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1. [bookmark: _Toc211000547]Name, objects and powers
1.1. Name
The name of the Federation shall be The Caerphilly West Allotment Federation

1.2. Official communications
Shall normally be received and signed on behalf of the Federation by the Secretary or in the absence of the Secretary by the Chair or Treasurer.

1.3. Aim of Federation
To assist all members in the pursuit of allotment gardening as a recreation and promote health, education and community fellowship.

1.4. Objects
1.4.1. To promote the use of allotments in the Caerphilly West area primarily for the growing of fresh vegetables, flowers and fruit, but also as leisure or wildlife areas where sanctioned and appropriate.
1.4.2. To work in partnership with the Local Authority in preserving adequate levels of allotment provision and promoting best practice in the promotion, management, upkeep and cultivation of allotments.
1.4.3. To represent the interest of its members to the Local Authority and, where feasible, to any government or non-government organisation promoting allotment usage.
1.4.4. To cooperate with other horticultural societies and, wherever practical, organisations supporting good horticultural environmental and health practices.
1.4.5. To encourage representatives from all sites in the Caerphilly West area to make their sites’ needs known to the Federation and encourage them to play an active role in the work of the Federation.
1.4.6. To offer advice to actual or intending allotment holders.
1.4.7. To actively cooperate with groups and organisations with a view to increasing the provision of allotments and improving standards and facilities. 

1.5. Powers
The Federation shall have full power to do all things necessary or expedient for the accomplishment of its objects.  No sectarian or party political questions shall be introduced into any meeting and no action of the Federation shall be directed towards the propagation of political or religious doctrines, racial or gender discrimination or take part in any political party or religious denominational activities.

1.6. Use of Name
The name shall be mentioned in all business letters of the Federation, notices, advertisements, and other official publications of the Federation and payments, cheques, and orders for money or goods, purporting to be signed by or on behalf of the Federation, and in all bills, invoices, receipts and letters of credit of the Federation.

2. [bookmark: _Toc211000548]Membership
2.1. Members
The Membership shall consist of all paid-up allotment sites in the Caerphilly West area, and such other persons or groups as the committee may admit to membership.

2.2. Subscriptions
Members will be required to pay such annual subscription as may be determined by the Annual General Meeting as part of the Treasurer’s report and be included in the agenda convening the meeting.  Members joining part way through a financial year will pay one twelfth for each month or part of a month remaining in the current financial year.

2.3. Cessation of Membership
A member shall cease to be a member in the following eventualities:

2.3.1. Dissolution of the member group
2.3.2. In the case of individual members, death of the member
2.3.3. The member or group’s resignation
2.3.4. The non- payment of the annual subscription thereof for a period of 3 months after it has become due.
2.3.5. The expulsion of a member under Rule 2.4. 

2.4. Expulsion of member groups.
A General Meeting may, by a vote of two thirds of the members present and entitled to vote, expel any member for conduct detrimental to the Federation, provided that a notice specifying the conduct for which it is intended to expel, is sent to the member at the address entered in the register of members at least one calendar month prior to the date of the meeting.

2.5. List of Members
The Committee of Management shall allocate the keeping of an alphabetical membership list updated annually to one of its members in which shall be entered the following:
· Name, address, telephone number and email address of member or representative
· Date of joining and leaving
· Date of receipt of joining subscription and renewal subscriptions.

2.6. Any member may see the entry in respect of themselves recorded in the official list of members and in their own interest must notify any change of address to the Secretary.

3. [bookmark: _Toc211000549]Governance and day to day management
3.1. Governance of the Federation shall be vested in the General Meetings.
3.2. Day to Day Management shall be delegated to the Committee of Management.

4. [bookmark: _Toc211000550]Committee of Management and Officers
4.1. Committee of Management
The Committee of Management will be drawn from member groups and shall consist of a Chair, Vice Chair, Secretary, Treasurer and 5 Committee Members, or such number as may be determined at a General Meeting.
4.2. Election
The Committee of Management will be elected at the Annual General Meeting from individuals nominated by member groups, and will take office at the end of the Annual General Meeting at which elected and remain in post for three years.

4.3. Mid - Term Vacancies
The Committee of Management may fill any vacancy arising during the year. Members appointed will be full voting members of the committee and count towards a quorum.

4.4. President and Honorary Vice Presidents
The Annual General Meeting may elect a President and/or Honorary Life Presidents as may be required.  These offices will be honorary and non- voting unless the office holder is a member with normal voting rights.
4.5. Co-option
The Committee of Management may co-opt any individual to the Committee to assist in its work.  Such co-opted members will be full voting members and will count towards a quorum.
4.6. Powers of Committee
The Committee of Management shall have full power to supervise and manage the day-to-day work of the Federation according to the rules for the purpose of accomplishing its objectives.
4.7. Attendances
Any Committee of Management member who has failed to attend two meetings in any year for any reasons unacceptable to the Committee, will cease to be a Committee member.
4.8. Removal from Committee
The Committee of Management may remove any officer or committee member from the Committee by a simple majority following an open discussion of the issues, which includes the individual member’s opportunity to put his/her point of view.  If required the vote may be a secret vote, but the voting numbers will be recorded in the minutes.
5. [bookmark: _Toc211000551]Meetings of Committee of Management
5.1. Frequency of meetings
The Committee of Management will meet quarterly or more frequently if required by decision of the Committee.
5.2. Quorum at Committee Meetings
A quorum for meetings of Committee of Management shall be 4 or such other number as may be agreed at a General Meeting.
5.3. Emergency Actions
The Chair and/either the Secretary or Treasurer may take any executive emergency actions required where it is not practicable for the business to be decided upon at a regular or special committee meeting. Details of the action will be reported and recorded at the next meeting of the Committee of Management.
5.4. Conduct of Meetings
At all meetings of the Committee every question shall be decided by a majority of votes and if the votes are equal the Chair shall have a casting vote in addition to his/her vote as a member.  In the absence of the Chair, the Vice Chair an acting Chair elected at the committee meeting shall preside for that meeting.
6. [bookmark: _Toc211000552]Finance
6.1. Financial Records
The Treasurer will keep in date order a record of all income and expenditure related to Federation’s financial transactions and all expenditure must be supported by a supplier’s receipt or appropriate voucher which shows the date of expenditure, the total amount and the purpose for which payment was made.  Receipts for membership fee income will be given, recording the date paid, the duration of the membership fee e.g. to 31st December 200X, and the name of the member.  This receipt will be proof of membership.
6.2. Banking
The Treasurer shall open a cheque book account with a bank or building society in the name of the Federation.  Payments by cheque shall require any 2 or 3 authorised signatures - Chair, Secretary, Treasurer.
6.3. Annual Accounts Format
If no other activity is envisaged then a simple Income and Expenditure account and a balance sheet will suffice.  In the event of other activities needing to be presented separately, then a separate simple sub account will be introduced with agreement of the Committee of Management.
6.4. Loans & Borrowing
Loans, borrowing or other credit arrangements will require a specific decision at a Committee of Management meeting or general meeting before any contractual transaction is entered into.
6.5. Reports to Committee
The Treasurer shall make a verbal report at each meeting on income and expenditure and liabilities up to the Friday before the meeting, and make available at the meeting the most recent bank statement. The Treasurer’s verbal financial report shall be recorded in the minutes.
6.6. Special Expenditure
When special projects are considered they will be costed as far as possible and the Treasurer will advise the Committee on possible ways of funding.
6.7. Financial Advice
Where the Federation requires financial advice outside the normal experience, the treasurer shall seek what professional advice is required and advise the Committee
6.8. Presentation of Accounts for Audit
The Treasurer shall close the annual account on January 31st each year and prepare income and expenditure statements and a balance sheet for presentation to the Honorary Auditor by the 2nd Monday in the following month. The audited accounts shall be circulated as part of the agenda for the Federation’s Annual General Meeting, signed by the Honorary Auditor and Treasurer.
6.9. Mid Term Vacancy
Where for any reason the Treasurer ceases to hold office the Committee of Management will appoint an Acting Treasurer and ask the Honorary Auditor to carry out an interim audit in preparation for the new Treasurer taking up office.
6.10. Membership Fee
The Treasurer shall advise the Annual General Meeting of any changes required in the membership fee for the current financial year and the Annual General Meeting will consider and decide on the membership fee.
7. [bookmark: _Toc211000553]Auditor
7.1. Appointment of Auditor 
The Honorary Auditor or Auditors shall be appointed at each Annual General Meeting and shall hold office until the close of the following Annual General Meeting.
7.2. Qualifications
The Auditor must not be an officer of the Federation or a member of the Committee of Management but otherwise any person, member or not who has agreed to carry out the duty may be nominated and appointed year by year at the Annual General Meeting.
7.3. Mid Term Vacancy
Where for any reason the auditor(s) ceases to hold office the Committee of Management will appoint a replacement auditor as soon as is practicable and record the action in the minutes.
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8.1. Audit Procedure
The Auditor shall receive the draft accounts, payments, receipts files, bank statements and bank book from the Treasurer by the 2nd Monday in January each year, and will examine them and agree final accounts as an accurate and fair record based on the documents of the Federation’s financial transactions for the year.
8.2. Approval of Audited Accounts
The Annual General Meeting will consider the annual accounts presented by the Treasurer and/or the Auditor.  Adoptions of the audited accounts will be proposed by a member other than the Treasurer and Auditor.  The Auditor may raise at the Annual General Meeting any financial matters which require the attention of the Federation.
8.3. Availability of Audited Accounts
Any member has the right to request a copy of the adopted audited accounts from the Secretary who will provide a copy within 2 weeks of the request.
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9.1. Annual General Meetings
The Annual General Meetings shall be held at such times as the Committee of Management or a General Meeting shall determine as soon after the audit of accounts is completed as is convenient.
9.2. Special General Meeting
A Special General Meeting shall be held whenever the Committee of Management thinks expedient or whenever a written requisition for such a meeting by 5 members is delivered to the Secretary.  A Special General Meeting shall be convened by the Committee of Management within 4 weeks of receipt of request.  Should the Secretary fail to convene the meeting the members signing the requisition may convene such meeting by giving such notice themselves.
9.3. Notice of General Meeting
At least seven days’ notice in writing shall be given of every General Meeting, stating the business to be transacted at such meeting. The notice shall be sent to every member at the email address entered in the list of members and no other business than that stated in the notice shall be transacted at such meeting.
9.4. Agenda Items
Agenda items must be notified in writing to the Secretary 14 days prior to the meeting.
9.5. Notices of Motions
Motion or motions must be notified in writing to the Secretary 14 days prior to the meeting signed by the proposer(s) and seconder(s).
9.6. Changes in Rules
Changes in rules must be notified in writing to the Secretary 14 days prior to the meeting signed by proposer(s) and seconder(s).
9.7. Voting at General Meetings
Affiliated sites shall be entitled to send two representatives to General Meetings with powers to speak and vote. Committee members are also entitled to speak and vote. Every member present at a General Meeting and not otherwise disqualified shall have one vote, and where the votes cast in any matter are equal then the Chair shall have the casting vote in addition to his/her vote as member. 
9.8. Presiding Officer at General Meetings
At all General Meetings a Chair elected at the meeting shall preside.
9.9. Quorum at General Meetings
A quorum at General Meetings shall consist of five members or 25% of membership whichever is the greater.
9.10. Discussions at Meetings
No political or sectarian issue shall be raised or discussed at General Meetings.
10. [bookmark: _Toc211000556]Dissolution of the Federation
The Federation may at any time be dissolved by consent of three fourths of the members, testified by their signatures to an instrument of dissolution. Assets and cash will be donated to an organisation with like aims. 
11. [bookmark: _Toc211000557]Rules
11.1. Copies of Rules
A copy of the rules of the Federation shall be delivered free by the Secretary to every member on joining and will be made available to all members for download from the Federation’s website.
11.2. Mode for Amending Rules
The rules may be amended by resolution of a three fourths majority of those attending a General Meeting called for that purpose.

Signed
CHAIR
Name:______________________________________  Date:_____________________

Signature:____________________________________

SECRETARY
Name:________________________________________ Date:_____________________

Signature:_____________________________________
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