BARNET ALLOTMENT FEDERATION
MANAGING MEETINGS – Advice for Allotment Societies
October 2012

rev June 2016
Weblinks rev July 2017
Surely we don’t need to be told how to run meetings!   We’ve all been going to them for years and know what happens.   Unfortunately most people have experience only of poorly managed committee and members meetings and have learned to accept that as the norm.   This norm is meetings where there aren’t enough chairs, or where no-one is taking the minutes, or the meeting is allowed to ramble on for twice as long as it should.   It includes members meetings where a few individuals are allowed to waste everyone’s time with long and frequent speeches of limited relevance to the agenda, or where the chairman ignores his own powers and introduces major business not on the agenda, or where there are several private conversations preventing other members from hearing the business of the meeting.  Some meetings achieve little because they’re stuffed with ‘reports’ from various people and never focus on the real issues that need to be decided. If any of this seems a little familiar you may find these notes helpful in aiding your society to do things better.
With the new lease arrangements the Council of the London Borough of Barnet are entrusting the allotment societies with very wide powers to run the allotment sites over very many years.   It is trusting them to not only manage their allotment sites well, but to also manage themselves well, observing the high governance standards which the wider community expects of those delivering public services.   It is for these reasons that allotment societies, even the best run ones, should look at their governance standards and ask if they can be improved.   Putting effort into maintaining good governance standards is a bit like paying fire insurance premiums – a complete waste of resources until there is a big problem and then it really matters that you have been doing the right thing.
These notes assume that your society is using the model constitution for an unincorporated association which has been published by BAF.   Societies using amended constitutions or which are Industrial & Provident Societies should observe the principles here but adjust the details.
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RUNNING THE COMMITTEE
Housekeeping
The process of committees is debate and this tends to be much more productive if people are focussed on the topics.   Focus is much easier if meetings are held in places where everyone can sit in comfort and where everyone can see and hear everyone else.   Ideally this should be around a table on which people can write or place their papers.   Light refreshments such as tea or coffee should be available if the meeting lasts much more than an hour.   Meetings indoors with no distracting noise from outside or intrusions by others are to be preferred.   People should be warm and the area well lit.
Chairing
Chairing meetings is not easy to do well.   This is because the role requires two conflicting things – the chairman is a servant of the committee (and in the model constitution is appointed by the committee) and must also provide the committee and the society with leadership.   There is also a balance to be struck between allowing committee members to freely express themselves and not allowing them to waste everyone else’s time.   Good chairmen are well prepared but don’t make it their life’s work, listen to all the committee members without becoming a slave to them, and seek for consensus whilst judging when to stop seeking and take a vote.   Good chairmen often have the personal charisma to bring unity but do not rely on personality as a replacement for doing the job properly.   The chairman should work with the committee secretary so that both understand how their roles dovetail and everything gets done when it should.   There is a role description for the chairman in a paper already issued by BAF which is available on the self management page of the web site.   
Committee Secretary
The committee secretary may book the room, write the agenda, circulate the papers, receive apologies, organise refreshments and write and circulate the minutes.   Or some of these things may be done by the chairman.   What is important is that the two of them are both clear about who is going to do what to ensure your committee meetings are effective and satisfying.

Frequency of Meeting

The model constitution requires a minimum of two committee meetings per year.   This is generally inadequate unless the committee has sub committees to take most of the practical site decisions.   Where there is only the one committee it is likely to need to meet at least four times each year.   When there is a lot happening with a lot to be discussed and decided, some committees would meet as often as monthly but this should not be necessary in ordinary times.   Dates for meetings should always be set at the previous meeting unless, and even better, the committee has set a list of dates for the year.   That way everybody has them in their diaries before they book their holidays.
Agenda

The purpose of an agenda is not a private aide-memoire for the chairman but a means of structuring the business of the meeting and giving everyone a clear understanding of what issues will be discussed and what proposals will need decisions.   An annotated version of the agenda for the chairman and secretary can however be helpful in structuring discussion (see Chairman’s briefing  below). The agenda, together with all the papers, should be circulated a few days before each meeting.   Re-send the previously circulated minutes with these papers if you are sending by e-mail so that people have everything in one package.   This timely circulation gives people time to read everything, think about the issues and, if necessary, consult with colleagues or seek further information about items on the agenda.   An example of an agenda is attached to this paper.
Papers
Documents should not be circulated at a meeting unless these are to be taken away unread.   People cannot read documents at a meeting, much less think about them and make considered judgements about them.   Papers should always be headed with the organisation’s name, the name of the author, the date of writing and the name of the committee to whom it is directed with the meeting date at which it will be considered.   Any paper which requires a decision by the committee should clearly display its recommendations for approval.   An example of a committee paper is attached to this paper.
Chairman’s Briefing

In a committee there is often one person who drives forward the business of the committee, providing leadership to it.   This is commonly the chairman but can be the secretary or even another person.   Where it is not the Chairman it can be helpful if the person who takes the lead prepares a brief for the chairman before the meeting.   This particularly applies if the subjects to be discussed are complex and would need to be dissected in order for the committee discussion to be well focussed.   Equally, where there are likely to be different views of a subject, a brief allows chairman and secretary to give some prior thought to how those viewpoints might be handled and possibly reconciled at the meeting.   It can also be useful for the chair to have a steer on handling a meeting e.g. who will introduce items or viewpoints and what sort of outcome would make sense for the society.

Minutes

The product of committees is decisions.   To have an effect these must be written down and circulated to committee members very soon after the meeting so that they will be reminded to do what they have agreed by the set date.   Most decisions require someone to do something by a date and the core information which all minutes must contain is the list of decisions, who is going to implement each of them and by when.   Some committees produce minutes which contain much of the debate and run to many pages.   This is unnecessary and usually unhelpful as it can easily bury important decisions in pages of verbatim discussion.   But often it can be useful to record in minutes a brief summary of the thinking and assumptions behind a particular decision so that the committee’s reasoning can be easily explained to the members and provide evidence that the decision was well-founded.   An example of committee minutes is attached to this paper.
RUNNING THE AGM
These notes are consistent with the model constitution for unincorporated associations which has been published by BAF.   They are intended for the officer (usually the Chairman or Secretary) who manages the arrangements for general meetings of the members.   These are either Annual or Extraordinary General Meeting (AGMs or EGMs).
One of the common problems in the governance of allotment societies is that committee members and officers don’t bother to make themselves familiar with what is in their society’s constitution with the predictable result that they break their own rules.   There is no excuse for this dereliction of duty – and regrettably it can lead society members to think that they can break the rules too.   The role of the committee and its officers is to manage their society to high governance standards as well as managing their allotment site.
The Committee and AGMs
Have your committee agree where and when they want to hold the AGM.   This should be at a time and place which will suit most of your members, usually a weekday evening in a meeting room local to your allotment site.   Book the room early to be sure it is available.   
AGMs are important to the good governance of societies but they are not exciting and usually attract a minority of the members.   Consider what else you might also do at the meeting which will encourage members to attend.   A social with refreshments or a talk by a good speaker make more of the event.  A poorly attended AGM can allow a vociferous group with its own agenda to ‘pack’ a meeting so as to push for changes which the majority of members may not support - and potentially to vote their own supporters onto the committee as well.
Inform the committee which members are required to leave the committee under paragraph 6.4 of the model constitution.   Check whether all other committee members will be re-standing or not.   The committee should decide who they will invite to stand in the election for any vacancies.   It is entirely legitimate for the committee to recommend particular candidates to the members.   This is not interference in the democratic control of the society as it does not prevent the members electing who they want in spite of any recommendation by the committee.   The provision of good candidates is a fulfilment of the committee’s duty to ensure the future health of the society.
Prepare Yourself
Three months before your society’s AGM re-read your constitution with particular reference to the running of general meetings, electing the committee and the issuing of notices to the members.   Be careful to observe all the requirements of your constitution as there is nothing so embarrassing, indefensible or potentially damaging as having a member point out in a general meeting that you have not followed your society’s constitutional rules.   You may wish to give your members advance notice of the AGM so that it is in their diaries.
Invite Nominations
Run the election of the committee in accordance with the rules approved by your committee.   A model for such rules is included with this paper.   The model constitution requires that you ask all members of the society to nominate candidates for election to the committee.   A model nomination form is included with this paper.

The committee’s duty does not end when it has sent out invitations to nominate.   There is a duty to ensure the future health of the society and that includes the future health of the committee.   The committee must look ahead, seeing when various individuals may leave the committee, finding their replacements from among the members and persuading them to stand in the election.   Some people hold the view that uncontested elections are best.   This is wrong.   Contested elections which give the members real choice and a real opportunity to reject poor candidates help strengthen the society.   They also give greater legitimacy to those who are elected.

Prepare the Papers
Prepare the agenda and papers well in advance, making sure you have the minutes of previous meetings and all committee nominations to hand.   A model agenda is included with this paper.
Send the Papers
Send the papers to members at least three weeks before the meeting is due to take place.   The model constitution requires fourteen clear days which do not include the day of posting or delivery and, if posted second class, the constitution requires a further four clear days.   The model constitution permits the use of e-mail as a means of distributing the papers.
EGMs
Extraordinary General Meetings are usually called by the committee, typically to ask the members to approve changes to the constitution.   The agenda and papers must be circulated in advance as for an AGM and must give the precise wording of any resolutions, especially for changes to the constitution.   Sometimes an EGM will be called by a group of members and this often signals dissatisfaction within the membership about the management of their society or a desire by a minority of members to interfere in the committee’s management of the society.   The model constitution contains detailed rules for managing members’ resolutions and these must be observed.
Proxy Votes
If the committee want to be sure that any decision reflects the will of the membership as a whole, rather than only a small minority attending a meeting, they may choose to issue proxy forms.   This mechanism is useful when a vociferous minority who want changes not supported by most members are likely to form a majority at a poorly attended general meeting.   Under the model constitution members are not entitled to proxy votes unless the committee decide to use them when they must be issued with the notice of the meeting (the agenda) to all members.   A model proxy form is included with this paper.
Andrew Brown, BAF Support Officer
Appendices – model agendas, papers and minutes
***** Allotment Society
A Meeting of the Committee will be held at time on day of week / day of month / month / year at postal address

AGENDA

1 Apologies for Absence

Welcome to new members
2 Minutes of date for Approval 

3 Finance   


Current financial position/statement 
Treasurer

Insurance review report – paper attached
named person
4 Report on Council’s Self Management Proposals   
Chairman
Progress with negotiations
Possible timetable and issues to resolve
5 Outings / Meetings / Events 

Outings Organiser vacancy – suggestions required
Everyone
Suggestions for further Outings in 2012 and 2013
Everyone
2012 Plant Sale report
named person
Autumn Fete – 9 September – report on progress
named person
Sunflower Competition report
named person
6 Reports from:

Security Officer 
named person
Allotments Secretary 
named person
Trading Hut 
named person
Annual Tree Safety report - paper attached
named person
7 Projects:   Composting Toilet proposal – paper attached
named person
8 Matters Arising from the minutes and not covered elsewhere on the Agenda
9 Any Other Business

10 Dates for Meetings in 2012   

5th September, 5th December

Apologies to Chairman/Secretary at postal address, telephone number, e-mail address  
***** ALLOTMENT SOCIETY
Memorandum:
Cost of Clearance Works
FOR DECISION
For:
***** Allotment Society Committee

Date:
1 December for the meeting on Wednesday 7 December 2011

From:
name of author
BACKGROUND
Name of contractor and a labourer are presently doing works at ***** Allotments.  These works include:

1 Cutting back overhanging trees and hedges from adjacent gardens.

2 Clearing and removing rubbish from the main track.

3 Grading the track and leaving it ready for seeding so that it can be maintained by mowing.

4 Bringing a small piece of land at the end of the track back into productive use.

There is an agreed quoted price of:

Labour
£800

Skip 12 yd3
£275

TOTAL
£1,075

The skip price is variable depending on how many or how large a skip is required.  No VAT will be charged as the contractor is not registered.

PROPOSAL

In consultation with ourselves and partly because of access issues, the contractor has decided to use a lorry (capacity 2 ton) to remove the rubbish instead of a skip.   Two lorry loads will cost £350 (an extra £75) although it is possible that we will get away with only one lorry load which will result in a saving.   The contractor has asked for a further labour payment for one day x two people at a total of £180 because the track re-grading was more extensive than originally envisaged.  This claim is reasonable and just.  

We are looking at a total maximum £255 of extras giving a revised contract value of £1,330.

RECOMMENDATION

I recommend the committee approve this additional expenditure.

Notes for a Committee Paper
Papers for meetings should state the name of the organisation, the subject matter, the name of the committee to whom it is addressed, the date written, the date of the meeting which will consider the paper (including the year) and the author.   This paper also states that it is for decision rather than for debate or for information.   The paper sets out the background to the issue, the proposal and the recommendation.   Where there are alternatives to the proposal which the committee should consider these too should be described.   Papers should always be clear and precise and, where possible, brief.
The Finchley Horticultural Society

Minutes of the General Committee meeting held on Thursday 19 July 2012
Present: June Brookes, Ann Brown, Claudine Fear, Janine Limberg, Beverley Perkins

1.
Apologies for Absence: Tony Ingram, Judy Woollett

3.
Co-option of Additional Committee Member: It was agreed that Christine Williams, who is taking over the role of membership Secretary from BP, be co-opted to the General Committee.  JL suggested that AB ask Phil West if he would be willing to join the Committee.  AB will contact him to see what specific role he might like to take on.
Action:  AB
3.
Minutes of General Committee Meeting held on 27th February 2012: The Minutes were approved as correct.

4.
Finance:


a)
Current financial position/statement: AB presented a financial statement for January-June 2012 and made the following report:



-
The water bill is lower than last year.



-
The electricity bill has increased to £67 per month; AB had complained to the supplier about the increase to £81 and they have changed it to a variable direct debit.



-
The cost of works will increase as the year goes on.  Michael O'Leary will replace the mesh fencing down to the Brook with palisade fencing which we have in stock; he will be asked to quote for investigating a boggy area close to the bee hives, which may be a broken land drain.  Long term tree work will need to be discussed at the next meeting.  The 'Other Works' heading in the financial statement includes Terry's expenses for polytunnel and greenhouse supplies.



-
Helen Green has asked AB whether plotholders could pay their rent in two half-yearly instalments.  The Committee rejected this request on grounds of practicality.

b)
Insurance: The Barnet Federation of Horticultural & Allotment Societies has issued an advice paper on insurance for allotment societies which was circulated to the Committee.  The FHS currently has a public and employers liability insurance policy with the RHS for a premium of £90.  We will not be charged a premium this year because of a new timescale for RHS policies.  Our employers liability cover is £10 million but our public liability cover is only £2 million.  The RHS does not offer public liability insurance cover of £10 million.  AB recommended that our public liability cover be extended to £5 million with immediate effect at an additional cost of £20, which was approved by the Committee.  The RHS also offers an insurance policy covering sheds, cash, cups, trading hut contents, equipment etc. for £103.  AB recommended that we undertake a risk assessment and list our assets before deciding whether to take out this policy.  CF thought the SWCAA tenant-to-tenant liability insurance policy mentioned in the Federation's Advice Note would be desirable for individuals.  Insurance will be discussed further at the next meeting. 
Action:  AB

c)
Winkworth Sponsorship: AB met the local manager who agreed to sponsor the Newsletter.  They are also willing to pay for a flyer publicising the Autumn Fete and may be prepared to sponsor the Plant Sale next year.  The Committee approved the sponsorship.

5.
Self Management:


a)
Progress on negotiations:



-
AB reported that the Council carried out a site inspection of Gordon Road and Nethercourt on 3 April.  At Gordon Road it was agreed that the Council would repair the tarmac, clear out the dead trees along Dollis Road and repair the leaning and broken fence posts along Gordon Road.  We have heard nothing since.  The written report was supposed to be in our hands by early May and the draft self management lease by early June.  None of the first tranche societies has heard anything.  AB spoke to the Mayor at the Raised Beds Opening, who was supportive and said she could use his name in writing to Cllr Dean Cohen.  AB wrote a letter and received a one-line reply saying that the Council will be getting on with it and the target date is now 1 September.  We are likely to get site reports and a draft lease in three to four weeks' time, making a 1 September handover date fairly unrealistic.  The first tranche societies are supposed to be getting their reports by the end of July.



-
A new tenancy agreement will need to be issued with new conditions and the Plotholders' Handbook will need to be amended.  AB suggested calling a meeting of all plotholders to approve the new tenancy agreement.  AB will arrange a meeting when she knows when we are likely to receive the documents and will check room charges at Avenue House.






Action:  AB


-
If the Council had not found Brent Way's deeds by 1 July, they planned to do a statutory declaration to the Land Registry.  AB will chase up at the end of July. 
Action:  AB
6.
Outings/Meetings/Events:


a)
Outings Organiser Vacancy: VM has given up organising the outings.  AB will ask JW if she would be willing to take on this role.  In the meantime, JB agreed to organise a coach outing to Wisley on Saturday 13 October.  AB will make the arrangements with Wisley. 
Action:  AB

b)
Plant Sale Report:  CF reported that compost needs to be considered for next year's sale and may have to be bought in.  Terry's trials with the recycled compost are going well.


c)
Autumn Fete: There will be a raffle, tombola, lucky dip, sale of produce, jams and cakes, a guess-the-weight competition (a sack of potatoes was suggested), allotment tours and sale of biennial and perennial plants.

d)
Sunflower Competition: Only the tallest sunflowers will be judged.  Judging will take place a couple of weeks before the Autumn Fete.  A prize of children's garden tools was suggested.


e)
Barbecue on 22 July: JB and BP will organise the food.  Terry has volunteered for the cooking.
7.
Reports from:


a)
Security Officer: TI had reported that there were no issues.  The barbed wire has been fixed to the top of the Gordon Road gate.  JB has emailed plotholders asking them to make sure the mower garage and Green Room are shut before leaving the site.


b)
Allotments Secretary: JB reported that a few plots are neglected because of plotholders' family problems.  There is one vacant plot which she will re-let.


c)
Trading Hut: Nothing to report.  BP will carry out an interim inventory with the involvement of Helen Skelton. 
Action:  BP
9.
Matters Arising: AB noted that the Raised Beds Opening was very successful and was well attended.

10.
Any Other Business: Louis Zweig wants to place short lengths of rope in each water tank to enable bees to climb out if they fall in.  The Committee authorised the purchase of a skein of rope at a cost of around £8.

11.
Dates of Future Meetings 2012: 5th September at 43 Oakdene Park at 8pm; 5th December.
***** Allotment Society

Rules for Committee Elections

Approved by the committee on date
The constitution states in paragraph 5.9(6) that at an AGM the members “elect elected Committee Members to fill the vacancies arising, through an election process determined by the Committee which must include all members being invited to nominate themselves or other members as candidates and all candidates names being supplied to members with the notice of the meeting.”

The Secretary is responsible for managing general meetings of the members and for running the election to the committee.
The Secretary shall invite all members to nominate candidates for the election to the committee.   This shall be done in good time to allow at least three weeks for members to submit nominations.   A nomination form must be made available to all members and this shall include:

· A statement that both proposer and nominee must be members of the society

· A confirmation by the nominee that they agree to be elected 
· A request that an election statement be submitted for circulation to members with the AGM papers.  This statement shall be a maximum of 200 words in a single paragraph without graphic emphasis such as italic, underline, bold or bullet points.   
If there are no more candidates than places available on the committee then the Secretary will simply list the candidates’ names in alphabetical order on the AGM agenda and they will be elected at the AGM.   If there are more candidates than places then the Secretary shall do the following. 
(The following are alternative practices depending on the size of the society)
· List the candidates on the AGM agenda for election at the meeting.

· List the candidates in alphabetical order on a voting slip which will be handed out at the AGM to all members attending the meeting.   This will be done at the beginning of the meeting so that they can be collected and counted during the meeting and the result announced at the end of the meeting.
If a proxy form is being used for the election then at the meeting anyone who has not used a proxy may vote by showing an unused proxy form or by completing a proxy form at the beginning of the meeting providing no earlier deadline has been set for return of the proxy forms.

At the AGM, provided there are no more candidates than places available, the Chairman may ask if anyone has any objection to him taking the election of candidates en bloc,  that is on a single vote encompassing all the candidates.   If even a single member objects he must take a vote for each candidate so that the members have the opportunity to vote against any individual candidate.   The Chairman should remind members to vote no more times than there are places available.
The new committee members replace the old ones at the moment the AGM ends.
***** ALLOTMENT SOCIETY

NOMINATION FOR THE COMMITTEE 2012

You may nominate yourself or another person but both must be members of the society
PROPOSER

I propose the nominee below for the election as a committee member of the ***** Allotment Society
Name 


Address including postcode 



Telephone 
 E-mail 


Signed 
 Date 


NOMINEE
I accept nomination for election as a committee member of the ***** Allotment Society.   

Name 


Address including postcode 



Telephone 
 E-mail 


Signed 
 Date 


This form must be returned by date 2012 to *****, Secretary, at address
The nomination form should be accompanied by an election statement by the candidate to be circulated with the voting papers.   This must not exceed 200 words and must be written in a single paragraph without any graphic emphasis such as italic, underline, bold or bullet points.   

Before nominating anyone you may wish to discuss this with the Chairman who can be contacted on telephone number.
***** ALLOTMENT SOCIETY

Name of the officer who is managing the arrangements for the AGM with postal address, telephone number and e-mail address

The 2012 Annual General Meeting of the ***** Allotment Society will be held on

28 March 2012 at 8pm
in the ***** Room at postal address of meeting place
AGM AGENDA
1 Apologies for Absence

2 Annual General Meeting for 2011:   Minutes for approval attached
3 Extraordinary General Meeting of 24th October 2011:   Minutes for approval attached
4 Annual Report for 2011 attached for receiving by the members
5 Annual Accounts to 31st December 2011 attached for receiving by the members
6 Appointment of Independent Examiner of Accounts for 2012.   The committee proposes the re-appointment of *****
7 Election of Committee for 2012 – Nominations list of names in alphabetical order
8 Other resolutions put before the AGM by the committee (exact wording of resolutions required) and debate (without resolutions) on any issues the committee wishes to be discussed.
**************
Any Other Issues which Members wish to discuss

**************
The AGM will be followed by a Social, with Refreshments and the traditional Raffle.
Notes for the Agenda
1 The Report and Accounts are not for the approval of the members, nor to be altered by them.   They are the Committee’s documents being presented to the members who will vote to receive them or not.   A refusal to receive is usually taken as a vote of no confidence in the committee.
2 The AGM need not appoint an Independent Examiner but may as an alternative delegate to the committee the appointment.   This is useful if an Independent Examiner has expressed a wish to resign but a replacement has not yet been found.
3 Members’ resolutions which have been received shortly before an AGM may be taken at the AGM rather than calling a separate EGM in which case they would normally be part of agenda item 8.   
4 If proxy votes are being used for any item the agenda should state that voting will be by holding up their unused proxy form for that item.   This is a simple means of preventing people from voting twice, once by proxy and once in person.   But this will only work with any certainty if the proxy forms are printed on paper which is difficult to duplicate and circulated by post.   Proxy votes can be especially useful for contested elections where there are more candidates than places.   Some societies routinely use proxy forms for all items at all general meetings so that they enfranchise the greatest number.
5 There can be no “Any Other Business” at an AGM whose content is curtailed by the constitution and where all resolutions must be circulated in advance to all the members.   This is to prevent a small group of people at a poorly attended AGM passing any resolution they fancy without informing or enfranchising the bulk of the membership.   The item “Any Other Items which Members wish to discuss” is no more part of the legal business of the meeting than the refreshments or raffle.   But it is a very useful opportunity for members to air their views and for other members and especially the committee to hear them.   The wise chairman makes time for members to discuss those things which are important to them and may even call for a show of hands to enable the committee to gauge the strength of feeling over an issue.   But such votes take place outside the formal AGM and do not bind the committee when they come to consider the issue.

6 Papers which should always accompany the agenda (or notice) of an AGM are:
· Minutes of the previous AGM
· Minutes of any intervening EGMs

· The annual report

· The annual accounts which should be signed by the Chairman or Treasurer (on behalf of the committee and after its approval) and the Independent Examiner

· Election statements of the candidates for election

· The proxy form if one is being used

***** Allotment Society

The 2012 Annual General Meeting to be held on 28 March 2012 at 8pm 

in the ***** Room at postal address of meeting place
PROXY VOTING FORM

In accordance with paragraph 5.6 of the society’s constitution the committee invites you to use this proxy form to exercise your right to vote for the items below if you are unable to attend the meeting in person.   
To be valid you must complete all parts.   Please use BLOCK CAPITALS.

I (name) 


of (address including postcode) 



being a member of the above named society hereby appoint ***** (Chairman) or failing him ***** (Secretary) as my proxy to vote for me on my behalf at the Annual General Meeting of the Society to be held on 28 March 2012 and at any adjournment thereof.

Signed 

this (date) 
 day of (month) 
 20 
 (year)

Please mark an “X” in either the “FOR”, the “AGAINST” or the “ABSTAIN” box.

If not otherwise instructed the proxy will vote as he thinks fit.


RESOLUTION
FOR
AGAINST
ABSTAIN

	4


	To receive the committee’s report for 2011

	
	
	

	5


	To receive the Committee’s accounts for 2011

	
	
	

	7


	To elect candidates to the Committee.   You may vote for a maximum of FIVE candidates only



	
	Victoria Andreasson    


	
	
	

	
	Aneil Choudrie 


	
	
	

	
	Genia Leontowitsch 


	
	
	

	
	Dorothy Oxley 


	
	
	

	
	Ushwin Pai 


	
	
	

	
	Menna Rees 


	
	
	


Please return this proxy voting form to *****, Secretary at address before the AGM or deliver it via any member to the Secretary at the beginning of the AGM.

Notes for the Proxy Form
1 This sample proxy form shows the AGM report, accounts and committee elections being subject to proxy voting.  For routine business it is unlikely you would use a proxy form unless the election has more candidates than places. 
2 This sample proxy form allows the form to be returned to the Secretary at the meeting.   But in very large societies where counting the forms may take some time, it is legitimate to demand that the forms be returned by a deadline prior to the meeting.   This deadline should not be more than 48 hours before the meeting is due to commence.

3
This sample proxy form does not comply with the legal proxy requirements for company general meetings.   It does not allow a member to send a person to act as a proxy at the meeting, speaking on the member’s behalf, although the committee could allow this if they wished.   Nor does it allow a member discretion to appoint who he wishes to cast his votes, although the committee could allow this if they wished.   The rules in the model constitution deliberately give the committee the power to allow proxies or not, for those resolutions they see fit, and to use administrative arrangements which are simpler than those required under the Companies Act.   The model constitution has no provision for postal or electronic voting and its provisions for proxy votes are intended to allow the committee to enfranchise a greater number of members than may attend a meeting.   Unlike company law, the law of unincorporated associations gives no general right for members to make use of proxy votes.
Notes for the AGM Minutes

The minutes below are the actual minutes of the Finchley Horticultural Society’s 2012 AGM.   Following this example is another edited version of these minutes showing how they can be produced in a much more compact form, albeit without much of the detail of debate.   This enables the important decisions to be picked out easily but at the expense of seeing what everyone said.
The Finchley Horticultural Society
Minutes of the 71st Annual General Meeting held on 28 March 2012 at 8.05pm

in the Church Hall, Hendon Lane, London N3

Present: Ann Brown (Chairman) and 20 Members.
1.
Apologies for Absence: Eric Hess, Sophie Higgs, Theresa Jones, Janine Limberg, Jack Sultoon.

2.
Minutes of the 2011 AGM: The Minutes were agreed and signed by the Chairman.

3.
Minutes of the Extraordinary General Meeting on 24 October 2011: The Minutes were agreed and signed by the Chairman.

4.
Amendment to the Constitution: At the recommendation of the Committee the following amendment to the Constitution was approved:


RESOLUTION: After sub clause 6.2 of the constitution add the following sub clause and re-number subsequent sub clauses accordingly:


6.3 All elected Committee Members must stand down at each AGM but, if eligible, may re-stand for election.  
5.
Annual Report for 2011: A Report for the year ended 31 December 2011 had been circulated to all Members. The Chairman made a verbal report:

· It had been a good year overall for the Society.  Improvements had been made to the Gordon Road and Nethercourt sites, where all plots were let.

· Moss Hall Nursery and Infants Schools had taken four raised beds; both sites had won prizes in the Barnet Federation Allotments Competition.

· The FHS continued to be a member of the RHS, the National Association of Leisure Gardens, the Federation of Middlesex Horticultural and Allotment Societies and the Federation of Barnet Allotment and Leisure Gardeners, which was supporting the FHS in their self-management negotiations with Barnet Council.  The FHS is backing the Federation (with funding for legal costs if necessary) in its fight to keep allotment rents at a reasonable level.

· Membership of the FHS is keeping steady at around 164.  The newsletter has been re-launched as The Grapevine.  Various successful events had been held throughout the year including an enjoyable outing to Chenies Manor, organised by Valerie Marsh who is leaving the Committee.  The Plant Sale was an enormous success and well attended, thanks to Claudine Fear and her team of helpers.

· A new Constitution was adopted in October to update the rules from 1995 and bring the Society's governance into line with the requirements of Barnet Council for a self-management lease.

· With regard to the self-management lease, the land registration for both sites is in place and the Society has received a standard 38-year lease to consider.  Council Officers will be inspecting both sites to record and photograph their condition, review infrastructure and note works that are the Council's responsibility before handover.  The target date is early June but this may not be achieved.  The new lease will require a new tenancy agreement for plot holders, which will not be issued until January 2013.  Self-management will require careful budgeting, more fundraising, more help from members and plot holders and tightening up on site security.  This is an exciting but challenging opportunity.

· It has been agreed that the FHS will take on the nearby site of Brent Way, with 9 small plots; however, there may be a delay because the Council have said there are 'issues' with the land registration.

· We want to increase our membership and involve more Finchley gardeners; find a substitute for peat in our own compost mix; work on the renovation of greenhouses and polytunnels is progressing, thanks to Terry Burling; and the Raised Bed Project is nearing completion.


Finally, The Chairman thanked June Brookes for her terrific work as Allotments Secretary.


The 2011 Annual Report was accepted by a show of hands.


Report on Raised Bed Project - Andrew Brown: Nearly £88,000 has been raised.  A new Lottery grant of £9,978 is to be spent on finishing the works and on a big hut.  Moss Hall Nursery and Infants Schools used their beds successfully in 2011. Moss Hall Nursery will continue to use its two beds in 2012 and the other two will be taken by Southover School for autistic children.   Eight out of 12 of the disabled beds have been let.  A formal opening ceremony is planned for early July.  Achievements of the project are: a considerable area of scrub has been cleared and brought back into use for beds, plots and beehives; boundary trees have been cut back and a new steel fence installed.  All the disabled and school beds have been fitted with water tanks and toolboxes.  This is the largest project undertaken by an allotment society in Barnet and the principal facility of its kind in the Borough.  First steps have been taken in eradicating Japanese knotweed and Himalayan balsam on the banks of the Brook and reinforcement mesh has been laid on the main path and parking area.  The conclusion is that the FHS must rely less on the local authority in future and needs to do some long-term financial planning.  We need to decide how to deal with the Dollis Road and brook boundaries.  Andrew thanked Tony Ingram and Ray Clarke for their assistance with the project.


Report on the Bee Project – Louis Zweig: There are five beekeepers and three hives.  Mesh has been placed around the beehive area to encourage the bees to fly upwards, away from plots.  The three bee colonies have survived the winter.  Bees need water and Louis asked the Society to consider covering the water tanks so that bees are not at risk of drowning.  She asked plot holders to secure ladders and long poles to prevent vandals from using them as tools to damage the hives.  She also asked that plot holders check the labels on pesticides, herbicides, insecticides and sprays and make sure they do not use any that are harmful to bees; also to use sprays in the evening when bees are less active, and not on windy days.  Spraying aphids should be avoided as bees like the honeydew they produce.  The Chairman thanked Louis for her presentation.

6.
Annual Accounts to 31 December 2011: In her role as Treasurer, Ann Brown reported that accounts with Halifax and Santander had been closed and replaced by a Community Account with Barclays Bank.  The layout of the Accounts had been changed to reflect more clearly the Society's activities.  For clarification, payments for Gordon Road and Nethercourt had been split.  The Accounts had been changed from an accruals basis to a receipts and payments basis and no adjustments had been made for monies owed or owing.  The annual depreciation of fixed assets had been discontinued with the result that £3,261 had been excluded from the Balance Sheet (greenhouses/huts £3,165, equipment £95, cups £1).  In future any capital purchases will be shown at full cost in the year of purchase and, if sold, will be shown as income.  Trading Hut stock is not shown but cost of stock purchase and gross sales income are shown; the net Trading Hut profit for the year was £351, up from £50 in 2010.  Subscriptions and rent income are down from 2010, but this is because the rent year has been altered to bring it into line with the financial year, so rents and subscriptions for 2011 collected in October 2011 were excluded.  The Society ended the year with funds still in hand to complete the Raised Bed Project, with thanks to the project's supporters, City Bridge Trust and the London Borough of Barnet.  £5,000 has been allocated to a new Emergency Fund.  The Allotments Reserve Fund had been re-designated as the Allotment Capital Works Fund and increased from £2,804 to £3,449.  Overall the year ended with a small surplus of £28.


The 2011 Accounts were accepted by a show of hands.


The Chairman then asked Catherine Schmitt, as President of the Society, to chair the following two sections.
7.
Election of General Committee for 2012: The meeting was asked to approve the nominations to the General Committee en bloc.  The following nominations were approved by a show on hands: June Brookes, Ann Brown, Claudine Fear, Tony Ingram, Janine Limberg, Beverley Perkins, Judy Woollett.

8.
Election of Allotments Committee for 2012: Terry Burling had withdrawn his nomination.  The meeting approved the nomination of the following en bloc: June Brookes, Ann Brown, Claudine Fear, Tony Ingram, Mary Ntim-Gyamra, Christine Williams.

9.
Notification of Other Appointments: The Chairman paid tribute to the great contribution over many years of Ron and Sylvia Elkington.  Ron had retired from the General Committee at the AGM after decades of service; Sylvia had been a star of the Plant Sale and is still giving invaluable advice and support.  It has been decided to give them joint life membership of the Society.


The Chairman also clarified the term of office of the President, Catherine Schmitt, which will be set for three years until 2014.


New appointments: Beverley Perkins and David Bromley are planning to move away later this year and the Chairman thanked them for their help to the Society.  Christine Williams will take over as Subscriptions Secretary and Helen Skelton will become Assistant Trading Hut Manager with a view to taking on the Trading Hut Manager role later in the year.  One of the plotholders is interested in taking on the role of Treasurer.

10.
Appointment of Independent Examiner of Accounts for 2012: The Chairman reported the death of Molly Harris.  Michael Case was appointed Independent Examiner in her place.  His continuation in that appointment was approved for 2012.

11.
Any Other Issues:


-
Hosepipe ban: Louis Zweig commented that it is also not permitted to fill up water butts with a hose, and that if plot holders break the rules, they can be fined £1,000.  Christine Williams suggested putting a notice on each gate at Gordon Road.


-
Valerie Marsh reminded members to send her their booking form if they want to go on the Thenford outing.


-
Andrew Brown said he had adjusted the soil level on Claudine Fear's plot and needed some strong men to help with moving the shed.


-
Beverley Perkins proposed a vote of thanks to the Chairman.

Signed: ____________________________


   Ann Brown, Chairman
The Finchley Horticultural Society
Minutes of the 71st Annual General Meeting held on 28 March 2012 at 8.05pm

in the Church Hall, Hendon Lane, London N3

Present: Ann Brown (Chairman) and 20 Members.
1.
Apologies for Absence:   Eric Hess, Sophie Higgs, Theresa Jones, Janine Limberg, Jack Sultoon.

2.
Minutes of the 2011 AGM:   The Minutes were agreed and signed by the Chairman.

3.
Minutes of the Extraordinary General Meeting on 24 October 2011:   The Minutes were agreed and signed by the Chairman.

4.
Amendment to the Constitution: At the recommendation of the Committee the following amendment to the Constitution was approved:


RESOLUTION: After sub clause 6.2 of the constitution add the following sub clause and re-number subsequent sub clauses accordingly:


6.3 All elected Committee Members must stand down at each AGM but, if eligible, may re-stand for election.  
5.
Annual Report for 2011:   A Report for the year ended 31 December 2011 had been circulated to all Members.   Following comments by the Chairman and thanks to June Brookes for her work as Secretary, the 2011 Annual Report was accepted by a show of hands.


Andrew Brown reported on the Raised Bed Project and Louis Zweig reported on the Bee Project.

6.
Annual Accounts to 31 December 2011:   In her role as Treasurer, Ann Brown reported that accounts with Halifax and Santander had been closed and replaced by a Community Account with Barclays Bank.   She explained how the layout of the Accounts had been changed to reflect more clearly the Society's activities.   


The 2011 Accounts were accepted by a show of hands.


The Chairman then asked Catherine Schmitt, as President of the Society, to chair the following two sections.
7.
Election of General Committee for 2012:   The meeting was asked to approve the nominations to the General Committee en bloc.  The following nominations were approved by a show on hands: June Brookes, Ann Brown, Claudine Fear, Tony Ingram, Janine Limberg, Beverley Perkins, Judy Woollett.

8.
Election of Allotments Committee for 2012:   Terry Burling had withdrawn his nomination.  The meeting approved the nomination of the following en bloc: June Brookes, Ann Brown, Claudine Fear, Tony Ingram, Mary Ntim-Gyamra, Christine Williams.

9.
Notification of Other Appointments:   The Chairman paid tribute to the great contribution over many years of Ron and Sylvia Elkington.   It has been decided to give them joint life membership of the Society.


The Chairman also clarified the term of office of the President, Catherine Schmitt, which will be set for a three years until 2014.


New appointments: Beverley Perkins and David Bromley are planning to move away later this year and the Chairman thanked them for their help to the Society.   Christine Williams will take over as Subscriptions Secretary and Helen Skelton will become Assistant Trading Hut Manager with a view to taking on the Trading Hut Manager role later in the year.   

10.
Appointment of Independent Examiner of Accounts for 2012:   The Chairman reported the death of Molly Harris.   Michael Case was appointed Independent Examiner in her place.   His continuation in that appointment was approved for 2012.

11.
Any Other Issues:


-
Hosepipe ban: Louis Zweig commented that it is also not permitted to fill up water butts with a hose, and that if plot holders break the rules, they can be fined £1,000.  Christine Williams suggested putting a notice on each gate at Gordon Road.


-
Valerie Marsh reminded members to send her their booking form if they want to go on the Thenford outing.


-
Andrew Brown said he had adjusted the soil level on Claudine Fear's plot and needed some strong men to help with moving the shed.


-
Beverley Perkins proposed a vote of thanks to the Chairman.

Signed: ____________________________


   Ann Brown, Chairman
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