H4C Compendium

Version 2.1

10022026




Introduction

Welcome to Version 2.1 of the HFC Compendium!

This document compiles all our rules, policies and
the Code of Conduct into a one-stop-shop in the
hopes that it makes it easier and more accessible to
consult and get familiarised with.

This document is interactive.

In the ‘Index’, If you click on any policy or rule title
{in pink), it will take you to that section in particular.

At the bottom of any page you will find the word
‘Index’, if you click on this, it will return the view to
the first page where you can find the ‘Index’ listing

and choose to visit a different section if you want.

The document is also searchable. Look out for the
search box or icon in the PDF software you use,

We truly trust this helps us all having our crucial
information more at hand and more accessible, thus
positively contributing to HFC's cooperation and
governance.

Yours,

HfC Committee
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Primary

Register Mo: 27159R /
HC reg number C389
All previous rules rescinded

Fully Mutual Rules of the
Homes for Change
Housing Co-operative

Registered under the Industrial and Provident
Societies Act 1965
Based on model: FM94

Primary Rules

Name and status

a) The name of the society shall be Homes for Change
Housing Co-operative Limited {referred to in these
rules as the Co-operative)

b} The Co-aperabive shall be a bona hide co-operative
within the meaning of zection | {2) of the Indusiria
and Prowident Sacieties Act 1965

Objects

2 The objects of the Co-operative shall be:

al The Provision, Consiruciion, comversion,
improvaement, of managament on the Co-operative
Frinciples of dwellings exclusively for letling to
members of the Co-operative under the terms of a

fanancy or lease which

iy if &tenancy, shall be granted o the member by the
Co-operative and shall exclude all rights for tha
meamber to assign the tenancy 1o any person other
than the Co-operative (or a member of the Co
aparative) and shall require the maember (o surrender
or assign the tenancy to the Co-oparative (or a
mamber of the Co-operative) on his or har ceasing o
ba a membear, of

i) if & lease, shall provide that each lessee, whether
ndividual or joint, shall apply for membership of the
Co-cperative and, if accepted, remain a meamber until
he ar she gives up the lease: and that any lessee
who ceases to be a member for any reason must
assign the lease as soon as reasonably possible

=)

1 The provision and impravemeant on the Co-operative
Frinciples of land, buildings, amenities, or services
for the benefit of the members, either exclusivaly or
in conjunctom with other Parsons

¢} Tha provision of housing managament sarvices 1o
membears of the Co-operative and to the occupants of
dwellings that are the subject of a management
agreement under which the Co-operative is acting as
managing agant for a landlord body

In carrying out these objects the Co-operative shall work
toward the alimination of discnimination basad on
race, athnic origin, nationality, gendear, disakbility,
saxual orientation, age, class, appearance, religion,
responsibility for dependents, unrelated crimina
convictions, the fact that a person is HIV positive or
has AlIDS or any other matter which causas any
person to be treated with injustice

Powers

3 The Co-operative shall have the power to do all things
necessary or expedient for the fulfilment of its objects
and for the support and developmeant of bodies which
are concerned with the provision and management of
co-oparative housing or with the promotion of co
operatives or which have objects supporied by the
Co-gperative. If the Co-operative is or becomes a
registered Housing Associabion under sechion & of the
Housing Associalions Act 1985, its powers under this
Rule shall be limited 50 as to conform o the
requirements of the said Act

Trading
4 The Co-operative shall not trade of profit

Registered office

£ The registerad office of the Co-operative shall be at 9
Otterburm Close, Hulme, Mancheastar, MIS SHE

The office may be changed by resolution of a General
Meeting. Motice of any change shall be sent to the
Reqgistrar of Friendly Societies within fourteasn days of
such change or within such other tima as may ba
required by the Treasury Regulations and in the
mannar and the form thereby prescribed

Share capital
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& a) The share capital of the Co-operative shall consist
of shares of the nominal value of £1 each issued to
members of the Co-operative upon admission o
membership

b) Shares shall be neither withdrawable nor
transferable, shall carry no right to interast, dividend
or bonus, and shall be forfeited and cancelled upon
cessation of membership from whatever cause and
the amount paid up thereon shall become the
proparty of tha Co-oparativa.

Membership

7 a) The mambers of the Co-operative shall be those
persons signing the application for registration of the
Co-operative and those persons whose names are
entered in the ragister of membars.

b} The register of members shall include the address of
each member; it shall be the responsibility of the
member to advise the Co-operative of any change.
Any requirement in the Act or in tha Rules of the Co-
operative that a notice be served on the member
shall be satisfied if notice has been delivered to the
addrass given in the register.

) Only persons aged 18 or over ara eligible to become
members.

d) All tenants must be mambers, and all membars must
be tenants or prospective tenants

&) A member shall hold only one share in the Co-
aperative. Shares shall not be hald jointhy.

Application for membership

8 Any application for membership shall be considered
under the procedure laid down by the General
Meeting form time to time, If an application is
appraved, the Co-operative will issue the applicant
with one share upon payment of £1.

ar

d} his or her tenancy or leasa is terminated (or he or she

ceases o occupy the dwelling provided or managed
by the Co-operative} in which case he or she shall
cease to be members 28 days later, unless by thal
time ha or she has either enterad into a new tenancy
or lease with the Co-operative or has been accepted
as a prospective tenant; or

@) s a prospective tenant and has aither:

i} notified the Co-operative that he or she no longer

requires accommaodation, or

i) failed to respond in writing within 28 days o a written

requast, sant to his or her address in the register of
meambers, to confirm that he or she still requires
accommodation, or

iii} entered into a long leasehold agreament with the

landlard of the property managed by, but not owned
by, tha Co-oparative.

Expulsion from membership

10a) A member may be expelled by a resolution carned

by the votes of two-thirds of the members presant
and voting at a General Meeting of the Co-operative
of which notice has been duly given, provided that a
complaint, in writing, of conduct detrimental o the
interests of the Co-opearative has bean sant to him ar
her by order of the Co-operative not less than 28
days before the meating, Such complaint shall
contain particulars of the conduct complained of and
shall call upon the member to answer the comgplaint
and attend the meeting. At the meeting the members
ghall consider the evidence in support the complaint
and such evidence as the member may wish o place
befare them. If after dua notice the mamber fails ta
aftend the mesting without due cause the meeting
may procaad in his or har absence.

bl Mo person who has been expelled from mambership

Termination of membership

9 A membar shall cease to be a mamber if he or she:
a) dias; or

b) resigns either by writing to the Secretary or in person
at a General Meeting; or

) is expelled from membearship by a General Meeting;
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shall be readmitted except by a resolution carmried by
the voles of at least two-thirds of the members
present and voting at a General Maeting of which
due notice has been given.

Death or bankruptcy of a member

11a) A member may, in accordanca with tha Act,

nominake a person or persons o whom any of his or
har property held by the Co-operative, other than

share capital, shall be transferred at his or her death.

b) Upan a claim being made to any property held by the

Co-operative by the personal representatives of a
deceased member or the frustees in bankruptcy of a
bankrupt member, the Co-operative shall pay or
transfar to the representative or trustee any property
to which he or she has become eniitled.

GENERAL MEETINGS

12 General Meeatings of the Co-operative may be

attendad by any member, and all members present
shall be entitled to speak and vote, Each membar
shall be given at least seven days notice of the date,
tima and place of each General Meeting, and of the
issues upon which decisions are to be taken. The
Sacratary shall call a Genaral Meating as required by
the Co-operative’s Rules or polices or dacisions or at
the written request of not less than three members or
one-tenth of the members of the Co-operative,
whichever is the greater, who may proceed to call the
meeting if the Secretary does not do so within
fourtean days of receipt of the request. If it is not
possinle to hold a physical mesting for legal | health
and safety or other reasons the secratary shall make
arrangements for the meesting o be conductad by
video conference. The general meeting shall
determing the rules for such a meeting. The rules for
baing present and for the quarum in this constitution
shall be interpreted as appropriated for a video
conferance mesating”

Quorum

13 Mo business shall be transacted at any General

Meaating unless one-guarter of the Co-operative’s
members or 10 of them, whichever is the less, are
presant throughout the meeting. If no quorum is
present within halt an hour of the time appointed for
the maating, the meeting shall stand adjournad. It
shall be reconvened on the same day in the next
week at the zame time and place (or such other time
and place as shall be agread at the mesting} and
notified to the members: and if at the reconvened
meeting a quorum is net present within 15 minutes of
the time appointed far the meeting then the membars
present shall be a guorum.

Voting

14 Every mamber presaent in parson at a Ganeral

Meeting shall have one vote, Except where otherwise

index

specified in thesa Bules, resolutions shall be decidad
upon a magonty vole of members present and voling.
Votas shall be taken opanly unless, befora a motion
is put to the vote, a secret ballot is demanded by not
less than one-tenth of the members present. Vioting
shall be conducted under the direction of the Chair in
accordance with any procedures agreed by the Co-
aoperative,

Annual General Meeting

15 The Annual General Meeting shall be held within six
months of the close of the financial year of the Co-
aperative and it shall:

a) consider the frequency of General Meetings during
the coming year;

b) consider an annual report on the business of the Co-
operative during the previous financial year,

) receive the accounts and balance sheet for the
previous financial yvear;
d} appaint an auditor.

Management by general meeting

16 Until such time as a Committea is elacted following a
resolution under rule 17:

a) the management of the Co-operative shall be
undertaken by General Meetings to ba held at least
quartery;

b) a General Meeting shall constitute the committee of
Managemant and have all the powers of the
Committee under these Rules;

) a General Meeting shall have power to appoint,
raplaca, and remove individuals, mambers, or groups
of members delegated to exercise certain powers on
behalf of the Co-cperative;

d) the members present at the Annual Genaral Meating
shall elect one of their number to chair the meeting;

&) the Annual General Meeting shall elect a Secretary
and Treasurer who =hall hold office until tha fallowing
Annual General Meeting unless removed or replaced
by a General Meeting. They shall be responsible to
the General Meeting for the proper performance of
their duties.

Management by committee
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17 a) A Committee to manage the Co-oparative may bea
set up by a resolution camried by the votes of two-
thirds of the members presant and vating at a
General Meeting. The resolution shall take effect at
the next Annual Genaral Meating unlass the
resclution specifies that it shall take effect at a
Special Genearal Meeting to be held befora the naxt
Annual General Meeting in accordance with Rule
17b. Excepl as provided for in rula 17k, the result of
elections to the Committee shall be declared at the
Annual General Meating and elected Committes
members shall enter upon their duties at the
conclusion of the Annual General Maating at which
their election is declared.

b) If a Special General Meeting is required by a
rasolution passad under Rule | 7a, the elaction of the
Committee shall take place in accordance with Rules
19 and 20 except thal references 1o the Annual
General Meeting in those rules shall apply to the
Special Ganaral Meating at which the results of the
election shall be declared and at the conclusion of
which the Committee members shall enter upon their
duties.

c) Until such time as a Committee is elected Rules 18 to
29 shall not apply.

Powers of committee

18 a) The Committes shall have the power to do all
things necessary to manage the Co-operative except
1o determine those issuas specifically designated
under these Rules as the responsibility of a General
Meating.

b) The General Maating shall retain responsibility for the
adoption of regulations and procedures governing
the elaction and composition of tha committes and
the term of office of Committee members (except that
na Committes mamber may serve mara than four
vears without being required to seek re-election. The
Genaral Meeling may adopt a rasolution dalegating
some or all of this responsibility to the Committee,
may make such delegation subject 1o conditions, and
may revoke it

c) The Commitiee shall report on the affairs of the Co-

aperative to each General Meaeating and shall submit
an annual report to the Annual General Meeting.

Nominations for committee

I 9 a) Only membaers of the Co-operative are eligible to
be nominated for election to the Committee.

b} Momination of candidates for elaction to the
Committes may be accepted at the Annual General
Meeting unless a General Meeting has passed a
resolution requiring nominations to ba in writing and
signad by the member nominated and handed to the
Sacretary or deliverad to the registered office of the
Co-operative a specified number of days being not
less than three nor maore than fourtean, befora the
date appointed for the Annual General Maeating

Election of committee

20 a) All members of the committes shall be electad by
ballot

b) The elaction procedura shall be by the system know
as the single transferable vote (Proportional
represantation)

c) The counting procedure shall be the latest rules
approved by the electoral reform society

d} In all elections the ballot paper shall include an oplion
"Re-Open Mominations®. If elected such positions
should be considerad vacant.

el Re-open nominabions should be elected to the
numbers of vacancies in accordance with the vabas it
recemnves

fy The general meeting shall decide whether to fill any
vacancies created immediately or to follow the normal
vacancies procedure.,

Removal of committee members

21 A General Meeting may remaove any one or mare of
the committes mambers by a resolution carried by
two-thirds of the members present and voting
providing that at least seven days’ notice of the
mation has been given to all members of the co-
operative. The General Meeting may proceed to fill
any vacancy thus causead,

Vacancies on committee

22 a) Except for Committee members co-opted under
rule 24, any committea member who ceases to be a
member of the Co-operative shall immediately cease
o ba a membar of the Committes.

Fage 8 indax

b) Except as provided in Rule 21, the Committes may
make an appointmeant to fill, until the following Annuwal
Ganeral Meating, any vacancy caused by the death,
resignation, disqualfication, retiremant or removal of
any Committee member.

Size and quorum of committee

Committes shall determing issues by a majority of
Committee members voting. If any vote is tied, the
proposal shall be desmed ta have fallen, The
committes shall determine how it shall maet, either
physically, electronically or some combination of
bath,

Declaration of committee members
23 The Committee shall consist of not less than sayen interests

nor more than fifteen members as determined by a
Ganeral Meating. The quorum of the Committes shall
be one-third of the number determined as its total
membarship, unless a General Meeting sets a higher
quorum,.

Co-options to committee

24 The Committee may co-opt any persons to serve as
Committes mambers, subject to any limitation made
by a General Meeting and providing that there shall
always be a majority of elected Committee membaers

29 If any member of the Committes has a personal

interest in a matter under discussion by the
Committes he or she shall disclose the nature of the
interest to the Committea and may be required by
any Committea member to be absent from the
meating while the matter is determined. If the Co-
aperative is a Registered Housing Assaciation, it
shall be subject to the provisions of saction 15 of tha
Housing Association Act 1985 (as amended) and
determinations issued in accordance tharewith.

on the Committee, Co-opted Committee members Officers

may be ramoved by resolution of the Committee or

by a General Meeting under Rule 21. The voting 30 The Officers of the Co-operative shall be the

rights of co-opted members at committee meeatings
shall be determined by the general meeting.

Subcommittees

25 The Committee may establish subcommittees
consisting of a least one elected Committee membar
and such other persons as the committes shall think

Secretary, Treasurer, and such others as may be
appointed from time to time, The officers shall
discharge their powers and responsibilities in
accordance with these Rules and with such
regulations, standing orders, polices, and procaeduras
as may be established by the Co-operative
consistently with these Rules.

fit, provided that a majority of any subcommittee shall a) At all General Meatings of the Co-operative, the

be detarmined by the Committes in written terms of
refarance.

Election of chair by committee

26 At all Committee maatings, the mambers of the
Committee present shall elect one of their number to
chair the meaating.

members present shall elect one of their number to
chair the meeting.

b} The Secretary shall ensure that meetings are

properly called and minutas kept, that the register of
members and officers is maintained, that the use of
the saal is recordad, and that the appropriate returns
are made to the Registrar of Friendly Societies

;) The Treasurer shall ensure that the financial affairs of

Election of secretary and treasurer

27 The Committee shall elect a Secretary and a

the Co-operative are properly administerad and that
adequate records are kept,

Treasurar who shall be responsible to the Commites 31 PyMents to officers and
for the performance of their duties, and may be committee members

I laced by the Committee at any

a) The Co-operative shall not remunerate any member

Proceedings of committee

28 Except where provided otherwise in these Rules, the

Index

of the Co-operative or any membar of any commiltas
established by the Co-operative in respect of service
as a mamber of any such committee or as an officer,
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except as allowed in the Housing Corporation
Schedule 1 document ‘Maintaining Standards of
Probity' 2007 and agreed by a General Meating.

b) Mo officer or member of any committes established
by the Co-operative shall be given a contract of
amplaymant.

¢ This rule shall not prevent the reimbursement of
expenses propery incurred by any person on behalf
of the Co-operative.

Borrowing powers

32 a) The Co-operative shall have the power to bormow
money, by the issue of loan stock or otherwise, for
thee purposes of the Co-operative provided that, at
the time of borrowing, the sum of the amount
ramaining undischarged of monies borrowed and the
amount of the proposed borrowing shall not exceed £
10,000,000, and for this purposa:

i) the amount remaining undischarged of any deferred
interest or index-linked manies previcusly borrowed
by the Co-operative or on any deep discountad
securty shall be deemed o be the amount required
to repay such borrowing in full if such borrowing
became repayabie at the time of the proposed
borrowing; and

i} the amount of any proposed borrowing intended to be
index-linked or on any deep discounted security shall
e deamead to be the proceads of such proposed
borrowing receivable by the Co-'operative at the time
of the proposed borrowing.

b) The rate of interest payable at tha time terms of
borrowing are agreed on any maoney borrowed shall
not excead the market rate of interest for borrowings
of similar amount and on similar terms prevailing at
that timse.

c) The Co-oparative shall have power to determine from
time to timea the terms and conditions upan which
monay is borrowad or loan stock is issued and to
vary such terms and conditions subject to the
provisions of this Rule.

d) The Co-operative shall not recaiva moneay on deposit.

@) The Co-operative may receiva from any source
donations towards the work of the Co-operative.

Investment
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33 a) The funds of the Co-operative may, to the axtent
parmitted by the law for the time being in force, be
invasted:

i} in any manner exprassly authorised by the Act;

i) i any investmants covered by Parts |, Il, and Il of the
First Schedule to the Trustee Investments Act 1961 or
in stocks or shares or debentures of any body
corparate but subject in the case of investments
undar paragraphs | and 3 of Part 1Il or of any body
incorporated overseas to the taking of advice in
accordance with the provisions of saction & of the
Trustee Investments Act 1961;

i} in shares or on security of any Industrial and
Frovident Sociaty;

iv) in any freehold, feuhold, or leasehold proparty
whatever in the Uinited Kingdom; but shall not be
invested otherwisea.

b} The Co-operative may, to the extent parmitted by the
law for the time being in force, delegate in writing to a
suitable parson the exercise of the managament or
investment of the property for the time being forming
part of the propenty of the Co-operative. A suitable
person shall be a person whom the Co-operative
reasonably believes to be qualified by ability and
experience in the matters delegated, and who is an
enemptad parson for the purposes of Part | of the
Financial Services Act | 986 as amended or re-
anacted from time o tima.

c) The Co-operative may appoint any mamber or
meambers to vote on its behalf at meetings of any
othar body corporate in which the Co-operative has
invested any part of its funds

34 Payments to members

Mo portion of the income or the proparty of the Co-
oparalive shall be transferred either directly or
indirectly by way of dividend, bonus or olherwise by
way of profit to members of the Co-operative axcapt
insofar as the tenancy or lease may provide upon
surrender to the Co-gperative for payments to be
made to the member.

Token gift paymenis elc are allowed according to the
tarms set out in the Housing Corporation Schedule 1
document ‘Maintaining Standards of Probity” 2007 i
agraad by a Genaral Maeting.

Surpluses

index

35 a) The Co-operative may apply any surpluses
towards carrying out the objects of the Co-operative.

b) A General Meeting may set aside any part of the
surpluses arising in any yaar 1a be donatad or loanad
for any purposes determined by the members in
General Maating.

¢} Any surpluses not applied or set aside shall be
carried forward.

Audit

3& The Co-operative shall in accordance with sections 4
and 8 af the Friendly and Industrial and Provident
Societies Act 1968 appoint in each yvear one or more
auditors to whom the accounts of the Co-operative
for that year shall be submitted for audit as required
by the said Act and shall hava all such rights in
relation nofice of and audience at General Meetings,
access o books and the supply of information, and
octherwise as are provided by the said Act. Every
such auditor shall be appointed by the Co-oparative
at a General Meeting, and in the case of any auditor
s appointed who is a qualified auditor’ under saction
7 of the said Act, the provisions of section 5 and &
theraof apply 1o the reappointment, ramaval or
replacement of the said auditor.

Annual returns

37 Every year not |ater than the date pravided by the
Act (or where the return is made up o a different
date allowed by the Registrar not later than three
months after such date), the Secretary shall send the
Registrar of Friendly Sociaties in the form prescribed
the annual return relating to the Co-operative’'s affairs
for the periad raquired by the Act tagether with:

a) a copy of the rapart of the auditor an the Co-
operative’s accounts for the period included in the
return, and

b) a copy of each balance shaet made during the period
and of the report of the auditor on that balance sheet.

Minutes and records

38 There shall be kept at the registered office:

a) a register of members containing their addresses,
their dates of joining and leaving the Co-operative,

index

the dates on which thay assumead and relinguished
any office in the Co-operative, and the number of
shares, and any other property held in the Co-
operative by each member, and either:

i) this register shall be bound in such a way that it is
possible without exposing details of sharas and other
property held, to inspect all other details, or

i} & duplicate register shall be kept for inspection from
which particulars of shares and othar property are
axcludad;

and

b) if any prospactive tenant is to be admitted to
membership, a register of prospective tenants; and

c) minutes of all General Meetings and of all meetings
of any committee astablished by the Co-operative;
and

d} the Registerad Rules including any amendments; and

2} a register setting out the terms, and the date and the
authority on which they were adoptad, of all standing
arders, regulations, procedures, and polices
conceming the conduct of meetings, elections, the
role of officers and emplovees, or otherwise
conceming the carrying on of the Co-operative's
affairs; and

f} & register of the dates on which the seal was used,
and for what purpose, and on what authaority; and

a) a register of all morgages or charges on land
assumed by the Co-operative; and

h) proper books of account, records of the Co-
operative's assets and liabilities, a register of any
holders of loan stock, and any other information
nacassary for the contral of the Co-operative's
finances and to allow annual accounts to be
praparad and audited; and

i) any ather documents and records necessary for the
management of the Co-operative’s affairs or required
by law.

Seal

39 The Co-operative shall have a seal kept in the
custody of the Secretary, and usad only by the
authority of the Co-operative. Sealing shall be
attested by the signatures of the Sacratary and two
members of the Committes, or the Secretary and two
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members of the Co-operative if a Committes has not
been set up under Rule 17

Disputes

40 a) Any dispute on a matter governed by these rules
between the Co-operative or an officer thereof and a
member, or any parson who has ceased to be a
meambar not less than six months previously, or a
person claiming through such a member or recent
member, or a person claiming under these Rulas,
mayoe submitted with the consent of all parties:

i} to the County Court; or

iy if the Co-operative has been affiliated to the National
Federation of Housing Associations for at least two
years immediately prier to the date of such
submission, to an arbitrator appointed by the
Faederation

b) The decision of an arbitrator appointed by the
Federation shall be binding and conclusive on all
parties without appaal and shall not be removable
inta any court of law or restrainable by injunction and
application the County Court for the enforcement of
the decizion may be made by any party to the
arbitration,

¢} The cost of arbitration shall be borne as the arbitrator
directs, and the complaining party shall before
arbitration deposit with the Co-operative the sum of
50 which shall ba refunded provided that the
complaining parly complies with the decision reached
by the arbitrator.

Amendment of rules

41 Any Rule hargin may be rescinded or amendead or a
new Rule made by resolution of two-thirds of the
membars prasent and vating at twa consecutive
General Meetings, providing that all members of the

Co-operalive have been supplied with copies of the
propased amendmeant at least seven days before the
maating at which it is to be detarmined. No
amendment of these Rules is valid until registered by
the Registrar of Friendly Sociaties,. If the amendment
mvolves changes to the objects, group structure
changeas or application of prafits the ameandmeant
need only be approved by one general meeting and
the consent of the Tenant Servicas Authority (If the
coop is a registered Housing association)

Transfer of engagements:
dissolution

42 a) A General Meeting may agree to accept a transfer
of engagements form any Industrial and Provident
Society having objects consistant with those of the
Co-oparative, subject, if the Co-oparalive is a
registered Housing Association, to the consent of the
Haousing Cornporation.

o
—

A General Meeting may agree by resalution (notice of
which was given in the notice convening the meeting)
supported by two-thirds of the members present and
voting to transfer the Co-operative’s engagements o
any Industrial and Provident Society whose objects
nciude providing housing. Such a resolution is
subject to confirmation by a simple majority of
members present and voling at a further General
Meating held at least fourtean days, and not mara
than 28 days, after the first meeting. The transfer
shall not take aeffect until it has been registered by the
Registrar of Friendly Societies, and if the Co-
aperative is a registered Housing Association, the
consent of the Housing Corporation must also be
abtainad.
) The Co-operative may be dissolved by the consent of
three-quarters of the members by their signatures to
an instrument of dissolution provided for in the
Treasury regulations or by winding up in the manner
providad for in tha Act. If the Co-oparative is a

—

registered Housing Association, the consent of the
Housing Corporation must be obtained

Interpretation

43 In these Rules, unless the subject matter or context
are inconsistent therewith:

a) words imporing the singular or plural shall include
the plural or singular respactively:

bl ‘the Act’ refers to the Industrial and Provident
Societies Acts 1965 to 1978, or any Act or Acts
amending or in substitution for them for the time
baing in force;

the Co-operative Principles’ refers to the principlas
adopted at the 23% and 24" Congress of the
Intarnational Co-operative Alliance;

]
—a

d

—

tenant' shall mean any parson ather that a bady
orporate who holds, either individually or jointly, a

tenancy or lease entitling him or her to cocupy

residential property owned by the Co-operative;

o

) 'General Meeting’ shall mean any meeting of the Lo-
oparative convenead under rule 12, including Annual
General Meetings and special Ganeral Meatings,

fl 'Committee’ shall mean a Committee of Managemeant
established under Rule | 7;

L}

'Committae member’ shall include any parson,
whether a member of the Co-operative or not, who is
alected, appointed, or co-opted to serve on the
Committes;

a

h} interest’ in Rule 29 shall mean a direct or indirect
baneafit to any Committee member, or close relative
of any CGommitiee member, except in his or her
capacity as a mamber of the Co-operativa;

i) 'surpluses’ shall mean any money remaining after the
Co-operative's current expenseas and obligations
hava been provided for and adequate allowanca has
been made for the Co-operative’s reasonakbly
foreseeable future requirements;

i1 Treasury Regulations” shall mean regulations made in
accordance with section 71 of the Industrial and
Provident Societies Act 1965,

Housing Corporation Schedule 1
document ‘Maintaining Standards
of Probity’

The document advises co-ops to act as if Schedule 1
applied to all members, not just board mambers
[(Page 6). It covers payments and rewards that are
not allowed but gives exceptions.

In 'The 13th Exemplion’ (Page 32), the following
payments ara allowed:

“« token gifts or payments to staff or board members up
to & value of £300 per person per year,

- corporate evants providing hospitality or entertainmeant
specifically for employees or board members, In this
catagory there is a limit of £50 per person for an
indrvidual event and an overall limit of £250 per
pEFSOn par year.

The asscciation can decide, within tha limits set out
abowve and in line with its own policy, what kinds of
rewards it might wish to offer. Thesa could include
[and this list is by no means exhaustive):

« foken paymeants = parhaps in the form of vouchers
for staff who have made a special confribution, done
gxira work or baan involved in a high-profile project;

= a gift for a staff or board mamber on retirement or fo
mark a special event such as long service with the
association;
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3.3 General Meetings shall have the power to do all
things necessary o overses the management the co-
op (Under saction 18a of the primary rules). If a
general meeting is inquorate it will delegate its
powers for that meeting to the Committea. The
subsequent reconvened General meeting which has
to be called under section 13 (when the meeting has
been inquorate) shall have no power except (o
amend the rules, elect membears of the committes {In
this ewvant the chair of the inquaorate general mesting
shall have the power 1o closa nominations at any
time not less that & minutes after the meaeating was
declared inquorate.) and elect the General Meeting
Chairperson as long as proper notice of these items
had baan given. If tha committes maating is
inquarate the reconvenad general meeting shall keep
its power as above.

This section does not apply to Annual General Meetings

3.4 General Meeting Procedure

General Meetings shall start at the advertised time, If
the general meeting is inquorate then a committes
meeting shall be held, If the committee is inquorate
then tha General meeting shall reconvene under
saction 13 of the primary rulas,

Otherwise the reconvened general meeting shall only
be allowed to discuss items reserved for it. If there
are not items which can be discussad the
raconvensd general maeting shall be deamed to
have occurred,

If there are items for the reconvened general mestings
then all mambars shall be given natice of the time
and place and the items which shall be discussed,

The general meeting chairperson shall be elected for a
period of one year at the Saptember General
Meeting and shall be allowed to stand for re-election,
The GM Chairperson shall be elected by the single
transferable vote, The General meeting chairperson
shall also be the returning officer.

If the GM chairperson is not prasent or wishes not 1o
chair part of the meeting in order to take part in the
debate the chair will be taken by the Deputy GM
Chairperson.

The deputy GM Chairperson shall be elected at the
AGM following the same procedura as the election of
Coordinators. The Daputy GM chairparson shall act
as the returning officer if the GM chairperson is
unable to do zo. If the GM chairperson and the
Deputy GM Chairperson are not able to chair the
maating or conduct an alection a temporary chairf
returning officer shall be elected by the GM for that

Fage 18

pariod.

35  General Meating Agenda
The agenda shall include at least

Minutes of last month's meeting

Committes report

Committee Proposals

Agenda items earlier notified

Elections for GM Chairperson and Committes
Any othar business

3.6 Members wishing to propose items for the agenda
must give 14 days nofice to the publicity and
information Group. These itams shall be passed to
the committes for investigation and comment

4. Any other business

4.1 Any Other Business is an agenda item brought to
the attention of tha chair before a meeting opeans,
and shall be discussed at the discretion of the chair

4.2 Restrictions placed on items discussed under the
heading of any other business:

i Thesa discussions cannat be of a constitutional
natura (see 5.0.16)

it Items will only be voted on if they do not change
policy and if it is an amergency. items will only be
counted as emeargencies if they relate to evant
accurring after membars can propose items for
discussion, and that reasonable attempts (elecironic
or othar} have been made to give members notice
befara the meaeating.

5. Discussion in closed session

5.1 Those allowed to go to closad sections of meetings
are members of the co-op and the co-ap's
amployea/s.

5.2 The following iterns will be discussed in the closed
section of the General Meeting, having been included
as an agenda item and circulated to all members of
the co-op:

[ election of new members

ii. expulsion of membars

iin.  the co-op's employesis

iv. Complaints

v. Hent Arrears

vi. Any iterm may be discussed in closed session at
the discretion of the General Meeting

index

2.3. The summary minutas circulated to the mailing list
will list decisions on items discussed in the clozed
saction of the meeting, but not details of the
dizcussion. Full minutes of this section may be found
in the minutes book.

6. Power of the general meeting

6.1 Management by General Maeting.

i. The General Meesting is the soversign body of the
Co-0p.

ii. Actions arising from decisions of the General
Meating are underfaken by a delegated agent of the
Co-0p.

ii. The Ganaral Meating must endorse business
conducted on behalf of the co-op

.2 Mo agent or constituted body of the co-op has the
right to override decisions made at General Meeting.
Howewer, tabling said tems on the agenda of a
General Meating can revisit decisions.

€.2 Deleted

6.4 Business arising between General Maatings is be
conductad by the Management Committea of tha co-
op, who are to be held responsible for their conduct.
They may choose appropriately between:

i s@aking further consultation with other informad
membears/officers’ working groups and then must
notify and seak ratification of the decision at the next
General Mesating

ii calling an Emergency General Meeting,

'?. Rules for debates at general
meetings

7.1 General Meatings will normally be chaired by the
General Meating Chairperson

7.2 The Chair of each General Meeting shall have a
duty to conduct each meeting according to the
Primary and Secondary rules

7.3 The Chair
7.3.1 Members will accept the authonty of the chair,

axprassing all quastions and points of view through
the chair,

Index

T.3.2 Members should listen to the views of colleagueas
with an open mind, seeking advice or clarification
where needed.

7.3.2 Members should not resort to behaviour that could
be considered to be aggressive or Intimidating,
anyone doing so can be excluded from the rest of the
meating or given a public warning by the chair.

7.3.4 The Chair shall be impartial and shall ensure that
all debates are balanced (except that the proposer of
a motion or amendmaent shall have the right to reply
to the debate before the vota.)

7.4 The following procedural motions shall apply:

a) Mo confidence in the Chairperson. (If passed, there
shall be an elaction for a Chairparson for the rest of
the meeling.)

b} Change the Chairperson's decision

¢) Suspend Standing Orders for a spacific time or
purpase, (This needs a wo thirds majority.)

d) Refer the matter to ancther specific time or body,
2} Vote now on the motion, or amendment,

7.5 Procedural mations may be moved without notice
and shall take priority over any other businass. Thay
must be propesed and seconded, The proposer of a
procedural motion does not have the right 1o reply.

7.6 When a motion iz discussed there shall first be a
speech in favour of the mobion, The motion may then
be amended. Amendments must be proposed and
seconded. Each amendment shall be debated one at
a time and then voted on. If the amendment is
accepted by the proposer it shall not be debated.
There will then be a speech against the maotion as
amendead.

7.7 Voting Procedure: The Chairperson shall make sure
that non-members do not vote. the Chairperson shall
not vote unless it is a casting vote or a secret ballot.

7.8 Unless staled otheransa, all votes shall be decidad
by a simple majority.

7.9 If there are an aqual number of votes for and
against, the Chairperson (if they are entitled) may
decide the matter by using a casting vote (Unless it is
a secret ballot.) Or it will be a tie and the motion or
amandmant shall fail. If the majority needed is a two
thirds majority this procedure shall be adopled if
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thera are twice as many voles in favour as against.
7.10 The Co-op does not allow voting by proay.

T.11 A =ecret ballot will be hald if one tanth of the
membears prasent ask for it,

7.12 Betore It can be discussed a motion must have a
Proposer and a Secondear.

8. Annual General Meeting

8.1 The Annual Genaral Meeting is held within the six-
menth pericd of the co-op's financial year-and.

8.2 Before the Annual General Meating, the agenda,
written reports from each warking group, the year's
accounts and financial projections for the cument
year starting must be circulated in a mailout to all
membears.

8.3 Annual General Meeting Procedure. Standard
agenda items are listed below:

Finance raport

The accounts

Appointment of an auditor

Formal Reports from each Working Group including a
list of active mambers

Attendance records at General Meetings

List of new members since last AGM

List of resigned membars since last AGM

Election of working group Coordinators

Election of Committes

9. Emergency general meeting

9,1 Convening an Emergency General Mesting.

i An emergency General Maating shall ba hald at the
reaquast of the General Meeting, or at the request of
not less than ten members, or by the Management
Committes.

il Those requesting such a meeting shall inform the
GM Chairperson in writing, stating the purpose for
which the meating is required.

iii The meeting shall be held within five days of the
raceipt of the request, and written details of its date,
timea, place and purpose circulated to the full
membearship

9.2 No formal business will be discussed apart from the
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matter for which the meeating was convenad.

10. Working Groups

10.1 Each waorking group shall have a coordinator
elected by General Mesting. Candidates for
coordinator must be an individual member or &
prospeciive member of tha Co-op

10.2 The coordinatar will coordinate the aclivities of the
working group and make sure the group 15
represanted at other nacessary meetings.

10.3 At the next working group meeting after the AGM
each working group shall appoint a deputy
coordinator, The deputy coordinator shall function as
the coordinator in his or har absence,

10.4 Working Groups shall meet monthly and make
their minutes available to the members (except thosea
parts of the minutes that are confidential),

10.5 Working Groups may appoint sub groups which will
maat whan necessary. Tha sub group coordinators
will be elected by the main working group when the
sub group is formed and at the first Working group
meeting after the AGM. Sub Group coordinators can
be removed by a vote of no confidence at a working
group meeting.

10.6 Coordinators can anly be removed by a vote of no
confidence at a general maeting. This proposal must
bea includad in the agenda.

10.7 Prospective members may not vote in working
group maatings

10.8 Tha Genaral Meeting or Managament Committes
may condense, dissolve or add to the number of
working groups, as it sees fit.

11. Management Committee
Meeting

11. Management committes

11.1 Thera shall be 8 elected members of the
management committes, Casual vacancies shall be
filled at the next genaral meeting that at least 7 days
notice of a vacancy can be given to.

11.2 The committes shall meat menthly at least 10 and
not mora than 14 days before the General meeting at
its awn convenienca

indax

11.3 The committee shall dizcuss item of concern to the
ca-op in detail at its monthly mestings. It shall report
to the General meeting all decisions that are neaded
in its repart. Notice of each decision shall be given at
least 7 days befora the General meating. The
General maating has the power to accept, amend or
reject any of these decisions.

11.4 If the genaral meeating is inquorate the committes
shall have the powers of that genaral meehing.
(except where specifically excluded in the General
meeting section)

1

—

5 In a genuine emargancy the commitiee shall have
the power to act without General meating approval. If
it does so it must explain 1o the general meeting's
satisfaction the reasons for the emeargancy.

1

-

B If a member of the committee fails to goto 2
cansecutive monthly meetings of the committee
without thair apologies being accepted by the
committee the following procadurs shall apply:

a) They shall be told that it they do not to go to the next
committee meating or present reasonable apologies
will result in their pasition on the committee being
declared vacant.

b) At the third meeting which thay fail to go to or have
their apologies accepted thay will have deemed o
have rasigned from the committea

¢} Tha committee will decide whethar apologies are
reasonable.

11.7 The committee can adopt new members of the
committea at its sole discration. Co-opted membars
shall have the same rights and responsibilities as
elected committes members, except that they may
nof vote in the committes or add to the guorum. Co-
cpted members can be removed without notice by a
majonty vola of the commitiae or by a general
meeting under rule 21 of the Primary Rules.

12 & 13 Deleted

14 Elections
14.1 Timing

i Sessional elections of officers and Coordinators shall
take place at the Annual General Mesting.

i Should a vacancy occur mid-term, the General
Meeting that contains notice of election in itz agenda

Index

shall deal with it.

14.2 Motice of pending election/s shall be circulated as
an agenda item for the subseqguent General Meeting
in the maibout.

14.3 Candidates for committee elections must sign a
form consenting to nomination before the election.
Nominated candidates are expectaed to attend the
meeting at which the election takes place. If a
candidate cannot attend the election, and they
prasent a reason for not attending, that the returning
officer decides is reasonable, they may appoint
somaone o make a statemeant on their behalf.
Candidates at the meefing must provide an answer
to any questions put to them by the returming officer
on behalf of the electorate.

14.4 If recpen nominations wing, any by elections will be
held at the next GM, unless the GM votes that it
should ba held immediately.

15, Deleted,
16. The constitution

16.1 The constifulion of the co-op consists of

i The Tenancy Agreement

i The Tenant's Guarantee

i The Fully Mutual Rulas

v The Co-op Standing Orders { Secondary Rulas)

v The Financial Standing Orders

vi The Co-op's policies affecting membershiptenancy

16.2 Every mamber receives a copy of iii,iv\v and vi, A
copy of i and i are received by every member of the
co-op taking up a tenancy. Copias of the
constitutional rules and all other documents are kept
at the co-op office for the inspaction of membars,

16,3 Constitutional Decisions are those that affect the
enforcemeant or principle of the rules listed in
5.0.16.1

16.4 Delated

16.5 Any constitutional amendment must attain a
majarity of those present and voling to carry the
mation, and must thereafter attain a two thirds
majarity of those present and voling at the
subsequant Ganaral Meating to amend tha
constitution. The General Meating should consider
whaether the action in amending the constitution
violates any other part of the co-op's constitution.
Policies affecting membershipfitenancy shall raquire a
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two thirds majority at one general meeting
16.6 A standing order may be suspended without notice
standing orgers 16.5 and 16.6)

16.7 Confravening the constitutional rules listed in
=.0.16.1 i1s considered to be a breach of
membarship

16.8 The General meeting chairperson shall in the first
instance rule on the meaning and interpretation of

the rulas.

17. Deleted

18. The Six Co-operative Principles

The Co-op is committed to the six cooperative
Principles as defined in section 43a of the Primary

rukes they ara:

15t Principle: Voluntary and Open Membership

::-Z'i-l'_'l|:'|-2’.'.%'. WES @re WHUINan arg anisations open 1o al
persons able to use their services and willing to
accept tha rasponsibiliies of mambarship, withoul
gender, social, racial, political or religious

alieHalaalighlitay

2nd Principle: Democratic Member Control

Co-operatives are democratic organisations controlled
by thair members, who actively participala in setting
their policies and making decisions. Men and women

o the membershig. In primary co-operatives
members have equal voling rights (one member, one

vole) and co-operatives at other levels are also

Ard Principle: Member Economic Participation

Membears contribute equitably to, and democratically
control, the capital of thair coopearatea, At least par
of that capital is usually the common property of the
co-operative. Maembers usually receive imited
compensation, if Ay, on capital subscribed as a

conditian of mambership, Members allog

surpluses for any or all of the following purposes:

developing their co-operative, possibly by setting up

rezarves, part of which at least would be indivisible;
with the co-cperative; and supporiing other activities

approved by the membership

4th Principle: Autonomy and Independence

F T LI ot afom e E B e o v o o B e e
Lo-oparatves are autonomous, saelf-nelp organisatons

[ L

controlled by their members. If they enter into
agreaments with other organisations, including

they do so on ferms thal ansure demacratic contra
by their members and maintain their co-operative

autan DY

5th Principle: Education, Training and Information
Co-operatives provide education and training for thair

mambers, alect rs, and

amployess S0 thay can contribute affactiv aly to tha
development of ther co-operatives. They inform the
general public = particularly young people and
apanian leaders — about the nature and benefits of

co-oparation.

6th Principle: Co-operation among Co-operatives
'.'Zr:--.*:-p-'ﬁr.-:ll'-ﬁ}:-: sansa Ineir mamoers most FZ—?‘!F_?l’Z! '..'-Z’.::_.' A

strengthen the co-operative movemeant by working
Al national 'F"I'_] onal and

international structuras.




Financial
Standing Orders

Financial Standing Orders

1. Banking

4 £ B

Accounts shall be maintained in the name of thea

financial institutions

-

Co=0p WITN

Qp

approved by the co

2. The Accounts

all ba

[he Homeas
1t Octobar

for CGhange financial year sh

from to 30th Septembear

2.2 The accounts shall be kept so that

A Legal requirements ara met

2.2.2 Final accounts i acommeaendead form ars

4] roduced

% fhe

2.2.3 Suitabla
available,

nformation for financial contral

The Treas

L | A SUNar
are preparad ana a sui

ne accounts

1sible for ensuring that
abrle accounting

yatem is being used

3 Budget

3.1 The Treasurer shall prepare an annual budget
Budgetary control statements zhall be

prasen ted o the Committes on a qu ..1["' v hasis

4 Income

4.1 Ihe ca-op 15 1o be saleguarded agamnst loss o

income by:

4.1.1 Prompt claiming of grants or monie

| action against debtors.,

4.1.2 Prompt

4.1.3 Comprehensive ac: % and

nternal controls tor all |

= L-I'l'."'“;}f procedurs
COME SoUrcas
amaunts shal off with

Committee.

4.2 LInpand
the approval of the

f:--'I:::-' ba writlen

zhial

4.3 Personal chegues shall not be cashed naor

ICM)s ba accepted aul of momes held by tha Co-op

incex

5 Orders

5.1 Individual orders for non maintenance items

wWihicn

are estimatad 1o cammit the co op 9 an amaounit

more than £350.00 must be approved by the co-of
Individug

approved '.:--,- the Tre

il orders costing less than £350 may be
xasurar or by the ralevant

caardinator

6 Audit

E.1 The Co-op shall have its accounts audited

annually by a p qualifiad and indepe

person

HEriy

7 Payments

-
E il

! PAYMENTS Up 10 Lot
bl s aver E500 §
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il
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r.2 Mon-ms:
dpprova of the Co-op

foliowing balng exampl

T 94
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F.2.2 Auditor's fees

7.2.3 Gas, electricity, and walar rates paymanis

7.2.4 Phone bills and Internet Sandcas

7.2.5 Salarias and paymants (o

726 Mainta work a
wWork has

[AraH adura,

NanGe

been appro

W up to B2 000, as long as tha

ved in line with the Repairs

.

7.2.7 Emergency [
long as the work has been approved under the
Repairs procadura. NG must e browght
to the attention of the next Committee meeting and

valuea far maney must ba pravids

mamntenance wWork of up to

This sp

evidance ol

T re o

7.2 8 Stock condition survey repairs and f

improvements up to £50,000

'\.-cl".'l'.l'

7.3 All payments will be made
carfifiad by tha rak werson, as well as the Co-op

membar who has ordered the work

.:iﬂ._.hl"' an ImeEce

vant |

“ i e i b in
Cerification implies

7.3.1 Receipt of the goods/service on satisfactory t

arms

and condilions, or
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7.3.2 Acknowledgement that advance payment is within
the policy of tha co-op

7.3.4 Thea accuracy of tha accounl

2.5 Tha expansa can ba met within the budget, or 15

an earlier agreed gverspeand

N

All cheques need two signatures

(1

5 Five named members shall be allowed to sign
chegqueas for the co-ap

G Blank chequeas will never be signad,

7.7 Petly cash will nat be mamtained othear than lar tha
:-
collection of £1 shares.

r.H Tha co-0p will maintain a debit card which will

1 ArgwWwr O & :-Z.-Z-[Zu'-'.leF? accaunt with a SWERR o
F1700. The card will be in the name of the treasurer
lor olhar authansad person). it will be made avallabla
to members who need to buy goods or services for

the ca-op al the discration ol ha treasurer
8 Personal Expenditure

a1 When undertaking business on far Homeas for
Change, members of the co-op or members of staff

ara allowad 1o claim for any reasonable parsanal
gxpenses that they may incur,

9 Salaries and Wages

a1 salaries and benefits paid to staff, shall be on
the basis ol the contract of amplavmant as agread by
the Committee

10 Insurance

10.1 Tha Treasurer shall effect all insurance cover and
negotiate all claims with the help of other members

Wwhara necassany.

10.2 Tha Treasurer is responsible for checking that
nsurance policies are not invalidated by failure 1o
rrieeat the tarms and conditions.

10.3 Membears shall let the Treasurer know about al
new rnsks, and of any loss, liability or damage or any
avent likely to lead to a claim.

[, e |
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Membership Policies policy

1 Membership of the Co-Op

-
2 plicants can appaal to membership i y
' ree 30 be decided by &
w » 1.1 In order 1o be aligible for membership, candidates: e p ap ribuna nted by the
Committee. The tribunal’s decision will be final
o ’c,es * must nof own residential propery
) il ]

I:' |.i |'||-|:|n ."p
5 they group (a
thie ws

meam

Bve S

& waiting list for

maatings
2. Waiting List

yperative can apply to be

n;.-.-.-._:h.—:r1-._:|.—7! must be achive membears
of active r|1~r|1r'wlrl'||" 1|..-j h-1 2 had a home visit

2.3 There are four waiting lists, one for each number of

an active member.
{ona, twa, three and four-

4. Transfers

4.2 Imarnal transters shall ba considarad lirst whan
alloca t properties, but only if this dog
adversely affact an extemal candidate who has more
points

5. Notice to Quit (this is the first
stage in the process of eviction)

5.1 When notice to quit (NTQ) iz issuad it must ba
agreed by the CGo-op
2.7 Points for he : 2d B) E.2 If the tenant is a mesne tenant (a non —meamber
membership group according to the waiting list poi arant) the comm




under the emergency procaedura 6.2 Subseqguent leaves of absence, or absence for more
than six months (including indefinite), can only be
issuad if agreed by Membership, the committee and

then a General Meeting Members refused a leave of

L

E.3If the emergency procedura is not used the property

number will be published on the general meeting
agenda and the NTO will be voted on in the closad absence can appeal to a General Meeting.
session. If the tenant informs the Secretary within 24
hiours of the committee meeting the property numbar 7. Under Gﬂﬂupﬂﬁﬂn
can be redacted from the agenda

7.1 Tha He

5.4 28 days after an NTQ is issuad the tenant will lose tenancy fo be ended w

g5 lar Gha

: lEnanay

emeant allows a
here:The premises remain

under-gccuplad after consullation and alter suitabla

thair membership of the co-operative and wil
become a mesna tenant

=

alternative accommeodation has been offered which
nask

1 refusad or sullabla alternative
6. Leave of absence arrangements for the existing Premises have been
ralusead (7.2.4)

o

E.1 The Membership Group can agree a leave of
absenca Tor up 1o 51 months Tor reasons given in thie 7.2 The lterm under-accupation here lollows the current
Secondary Rules (standing orders) definition in housing law, i.e. a tenant who has two

bedrooms (ar morg) more than har household

naads

7.3 When Membership Group is made aware of a home
which is under-occupied they will to seek to mest
with tenant to discuss their situation and their
options. These might include apphning for an internal
transfer.

4 If the situation is not temporary and the tenant is
urnwilling to apply for intermal re-housing, or tha
tenant refuses two offers of suitable altermative
accommadation, the Membership Group will refer the
matter to the committes.

7.5 In thesa circumstances caommittes will have tha
oplion 1o issue a Motice to Quit and start possession

proceedings

8. Lodgers Policy

DECEMBER
2011

B.1 Consent for tenants 1o have paving lodgers will only
be given if the tenant is active or has been given a

LT ¥

laave ol absance

i.2. Lodgers must not ba charged mara than 25% of tha
B.2. Lodg must not be charged mara than 25% of tha
council Tax and 75% of the total rent and service

charga. This is inclushea of all bills. A Returnable

deposit of up to two weeks rent and service charge

L ]

rmay be askad lar

B.3 Tanants failing 1o comphy with this policy will havea
their consent to have lodgers removed and if they
cantinua ta have unautharsad lodgars th
losing their tenancy
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Code of

Conduct

. 7

HFC Code of Conduct
February 2024

The Code of Conduct sets out the core values and

a5 of bahaviour far all individuals who andgade

alf of the Homes for Change

Qi

n business on bel

housing co-oparativa.,

The Coda of Conduct sits within HFC Primary and
secondary Rules. These include & principles and
valuas that ara determinad by the Intermational Co

aperd

tive Alliance

This Code applies o everybody. However members in
gavernance positions within the co-op have a

particular responsibility

to promaote a culiure which

anablas and .Ei.|.:-|..ll.."'|!-i B I Yy KU

respansioiies

The Code Is:

4

We will treat each other with respeact, care and

| '] 214 Tk F ! ¥ 2| ¥
consideration. We will promaote through ou

behaviour a culture that is walcoming, accepting and

supportive o pagple of all backgrounds, cultures and

- .
2. We will be professional, fair, honest and courtegus in

tha way wa communicate with others. We will not
narass, bully or attempt to intimidate any person, or

z@ threatening or aggressive behavicur. We will not

use languages which other people might reasonably

sl o B o e A
IHE DEITENSve.

30F it is necessary to raisa issues of performancea of a
parson engaged in business on behalf of HFC, these
will e ralsed constructively and through the

approprate channels

4.In representing the co-op in any capacity, including on

£

il media, wa are ambassadors for the co-ap and

will uphold and Prrmoie ts values, objectives and

policias. We will not zeek ta officially represent tha

- Py W T imcimlee AfF corfirdar = ill mm
o Wa will respect principlas of connidantality and will no

disclose, without the required permission and
autharity, personal infermation about tenants or

IMEIMDErs or & sensitive business information. This

duty continues to apply if we leave the co-op or step

down from our rales

B.We will comply with the rules governing the co-op and

I I':. 1

evant laws and regulations

7.We will not act in a way that discriminates against, or
unjustifiably favours, particular individuals, groups or

ncluding on the |

s of any protected

characteristics they may have. We will treat eguitably
those from marginalised groups, backgrounds or
Circumstances

B .We will rezpect the principle of collective and informed
decision-making and welcomea views from residents
and meambers when making decizions that will affect

them

£ LA~ | " o p— - . o B _— - —
9.We will take all reasonable steps to maka sure
F . v R i i | F [ o AN [ - & e s
contlict arizes, of could reasonably be parcanad to

arise, between our duties to the GO-Op and our

=iz or relationships. We will not oftar,

I ¥ =

parsonal intera

reasonably be seen to compromise our judgemeant o
integrty. We will not misuse the co-op’s funds ar
resourcaes or seek profarential treatment for our owrn

personal bensfit

10.We will not conduct curselves in a manner thal could
reasonably be regarded as bringing the co-op into

We will not parfarm our roles undear thea

3f non-prescribad drugs or alcoho

WViambers in

govermancea pasinons are sirongny 5‘!"'.'."."=|'-'5-'_]""!':1 1o

undertake Equalities training.

1 2. We will not knowinghy put our own or others’ haalth,

!-.'-'i':':l:l-' Secur ::_.' ar wellhe ng unnecessariy al nsk

we have th, safety,

sacurity or wellbeing of curselves or others we wil
report this through the appropriate channals

Application of this Code

What action will be taken if a member fails to meet

these standards
Behaviour at meetings

Ihera s an expactation that minor breaches will be

o, g - - - -~ . - i . -
resoblved informally. Working Group Coordinators
have a responsibility to support this process where it

happens in relation to the work of their Group

Where a member breaches the HFC Code of Conduct
the CGhair or Co-ordinator will have the right to ask
tham to leave the meeting. Where this behaviour is

repeated by tha same parson over a penod of imea

[l o 3%
rage oad
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Homes For Change

Co m p I a i n ts CunTéféfnts Procedures
Procedures

- . 3 them to
An ad hoc group called Tha Complaints Group will deal

with complaints

3. Exclusions.

g co-op will accept and act on comp

thare B ol to. Th
Mo through th

requests for a particular se

Anmyimous camp aints

matters that relate to legal or tribunal pr 2dings.

= i Management Complaints
; Pﬂf I". le"'. complaints about something more than six months old

1. Definition of a complaint.

4. The Management
Complaints procedure.

4.1 Receiving complaints.

¥Ywhere an issue cannot be resolved informally .. by

1776 ¥



discussing it with other parties concermed or with
waorking groups, a formal complaint can be made to
the Complaints Committes.

Complaints should be set out in writing (no longer than
2 sides of Ad paper). The complaint should be as
simple and clear as possible and stick to the facts
[avoiding language which is insulling or abusive), As
well as details of yvour comglaint, it should include
whether you have tried to resolve it informally, and
what you would like done to put things right. All
complaint letters must then be submitted sither to

Complaints Group

{marked Private & Confidential),
Unit 25; 41 Old Birley Street,
Manchester

M15 SRE

Or preferably by email to:
Complaints @ homestorchange.co.uk

4.2 Stage 1.

Complaints Group will appoint ene or more parsons (o
be the Complaints Officer(s) for that complaint.
Letters will be logged and acknowledged within 5
working days of receipt.

The Complaints Officer(s) may write asking for
confirmation of details and tha autcomes baing
sought.

The Complaints Officer(s) will usually investigate and
raspond with results within 10 working days.

4.3. Stage 2 - Review

If you are unhappy with the rasult at Stage 1, you can
ask for a review. This may ba done by a differant
complaints officer, a specially convenad panel or the
closed session of a General Meating.

Thara will ba further investigation and a responsa with
results within 20 working days.

4.4 Stage 1 and 2 delays.

If it is not possible for the co-op to achieve the
timascales above, the co-ap will communicate how
much exira time is needed and the reascons fora
delay. The targel imes for aither stage should not
exceed a further 10 working days without good
raason.

If the ca-op chooses not to invastigate a complaint or

Fage 38

hold a review whan asked, it will raply, being clear
about its reasons nof o,

4.5 Process and clarity

During the complaint process, members will be given a
fair opportunily to set oul their views and comment
on any findings before a final decision is made. The
co-op will keep complainants regularly updated and
informed throughout the process even when there is
ra new infarmation o provide,

Al the end of the investigation tha co-op will write o the
complainant explaining outcomes, decisions made,
affers to put things right, what actions remain
outstanding and how the complainant can take the
matter further if they are not salisfied.'Advice and
help with making complaints can be accessed on the
Housing Ombudsman website al any time'

The management complaints process will abide by the
Housing Ombudsman's Complaint Handling Code.

4.6. External Referral

If you remain dizsatisfied at the end of the co-ops
Complaints procedure you have a right to take your
complaint to the Housing Ombudsman.

Details for the Housing Ombudsman can be found at

hittps Jfwww. housing-ombudsman.org.uk
Telephone: 0300 111 3000
Email: info@ housing-ombudsman.org.uk

This should be through a designated person (e.g. a
councillor, MP or legal representative) within sight
waaks of the final decision or directly by the residant
after eight weeks

6) Governance complaints
procedure

These are complaints about how a member has
behaved in governance rales in the co-op.

They should be dealt with through the co-ops Code of
Conduct.

You should complain to the Management Committee or
Warking Group (e.9. Maembership, Maintenance)
about the member or officer concermned.

The group should log and acknowledge your complaint
within 7 days. These issues are usually easily deall
with and should be settled within 14 days.

index

7) Anti-social Behaviour and
Neighbour complaints procedure.

You should, wherever possible, start by talking it over
with the individual concerned to fry and agree a
solution informally.

If this is not possible or does not work you can complain
in writing ta the Complaints Group giving as much
detail as possible, including dates and times and
details of any witnassas, If the complaint refers to
unlawful ar criminal behaviour, you must report the
matier to the police, and wherever passible pursue a
criminal conviction.

The complaint will be discussed at the next Complaints
Group meeting, One or mora members will be
appointed as complaints officer{s). The Complaints
officer(s) should write 1o you acknowledging tha
complaint and to the person being complained about
inviting them to respond within 7 days of the meeting

Thera is no further set imascale for resolving ASB
complaints as they sometimes require significant
time to collect evidence, seek legal advice, liaise with
the police or engage the help of the city council
ASBAT team.

Appeal

If you are not happy with the results of an ASE,
Nelghbour or Governance investigation and
response you receive you have the right to appeal. If
you wish to appeal you should write to the
Complaints Group at the address above or by email
(committeamambers@homesforchange.co.uk)
stating again what your complaint is, why you are not
happy with the response received, and the outcome
you desire. The appeal will be heard in the closed
sassion of the next scheduled General Maating and
the chairperson will write to you with its decision.

The GM may only accept or reject an appeal. If the
appeal is accaplad, the commiltes must re-consider
itz decizion and propose a new course of action at
the naxt Complaints Group meeting.

If you are not happy with the management or oulcomas
of a complaint after an appeal you can complain
under the Managemeant complaints procedure,

index

Supplementary complaints
policy

Records

Full recards of all complaints will be kept on file and
reviewead annually to inform and direct the future
policies and conduct of the co-op.

Conflict of Interests

Complaints Group members, or ordinary members on
appeal, with a conflict of interast in hearing a
complaint may be absented from any proceedings
dealing with that complaint.

Important notes on the Co-
operative taking legal action

It you think the co-operative should take legal action
against another tenant on your behalf, the Co-
aperative must have enough evidence (written
statements), photographs where appropriate, and
witnesseas who are prepared o testity in court 1o
warrant legal action; otherwize this course of action
may be costly and unsatistactory for all concarmead. In
such caszes the Complaints Group will seek
prafessional legal advice before commencing lagal
acticn.

For complaints invelving criminal acts you must also

contact the police and wheraver possible pursue a
conviction

Confidentiality

Whilst a complaint is being investigatad the
Complainants name and circumstances will not be
divulgad any mara than is nacessary by the
Complaints Group. However where complaints
invalve another individual it may be difficult to
investigate without talking to that member and letting
them know the details of your complaint latter so that
they have a chance to respond.

If the complainant asks the Co-operative not to do so
that will ba respected as far as possible but it is likely
that no action can be taken to tackle the issue.

There are some things, which the Co-operative may not
be abla to discuss or give information about. For
example it would be wrong of the Co-operative o
discuss someone else's application for housing but it
would be able to discuss the allocation policy and
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An internal transfer will not be
allowed if doing so results in the
co-op being unable to offer suitable
accommuodation to an applicant on
the external waiting list who has a
higher number of points than the
member requiring the transfer.
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Leave Of Absence Policy

Homes for Change race
ndividual memi
mernt a mutually :

grship responsibilitias, This

meimo:

“Laawve Of Absence”.

L

2. Maating membership reguirements is a prerequisite

o, and an intearal part of a membar's tanancy

agraement. Members must take adequate steps to
make ime for Co-op responsibilities and prnontise

B R L - | ~Laek L A - - s i i
approved Laave LT Absance allows

circurmnstances and is a time limited
g5. Membership and Training Groups

will seek to assist members o over

Qime Darners o

activity witnin tha Lo-op (@.9. child cara

respansibilities, skills difficulties) by offering solutions

MHal'or tralnimng.

5 appropnate for parads greaiar

e TE T RT 4 -~ F Tl s
TaCassal ¥OIO = '.'-\.n.:"l'.l.:,' Ll M2dsdlis SULEdl da.

wal wiork or study commitmeants;

y commitmants e.g, pragnancy, canng for family

aF partnaers, adopllon o new  born childran, €

- pther exceplional circumstances

4. Laave may nat normally be gran or the following

- periods areater than § months;

personal oppasition o Homes

=Ta el

practices and/or subseguant

failure to give adequate grounds for leave

CIrCUmsiancas

leave (a.g. critica

[= Bl P, antinnal ~ircs imoetameme™
oo LAmer axc pLIOT i & CUMSIancas

BXIanNsIons o

1 health problems), and
aexisting Lea
clozed seszion of the General Meeting o

y hMesting

Management Commitis

endgadqa with [na

Procedure

medical evidence). Failure to provi
relevant evidence may be taken into account.
3. Membership Group will make a decision according to

the Policy and inform the mambear
)

of the outcome in

writing.4. Membars will ba asked to make alternative
arrangements for their Co-op resp

t T " o o~ 5
thair respective coordinator duni

Training Groups can assist

periad, Membearship and

for an extension to an existing |
Membership Group will make a recommendation but
the final decision 15 taken at the closed session of the
Geaneral Meating or Management Committaa

Meating

f & Leave Of Absence is declined by Membearship

g

I an appeal 1o

dealt with by the

Group the applicant may subim

Membarship Group. This will bea

vead session of the fellowing General Meeting or

Management Committes Masating

the appeal is not successful the member will be
expected to meet membership requirements. Failure
to meat membership requirements will lead to normal

maasuras to ansure full participation.

must make contact with Homes for Change

{ Leave is due to end in order to

X .
B. Meambars

- e
ap. Falure to ra

restart particigation in tha Lo
of a Leave panad will ba treated as
membership regquirements
expulsion fram me

tenancy (if applicable)

b
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THE
HFC Pet Policy - Sept 2010 Useful Links

HIC Website

v' F ‘ . . HfC Repair Form
— — fimes in i HiC Lodger Regisiration Form

HOMES

HIC Videg Projector Booking Form

HIC Facebook Group

ml U by the ownaer

tvely, regularly pick up any pet

AN 2012

Wil Works For Change Wabsite
WIC Membership Policy
% WIC Complaints Policy

WFC Ethical Principles

i » - } Links to legislation referred (o in this documeant:
i |
Industrial and Provident Societies Act 1965

Housing Associations Act 1985

Links to other relevant Qranisaiens,

CCH The Confederation ¢f Co-gperative Housing

Co-gperatives LK

ICA International Cooperative Allilance



https://www.homesforchange.co.uk
https://forms.gle/WDJrTtKRpY1UYk93A
https://forms.gle/WDJrTtKRpY1UYk93A
https://forms.gle/WDJrTtKRpY1UYk93A
http://www.homesforchange.co.uk/hfc_wp_2017/wp-content/uploads/2020/03/Registration-procedure-of-new-lodgers-JAN-2020.docx
http://www.homesforchange.co.uk/hfc_wp_2017/wp-content/uploads/2020/03/Registration-procedure-of-new-lodgers-JAN-2020.docx
http://www.homesforchange.co.uk/hfc_wp_2017/wp-content/uploads/2020/03/Registration-procedure-of-new-lodgers-JAN-2020.docx
https://docs.google.com/forms/d/e/1FAIpQLSdNyg7ajjkvusJORe_VoWhfoL48I4r5TYS13U7n3M3XPKWq7w/viewform?usp=sf_link
https://www.facebook.com/groups/634581290839506
https://change.coop
https://change.coop/wp-content/uploads/2017/06/membership-policy.txt
https://change.coop/wp-content/uploads/2021/10/Work-for-Change-complaints-policy-.pages.pdf
https://change.coop/wp-content/uploads/2021/10/Work-for-Change-complaints-policy-.pages.pdf
https://change.coop/wp-content/uploads/2021/10/Work-for-Change-complaints-policy-.pages.pdf
https://change.coop/wp-content/uploads/2017/06/ethical-principles.txt
https://change.coop/wp-content/uploads/2017/06/ethical-principles.txt
https://change.coop/wp-content/uploads/2017/06/ethical-principles.txt
https://www.legislation.gov.uk/ukpga/1965/12/enacted
https://www.legislation.gov.uk/ukpga/1985/69/contents
https://www.cch.coop
https://www.uk.coop
https://ica.coop/en

Changealog:

V2.1 - 10" of February 2026 - corrected spefling, paga numbears and YWIC info
V2 - 1% of Fabruary 2026 - revisad Complaints Policy

V1 - 27 of June 2025 - Original documeant - compiled by Ricardo

& Homas for Change Lta.

infoi@homesforchange.co.uk

Unit 25, 41 Old Birley Stresat, Hulme, Mancheastar, M15 5HF



