipts and
invoices

Prepare regular financial reports for the Committee

Allow, upon reasonable notification, any resident to inspect the account
books

Prepare the books for an annual audit or verification to be presented at the
AGM

Ensure the bank mandate is up-to-date

Grants for Residents Associations

Recognised Residents Associations are entitled to claim an annual grant from
PCHA to meet costs associated with running a Residents Association e.g. hire
of meeting rooms, stationery, training, transport etc. The grant can only be
spent supporting the aims of the Residents Association as set out in your
constitution.

All applications for a grant should be made to your Residents Involvement
Officer.

Level of Grant
The normal level of grant is £75.00 per Residents Association plus £2.00 per
household in the area represented by the Residents Association and detailed

in its constitution, up to a maximum of £350.00 per TA.

The Housing Area Manager will consider any request for additional amounts
to meet specific additional expenditure on their merits.

13



Recommended Equal Opportunities Statement for Resid ents
Associations

Residents' Associations are required to demonstrate a commitment to an
Equal Opportunities Policy in order to receive recognition and support from
PCHA.

Residents Association’s might wish to adopt and comply with PCHA's Equal
Opportunities Policy, which is available from the Area office or alternatively
comply with a statement as set out below:

1. The (name of the
Resident Association) Believes it must work towards the harmonious
functions of a multiracial community.

2. Therefore, it is committed to opposing all forms of discrimination and
oppression. This includes racism, sexism and all forms of discrimination
faced by black people and other ethnic communities; by woman; by gay
men and lesbians and by people with disabilities. The Residents
Association is also committed to acting without discrimination on the
grounds of nationality, political or religious belief.

3. The Residents Association will introduce measures to remove direct and
indirect discrimination in any of its activities.

4. The Residents Association will work towards the development of
awareness of equal opportunities issues. It will also adopt a strategy for
the achievement of racial equality and genuine equality of opportunity.

14



Introduction

The following is an outline to help Residents to draft their own constitution. You do
not have to put everything written here into your own constitution. There is no legal
requirement on what is in a constitution but PCHA, and also external funders, will
want certain clauses included before they will recognise a group. PCHA Resident
Involvement Department will provide any assistance required.

MODEL CONSTITUTION

NAME: The Organisation shall be known as

AREA OF

OPERATION: Area represented by the Organisation is

AIMS AND

OBJECTIVES: The Aims or Objectives of the Organisation shall be:

To represent the views, concerns and interests of
Residents on housing and related issues.

To ensure members and potential members are consulted
regularly and that all residents eligible for membership are
encouraged to join.

MEMBERSHIP:
The Organisation shall have the power to affiliate to any body

in the interests of its members.

Full Membership shall be open to all over the age of 16 years
irrespective of race, colour, origin, religion, gender, disability,
physical appearance, marital status, sexual orientation or age.

Each member shall be limited to one vote.

As far as possible, membership shall be representative of the
community in which the organisation operates.

Reasonable conduct at meetings will be a condition of
membership. Breach of this condition will be dealt with by a
full meeting of the Committee.

Associate membership is open to friends and well-wishers of
the association. Associate members will not have voting rights.

15



FINANCES:

MANAGEMENT:

COMMITTEE
MEETINGS:

ANNUAL GENERAL
MEETINGS:

Any money raised by or on behalf of the Organisation shall
only be applied in furtherance of the aims and objectives of the
Association.

The Treasurer shall open and maintain a bank account in the
name of the Organisation.

All cheques and instructions to the Organisation’s bankers
shall require two of the three agreed signatures. These should
not be from the same household

An independent person shall check the accounts at the end of
each financial year

The accounts shall be made available to members at the AGM

All expenditure must have prior authority from the
organisation’s committee, be recorded in the minutes, following
financial standing orders.

A Committee elected at the each Annual General Meeting shall
manage the Organisation. The Committee shall consist of
Chairman, Secretary and Treasurer and a minimum of four
other members.

A Quorum for Committee meetings shall constitute two officers
and two Committee members.

The Committee may temporarily fill any vacancy arising among
officers of the Organisation from its other members until the
next AGM.

A proper record of all meetings will be kept in addition to
records of expenditure and income.

The Committee shall meet as necessary and not less than four
times in each year. Committee meetings shall be open to any

member of the Organisation wishing to attend who may speak

but not vote.

The Committee shall call an Annual General Meeting of the
Association each year. Not less than 28 days notice of the

AGM shall be given to all members and all those eligible for
membership.

16



SPECIAL GENERAL
MEETINGS:

NOTICE OF
MEETINGS:

SUB-COMMITTEES:

QUORUM:

At the AGM:

The Committee shall present an Annual Report to
the Association.

The Committee shall present the Financial
Accounts stating how money was spent during the
previous year.

The committee shall resign.

The Officers of the Committee for the next year
shall be elected.

Any proposals submitted to the Secretary in writing
not less than seven days in advance of the AGM
shall be discussed.

The Secretary shall call a Special General Meeting at the
request of a majority of the Committee or upon receipt of a
written petition by no less than one third of the Association.

The Secretary shall give not less than 7 days notice of a
Special General Meeting, which shall take place within 21 days
of the receipt of the request or petition.

Notice of all General Meetings, special general meetings, and
AGM will be given to each member stating the time, date and
place of meeting.

The Committee may appoint such Sub-Committees as may be
required to carry out the activities of the Association. Such
Sub-Committees shall be directly accountable to the
Committee.

The Committee shall agree in advance the terms of reference
of any Sub-Committee, which may then act only within those
terms.

All Sub-Committees shall keep proper records of all meetings
in addition to records of expenditure and income.

The Committee may dissolve any Sub-Committee whereupon
the accounts, records and assets of the Sub-Committee shall
pass into the hands of the Committee.

A Quorum for the AGM shall be one third of members.

17



DUTIES OF
OFFICERS:

ALTERATIONS TO
CONSTITUTION:

DISSOLUTION:

The Chairman (or in his/her absence the Vice Chair) shall
conduct the meetings of the Organisation in accordance with
the agenda. The Chair shall ensure that all agenda items are
prioritised and discussed, outlining any action to be taken.

The Secretary (or in his/her absence the Assistant Secretary)
shall be responsible for the convening of all meetings and
giving the necessary notice to members. The Secretary shall
ensure that a proper record is kept of all meetings of the
Association, its Committee and Sub-Committees in the form of
minutes; and shall deliver such records as required by the
Committee or General Meeting. The Secretary shall maintain
a register of members of the Association and up-to-date
systems for monitoring membership in terms of equal
opportunities.

The Treasurer (or in his/her absence the Assistant Treasurer)
shall open and maintain all accounts. All cheques to be signed
by the Treasurer and at least one other Committee member
nominated as signatories.

Any alteration to the Constitution shall be submitted to the
Secretary not less than 14 days before the next General
Meeting. The approval of two-thirds of those present at the
General Meeting will be required to effect the proposed
change.

The Committee, by a simple majority, may decide at any time
that on the grounds of expense or otherwise it is necessary or
advisable to dissolve the Association.

It shall call a meeting of all members giving them at least 21
days notice, and stating the terms of the resolution to be
proposed at the meeting.

If such a decision is confirmed by a simple majority of those
present and voting at the meeting, the Committee shall have
the power to dispose of any assets held by or in the name of
the Association. Any remaining after the satisfaction of any
proper debts and liabilities shall be applied towards charitable
purposes.

18



This Constitution was adopted as the Constitution

Of
At a Public Meeting held at ~ ..........coiiiiiii .
DATE: ONn
SIGNED

CHAIRPERSON ..., (PRINT NAME)

SECRETARY . (PRINT NAME)
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Residents and Resident’'s Association Annual Review

Name of Residents or Residents Association:

Date:

Name/s and position of person/s completing the questionnaire

SERVICE SATISFACTION:

1. Which of the support services provided by PCHA h ave you used?
(Please tick on the line)
Help to form you own group
Having a named Maintenance Officer
Support to your Committee
General Admin support
Having a named Residents Initiatives Officer
PCHA Residents Conference
Help with producing your newsletters
PCHA Residents Conference
Help with organising community events
Residents Association Annual Grant
Community Chest funding
Training on request
Staff attending your meetings
Residents Initiatives
Housing Management

Maintenance
2. How satisfied are you with the service your Resi  dents Association
received from PCHA's Residents Initiative Departmen  t?

Very satisfied Dissatisfied
Fairly satisfied Very dissatisfied

Which aspect of their service does your Committee most benefit from during the past
year?

20



Which aspect of their service do you find least useful? How do you think this can be
improved?

3. How satisfied are you with the service your Resi  dents Association
received from Housing Management Services?

Very satisfied Dissatisfied
Fairly satisfied Very dissatisfied

Which aspect of their service does your Committee most benefit from during the past
year?

Which aspect of their service do you find least useful? How do you think this can be
improved?

4. How well do you feel that PCHA is at keeping you informed about issues
that affect your Residents Association and its memb ers?

Very good Poor
Good Very poor

How far do you feel PCHA takes account of Residents views when making decisions
of your estate?

A lot a little
None at all other (please specify below)

ABOUT YOUR RESIDENTSS AND RESIDENTS ASSOCIATION

5. TRAINING AND SKILLS DEVELOPMENT
Do you feel that your Residents or Residents Association has an adequate range and
level of skills amongst its members?

Yes No
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If no, what training needs does your Residents or Resident’s Association have?

Fund-raising Chair meetings _
Finance and accounts _ Newsletter writing _
Event organising - Negotiating skills -
Publicity L Secretaries duties L
Your Residents participation rights Treasurers duties -

Other (Please specify)

6. ACTIVITIES AND EVENTS

What activity has your Residents or Resident’s Association have been involved with
running in the last 12 months?

Fund-raising
Social
Other (please specify)

Were these successful? If not, why was this?

7. MEETINGS
On what date was your last AGM?
How many public/general meetings have been held in the last 12 months?

Has the number of people attending the meetings changed in the last 12 months?

Significant increase Slight Increase No change

Slight decrease significant decrease

If not can we help and how?

22



8. FINANCIAL DETAILS OF YOUR ASSOCIATION

Please enclose a copy of a current up-to-date balance sheet, which should include
details of your total income and expenditure in the last financial year.

What level of grant did your Residents or Resident’s Association receive from PCHA
during the last year?

Do you think this was?
Too little about right Too much No opinion

If more grants were available, how would you like to use it?

9. THE COMMITTEE

How many Committee members are there in your group?

Please provide an up to date list of names, addresses and telephone numbers of all
committee members on the back of this questionnaire.

Are the following positions currently filled?

Chair vice chair Secretary Treasurer

Do you find it difficult to recruit members onto your committee?

Yes No

If yes, why do you think this is?
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We want to ensure that everyone has the opportunity to participate on the committee.
To help us monitor how we are doing this it would be useful to know the following:

How many members of your committee are from which of the following ethnic
groups?

White Mixed
Irish White & Black African
British White & Black African
Other White & White Asian
Other
Black Asian or Asian British
African Indian
Caribbean Pakistani
Other Bangladeshi
Other

Number of men and women on your Committee (please write number on line)
Male Female

Any other comments?

If you have any queries about this questionnaire please contact your Resident
Involvement Officer,

Thank you for taking the time to complete this surv ey. Please return it in the
pre-paid envelope provided.

Names, addresses and telephone numbers of committee members:
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