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1. GENERAL INFORMATION

1.1

Riverlink Housing Co-operative (RHC) is a self-help organisation which provides short life housing for single homeless people in London.  Its members run it entirely on a voluntary basis.

1. 2

Riverlink's housing stock - (at present 12 houses) - is generally hard-to-let publicly owned housing, which RHC manages on behalf of the owners and the members.  "Short-Life" means that the owning authority may at any time require RHC members to vacate the property (usually at 4 weeks notice) and they must do so.

1. 3

RHC's membership stands between 30 and 50 individuals.

2. OBJECTIVES


RHC has two broad objectives;

a) 
To maintain and protect the levels of short-life housing currently within the Co-op.

b) 
To expand into permanent housing to provide a more secure base for itself and its 

membership.

3. OBLIGATIONS OF MEMBERSHIP

Co-operative Housing allows members to have a say in how their housing is run. But this means taking on certain responsibilities in return.  Co-ops depend on their members to make them work, and all RHC's administration and most of its maintenance is done by the members themselves.  So, for the Co-op to work well, everyone has to pull his/her weight. It is therefore the policy of RHC that a condition of membership is attending 12 management committee/General meetings and 6 sub-committees per year, or otherwise show their involvement. Subject to the discretion of an MC meeting, allowances will obviously be made for holidays, illness and good reason. If a member fails to attend enough meetings, they will be liable for eviction in the same way that they would be if they did not pay rent. This is again subject to Riverlink being able to legally enforce eviction. 

4. EQUAL OPPORTUNITIES

4.1 RHC recognises that some individuals and groups are disadvantaged and fully supports all the relevant Acts and Statutes protecting the interests of such groups.  RHC will seek to ensure equality of opportunity and treatment for all our members in the provisions of housing and will not tolerate harassment or intimidation of any such individual or group.

4.2 RHC will work to identify the needs of disadvantaged groups in our areas of operation by establishing close relations with them and will actively assist them to benefit from and participate in the Co-op.

4.3 No-one applying for housing from RHC will be treated less favourably than anyone else on grounds of colour, ethnic origin, religion, gender, sexual orientation, disability or any other discriminatory criterion.

4.4 RHC will continue to collect and monitor appropriate records of all applications for housing.

4.5 RHC will apply the above equal opportunity policy to its agents and contractors.

5. ADMINISTRATION

5.1 

RHC is a voluntarily run, self-help Co-op, which is administered entirely by its members. The management structure consists of three tiers; -


a) 
General Meetings (GM)


b) 
Management Committee (MC)


c) 
Sub-Committee (Sub C)

5.2. General Meeting.

General Meeting is the sovereign body of the Co-op.  All members should attend General Meetings, which are held quarterly.  A minimum attendance of two GM's a year is normally required.  The first GM in any year is the Annual General Meeting (AGM), at which the Co-op's audited accounts for the preceding year, are presented.

5.3

All matters of policy and decisions of importance for the future of the Co-op must be taken at the GM.  Policy cannot be changed without the consent of the GM.

5.4

Elections of officers and Management Committee members are also a matter for the GM.  In exceptional circumstances (e.g. MC members resigning between GM's), the MC is empowered to elect officers and MC members (Max.15) and subject to ratification at the next GM.

5.5

The key Officers (Secretary - Chair - Treasurer/Rent - Maintenance) are expected to present a report at each GM.  The Sub Committees are also expected to present reports at GM. Agendas, and where possible, accompanying information must be circulated to each individual member, two weeks in advance of the GM.

5.6

The quorum of a GM is 6 (six) members or 10 % of the membership if the membership exceeds 60 members.

6. MANAGEMENT COMMITTEE

Management Committee (MC): Day-to-day running of the Co-op is the responsibility of the MC.  This committee consists of not less than 7 (seven), and not more than 15 (fifteen) members, 

The minimum 7 (seven) are the following:



Secretary (Sec.)


Chair


Treasurer/Rent officer


Permanent Options (Perm. Opt.)


Allocations (Alloc)


Maintenance (Main.)

There should also be one elected delegate for each borough covered by the Co-op.  These delegates will be expected to liaise with local councils and other organisations, co-ordinate empty property surveys of the area, lobby political representatives, and sit on the Allocations Sub- committee. When an MC officer has served his/her term in office, there should be at least a three-week change over period between the out-going and in-coming officer.

6.1 MC members responsibilities.

MC members should be aware at all times of current and updated policy.  They must endeavour to keep abreast of current developments within the Co-op. They should attend all MC and GM meetings or inform Chair if unable to attend. The MC member should be responsible for maintaining a petty cash float and records. The treasurer will be responsible for overseeing and monitoring all floats. All officers and MC members should be given access to a £50.00 float when required or requested for use to carry out authorised RHC business by MC.

Members and MC members who are cheque signatories should not sign blank cheques and under no circumstances sign without first verifying supporting documents.

6.2 Correspondence

The agenda of each General Meeting and of each Management Committee meeting will include as an item "Correspondence".

Correspondence with outside bodies or individuals will be the responsibility of the appropriate officer(s) and no other member may enter into any correspondence unless instructed by Management Committee to do so.

6.2.1 Any correspondence received is reportable to the meeting.  Any proposed reply from the Co-op is subject to the meeting's approval. Any member receiving and/or issuing correspondence on behalf of Riverlink is required to give copies to the Secretary as soon as possible (but no later than one month after the date of the correspondence.

6.3 Meetings

MC meetings are held every two weeks.  They deal with routine matters such as budgets for maintenance, rent arrangements for those in arrears and the formal allocation of new members to spaces in the Co-op.  All members are encouraged to attend as many of these meetings as possible.

6.4 Time

MC meetings should have a fixed time limit, namely two hours. If necessary the MC meeting may then vote for extensions. 

6.5 Smoking

At the start of each meeting a vote will be taken to decide if smoking is allowed or not, a further vote will be taken after tea break if the house allows smoking. 

6.6 Catering

The catering allowance for hosting MC meetings is a possible maximum of £10.  An optional extra Catering Budget of £25 is available at each MC so that the house hosting the meeting may prepare a hot evening meal and provide drinks.  The existing allowance of £10 is not affected.  Receipts are required for the optional £25 budget.

6.7 Celebrations

It is Riverlink policy to celebrate its successes and to publicise these amongst its members in order to promote a positive image and attitude within the Co-op.  Budgets are therefore available to celebrate successes. 

6.8 Quorum

MC meetings require a quorum of 3 (three) MC members before they can take decisions.  Decisions are taken by a majority vote.  If the majority of the MC members present vote one way, but the net vote, including RHC members who are present but not on MC, goes the other way, an MC only vote may be called.  The matter should then be referred to the next GM, until when the MC decision will stand.

6.9 Standing Orders.

All RHC meetings are conducted subject to a set of standing orders.

6.10 Special M.C.

A member may call a non-scheduled  meeting at short notice to deal specifically with issues of health, safety and legal imperative only.

This meeting is to be known as a SMC meeting.  All M.C. rules apply.  In addition, a written report of the SMC meeting must be presented at the next scheduled M.C meeting by a participating 

member of the relevant SMC meeting.  Where practical and where sufficient time exists, the member should make a reasonable attempt to contact all other members to give them an opportunity to attend the SMC meeting. 

6.11 Rescinding, altering or delaying MC decision

When a motion is passed by an MC or a Special MC meeting, then any motion to rescind, alter or delay, by intent or effect, said motion must be notified to the Chair at least ten days before, and to the membership at least seven days before the M.C. meeting which will hear the said motion.

6.12 Emergency cheque book use

An emergency chequebook is held by the secretary, which can be used in an emergency when the treasurer cannot be contacted, or is known to be away, and has given notice to the chair/secretary.  An emergency is to be defined as matters of health, safety or legal imperative, or any other circumstances as authorised by the management committee. 

7. SUB-COMMITTEES

Sub-Committees exist to carry out Co-op policy (e.g. Allocations), collect and distribute information, discuss and consider possible ways forward for the Co-op.  They cannot make decisions, but instead make recommendations to MC, which must then be voted on in the usual way.

Each new member joining the Co-op will be assigned to a Sub Committee as an introduction to the Co-op's operations and policies.

Sub-Committee members are elected at GM and members asked to give a three-month commitment.  All members are still welcome to attend and vote at any Sub-Committee meeting.  

Sub-Committees come in two types: -


a) 
Those created for specific purpose (to organise a benefit event for example).


b) 
Those which are permanently operational.  These areas follow.

FINANCE SUB-COMMITTEE: Exists to monitor the financial resources of the Co-op, advise on resource allocation and financing of permanent housing.  The Treasurer/Rent Officer is required to sit on this Sub-Committee. They will be responsible for the following:

a) To present to the last AGM or SGM of the year a full report which should cover forward budgeting and planned expenditure for the following year in all areas under the co-ops control.  This would be carried out between the months of Oct/Nov each year and revised in the March of the following year.

b) To carry out an annual rent/income/expenditure review between the months of Jan/Feb and present a full report to the next available AGM or SGM with recommendations for appropriate action required.

ALLOCATION SUB-COMMITTEE: Exists to operate and monitor the Co-op’s allocation procedure.  Has responsibility for ensuring the Equal Opportunities Policy is carried out and the Equal Opportunities monitoring is maintained.  Must arrange an induction for new members and supervise their introduction to Co-op households and also liaise with referral agencies as necessary.  The Allocations Officer is required to sit on this Sub-Committee.

POLICY SUB-COMMITTEE: Exists to deal with publicity, review of standard letters and practices, officers job descriptions and other matters of policy.

SHORT LIFE & PERMANENT OPTIONS (SLAPO): Exists to investigate the possibilities of permanent housing in liaison with Housing Associations, Councils and other bodies as necessary.  Works in very close liaison with the Finance Sub-Committee.  The Permanent Options Officer is required to sit on this Sub-Committee.

8. COMPLAINTS AND DISPUTES

 Riverlink Housing Co-operative (RHC) believes that any tenant/member or prospective tenant/member who has a complaint/dispute against the organisation, its contractors or other tenant(s)/member(s) has the right to have the complaint/dispute considered. If said complaint is found to be justified suitable redress, possible compensation or the Management Committee (MC) may consider action.

 Tenants/members and prospective tenants/members are required to use the RHC complaints or disputes form available on request from the registered office, the chair or the Secretary.

 The time limit for making a complaint/dispute is a maximum of three months from the incident.

 Anonymous complaint/disputes will not be considered.

No (MC) member who is directly or indirectly involved in the alleged complaint/dispute may sit on the complaints disputes panel.

The dispute procedure will operate in stages as laid out below:

8.1 Stage One

The Chairperson receives a filled in complaint or dispute form and he/she arranges for one of the (MC) members to meet all parties concerned and informally resolve the complaint/dispute, he/she will also call a Special management committee meeting (SMC) in cases where immediate action is required, (e.g. where an illegal eviction has occurred) meanwhile the matter will be fully investigated by a panel as outlined below.

The Chairperson or co-ordinator will also send the parties a copy of the complaint/dispute requesting a written reply within 14 working days and outlining any immediate action to be taken.

8.2 Stage Two

If stage one is unsuccessful in resolving the complaint/dispute the Chairperson will organise a meeting of the panel and supply them with copies of correspondence regarding the complaint/dispute.

All parties involved in the complaint/dispute will be invited to put their side to the panel and will be notified in advance of the time, date and venue of the panel meeting.

8.3 Stage Three

All parties will be informed in writing of the recommendation(s) of the panel and a copy will be sent to the next available MC meeting for acceptance/ratification or refusal and appropriate action.

If the MC meeting does not accept the recommendation/s of the complaints/disputes panel the MC will discuss and resolve the complaint/dispute itself after notifying all parties that the next available MC will discuss and resolve the matter, or if the matter is considered urgent they will schedule a SMC meeting between the normal scheduled MC meeting.

Notes: Stage One to be completed within 14 working days of receiving the complaint/dispute form.

Stage Two to be completed within 21 working days of receiving complaint/dispute form.

Stage Three to be completed within 35 working days of receipt of the completed complaint/dispute form.

The secretary or a member of the panel will take minutes of all panel meetings. The panel will meet after each meeting to correct and accept the panel meeting minutes.

If the dispute panel feels it can not give an impartial recommendation then the complaint/dispute should be referred to the next MC automatically.  If the MC feels it can not give an impartial decision regarding a complaint/dispute then outside arbitration should be sought to resolve the specific complaint/dispute.

This would however be for the exceptional case and not the normal case, which MC should be able to make an impartial decision about and take the appropriate action.

If a tenant/member wishes to appeal against the MC decision and the appropriate action taken she/he can do so at the next Special General Meeting (SGM) or Annual General Meeting (AGM). Until the SGM or AGM the MC decision and appropriate action stands.

An SGM can be called within 14 days notice under certain circumstances. (See Rulebook, Rules 20/21 of the registers rules of the co-operative).

8.4 What is a Complaint?

A complaint is defined as:

i) A complaint against the co-operative regarding a service, repair or the behaviour of committee members and or management committee or contractor.

ii) A complaint about the behaviour of other tenant/members and or visitors/guests of other tenants/members.  This can include areas such as noise, bills and unco-operability.

8.5 What is a Dispute?

A dispute is defined as:

i) A dispute would cover areas such as racial harassment, sexual harassment, domestic violence, or any other violence or harassment.

In cases of complaint/dispute where action through the courts is required by any party involved in the complaint/dispute, members would be required, if necessary, to report the matter to the police and/or press charges. In cases where any party involved in a serious dispute are forced by the circumstances of the dispute or complaint to seek alternative accommodation until the matter is resolved, Riverlink may consider providing such temporary alternative accommodation on a short term basis.

As outlined above, depending on the seriousness of the alleged dispute, the matter may have to go straight to the MC or an SMC may need to be called and some sort of immediate action taken while the matter is fully investigated.

9. ALLOCATIONS 

9.1. Allocations Officer

Day-to-day management of the waiting list, liaison with referral agencies, maintenance of documentation on allocations and furnishing the MC as necessary will be the responsibility of the allocations Officer with MC status.  S/he will be backed by an allocation sub-committee, which will be comprised of her/himself and, where possible, at least one representative from each borough in which RHC has housing: Arranging appointments for prospective members to view available spaces, keeping track of their progress and keeping a list of the spaces, identifying any houses which are being unco-operative in allowing prospective members to view and informing MC of the situation regarding such houses.

9.2 Waiting List Policy & Procedure


a) The waiting list will consist of 5 (five) prospective members plus one for each space 

available in RHC at the time. Waiting list size will be reviewed on a six-weekly basis 

under Allocation at the MC meeting.

b) Prospective members are deleted from the waiting list if after 6 weeks, they have 

not been allocated to an available space, unless the M/C decides otherwise due to the 

circumstances of the prospective member. If a member wants to remain on the waiting list, 

they must keep in contact with the allocations officer on a six weekly basis.

c) Every third MC meeting will consider allocations as a discrete agenda item.  (This doesn’t preclude other MC meetings from considering specific allocations items if necessary).  The waiting list will be reviewed at these meetings, as will all the available spaces.

d) If a room in a house has been empty for more than six weeks, all house-hold members must attend the next MC to discuss the situation. If the room is still empty by the next MC (two weeks) the situation will be reviewed again and appropriate action taken, for example a direct allocation, if necessary.

e) If house members have made three refusals to prospective members on an empty space, then all house-hold members must attend the next MC to discuss the situation. If the room is still empty by the next MC (two weeks) the situation will be reviewed  again and appropriate action taken, for example a direct allocation, if necessary.

f) Prospective members will first fill out an application form and monitoring form and 

will then be invited to attend an MC meeting.  The date on which they attend will be taken as

the date of which they are admitted to the waiting list.

g) Members at MC meetings will ensure that new and prospective members are not left 

alone at MC meetings without the support of an experienced members.

h) Persons wishing to join the waiting list will be offered two alternative pre-MC and 

MC meeting dates on which to attend and be admitted onto the waiting list.  If they attend 
neither meeting, they will not be invited again, unless there are exceptional circumstances.       

This decision will rest with the MC.

i) Prospective member visits should take place no later than 9pm, to ensure the safety of prospective members who may have to travel a long way.  Unless by prior agreement.

j)  Riverlink Housing Co-operative should not be accessed by prospective members who earn over £25,000 per annum.  RHC is a self help organisation which provides short life housing for single homeless people in London who cannot afford to access the private rented sector.  If a prospective member states on the application form that they earn over £25,000 per year then it would not mean an automatic rejection.  At the induction stage the applicant would be questioned about their finances and personal circumstances would be taken into consideration e.g CSA, Student Loans, other debts etc.

9.3 Present procedure for accepting/refusing members

One of the approved referral agencies refers applicants to the Allocations Officer. The referral agency then returns the following to RHC;

a) Application form.

b) Monitoring form 

The referral agency should return the applicant completed application and monitoring forms to the allocation officer. If the allocation officer and two other MC members feel the applicant has breached RHCs’ equal opportunities policy they may automatically refuse the applicant. If this situation should arise the allocation officer will provide written notification, refusal letters and any forms concerning decisions taken on these grounds to the next MC. Any applicants refused on these grounds will also be informed of their right to appeal in there letter of refusal.

If the applicant complies with the equal opportunities policy the allocations officer will write to them inviting them to one of the next two pre-MC and MC meetings to introduce themselves, say what their present housing situation is, how they found out about RHC and see how we manage ourselves. An induction/informal interview will then be arranged.

9.4 Induction

This will be conducted by at least three RHC members.  The purpose of the induction will be to inform the prospective member about the Co-op, and to take a decision on whether s/he should be issued with a consent form (enabling them to view empty spaces), put on the waiting list, refused or conditionally accepted.

The allocation officer should provide the interview panel which is made up of housed members with copies of the applicants application form, ID form and the checklist/standard questions which is what is used to make a decision on the applicants application.  

After the interview the applicant should be thanked for attending and told that s/he will be informed of the panel’s decision in writing within seven days.

If a majority of the interviewing panel agree that the prospective member should proceed to the next stage, s/he will be admitted to the waiting list and issued with a consent form listing all available spaces in the Co-op or conditionally accepted. 

The allocation officer should then write to the applicant informing them of the panels decision, stating only that the applicant has either not been accepted or has been accepted, and has either gone onto the waiting list - and should keep in contact on a regular basis - or the Allocations Officer should send them a consent form with the letter. 

In order to be allocated to a space, the prospective member must have the agreement of all RHC members already living in the house. Their signing the consent form will indicate this agreement.


a) If members already living in the house are not available to give their consent for any 

reason (e.g. a holiday, working away), the MC may at their discretion allocate on a 

majority of signatures, particularly if a member of the house is present at the MC meeting.

b) Prospective members are advised to keep in touch with the allocation officer/nominated member throughout this process and to inform them of any problems. (e.g. obstruction or non-availability of house members).

c) Houses with spaces will be notified of forthcoming induction interviews through the

              minutes of  MC meetings, and are invited to come along and participate in      

              the induction of prospective members.  In exceptional circumstances houses with spaces will 

              be informed in writing of induction dates.

d) The checklist of items to be covered at induction interviews which is currently in use will 
stand, unless the allocation sub-committee decides to amend it and their 


recommendation is ratified by MC.  Members are free to suggest amendments to the 

checklist at any time.

e) If the number of successful inductees whose induction interviews were arranged at the

              same meeting is such that if they are allocated they will take the Co-op over its set limit,

              an order of priority based upon their interviews will be arranged and consent forms 
     

              issued according to the number of available places.  These forms will have a validity 
  

              of two weeks, which can be extended only with a reasonable explanation and direct 

contact with the allocations officers.  Otherwise the consent forms will no longer be 

valid and they will lose their position on the waiting list.  The person next on the 

waiting list will then be issued with a consent form on the same terms.

10. SPACES

10.1 Being Allocated


a) Existing tenants/members are required to contact the allocation officer/sub-


committee within seven days of a prospective member visiting by arrangement and tell 

them whether the prospective member has been accepted or refused and if refused the 

reasons why.

b) When a prospective member has his/her consent form signed by all members already 

living in the house s/he would like to move into, s/he should inform the allocation 

officer or the nominated member.  S/he should then attend the next MC meeting when a vote 
will be taken on whether to admit them to the Co-op.  If the vote is in their favour, 

they become a Riverlink member and can then move in.

c)All new members on being allocated to a property will pay a specified £9-00 (nine pounds)       

 deposit  for one set of keys to the property they have been allocated to. This deposit is

 returnable on leaving RHC having given the correct formal written notice (4 weeks).. 

              d)Each new member should be given a ‘New members package’ which includes at least 

the following; -Policy Document. -Rule Book. -Share Certificate. -Tenancy 


Agreement. -Paying in book. - Contact sheet. -Introduction documents to Riverlink, 

outlining in detail its structure and how it works.

10.2 Changing Space 


a) Members who wish to transfer between spaces in the Co-op would normally have 

priority over prospective members wishing to move in, unless there are exceptional 

circumstances. The Allocation Sub-Committee will advise the MC on problems of this 

sort.


b) Members who wish to transfer and are allocated to a habitable house space as 

inspected and confirmed by the Maintenance Officer have a two-week deadline. The 

deadline will be stated and minuted at the time of allocation.

c) Members who have been allocated to a house space deemed uninhabitable may apply 

to the MC for fortnightly extensions.  During the extended period members are 

required to attend all MC meetings with progress reports on work done.  Failure to 

do so may result in de-allocation.

10.3 Short Life Spaces


a) If a Short Life space arises it will be advertised to all existing short-life members via 

the minutes of M.C. meetings.

b) Once written applications have been received from short-life members, M.C. will 

decide on an allocation to the property.  Decisions will be made taking the following 

criteria into account:



i)
Involvement in the running of RHC.



ii)
Payment record.

iii)          Length of active tenure.

10.4 Allocation to an Empty Property

When the Management Committee is to decide on who is to be allocated to an empty property, all members intending to vote will be given a sheet asking them to consider all candidates in relation to the co-op's criteria:



i)
Involvement in the running of RHC.



ii)
Payment record.

iii)          Length of active tenure.

10.5 Criteria for Personal Space

a) RHC will provide each member with one room for their exclusive use as a bedroom. (A 
bedroom is defined as a room, or combination of rooms with an internal door/s and 

window/s, and with a floor area of not less then 72 sq. feet.)

b) In instances where the decision of the management committee of RHC is to designate a prospective new property as a 4 or 5-person household, the co-op will provide members with materials and advice to utilise existing space and supplement existing utilities. (Utilities are defined as toilets, shower, sinks, shelving, and doorbell).

Each dwelling must include adequate circulation space.  The layout of a room should allow a typical arrangement of furniture. No bedroom nor any combination of rooms - which it is

            
agreed may constitute the bedroom space of a member - shall be less than 7 feet in width.

            
In the latter case the figure used to measure this width will be the figure achieved when the

            
respective widths of the combined rooms are totalled together. 

           
Rooms without windows will not be permitted unless they are bathrooms with 



suitable ventilation.  Where possible kitchens should be provided as separate rooms.  Where 
possible there should be 15 cubic feet of storage space per house member.  This can be 

achieved by adapting an attic, providing a garden shed, placing shelves in common areas 
under the stairs.

d) When the management committee of RHC is making a determination regarding the number of members that could be reasonably expected to occupy a new property, it must instruct the maintenance officer/member to undertake the calculation of the floor area of the new property in square feet.  Each room must be measured, including the hall but not the stairs and landing areas.  Rooms with chimneybreasts will be measured from the face of the chimneybreast to the opposite wall. (See Figure 1).  Rooms with bay windows will be measured from the front of the bay window to the opposite wall. (See figure 2).


This total area is to be divided by the figure of 200 and 340.  The results will constitute the 
minimum and maximum number of members that could be reasonably expected to occupy a 
house.



      Figure 1.





Figure 2.


10.6 Non RHC members

a) "Crasher":  A "crasher" is a person living in an RHC house and taking up an RHC 

space, but who is not an RHC member.  MC should be informed if this situation 

arises.  Steps will be taken to evict the Crasher and members as necessary.

b)"House-guest":  If, however, a house has a "house-guest” who is staying in the house 


with the agreement of all members housed there, and who is NOT taking up an RHC

space, there is no problem, unless a dispute arises between the members over the 

"house-guest’s" presence. In this case the MC will take a decision and be responsible for   

enforcing it.

10.7 Permanent spaces

a) If a Permanent space arises it will be advertised to all existing short-life members via the minutes of MC meetings.  Prospective members will not be allocated into permanent housing straight off the waiting list.

b) Once written applications have been received from short-life members, the Allocations 

Sub-Committee will recommend an allocation to MC for ratification.  Decisions will 

be made taking the following criteria into account:


i) 
Involvement in the running of RHC.


ii) 
Co-operativeness


iii)
Payment Record.

c) If a short-life house goes permanent, members already living there will be issued with 
notices to quit.  Living in such a house will not mean an automatic right to continue 

living there once the house has gone Permanent. It will, however, be taken into 


account, and RHC will do its best to re-house members who lose their short-life 

places in this way.

11. RENT CHARGES POLICY

11.1 "Rent Charges" is the term normally given to "rent".  It is important that the Co-op has a policy on rent charge arrears, which applies equally to all members.  It is the legal responsibility of the Co-op to collect all rent charges owed.  The appointed auditors expect us to take legal action to recover rent charges arrears and evict members who do not pay.

11.2

The Co-op is a non-profit making organisation and needs to collect all the rent charges in order that properties can be properly repaired and maintained.  The more funds that the Co-op has available the more likely it is that we will be able to license properties in need of substantial repairs.  This will increase our chances of bringing empty property into use, for re-housing any of our present membership in need of housing because owners take properties back, and for housing other homeless people.  It will also increase our chances of being able to move into permanent housing.  

11.3

It is RHC policy to introduce a banding system separating rent levels for one bedroom flats (OBF) and houses in multiple occupation (HMO) into two separate categories.

It is important to recognise that the aim of the Co-op is to collect rent charges and that to embark on a course of legal action against members failing to pay them is a necessity if no arrangement is made to clear arrears.  Members must pay rent charges, and those in arrears are encouraged to make an arrangement.

Because arrears can often build up quickly it is necessary that the steps for dealing with them are taken at an early stage, as legal procedures are often lengthy and therefore expensive.

11.4 Court Action

Riverlink Housing Co-operative will make every effort to collect all rent charges and will take the legal action necessary to recover arrears and evict members failing to keep to the policy.  Members should bear in mind that it is their responsibility to pay rent charges.  It is RHC policy, subject to finance- sub approval, to take court action in order to recover any moneys outstanding from any ex-member/tenant who departs RHC with rent arrears.

11.5 Payments

Rent charges are payable from the date stated on the members contractual agreement.  Agreements are dated from the first Monday of allocation.  RHC tenants on the lower or assured Shorthold tenancies must be four weeks ahead with their payments.

a)  Rent charges paid direct to the Co-op. 

This method is used by members on Housing Benefit.  Payments are made to RHC directly by the council on behalf of the member.  However, it remains the responsibility of the member to ensure that regular payments come through. When first claiming Housing Benefit the member MUST obtain a receipt from the relevant HB office for their claim and provide a copy to the rent officer/s.


The member is responsible for informing the Rent Charge Officer and the council of 

any change in his/her circumstances, which would stop his/her entitlement to Housing 

Benefit.

If a member is on low income and is entitled to Housing Benefit but not the complete 

£55.50, Riverlink is to accept the amount given as the member's liability, provided the 

amount is at least £45.00 HMO, £80.00 OBF or £45.00 AST.  Should Housing

              Benefit give less than £45.00 HMO, £80.00 OBF or £80.00 AST the member would

              be personally liable to make up the difference.

b)  Personal Payment

This method is used by members paying their rent charges.  Members are issued with bank paying in books and must use only their personal paying in book when paying Rent charges.  The code numbers on your personal paying in slips appear on the bank statements and allow the treasurer/Rent Charge Officer to identify which payments have been made by which member.  The three slip paying in books are used as follows: The bank retains one, the member sends one on to the treasurer /rent officer and the member keeps one in his/her personal paying in book for his/her own record of rent charges paid to the Co-op.  It is the responsibility of the member to inform the treasurer/rent officer of any change in his/her circumstances so the appropriate action can be taken.


c) Riverlink houses single homeless people we do not accept new members with 

children who live with them, because most of our housing is not suitable for children.


If already existing members have children, RHC policy is:

The child should be allocated to a room as soon as possible, and this should be paid for by the parent/s at the following rates:



One parent = half parent's rent. Two parents: half each parent's rent.  

11.6 Rent Statements  

Members are encouraged to keep a record of what payments they have made and will be issued with a monthly statement to help them do this.  In addition, the treasurer/rent officer will issue regular statements to remind members of their balance.

A member with two weeks arrears or more will be sent a warning letter informing them of their arrears and impending notice of termination of their agreement. A member with four weeks arrears or more will be sent a Notice to Quit and the next available MC will be informed.  NTQ's will be served by hand by the treasurer/rent officer or by a person empowered by the MC to do so, and will be deemed to be served when delivered to the address, as stated on the agreement of the member, to whom the notice relates.

11.7  What is an NRP?

A Notice Requiring Possession informs a member who holds an Assured Shorthold Tenancy agreement that their agreement will be terminated two months from the date of issue. Members will receive information about how to make an arrangement for the repayment of their arrears at the same time as their NRP.

11.8 What is an NTQ?

A Notice to Quit informs a member that their agreement will be terminated four weeks from the date of issue of the NTQ.  Members will receive information about how to make an arrangement for repayment of their arrears at the same time as their NTQ.

11.9 Arrears 

Members should note that the MC has discretion as to whether to accept an arrangement after listening to the member’s circumstances.

11.10 Arrangements

A member who has received a NTQ may request the MC to allow them to make an arrangement for repaying their arrears.  Members must be present at the meeting in person.  An arrangement takes the form of a new agreement allowing the member to pay off a portion of their arrears each week in addition to their usual rent charges.  Arrangement agreements are subject to a four-week period of notice of termination.

The MC has the discretion to allow a member to make one arrangement on the same debt.  If a member breaks the arrangement then the MC can, after taking into consideration the member's rent charge record, agree to the possession order being suspended to allow the arrears to be paid off by correct instalments.  If the terms of the possession order are broken the Co-op will apply for the issue of a warrant for possession and the member will be evicted.

Members in full time employment are required to pay a minimum of rent plus half the lower tenancy rent.  Members in part time employment or students pay rent plus one third of the lower tenancy rent.

Members on benefit or self-financing pay rent plus one sixth of the lower tenancy rent. 

Note: Members entitled to Housing Benefit are required to pay off personal arrears at one sixth of the lower tenancy rent.

11.11 Making Arrangements

Members in arrears have the option of privately contacting the treasurer/rent officer to suggest an arrangement. The treasurer/rent officer must then satisfy themselves as to the members situation using established guidelines. 

The treasurer/rent officer and the member must then attend one of the next two MC meetings where the treasurer/rent officer will propose the arrangement for the consideration of the meeting. (Drafting the guidelines mentioned above by which the treasurer/rent officer will verify the said member’s situation will be the subject of a further policy/rent sub in the near future.)

In the event of a member not wishing to exercise this option, they must instead come directly to an MC meeting to make their arrangement. At this MC the treasurer/rent officer or (in his/her absence) the secretary must then verify the member’s situation using the said established guidelines.

If a member has failed to make an arrangement through either of these means, by the expiry of the NTQ/NRP date, then court procedures as already laid out in current policy will be implemented.

(The above rent policy (11.7) will be reviewed at the next GM.)

11.12 Court Costs

Members are responsible for any court costs that the Co-op has to pay when taking tenants to court to recover rent charge arrears and should bear this in mind when signing their agreement.  The agreement states that the member agrees to abide by the policy and rules of the co-operative.

11.13 Possession Orders

A possession order is a judgement granted by the court giving the Co-op possession of the premises.

11.14 Standing Orders

New members will be encouraged at induction to use direct debits, standing orders to pay their weekly rent charges and information outlining the procedure will be made available to them.

12. REPAIRS AND MAINTENANCE

12.1    

The Co-op will assume responsibility for payment of water charges, charges made by owners of properties, all public liability insurance and the payment for connection of all services to the property to carry out repairs and maintenance works.

12.2  

Materials for repairs will be provided for members to use.  Budgets should be passed in advance by the management committee.

a) The following procedure should be followed by housed members wanting to obtain a budget for a repair or an on-going maintenance item such as external decoration.

b) A housed member should inform the maintenance officer of their material requirements in the form of an itemised budget.

c) The maintenance officer will decide whether a site visit is required and will assist the 
member where necessary to draw up an itemised costed list of materials.

d) The maintenance officer or the member should then inform the finance sub group of 

any requested budgets.

e) The finance sub-committee will go through all requested budgets and draw up a list 

of budgets to recommend to the next available MC meeting.

f) The MC will decide, bearing in mind the Co-op's financial situation, a maintenance 

budget limit.

g) Receipts must be given to the treasurer from on-going budgets before the treasurer 

is allowed to give a house access to further budget money.  If this is not possible, for 

any reason, then a member from the house must attend the next MC meeting and 

explain the reasons.  MC will then make a decision whether to instruct the treasurer 

to give the house access to their next budget.

h) Budget receipts and change should be returned to the treasurer within 28 days of 

issue.  Failing this the recipient will be asked to attend the following MC with receipts 

and/or an explanation 


I) The maintenance officer should inspect works carried out to check that they meet 

RHC's standard.  Members should keep the maintenance officer informed of works 


carried out.

12.3  Standards 

Every effort will be made to assist members to provide themselves with the following as a minimum standard:

a) Hot and cold running water to kitchen and bath/shower room.

b) A toilet.

c) A bath/shower room

d) Electrical wiring and fitting to the required safety regulations.  The relevant electricity board must check that any major or minor electrical works carried out are safe.  The 
Co-op will pay for any necessary safety checks by qualified persons.  

e) An electricity supply.

f)  Wind and weather proofing, where this is not a stated responsibility of the owner of the property.

g) A gas fire in all communal living rooms where there is a gas supply to the property.

h) A calor gas fire and cylinder in all communal living rooms where there is no gas supply to the property.

i)  Decoration materials and the use of decorating tools for decorating communal rooms, at the discretion of the MC.

j) Decoration materials and the use of decorating tools for exterior work to a reasonable standard.

k) Adequate security to exterior doors and windows.

l) For those members/tenants on certified Housing Benefit direct all services provided 


      For in 8a) to 8k) above plus:

(Please Note: the following (items m to q) are granted only at the discretion of the MC)


m) A gas cooker where there is not one.


n) A gas fire in bedrooms or calor gas fire with bottle;


o) Decoration materials and the use of decorating tools to facilitate the decoration of 

    bedrooms; discretion of M.C i.e.; to keep up to certain standards.


p) The arrangement and payment of removal expenses where a member/tenant is moving 
from 

                  a property licensed to the Co-op to another property licensed to the Co-op; and


q) Adequate floor covering for bedrooms;

12.4   Safety

The Co-op will ensure that where repairs or maintenance works are required to gas or electrical fittings that they shall be carried out with due regard to safety.  This will normally mean that qualified persons will carry out repairs or maintenance of this nature.

12.5 Insurance

The Co-op will ensure that all necessary insurance obligations are met with regards to repairs and maintenance work carried out.

12.6 Equipment

The Co-op will work towards purchasing a comprehensive tools store for the use of all members, through the Maintenance Officer.

12.7 Labour Costs

Labour costs will only be paid in extreme circumstances and at the discretion of the MC.  Any such decisions taken will automatically come up at the next GM for ratification.

12.8 Take Back

Members must contact the Maintenance Officer to arrange a suitable time to strip out properties going back to owners.

12.9 Key Safe

A copy of all master keys will be held in a key safe at the registered office. The maintenance officer will also hold a second set in key safe. These keys are to be used in an emergency only.

A £9 deposit is charged for all keys given out to tenants 

All keys must be returned and properties vacated when a house ends (when a lease is terminated).

12.10 Servicing  

RHC will pay for yearly servicing of gas appliances such as multi-point or gas fires, by a qualified person. 

13. EMERGENCY ACCESS

Members must in an emergency situation give immediate access, in situations involving - gas leaks, fires, flood damage and structural damage to the Maintenance Officer(s) or to a member(s) nominated by MC to deal with such emergencies.

13.1.  Fire extinguishers

The Co-op will buy and allocate a minimum of one fire extinguisher for each RHC house. 

13.2  Fire Blankets

The Co-op will buy and allocate a minimum of one fire blanket for each RHC house.

13.3  Smoke Detectors

The Co-op will buy and allocate a minimum of one smoke detector for each RHC house.

13.4  Carbon Monoxide Detectors

The Co-op will buy and allocate a minimum of one carbon monoxide detector for each RHC house.

14. ALLOWANCES

Members who work on other member’s houses or who attend meetings or do work for the Co-op such as admin work can claim the following meal and travel allowances.

£2.50 per hour.

A full days work (8 hours roughly) £20 plus travel costs incurred while doing work or travelling to do work and getting home again.

Half days work (4 hours roughly) £10 plus travel costs incurred while doing work or travelling to do work and getting home again.

1. 
You cannot claim either travel or a meal allowance for working on a house or flat you are 
allocated to.

2. You cannot claim meal and travel allowance and travel for attending management committee meetings or general meetings. The only exception to this would be if you were bringing along items needed for the meeting. 

3. Meal allowances will be paid directly into members rent accounts if they are in rent arrears or they are not one month in advance on the lower tenancy agreement.

4. Members in rent arrears may state their case against meal allowances being paid directly into their rent accounts at an MC meeting if they are in financial hardship.

Non-members can claim meal and travel allowances at the maintenance officer's discretion for up to two days.  For longer periods MC approval would be necessary. 

A standard meal and travel claim form will be introduced for these purposes.

Members who use their own transport to carry out Riverlink business may claim mileage allowances as follows:

Cars: 30p

Estates: 40p

Vans: 50p

Bicycles: 30p(only)

In addition to this, 10p per mile may be claimed as a wear and tear increment when tools and materials (i.e. items that can not be taken on public transport) are being carried.

Members who attend Co-op meetings, which run late, may claim for the return journey taxi fare where this is necessary.

15 Telephone 

RHC will reimburse members for telephone calls made on behalf of RHC subject to MC approval. For this the member should submit the revenant bill and breakdown of calls made on behalf of RHC plus a share of standing charges which are to be calculated as if RHC counted as one member of the household.

15.  TOOLS

15.1

All tools will be kept in storage under the supervision of the maintenance officer.

15.2 

Only Riverlink members may borrow tools.

15.3 

Tools will be available to members to carry out work as approved by the MC as well as for their own personal use.

15.4 

Borrowed tools must be signed for and must be returned within seven days.  If no other member wants a particular tool, the loan may be renewed for further periods of seven days.

15.5 

Borrowed tools must not be re-lent.

15.6 

Members who use their own tools to carry out Riverlink work do so at their own risk unless either they have been specifically asked for by the MC or by the maintenance officer to bring their own, or if

they have used them in an emergency when unable to access the Riverlink tool store.

15.7 

Those who borrow Riverlink tools will be held responsible for them. They must be cared for and returned to stores clean and dry.

15.8 

Members are cautioned that Riverlink cannot accept liability for any personal injury or damage to property occasioned by the use or misuse or the Co-operative's tools.  Other members are always available to assist and advise on the proper application of tools and equipment, under the supervision of the maintenance officer.

15.9 

A revised tool list will be issued each quarter.

16. TRAINING

16.1

Riverlink is willing to consider paying course fees for courses offering maintenance or administration skills or any other training necessary to the running of the Co-op. Any such course may be considered. The total paid towards training in any year will not exceed 10% of the previous year's income. Members may claim travel to and from courses for which Riverlink has paid fees for a maximum of one week.  Meal Allowances may not be claimed.  Members whose course fees have been paid for by the Co-op will be expected to report back to management committee on completion of the course.  It is hoped that members who undertake training paid for by RHC will use and share their new skills within the Co-operative.

16.2 

Riverlink will encourage both new and existing members to access Riverlink training budgets in order to increase the pool of skills within the Co-op. 

16.3 Sponsorship

Any member seeking any form of sponsorship other than course fees must do so by presenting a case at a GM. Such an item will be considered only if:

a)     It is properly agendised

b)     Facts and figures about the proposed course are furnished

c)    The meeting is satisfied as to the commitment of the individual to the Co-op as well 

  as to the benefits of the co-op of making such an investment. 


JOB DESCRIPTIONS

For

Riverlink Housing Co-op

Management Committee

 SECRETARY

1.        Maintain the central records of the co-op, including members’ personal files, details of 
properties, agreements with owning authorities and the authorised minute file.

2.
Be responsible for drawing up and maintaining a yearly meeting attendance

            
book listing member’s attendance at sub/management & all general meetings.

3.
Act as first point of contact for outside agencies (councils, funding agencies, owning 
authorities, pressure groups etc.). Delegate work as necessary to other officers (notably 
Borough delegates where negotiation at local level is involved).

4.
Liase with outside bodies where this cannot be conducted at local level.

5.  
Negotiate terms under which new properties are licensed to RHC. Signature of license 
agreements with owning authorities.

6.
Act as signatory to the bank account.

7.
Be responsible for the emergency cheque book.

8.
Issue new members with RHC share certificates.

9.
Maintain the secretary's petty cash float and petty cash book.

10.
Supervise the work of the policy sub-committee and informing the MC of attendance at 

              policy sub-committees.

11.
Liase with the policy sub-committee to arrange to update the Job Description, if necessary, 
 in keeping with changes in Policy and/or in working requirements.

12.
Transmission: a minimum of  3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

13.
File copies of all correspondence received or issued by the secretary and other Riverlink 
officers.

TREASURER

1.
Settle all bills owed by RHC.

2.          Maintain the financial records of the co-op - the accounts book, the petty cash book and

         the bank statement file. Bring the books to all MC meetings for members to inspect it, if

         they so wish.

3.
Oversee floats held by officers.

4.
Pay  meal and travel allowances to members as necessary.

5.          Oversee maintenance expenditure against itemised budgets to ensure withdrawals are 
made against specified budgets and adviseon all forms of expenditure by the co-op.

6.
Supervise and co-ordinate the work of the finance sub-committee and inform the MC of 
attendance at these meetings.

7.
Act as signatory to the bank account.

8.
Liase with the bank manager.

9.
Present to the last AGM or SGM of the year a full report which should cover forward 
budgeting and planned expenditure for the following year in all areas under the co-ops 
control.  This task would be carried out between the months of Oct/Nov of each year and 
revised in March of the following year.

10.
Provide a monthly print out of income and expenditure and meal allowance on a house 
basis to allow the MC to properly monitor RHC’s income and expenditure

11.
Liase with the policy sub-committee to arrange to update the job description, if necessary, in 
keeping with changes in policy and/or in working requirements.

12.
Transmission: a minimum of a 3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

13.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

14.          Carry out an annual rent, income and expenditure review between the months of January and  

              February and present a full report to the next available AGM or SMC with 

              recommendations for appropriate action required.

ALLOCATIONS OFFICER

1.
Administer  the waiting list and keep it up to date:

a) Deal with inquiries from prospective members and referral agencies.

b) Send out application forms and associated literature to inquirers.

c) Invite applicants who have returned forms to the first available MC meeting.

d) Set up and conduct induction meetings for prospective members.  Inform members with spaces in their houses of induction meetings by phone or letter.

e) Inform those who have attended an induction of the outcome of their induction (send out consent forms when appropriate, add names to the waiting list or send rejection letters).

f) Contact and keep track of those who have been issued consent forms and arrange appointments for them to visit spaces.

g) Inform the MC of any houses which are being unco-operative in allowing 

     prospective members to view available spaces.

h) Inform the Chair of any forthcoming allocations to be voted on at MC meetings, and deal with any problems or inquiries prospective members might have at any stage.

i) Inform the sub-committee co-ordinators of new members who are to attend their sub-committee.

j) Inform the MC of attendance at allocation sub-committee meetings.

k) Send monitoring forms to all members annually and monitoring their completion and return.

2. Maintain the network of referral agencies in conjunction with borough delegates. 

a) Write regularly to them to inform them of our overall housing situation.

b) Visit referral agencies on a three monthly basis and give a written report back to the MC.

c) Telephone referral agencies on a monthly basis and give a written report back to the MC.

d) Give a written report back to every MC on empty spaces, to include how many prospective members have visited each space, refusals, access problems and required action.

e) Deal with any inquiries they might raise at any stage, and expanding the range of agencies with which we deal as necessary (for example, keeping an eye on the membership of the co-op and contacting referral agencies which work with groups that are under-represented in the co-op at any time).

3.
Arrange and conduct regular meetings of allocations sub-committee.

4.
Inform the co-ordinators which new members expressed an interest in their sub-
committee.

5.
Report to general meetings and MC meetings as necessary.

6.
Liase with policy sub-committee to arrange to update the job description, if necessary, in 
keeping with changes in policy and/or in working requirements.

7.          Transmission: a minimum of a 3 weeks hand-over time between out-going and in-coming

             officers. The time will be spent passing on all papers, equipment and relevant information.

8.          Ask prospective/new members to arrive early at MC's and to inform the Chair that they 

              are expected.

9.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

10.         Maintain a petty cash float and petty cash records.

CHAIR

1.
Prepare agendas for management committee meetings in co-operation with the 
secretary.

2.
Prepare agendas and supporting documentation for annual general meetings and ensure 
these are sent out two weeks in advance. This includes ensuring that the annual accounts 
have been prepared and audited for presentation to the meeting.

3.
Chair management committee and general meetings whenever possible, according to 
Riverlink Standing Orders and Rules (NFHA Model 
Rules for co-ops). To chair AGM if this 
falls within the officer's six-month appointment.

4.           Sign a copy of the agreed minutes for each co-op meeting for the authorised minutes files      

              (as kept by the secretary).

5.
Liase with policy sub-committee to arrange to update the job description, if necessary, in 
keeping with changes in policy and/or in working requirements.

6.
Transmission: a minimum of  3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

7.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

8.
Maintain a petty cash float and petty cash records.

 MAINTENANCE OFFICER

1.  Riverlink Housing co-operative will elect a maintenance officer to co-ordinate repairs and maintenance of the properties on license to the organisation.

2.  Be responsible for keeping a file on each house/flat on license to the co-op containing a record of all maintenance carried out on the property.

3.   Visit each property when first licensed and subsequently at least

      every six months and:


a)
Conduct a general survey to discover any repairs or maintenance work that may be 

necessary;


b)
Where owning authorities are liable for certain maintenance items, reporting such 

repairs to the authority and making sure that they are carried out;


c)
Keep an inventory of all fixtures and fittings owned by the co-op;


d)
Prioritise repairs and maintenance works to ensure that the most necessary works 

take priority;


e)
Prepare a list of repairs with estimated budgets for the management committee 

              meetings to enable them to make informed decisions.

4 With the treasurer and finance sub-committee, build up a tool store relevant to the needs of the co-op. Any member wishing to use the tools will be required to do so through the maintenance officer.

5.  Act as signatory to the bank account.

6.  Make maintenance reports to the general meetings of the Co-op quarterly or as directed by MC.

7.  Apart from the servicing of gas appliances, RHC will only use contractors for maintenance in exceptional circumstances subject to MC decision. In such cases, the maintenance officer will arrange for three estimates to be made, which should then be presented to the MC for a decision. Such decisions to use contractors should be reported to the next GM.

8.  With the approval of MC, will open accounts on behalf of the Co-op with suppliers. Members wishing to get materials from such suppliers must have the prior agreement of the MC meeting, or in emergencies a Special MC decision, and a written order signed by the maintenance officer/ MC member.

9.  Keep a petty cash float of £100 for use in emergencies, travel expenses and materials.          

     This shall be available for inspection a each MC. The Maintenance Officer will not be issued any     

     further petty cash until the Treasurer has checked expenditure.

1.   Ensure that all tools held by RHC are maintained in good order and updating, maintaining 

       the key safe.

11. Liase with policy sub-committee to arrange to update the job description.

12.  Transmission: a minimum of 3 weeks hand-over time between out-going and in-coming officers. 

       The time will be spent passing on relevant paperwork, eqipmemt and information.

13.  Give copies, to the secretary, of all correspondence either issued or received, as soon as  possible,  

 but  no later than one month after the date of correspondance.

 RENT OFFICER

1. Keep up-to-date records of occupation charges paid to the co-op through the bank.

2.
Issue members with monthly statements of their payments record.

3.
Issue warning letters to members two weeks in arrears.

4.
Issue notices to quit to members four weeks in arrears.

5.
Issue contractual agreements to new members and new agreements to existing members 
as 

              necessary.

6.          Contact members in arrears and encourage them to make arrangements to pay off arrears.

7.
Work with finance sub-committee in order to reduce the overall arrears owed to RHC.

8.
Chase up housing benefit payments owed to members in support of members own 
efforts.

9.
Make applications to court for Possession Orders when notices to quit expire.

10.
Attend evictions with bailiffs when necessary.

11.
Liaise with the maintenance officer to ensure that locks are changed and property re-
secured when a member has been evicted.

12.
Keep basic administrative record systems of members files and standard letters.

13.         Liase with the policy sub-committee to arrange to update the job description, if necessary, in 
keeping with changes in policy and/or in working requirements.

14.
Transmission: a minimum of a 3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

15.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

16 Maintain a petty cash float and petty cash records.

BOROUGH DELEGATES

1.
Disseminate information about RHC to relevant local bodies in the borough for which s/he 
is a delegate (e.g. the council, community groups, housing associations, referral agencies).

2.
Establish a network of referral agencies within the borough, targeting key groups as 
recommended by allocations sub-committee.

3.
Maintain contact with and negotiate when necessary with the council.

4.
Maintain contact with and negotiate when necessary with housing associations.

5.
Maintain contact with referral agencies.

6.
Conduct and co-ordinate empty property surveys in the borough.

7.
Establish and maintain contact with local pressure groups (e.g. Shelter, Tax Campaigns, 
other co-ops etc.).

8.
Attend regular SLAPO group meetings and report back to MC.

9.
Attend regular meetings of the allocations sub-committee and report back to the MC.

10.
Produce a report for the GM and AGM.

11.
Liase with policy sub-committee to arrange to update the job description, if necessary, in 
keeping with changes in policy and/or in working requirements.

12.
Transmission: a minimum of 3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

13.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

14.
Maintain a petty cash float and petty cash records.

SHORT LIFE AND PERMANENT OPTIONS OFFICER 

(slapo officer)

Short-Life:

1.
Co-ordinate area delegates and other relevant officers to carry out property surveys on a 
regular basis.

2.
Endeavour to obtain new sources of short-life properties when required.

3.
Be acquainted with current housing laws and with regulations affecting short-life-in.

4.
Co-ordinate with members whose properties are being returned with a view to re-location.

Permanent Options:

1.
Call regular sub-committee meetings and inform MC of attendance at these meetings.

2.
Give fortnightly reports to MC, quarterly reports to GM.

3.
Identify funding options.

4.
Establish possibilities for purchase through housing associations etc. 

General:

1.
Liase with policy sub-committee to arrange to update the job description, if necessary, in 
keeping with changes in policy and/or in working requirements.

2.
Transmission: a minimum of a 3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

3.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

4.
Maintain a petty cash float and petty cash records.

 TRAINING OFFICER

1. Obtain information on training courses available.

2.
Make this information available to members.

3.
Find out members training needs and interests.

4.
Liase with finance sub-committee to determine a realistic budget for training.

5.
Liase with the policy sub-committee to arrange to update the job description.

6.
Transmission: a minimum of 3 weeks hand-over time between out-going and in-coming 
officers. The time will be spent passing on all papers, equipment and relevant information.

7.
Give copies, to the secretary, of all correspondence either issued or received, as soon as 
possible, but no later than one month after the date of the correspondence.

8.        Maintain a petty cash float and petty cash records.

NOMINATED MEMBER 

Members acting as nominated members are responsible for arranging dates and times for prospective members to view empty available spaces, monitor the situation and report back to the allocation officer/MC.

1.          The allocation officer/MC supplies the nominated member with the information regarding

             the prospective member.

2.           Contact the prospective member to find out which available spaces they wish to visit

3.        Arrange for the prospective member to contact the nominated member on a regular basis.

4.            Contact houses with available spaces and arrange dates and times for the     

               prospective member to visit the property, view spaces and meet all members.

5.            After prospective members visit a property,  contact them or you would to discuss :

               a)  How the visit went.

        b)  Desire to seek consent or not..

 c)   Discuss any problems they may have had when visiting spaces and meeting members.

7.           Contact the house with available spaces and discuss:

              a) If prospective member seeks consent,  ask if they were willing to sign a consent form.

b)  The prospective member did not wish to be allocated to the available space.

8.          Keep a written record which must be given to the allocation officer or the  MC once the  

             process is complete.

8.          Report any problems to the allocation officer/MC, such as spaces being blocked,

             members being unco-operative by not arranging access, or when a prospective tenant wishes       

             to be allocated and existing members fail to give an answer to 6a).

STANDING ORDERS

 1.         These Standing Orders shall be applicable at all meetings of the Co-op and the committees.

 2.         The workers and officers, when required, shall prepare a written report to be given to the

             meeting.

 3.          All items of business for the agenda shall be notified to the Chair BEFORE the 

              commencement of the meeting. Items not so notified may only be taken later as emergency

              motions.

 4.         No member may disrupt the meeting or use offensive language. In the event of his/her 

             doing so, the Chair shall caution the member. If the member persists, he/she shall be

             ordered from the meeting by the Chair.

 5.         Should another person attending the meeting assault any person? The assailant shall be 

             required to leave immediately.

RULES OF DEBATE

1.           The formal proposition on any particular subject under discussion shall be known as the

               "Motion" and all subsequent propositions shall be termed as "Amendments".

2. All motions and amendments must be moved and seconded by members actually at the meeting.

3.           Speakers shall speak only to the proposition under discussion.

4.           No member may speak more than once in a debate without the permission of the Chair

5.          The Chair may, with the permission of the meeting, impose a time limit on all speeches prior 

               to the commencement of the discussion.

6.            When an amendment is moved and seconded no further amendment may be discussed

               until the first amendment is disposed of.

7.            If an amendment is carried, it displaces the motion, itself becomes the substantive motion,

               whereupon further amendments relating to any portion of the substantive may be moved

               provided that they do not contradict the substance of the motion.

8.            After the vote on each successive amendment has been taken, the remaining proposition  

               shall be put to the meeting as the substantive motion and, if carried, shall become the 

  resolution of the meeting. The person whose property the motion is, immediately prior to

               the vote shall the right of summation.

9.            Any motion having been proposed and seconded may be withdrawn only with the

               permission of the meeting.

10.          Speakers shall at all times during debate address their remarks to the Chair.

11.          There shall be no new information during a summation.

12.          No one shall address the meeting or speak while the Chair is speaking.

 13.         Should the Chair wish to speak on any motion, the Chair should be vacated immediately 

               prior to debate of that motion. 

RESCINDMENT OR AMENDMENT OF RESOLUTIONS

           No resolution of a Co-op meeting shall be rescinded or amended at the same meeting as it          

           has been resolved.

EMERGENCY MOTIONS

    1.    When motions submitted for discussion are of such urgency that it is not possible to call a 

           meeting in the normal manner for the specified purpose of discussing such a motion, then such 

           a motion may be tabled at any properly constituted meeting as an emergency motion.  

           The mover of such a motion shall be allowed one minute to propose the motion of urgency and 

           One speaker shall be allowed against such a motion of urgency. The motion of urgency shall 

           Then require a simple majority of those present to assent to its discussion.

    2.    No points of information shall be allowed during the debate of a motion of urgency. 

    3.    No points of order shall be competent unless they concern the order of the debate on the 

           of urgency.

POINTS OF ORDER

1. Points of order shall have precedence over all other business except the act of voting (unless, it 

       concerns the actual conduct of voting) and upon which there shall be no discussion, except as

       provided for in "CONDUCT OF CHAIR".

2. Members making points of order shall raise to their feet and say "On a point of order, Chair" –

       the point of order must be in the form of a question to the Chair asking for a ruling.

3. Points of order are appropriate when there is occurring a break of the policy document or

       Model Rules of RHC Co-op Ltd.

POINTS OF INFORMATION

1. At any time other than during a summation or when a vote is in progress, any member on 

       rising to her/his feet, may ask for or offer a point of information. This shall be allowed 

       providing that the person holding the floor indicates her/his willingness to give way. The Chair

       shall at all times protect speakers from spurious points of information and shall not allow

       members to make speeches in the guise of such points of information.

CONDUCT OF CHAIR

1. Routine decisions shall be taken at the call of the Chair for a vote thereon without formal

       resolutions having been proposed.  In such cases the Chair shall be deemed as the proposer.

2. A challenge to the Chairs interpretation of Standing Orders. When such a motion has been 

       proposed and seconded the Chair shall vacate the Chair. A member of the management

       committee shall replace him/her. 

3. The proposer of the motion shall speak for not more than one minute and the original Chair

       shall be allowed one minute to reply.  No points of information shall be given or taken and no

           points of order except insofar as they relate to the conduct have the challenge.

4. Debate may be closed by members moving either "that the meeting proceed to next business" or

       that "the vote be now taken". Such motions shall be moved and seconded only by members who

       have not previously spoken on the motion under debate. If the motion for next business is

       carried the meeting proceeds to the next item on the agenda. If it is not carried discussion is

           resumed. If the motion for the vote to be taken is carried the mover of the original motion has

           the right to reply before the vote is taken.

     5.   Motions for previous questions shall not be allowed.

VOTING

1. Voting shall be by a vote of hands except where otherwise expressly provided for in the model

       rules. When determined by meeting, in accordance with standing orders.

2. During a summation or a vote there shall be no points of information. Points of order shall only

       be competent insofar as they concern the conduct of the vote.

   3.   The Chair shall determine the result by asking:



          i)
For those in favour



         ii)
For those against



        iii)
For those abstaining

   4.    The Chair may "see" that a motion is carried or defeated.

5. During a "recount" access to the meeting place shall be closed and only those participating in

       the original count may participate in the "recount".

    6.    In the event of a tied vote, the Chair shall have a casting vote.

INTERPRETATION

    The Chair shall reserve the right to interpret standing orders subject to challenge.
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