BARNET ALLOTMENT FEDERATION

SITE ENTRANCES, SIGNS AND COMMUNICATIONS
March 2013
rev November 2016

weblinks rev July 2017
This advice has been prepared to assist the allotment societies in the London Borough of Barnet to successfully manage their allotment sites under the Council’s self management regime.  Allotment societies in the Borough of Barnet have complete autonomy to run their affairs as they see fit, subject only to the restrictions in the lease and the law.    
This provides an opportunity for every society to review its communications, deciding what it wants to communicate to whom and in what way.   Every attribute of your allotment society communicates information whether you want it to or not.   Faded paint, peeling notices, litter, graffiti and out-of-date websites all convey messages about your society.   Smart entrances, professional looking signs, a vibrant newsletter and a tidy site convey different messages.
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Appendix – Example of Minimum Information Gate Sign

ENTRANCES

One of the obvious ways of declaring your society’s status is at the allotment site entrance, the bit which creates the first impression for all visitors and passers-by.   Well designed and maintained entrances tell the world that yours is a well managed society.   There are three things which will smarten any allotment entrance:

· Gates     Paint the gates, traditionally in this borough with black bitumastic paint which is very durable, easy to apply by brush and costs around £5 for one litre.

http://www.wickes.co.uk/Cementone-General-Purpose-Bituminous-Black-Paint-5L/p/164194
http://www.decoratingdirect.co.uk/viewprod/b/BIRGPBIT/
http://www.everbuild.co.uk/index.php?route=product/product&product_id=236
· Flower Bed     If there is space near the entrance, have a flower bed there - a very welcoming feature.   This should be in the charge of one person to manage its creation and maintenance.
· Signs     Install or renovate the sign which is required by the lease – see below.   
SIGNS AND NOTICES

The model lease has a generous limit in clause 3(12) on the notices which societies can install.
3(12)
Not to erect notices or advertisements upon the Property whether of a temporary or permanent nature.   Provided always that notices or adverts not exceeding four square metres relating to the Association’s activities in connection with or in relation to Allotment Gardens or activities permitted under the provisions of this Lease shall not be a breach of this provision....
Every society is required under clause 3(15) to install at the main entrance of every site a notice with the society’s name and contact details.
3(15)
To display the Association’s name and appropriate contact telephone number(s) and/or contact details on or adjacent to the main gate of the Property.
The original signs were in many cases those installed by the Council decades ago and displayed out-of-date Council names and contact details.   Your site should now have up-to-date ones.   Signage can be expensive and it is easy to get it wrong so that some signs have only a short life, and money and effort will have been wasted.   So the first thing to do is to decide what is required.
Who Needs What Information?

There are three groups of people who need different information.
· Plot holders need to be shown any information which the society wishes to show them.  This might include a notice about a lost bunch of keys or a reminder of this weekend’s work day.   Most information which needs to be displayed to plot holders is generally available at notice boards inside the site and sometimes inside a society building.   But people are notorious for not looking at notice boards unless they are right in front of them and a means of displaying recent information near the main gate can be useful.

· Prospective plot holders need a means of contacting the society, preferably a telephone number because they usually want to discuss the details and not everyone has e-mail.   

· The general public may need to be told not to park in front of the gates.   The authorities and the public need an emergency telephone number which will be answered at any time.   For formal communications people need an address to write to.
Is the Information Permanent or Temporary?

Most of the information for plot holders is temporary, being new or short term announcements.   Prospective plot holders will need temporary information including the name and telephone number of the Secretary.   Some of the information for the public is temporary such as contact details and some may be permanent such as the names of the site and the society.   

The only information which is unlikely to change over a long period of time and can therefore be regarded as permanent is the names of the site and society and injunctions against obstructive parking.   Everything else is likely to change within ten years and some of it much more frequently.
There are two obvious ways to solve the problem of signage at the main gate:

· Have a glazed notice board so that the information displayed inside it can be easily changed.  This might have a header board above the glazed case with the permanent information of the society and site names.   

· Have a permanent notice with the society and site names together with contact details, and accept that this will have to be replaced when the contact details change.   This solution may seem more wasteful but it is not necessarily more expensive as glazed cases cost a lot more than simple permanent signs.
Glazed Notice Boards
Glazed notice board can be easily unlocked and opened as required and the notices can be changed as often as necessary.   Most societies are going to need one or more of these inside their site for notices for plot holders.   There are lots of commercial suppliers of such display boards and some of them supply boards with a header panel which can carry the permanent information of the society and site names.   The boards are usually glazed with clear polycarbonate which is very difficult to break and fairly light but it can be scratched and may discolour over a period of years, eventually needing replacing.
A simple commercial one-sided display case for fitting to the gate or a wall may cost around £100 whereas a high quality double-sided case on steel posts may cost £1,500.   There are many suppliers, some producing only standard units and some varying these for the customer or producing designs to order.   They include:
http://www.creative-solutions-direct.co.uk/catalogue/external-notice-boards
http://www.ariensigns.co.uk/i/glazed-notice-boards-oak-metal
https://uk.noboeurope.com/collections/nobo-glazed-cases/products/nobo-external-glazed-case-magnetic
http://www.signconex.co.uk/exterior-glazed-notice-boards
http://www.noticeboardcompany.com/Shop/External-Notice-Boards.html
http://noticeme.org.uk/product-category/external-outdoor-notice-boards
When selecting a glazed notice board the factors to consider include:

· Size     How many notices of what size might you want to display?  This is often expressed in multiples of A4 size.   Allow for some space between notices.
· Location     Will this be on the society’s building or a post inside the site, on the gate, on the fence adjacent to the gate, or mounted a few feet behind the fence?   This latter location makes it difficult to reach the display from the public pavement to deface it with spray paint but notices must display larger type to be read at a distance.

· Fixing     How will the panel be supported and fixed?   Make sure it cannot be easily removed and stolen.

· Construction     Aluminium is likely to give better service than steel or wood.   Is the notice board sold as suitable for outdoor use exposed to the weather?   Does it have ventilation slots at the bottom to disperse condensation?   Is the door hinged and if it is hinged at the top does it have stays to support it when open?   Is it lockable and how many keys are supplied?   How are notices fixed inside?   
· Glazing     Is the glazing glass or polycarbonate?   If glass is it toughened for safety and damage resistance?   Can the glazing be replaced easily?   Is the glazing treated to reduce ultra violet light?   If not you can add a UV film after installation – more important if your notice board faces south so as to reduce fade on your notices.   UV film is available from:
http://www.primrose.co.uk/anti-and-infrared-standard-clear-film-p-7746.html
Fixing Notices
Typically notices will be produced on paper from a computer printer and then fixed into the glazed notice board.   There are three common methods of fixing – using pins into a backboard of cork or Sundeala K board, fixing with Velcro pads which stick to the Velcro fabric on the backboard of the notice, or fixing with small magnets to a steel backboard.   The method of fixing will be determined by the backboard of the display panel.   Pins and magnets are essentially a one-time purchase and are re-used indefinitely.   Velcro pads are used once and thrown away.   They are fairly expensive and this type of fixing may not be a good buy if you anticipate a lot of notices being regularly changed.
Easy to handle push pins are available for about £2 for a hundred from:

https://www.kidscorner.me.uk/collections/push-pins
Velcro ‘spots’ (round pads) by Nobo cost c£15 per hundred from:
http://www.amazon.co.uk/Nobo-Velcro-Spots-Box-100/dp/B005HDSJK8%3FSubscriptionId%3DAKIAI6WGZ24OLDWOOQJA%26tag%3Dwwwrexeleurop-21%26linkCode%3Dxm2%26camp%3D2025%26creative%3D165953%26creativeASIN%3DB005HDSJK8
Easy to handle skittle magnets are available at c£20 per 50 from:
http://www.first4magnets.com/bright-coloured-skittle-magnets-25-c.asp
Appoint one person to manage the notice board and insert and remove notices.   Ensure that two other people have keys and can stand in for the appointed person during absences.   Keep the notice board locked so that plot holders do not acquire the habit of treating the society’s notice boards as convenient places to tell people anything they fancy.   Some societies have a separate notice board where plot holders can post information to each other.

Designing Notices
Half a dozen notices designed by different people with different typefaces in different sizes and colours can look a mess, distracting from the messages you want to convey.   Stick to one or two typefaces and a small number of sizes.   Be consistent about how you use typefaces from one notice to the next.   Use only one or two colours and bear in mind that coloured inks fade much faster than black.   Use the same margin sizes on all notices.   You will no doubt be proud of your allotment site but don’t make your notices so large or eye-catching that they offend your neighbours.   All this care for design will result in a simple and consistent “house style” and give the impression that you have thought about your signage and respect the people who read it.
If you expect a paper notice to last longer than a couple of weeks have it laminated.   Even inside a glazed case unprotected paper will soon deteriorate with the varying temperature and humidity.   Many local copy shops offer a laminating service.
Even laminated notices inside a glazed case with UV protection will slowly fade and discolour.   Replace all notices each year to keep them looking fresh.

Name Signs
The name of your society and the name of your site should be very clearly displayed.   This information is likely to remain unchanged for a long time and can be thought of as permanent.   There are three obvious ways of producing this sign:

· Glazed notice boards, if supplied with their own support posts, often have an option for a header panel above the glazed case with permanent information.   This will be made by the supplier of the glazed case to your specification.   It should have the name of your society and below it, in larger type, the name of the site.
· A much cheaper solution is to forgo the header panel and have a laminated printed paper sign inside the glazed case – see the example in the appendix at the end of this paper.
· Alternately, fix a sign to the gate independently of the glazed case.   For long life this should be purpose-made in aluminium with stoved (oven baked) paint.   The corners should be drilled for fixing.   See “No Parking Notices” below for details.   

· A variation of this gate sign solution is to do away with a glazed case at the gate and display only the minimum information there on a single permanent weatherproof sign.   This means accepting that every time the contact information changes you will need a new sign. 
No Parking Notices

Notices to discourage obstructive car parking will need to be permanent and fixed directly on the gates so that they cannot be missed by the motorist when looking for a parking space.   They are made in many materials but aluminium with stoved paint is likely to give the longest life.   Check that the corners are drilled for fixing.   They cost in the range of £5-25 and are available from many sources including:
http://www.signsofsaltford.co.uk/parking.htm
http://www.leosignage.com/index.php?route=product/category&path=198_201
http://www.archersafetysigns.co.uk/search.php?query=no+parking&page=1&gclid=CMWPkd7QuLUCFUvHtAodzgEAMA
You can reinforce the no parking message by having a white line painted in the road.   This requires a special thermoplastic paint which must be applied by a specialist contractor.   Barnet Council, the highway authority, offer this service of a single white line up to 5 metres long for a total of £275.   You can obtain guidance notes and an application form here: https://barnet.gov.uk/dam/jcr:b10c99f3-e980-4a48-86d3-348e1eecaf47/WHITE%20LINE%20MARKING%20APPLICATION%20FORM%202015-2016.doc or contact Development and Regulatory Services (DRS) on 020 8359 3555.
LEAFLET DISPENSERS
As an adjunct to a notice board it is sometimes useful to have a simple weather resistant leaflet dispenser to supply leaflets to the public on open days or newsletters to your plot holders.   Typically these are made of clear polystyrene or the more expensive high impact clear acrylic, come in various sizes including A4, A5 and DL (one third A4), and cost £5-30 each depending on material and size.   Check that they have keyhole slots for fixing and that they have a hinged lid which protects the leaflets from the rain.   Suppliers include:

http://www.displaysense.co.uk/a4-outdoor-wall-mounted-brochure-dispenser.html
http://www.ukpos.com/product/leaflet-dispensers/exterior-dispensers?gclid=CI7ZlNLTuLUCFUnMtAodU2AAUw
http://www.displaydevelopments.co.uk/product.asp?product_id=18931&product=Outdoor+Leaflet+Dispensers
POSTAL ADDRESSES
Most societies use the address of one of their officers, typically the secretary, as their postal address.   The disadvantages of this arrangement are that the address will change when the secretary goes and some people don’t want to have their private address displayed.   There is no reason why an allotment society should not use its site as a postal address and some societies already do this.   It has the advantages that plot holders can leave letters in a secure place for the secretary when they visit the site, the secretary does not need to publicly display his or her private address, and there is a permanent address for the society which does not change when the secretary goes.   
But you will need a stout and large lockable post box very securely fixed on or near the main gate and the name of your society close by.   This box will need checking regularly, say once or twice each week.   Emptying it should be the responsibility of one reliable person, usually the secretary, but there will need to be two others with keys who can deputise for the secretary when holidays or illness intervene.   Boxes vary considerably in price (from c£20 to c£300) and there is a very wide choice of designs and suppliers including:
http://www.amazon.co.uk/Post-Boxes-Garden-Building-Deacutecor/b?ie=UTF8&node=11082931
http://www.blackcountrymetalworks.co.uk/Post-Boxes-and-Mail-Boxes.htm
http://www.thesafeshop.co.uk/post-boxes?gclid=CJS--5CUsbUCFW7HtAodU0gAtw
When buying a box you will need to consider the following factors:
· Weather resistance and long term durability of the box

· Resistance to postal theft or theft of the box, including the strength of the fixings

· Capacity of the box

· Size of the postal opening

· Where and how is the box to be mounted?   Don’t fix it so that it provides a convenient step for climbing the gate.
· Is the lockable access door at the front or rear?
You can acquire a postal address unofficially by putting your name on or near the post box and publishing your address, borrowing the post code of the nearest house.   If you have a word with your regular postman you may well have no difficulties with postal deliveries.   But no-one will be able to find your address or post code by a web search as your address won’t exist for officialdom. This may cause complications if your bank or some other authority needs to validate your society’s address. 
Alternatively, you can apply to the London Borough of Barnet’s Street Naming and Numbering Unit in the Building Control Department for an official address and post code.   This costs around £100 and the application form can be down loaded or completed on-line at https://www.barnet.gov.uk/citizen-home/planning-conservation-and-building-control/building-control/street-naming-and-numbering.html
The Unit will agree your address and obtain a post code from the Post Office.   This process takes 6-8 weeks and the direct line telephone number of the Unit is 020 8359 4500.   They will accept allotment societies as legitimate applicants.
There are exceptional circumstances in which Royal Mail may refuse to deliver to a particular address – details are here http://www.royalmail.com/customer-service/universal-service - but it seems unlikely that many allotment sites in Barnet would qualify as exceptions.
E-MAIL
Society Addresses
Most societies use their officers’ own e-mail addresses for most of their communications.   This has the disadvantage that when the officer changes the e-mail address of the society changes.   An alternative is to have some addresses for the society such as chair@nameofsociety.org.uk  or secretary@nameofsociety.org.uk  etc.   You will need someone with the technical skills to set this up so that when an e-mail arrives for the chair or secretary it is automatically forwarded to his/her personal address.   You will continue to need that technical person to make the necessary changes when an officer leaves so that the e-mails will be forwarded to the new officer’s address.   And insist that the technical person supplies the society with written details of what he/she has done, how to change it and the passwords.   This is so that a different technical person can take over the work when the original person leaves.   Failure to do this can leave a society without access to its own electronic post and the essential passwords. A dedicated Gmail or similar address which can be passed from person to person is another possibility. 
Communicating with the Members

E-mail is a quick and economic way to contact your members but bear in mind that not everyone uses it.   So at present it can only be part of a communications strategy, not your sole means of communication.   Not everyone is on broadband so avoid very large attachments where you can.   When sending a general e-mail to your members you should always send them “bcc” rather than “to” or “cc”.   That way you do not breach the Data Protection Act by accidentally giving each of your member’s e-mail address to every other member.

WEBSITES
Some allotment societies already have their own websites and links to these can be found on the website of the Barnet Allotment Federation (BAF) at:

http://barnetallotments.org.uk/links/#Societies
Having your own website is an obvious way to communicate with people, whether your own plot holders, prospective plot holders or the general public.   But bear in mind that some people don’t have access to the web and many of your own members won’t regularly look at your site.   If there is something you particularly want everyone to see then send everyone an e-mail with a brief note and a link to the website page (and send the material by post to those without a computer).
To set up a website you will need someone to manage the structure and content (even if lots of people write different parts of the site), someone to design it initially, and someone to maintain it (usually known as the webmaster).   The latter two roles require technical computer skills, the manager does not.   With multi talented people these jobs can sometimes be combined.   As with e-mail, insist that details of the hosting service and passwords are recorded by the society so that when people leave this vital information is not lost.
One of the differences between paper and electronic publishing is that websites can be continuously updated and people expect that.   Sites where the latest information is two years old attract derision and will not bring the reader back again.   Establishing a website is not a short term commitment of resources – it is a long term decision requiring ongoing work.
NEWSLETTERS
Good old-fashioned newsletters are still an excellent way to tell your members about what is going on.   An occasional sheet of A4 or A3 folded to A4 keeps people informed and more inclined to feel part of a community.   The cheapest way to produce them is to publish on your website and send all of your members an e-mail with a link to the newsletter.   There will be some people without e-mail who will need a paper copy and, in any case, paper copies have advantages over electronic publishing.   People can pick them up and put them down, browsing as it suits them, and leaving the newsletter lying around for others to see.
MEETINGS
As well as everyday one-to-one meetings and constitutional AGMs and EGMs, other meetings of your members bring at least some of them together with the committee members for social events such as a summer barbecue, or for more formal events such as a consultation meeting to discuss the society’s future strategy.   All meetings aid communication and should be considered in this context.   Meetings, and indeed all good communications, help build a community.   When people identify with their allotment society and its members they will be more willing to volunteer to help run the society and serve its membership.
FLYERS

There are people who will walk past your entrance and never notice your improvements and some of them will be your site’s immediate neighbours.   Managing the site yourselves presents your society with an opportunity to build the relationship with your neighbours by doing more than just painting the gates.   It can be well worthwhile to deliver a flyer through their letter boxes telling them of any new developments which may affect them,  who to contact and what the current emergency telephone numbers are.   Keeping on friendly terms with your neighbours is a good idea because well disposed neighbours are an asset to keeping a site secure, especially at night.   

Andrew Brown, BAF Support Officer
The next page shows an example of an A4 sign with the minimum information which should be displayed at the main entrance to an allotment site.   It shows the name of society, name of site, contact details for enquiries and emergency telephone numbers, all in type large enough to be read from a couple of metres.   This sign could be of laminated paper in a glazed case or a permanent weatherproof material such as aluminium fixed directly to the gate.

Finchley Horticultural Society
GORDON ROAD ALLOTMENTS

All Enquiries to the Secretary:
1 Somewhere Street

Finchley Central

London N3 ***

020 8346 ****

secretary@fhsallotments.org
Emergencies:
07957 *** ***

07903 *** ***
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