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Tenants & Residents Association Registration & Grant Payment Policy
Introduction
We want to support the Tenants and Residents Associations (TRAs) that we work with to achieve their stated aims and to represent the residents in their community. One of the ways that we do this is through clear policies, guidance, and support.
This policy recognises and brings together the requirements and guidance as set out in:
· The Model Constitution for TRAs – the document that sets out how the TRA should be run.
· The hall and room licence (2017) – the document that sets out how a hall or room should be managed.
· The annual registration form – the document used to provide committee members details and information about the TRA.
· The TRA Information Pack – the document with guidance information for the successful running of a TRA.
TRAs must register with the council on an annual basis after the Annual General Meeting (AGM). The main reason for this is so we are aware of the currently elected management officers on the committee. We can then communicate with them when necessary. It is also so we have up-to-date information such as current key holders for a hall or room, any changes to the TRA bank account and the best ways to keep in touch with the TRA (such as a generic email address).
Forming a TRA means you want to represent your community, get your voice heard and make positive changes. One important way to do this is to make sure that a representative from your TRA attends the Housing Representatives Forum. You could either nominate an individual to regularly attend, or the committee could take it in turns. It is important that whoever attends provides feedback to residents after the meeting. It might help to include this as a standing item on your TRA meeting agendas. 
Following the AGM, when the TRA committee are completing the registration form, they are confirming they will adhere to their constitution which has been agreed by the council.
ANNUAL GENERAL MEETING (AGM)
Before the AGM
· The AGM should be held within 15 months of the last AGM. Two months’ notice of the AGM must be given to the Resident Involvement Team.
· TRAs must contact the Resident Involvement Team to arrange their annual audit at least two months before the planned AGM date.
· An AGM should only take place when audited accounts by the council’s approved auditor have been produced and agreed.  
· A member of the Resident Involvement Team must be invited to attend the AGM. 
· Written notice should be sent to all residents in the area that the TRA represents with at least 14 days’ notice of the meeting date. 
During the AGM
· The audited accounts must be presented at the AGM and the year-end must not be more than four months before the date of the AGM. 
· The officer who attends can chair the AGM when the previous committee has stood down and the election is taking place.
· Any proposed changes to the constitution should be discussed with the Resident Involvement Team and presented to the AGM for agreement.
· A copy of the TRA constitution should be available at the AGM.
After the AGM
· TRAs must submit a completed registration form and documents within two months of the AGM date.
· A copy of the draft TRA AGM minutes should be included with the annual registration form where possible. As a minimum requirement, minutes should include details of the election, new committee members (both elected officer positions and nominations to the committee) and the number of residents present at the meeting. If a member of the Resident Involvement Team was present at the AGM, the minutes can be provided at a later date.
· A copy of the valid insurance certificate must be provided with the registration form if the TRA manages a hall or room. In most cases this will only be for public liability, but in some cases TRAs choose to have contents insurance, or will be required to have employer’s insurance if they employ staff.
· TRAs who do not hold an AGM within 15 months of the last AGM or do not supply us with up-to-date registration details following their AGM will be non-registered.
 Registered TRA’s will:
· receive an annual grant (see grant payment section for details),
· have access to advice and support from the Resident Involvement Team,
· be recognised as the main point for consultation and information for issues that affect the community that the TRA represents. This will include planned and capital maintenance programmes and leasehold consultations,
· attend the Housing Representatives Forum and receive papers, to influence policy decisions, work with the council to agree priority areas, and develop new initiatives to improve services to council housing residents,
· have the opportunity to network and learn from other registered TRAs,
· have access to meeting spaces and places to hold events. 
Non-registered TRAs will:
· not be entitled to receive an annual grant,
· not be able to manage a hall or room,
· not receive ongoing support from the Resident Involvement Team, unless this is to help to resolve disputes, or to assist with planning an AGM or help with completing the registration documents.
· be removed from the mailing list for Housing Representatives Forum and for receiving future TRA-related updates.
Annual TRA Grant
TRA Grants are paid each financial year. The financial year for grant applications will run from 1st April to 31st March in the following year. Applications for TRA grant are made at the same time as the annual TRA registration. No additional paperwork is required. Only one grant application can be made per financial year. 
Registered TRAs with a minimum of 15 properties are entitled to receive a grant towards their running costs. 

Approved grants will be paid on the following basis:
· The minimum grant of £500 is paid to TRAs that represent an area covering up to 285 properties. This includes tenanted and leaseholder properties.
· TRAs with more than 285 properties are entitled to a larger grant of £500 plus £1.40 for each additional property. 
The funding can be used by TRAs for:
· revenue costs such as gas, electricity, and insurance for the TRA hall, 
· stationery and other administrative items such as postage,
· equipment costs (filing cabinet, kettle etc.…),
· publicity and printing (although the Resident Involvement Team is happy to help with this in addition to the grant),
· organising community events in the TRA area.
The grant paid can’t be used for improvements to property.
Please see Appendix 1 which shows the registration checklist for the annual TRA grant to be paid. 
How to Register Each Year
Completed registration forms and supporting documentation should be sent to the Resident Involvement Team by email or post:
Getinvolved@lbhf.gov.ukai:
3rd Floor Hammersmith Town Hall Extension, King Street, W6 9JU 
If you have any questions or would like further information, please contact GetInvolved@lbhf.gov.uk or call 020 8753 6652.
Payment 
We will let you know when your annual grant application has been approved and when you can expect payment.
Payment will be made by BACS to the TRA bank/building society account on the registration form. Payment cannot be made to individual TRA member’s accounts.


Is it possible to be registered, but not to receive an annual TRA grant?
TRAs can opt out of receiving the annual grant and still be fully registered. We would, however, encourage all TRAs to take up our offer of financial support. 
How We Use Your Information
Generic TRA email addresses (such as ResidentsTRA@gmail.com) will be displayed on the council’s TRA web page and will be added to our involvement database so we can communciate with you. 
The Council is committed to abiding by the Data Protection Act, as well as people’s rights to confidentiality and respect for privacy. We treat your private information with respect. It is kept securely. We will use the information that you provide on the registration form to consult with you and to inform you about meetings, projects, and events. We only share your contact details with other council teams and appointed contractors, if you agree to this. 
Appendix 1 - Registration & Grant Payment Assessment Checklist
All of the below criteria must be met for the annual grant to be paid. The Resident Involvement Team will work with TRAs to help to make sure that each point is met. 
	No.
	Criteria
	Met

	1
	Has an AGM taken place?
	Yes / No

	2
	Is there evidence the AGM was correctly advertised to all residents in the area that the TRA represents and with a minimum of 14 days’ notice?
	Yes / No

	3
	Were annual accounts (audited by the council approved auditor) presented at the AGM and the year-end date was not more than four months before the date of the AGM?
	Yes / No

	4
	Has the TRA submitted a fully completed and up-to-date annual registration form within two months of the AGM date? 
	Yes / No

	5
	Does the TRA have a named Chair, Secretary, and Treasurer who are not members of the same household?
	Yes / No

	6
	Are the management officers and committee members from the area that the TRA represents?
	Yes / No

	7
	Have the committee members agreed to adhere to their agreed constitution?  
	Yes / No

	8
	Has the TRA been represented by a committee member at least 50% of Housing Representatives Forum meetings in the last 12 months? 
	Yes / No


	9
	[bookmark: _GoBack]Has a copy of the draft AGM minutes been supplied with the annual registration form? (As a minimum requirement details of the election the new committee members) Minutes should also include the number of residents present. If a member of the Resident Involvement Team was present at the AGM the minutes can be provided at a later date.
	Yes / No


	10
	Is a valid TRA bank account listed on the registration form and are there three signatories from the TRA committee? (If the application is from a new TRA, or the bank account has changed we will need a copy of an up-to-date bank statement)
	Yes / No


	11
	Has a supplier creation form been completed for new TRAs or TRAs that haven’t previously received a grant payment?
	Yes / No


	12
	Is the TRA signed up to the current version of the hall and room licence if they manage a hall or room?  
	Yes / No

	13
	Has the TRA provided a copy of the valid insurance certificate for the hall or room?
	Yes / No
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