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This advice has been prepared to assist the allotment societies in the London Borough of Barnet to make a success of managing their allotment sites under the Council’s self management regime.   It describes a method of planning the actions required to ensure that everything which should happen does so and when it is supposed to happen.   This paper does not generally describe how to carry out a desired action as that sort of advice is within the other papers published by BAF and available on the website at  http://www.barnetallotments.org.uk/self-management
An annual work plan does not need to describe every detail of every activity.   It is a compact and useful aide-memoire for a society’s officers and its committee to enable them to easily check that things are being done when they should be.
A work plan can be set up as a computer table or a spreadsheet which will enable easy amendment as time passes and requirements change.   It should have the name of the society, period of the annual year and date of preparation at the top.   It should have several columns for different topics and a row for each month of the year.   It should also have rows for irregular actions happening several times each year and a row for actions required every few years.
A work plan should not have any entries for projects.   It is concerned only with routine activity.   Projects are non-recurring activities and each needs its own plan and programme for actions.   Nor should the plan have any provision for emergencies and unplanned activity.   Societies need to ensure that there is spare officer capacity to cope with unplanned activity as well as the planned activity in the work plan and any projects the society undertakes.

A REAL WORK PLAN
At the back of this paper is a real example of an annual work plan presently used by one of the large allotment societies within the Borough.   It has five topic columns:

· Shop
· Site
· Administration
· Tenants & Rents
· Finance.   
Under each column there is a listing of things to be done for each month of the year.   These entries are based on the fact that this society has a January to December rent year and financial year.

In addition to listing all the jobs to be done each month, the work plan also has a row at the top for jobs which need doing several times each year but not at fixed intervals.   And at the end it has a row for jobs which need doing only every few years – a useful reminder for things which can be easily forgotten.
For the society in the example, each of the five topics is managed by a different committee member, except that shop and finance are managed at present by the same person.   The members of this team keep in close touch with each other to ensure that everything is covered and that jobs which involve more than one topic e.g. collecting rents from tenants (involving tenants and finance) are properly coordinated.   So for this society the topics represent areas of responsibility and reportage of an individual to the committee which makes the committee’s job of seeing that everything is done much easier.   These five topics represent one way in which the regular work of a society can be divided up and shared between several people.   Other divisions are quite possible and some topics could be further sub-divided so as to spread the load further.   There is more information on the division of work between officers and other people in the advice paper Model Role Descriptions for the Committee and Officers of an Allotment Society which can be found on the BAF website at http://www.barnetallotments.org.uk/self-management
This sample work plan is a useful example but it cannot be simply copied by other societies.   Every allotment society and every site is different and will have different entries, and in some cases different columns.
Andrew Brown, BAF Support Officer
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The financial and rent years for the society run from January to December
	
	SHOP 
	SITE 
	ADMIN

	Periodically, as necessary
	· check shelves and top up as necessary
· check stock and order as necessary

· manage shed rota

· deal with weekly takings
	· organise repairs and maintenance

· check loo solid and liquid levels 
· running repairs to roads and fences
· arrange tree work as necessary
	· attend Federation meetings – 
· contribute to society newsletters
· arrange committee meetings and business as necessary

· miscellaneous enquiries

	January
	· take rents
· check tenant contact details (“card index”)
· take delivery of potatoes and onions, bag up as necessary and make up orders
	· annual maintenance, safety and tree inspection. Record results
	

	February
	
	· check liquid level in front loo and arrange pump out if necessary
· pull back loo solids if necessary
	

	March
	
	· (frost permitting) turn on water, check for leaks and post notice, check for frost after that
	

	April
	
	· post notice about bonfire ban

	· annual return to Barnet Council (by July)
· enter Barnet site competition

	May
	
	
	· arrange committee meeting to endorse accounts etc

	June
	· when potato & onion info arrives, post notice and provide order forms
	· pull back loo solids if necessary
	· arrange AGM
· post notice about site competition

	July
	· order autumn-planted onion sets
	
	· site competition

	August
	
	
	

	September
	· finalise and despatch potato and onion order
	· pull back loo solids if necessary
	

	October
	· draw up shed rota
	· post notice about bonfires
· (depending on frost) turn off water, drain down system and post notice
	· arrange committee meeting to decide future rents etc
· post notice about rents for next year and trading shed opening

	November
	· post/circulate new shed rota
· stock take & calculate value
· order winter stock and seeds as necessary
	
	

	December
	
	· check and clear ditches & culverts, or ask allotment holders to do so
	

	3 yearly
	
	· formal tree survey
	· review society risk assessment

	
	
	
	


	
	Tenants & rents
	Finance

	Periodically, as necessary
	· log applicants for plots

· fill vacancies as necessary, issue tenancy agreements and take rents, update tenant records

· send any tenancy termination letters approved by committee

· other plot holder issues as they arise
	· routine banking, reconcile bank statements

· record income and expenditure etc

	January
	· issue receipts for postal payments
	· balance previous year income and expenditure and send details to accountant

	February
	· (early) post warning notice about rent deadline

· (mid) send rent reminders
	

	March
	· send any final rent reminders

· if necessary consult committee about terminal non-payers
	· accountant prepares draft accounts for committee

	April
	· hand over previous year’s tenancy changes & waiting list details for reports
	· [committee meeting on accounts]

	May
	· plot inspection & send out warning letters
	

	June
	
	· [AGM]

	July
	
	· (by end) submit FCA return for Industrial and Provident Society

	August
	· (early) plot inspection & send out warning letters
	

	September
	
	· check financial situation and re-run long term financial plan

	October
	· post notice about next year’s rent and when it’s due

· [plot inspection & send out warning letters]
	· [committee meeting on future rents]

	November
	· update tenant records for checking (“card index”)
	

	December
	· prepare/update rent spreadsheet for shop
	· prepare income/expenditure spreadsheet for new year

	3 yearly
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