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Introduction
Welcome to Aberdeen City Council’s 
guide to starting and running a 
local tenant and resident group.

This booklet has been designed to 
give tenants and residents useful 
information about why to start a 
group, what is involved in starting 
a group and how to successfully 
manage the group once it is 
established. It is also a useful tool 
for housing staff who are involved 
in starting and supporting groups 
in their area.

It has been written in consultation 
with tenants and residents already 
involved in tenant and resident 
groups – they have done it and have 
seen the benefits. 

Tenants and residents who are 
thinking about taking the first step 
to starting a group have also been 
involved.

Aberdeen City Council is committed 
to improving communication and 
consultation with our tenants  
and residents, and having tenant  
and resident groups helps to  
achieve this.

The Council has a responsibility 
to support all tenant and resident 
groups in the city that are 
registered with us. 

The type of support provided will 
depend on the stage of development 
each group is at.

This Guide will show you how 
easy it is to start a group and the 
opportunities available to get 
involved in Tenant and Community 
Engagement in Aberdeen City 
Council.
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The Tenant and 
Community 
Engagement Team

Aberdeen City Council has a dedicated Tenant 
and Community Engagement Team based at 
Marischal College. The team are responsible 
for ensuring that the Council’s Tenant and 
Community Engagement Participation Strategy 
is implemented. 

The Tenant and Community Engagement 
Strategy sets out how the Council will deliver 
participation opportunities. It sets out the 
framework of delivery and gives our customers 
various options on how they can get involved.

The team is also responsible for delivering 
Tenant and Community Engagement within 
Aberdeen City 
Council and 
managing a 
number of 
citywide groups. 

They also work 
with all the 
Housing teams 
to develop 
Tenant and 
Community 
Engagement throughout the city. Local groups 
will regularly receive information from the 
Tenant and Community Engagement Team.

Contact details:

Tenant and Community Engagement Team  
Tel: 522839/523920
www.aberdeencity.gov.uk/tenantparticipation

www.facebook.com/AberdeenCCTenantParticipation

Why do we have 
Tenant and Community 
Engagement?

Aberdeen City Council has a legal obligation 
to deliver Tenant and Community Engagement 
as set out in the Housing (Scotland) Act 
2001 and subsequent legislation. The aim 
of the legislation was to develop a platform 
on which successful and meaningful Tenant 
and Community Engagement could be built. 
The legislation has introduced new rights for 
tenants and residents and placed new duties on 
landlords. 

The Housing (Scotland) Act 2010 –  
The Scottish Social Housing Charter 
and the new independent Scottish 
Housing Regulator

Aberdeen City Council regards this legislation as 
a further opportunity to engage with our tenants 
and residents. The Scottish Social Housing 
Charter is important to tenants and residents 
because it gives clear outcomes of what they 
can expect from their landlord. It also gives 
the landlord (Aberdeen City Council) certainty 
around what they should be achieving for their 
tenants and residents.

The new independent Scottish Housing 
Regulator states tenants and residents have to 
be included in the regulatory process with an 
emphasis on self assessment by tenants and 
residents.
For more information visit www.scotland.gov.uk 
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What is Tenant and Community 
Engagement?

The main aim of Tenant and Community 
Engagement is to enable tenants and residents 
to have real opportunities to contribute to and 
influence all decisions relating to their homes 
and living conditions.

Tenant and Community Engagement needs to be 
at the heart of the housing service and effective 
engagement benefits tenants, residents and 
Aberdeen City Council. It gives tenants and 
residents an opportunity to influence decisions 
about their housing service and there is 
significant improvement in service delivery 
when it is driven by the involvement of our 
tenants & residents.

Aberdeen City Council Tenant and 
Resident Community Engagement

The Tenant and Community Engagement 
Strategy sets out how Aberdeen City Council 
will deliver Tenant & Community Engagement. It 
sets out the framework of how this is delivered 
and gives tenants and residents various options 
of how they can get involved.

A copy of the Council’s Tenant and Community 
Engagement Strategy is available on  
www.aberdeencity.gov.uk/TenantParticipation

Why start a Tenant and 
Resident Group?

Tenant and resident groups usually start with 
just a handful of people. Sometimes the idea 
may come from one individual who is keen to do 
something for their area and who searches out 
other people interested in joining. 

You don’t need a large group of supporters to 
get off the ground – most tenant groups have 
humble beginnings.

Tenant and resident groups can be set up for 
a number of reasons. It is always assumed a 
group is set up because there are problems in 
an area. Although this is a common reason it is 
by no means the only reason. A group may be 
set up in your area due to the following reasons: 

• Your local Housing Officer may wish to 
establish a group to improve communication 
and consultation in your area.

•  Your local Housing Officer may want to 
establish a group to get the community 
working together to address a particular 
issue e.g. antisocial behaviour.

•  Tenants and Residents care about what 
happens in their area, street or building and 
want to talk to others who feel the same.

•  To improve community spirit and the get the 
community working together.

•  To organise social events (particularly in 
sheltered housing complexes).

•  More people, louder voice. A group of people 
coming together and speaking for their area 
is often stronger than an individual.

•  Tenants and residents are more comfortable 
reporting incidents to their Housing Officer, 
City Wardens or Police when they hear of 
other residents doing so.
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Registered Tenant Organisation 
(RTO) 

A Registered Tenant Organisation is an 
independent constituted tenant and resident 
group. It is registered and funded by Aberdeen 
City Council but it is also registered with the 
Scottish Government. We want to encourage 
and support all our local tenant and resident 
groups to become RTOs.
For more information visit www.scotland.gov.uk 
and search RTO.

Easy Steps to Starting 
a Tenant and Resident 
Group in your Area

It is easy to get started:

Step 1

Contact other interested tenants and residents 
living in your area to find if they are interested 
in starting a tenant and resident group, it just 
needs a small number people.

Step 2

Contact your Housing Officer who will:

•  Provide administrative support and help you 
hold a public meeting for the initial set up 
of the group. This will depend on the type of 
group and also the area concerned. 

•  Advertise your meeting:

– In a sheltered housing complex, a notice 
could be put on the notice board in the 
complex and the Senior Carer could inform 
all the tenants. 

– In a multi-storey building the Housing 
Officer may write a letter to all the 
residents as well as putting a poster on 
the notice board. 

– When the group is trying to reach a larger 
area the Housing Officer may contact the 
City Wardens to distribute leaflets as well 
as putting up notices in local community 
centres, schools, and shops. 

• Tenants and residents could also talk to other 
residents to get them to attend the public 
meeting as well as posting leaflets through 
doors. The more people involved the better. 
See appendix one for an example poster.

•  Your Housing Officer will continue to support 
the group and will encourage the group to 
take on more responsibility as it develops. 
This will take time depending on the 
knowledge and experience members have.

Step 3 

The purpose of the public meeting is to find 
out how many other residents are interested in 
establishing a tenant and resident group.   
At the meeting issues, ideas and suggestions 
will be discussed and a committee may be 
elected. However the election of a committee 
may take more time, with more meetings 
required, but you will have the support of your 
Housing Officer during this process.

For the public meeting to go well there needs 
to be a certain amount of organisation before 
hand. It is important to book a suitable venue. 
This is easy for sheltered housing or  
multi-storey groups as these complexes tend 
to have common rooms but for an area group 
a venue has to be organised. Many tenant and 
resident groups are held in local community 
centres or schools which need to be booked 
through the Council. Your Housing Officer will 
assist you to do this. 

See appendix two for an example of 
Aberdeen City Council’s Letting Form.
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Step 4

Once a committee has been elected they need 
to open a bank account in the name of the group 
so that funds can be obtained from Aberdeen 
City Council and other sources.

Aberdeen City Council is committed to providing 
financial support to tenant and resident groups 
that have a constitution. These groups are given 
a start up grant and thereafter an annual grant 
which is usually paid after the annual general 
meeting.

Grants received from Aberdeen City Council  
can be used for:

Stationary:   
Minutes Book 
Accounts Ledger (WH Smith – Collins Double 
Cash 6224 or 6424)
Receipt Book 
Ring Binders & Dividers
Envelopes
Photocopying Paper
Diaries (Committee Members)
Note Pads (Committee Members)

Admin Accessories:  
Cello Tape Dispenser + Cello Tape
Staple Gun + Staples
Pencils, Rubber & Ruler
Pens (Biro’s)
Blue Tack
Drawing Pins
Paper Clips
Tippex
Printer & Printer Ink Cartridges
Calculator
Photocopying (If required)
Postage Stamps
Re-imbursement for telephone calls  
(Association business)
Computer software e.g. Microsoft Student  
& Office (Word, Excel etc).

Subsequent ACC Yearly Grants can be  
used for:    
Purchasing additional or replacementitems of 
stationary/admin accessories.

Members of tenant and resident groups 
should not be out of pocket, therefore, agreed 
expenditure will be reimbursed.

A number of external funding grants may be 
available to Constituted Tenant & Resident 
Groups for specific projects. To find out about 
this please contact the Tenant & Community 
Engagement Team who will be happy to assist 
you.

To open a bank account for the group the 
Office Bearers of the Committee (Chairperson, 
Secretary and the Treasurer) have to take the 
following to the bank:

• Minutes of the first meeting. This minute 
must include the names of the Office Bearers 
on it. 

• A copy of the signed constitution 

• Office Bearers will be asked to show proof 
of their identity such as a passport or driving 
license or recent utility bill.

Once the bank account has been opened the 
Treasurer can then complete the request for 
Start up Grant Form. This is obtained from your 
Housing Officer.

See appendix three for an example of 
Aberdeen City Council’s Start up  
& Annual Grant Form.
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Training

As well as financial help the Council 
acknowledge that Groups may benefit from 
training. It is a great way to meet other tenants 
and residents who are involved. The training 
is open to all group members and sometimes 
a refresher course for tenants who have been 
involved for a long time is a good idea.

A training programme has been developed and 
is available to all groups e.g. Committee Skills. 
If members of your group feel that they would 
benefit from training then please contact the 
Tenant and Community Engagement Team who 
will be happy to arrange this. Please look out for 
information about training in Newsbite and on  
www.aberdeencity.gov.uk/TenantParticipation.

Why have a 
Constitution?

A constitution is a document that sets out the 
rules of the group and is useful for the following 
reasons:

• To make sure the aims or the purpose of the 
group are clear and agreed by its members.

•  To provide mechanisms for making decisions 
and settling disputes.

•  To enable the group to obtain funding 
e.g. Grants from Aberdeen City Council or 
external funding from private agencies.

•  To make sure a group is democratic and 
accountable to its members.

You should always keep an up to date copy 
of the group’s constitution in a safe place 
and send a copy to your Housing Officer. 

See appendix four for a sample 
constitution.

Meetings
Public Meetings

A public meeting is held when you start a 
group. Members can be from the area the group 
is representing, sheltered housing complex 
or Multi-Storey building(s). These meetings 
are open to all tenants and residents but it 
is unlikely that all will attend every meeting. 
All tenants and residents who do attend are 
regarded as group members.

It is important to hold public meetings 3 or 
4 times a year to communicate with group 
members and for members to give their views 
and suggestions. The Committee would decide 
an agenda for these meetings. However group 
members would be able to discuss any item 
they have under AOCB – (Any Other Committee 
Business). Communication with all group 
members is essential if the tenant and resident 
group is to be successful.

General Meetings

These meetings are for all tenants and residents 
who are members of the group.

It is also important to hold General Meetings 
perhaps 3 or 4 times a year to communicate 
with group members and for members to give 
their views and suggestions. The Committee 
would decide an agenda for these meetings. 
However group members would be able to 
discuss any item they have under AOCB – any 
other competent business. Communication with 
all group members is essential if the tenant and 
resident group is to be successful.
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Committee Meetings

A committee meeting is arranged on a more 
regular basis depending on the activities of 
the group. It is attended by the Chair Person, 
Secretary, Treasurer and general committee 
members – these are members who just want 
to be on the committee without being an office 
bearer. The committee members meet to discuss 
what they want to do in an area or a building. 
They may wish to organise a litter pick up or a 
social event. Once the discussions are finished 
and decisions made then the minute of these 
meetings are sent to all members. This can be 
done by pinning them on a notice board in a 
building or using the local community centre, 
there is no need to send out to all members 
individually.

Annual General Meeting (AGM)

A constituted tenant and resident group must 
hold an Annual General Meeting.  The secretary 
of the group must advertise details of the AGM 
to all members at least 14 days before the 
meeting. It depends on the size of the group 
how this is done e.g. notice board, local shop.

Extraordinary General Meeting

This type of meeting is organised when there is 
an urgent issue that requires the attention of all 
the group members and it is out with the Annual 
General Meeting.

The Tenant & Resident 
Group Committee

Tenant & Resident Group Committees 
need residents who live in the area to take 
responsibility for the Group. No experience is 
needed. Information and support is available 
if required, there are also other tenants and 
residents group members available to help and 
give advice – they have done it and so can you.

All you need are three residents to take on the 
role of Chairperson, Secretary and Treasurer – 
they are called the Office Bearers – then you 
can have as many committee members as you 
wish. The Committee is first elected at the 
public meeting thereafter annually at the  
Annual General Meeting.
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Useful Tips for Committees

• It’s a good idea to buy diaries for each 
committee member at the beginning of the 
year.

•  Each member should take a notebook and a 
pen to meetings.

•  The Chairperson needs a watch – keep 
meetings to 2 hour maximum.

• The Secretary should have access to paper, 
envelopes and stamps and a computer if 
possible.

•  The Treasurer should have access to a 
moneybox, a bankbook, a cheque book, an 
accounts book, a petty cash book, a receipt 
book and should have a folder to keep 
receipts in.

•  Find out the dates of public and bank 
holidays, the local school holidays and any 
other pre-arranged meetings or events  
(for example gala days) that may clash with 
your meetings.

•  Set dates for your committee and group 
meetings a few months in advance.  
This makes it easier to book rooms and to 
make sure that guest speakers; Aberdeen 
City Council Officers and elected members 
can attend.

•  After setting dates for your meeting,  
book the venue a few months in advance.

•  Make use of notice boards to advertise 
meetings.

•  Make your leaflets, posters and flyers as easy 
to read and eye catching as possible. 

•  Design a simple logo for your group – this is 
useful to use on posters and letters.

Roles of the  
Office Bearers
The Chairperson

The role of the Chairperson is to guide the group 
to achieve its aims and to chair meetings. It is 
also the responsibility of the chair to ensure 
that guest speakers are shown respect and that 
all members of the group respect each other at 
meetings.

Some of the duties of the Chairperson include:

•  Preparing the agenda with the Secretary;

•  Welcoming members and introducing guests;

•  Get through the agenda items on time;

•  Ensure fair discussions;

•  Keep order, ensuring everyone has their say;

•  Act as spokesperson for the group.

The Secretary

A good Secretary must be reliable, efficient 
and ensure prompt replies to correspondence. 
The Secretary may take on the responsibility of 
inviting guest speakers to the meetings.

Some of the duties carried out by the Secretary 
include:

•  Help the Chairperson prepare the agenda;

•  Arrange a suitable venue for meeting and 
arrange necessary speakers; 

•  Advertise upcoming meetings. It is good 
practice to give at least one weeks notice;

•  Take a note of the minute and distribute 
copies at the following meeting;

•  Ensure that all correspondence has been 
dealt with, and when necessary, obtain 
replies for the next meeting.
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The Treasurer

The Treasurer will handle the group’s accounts 
giving a report on the balance at each meeting. 
The Treasurer of the group should:

•  Open a bank account in the name of the 
group;

•  Ensure that there are at least three 
signatories (normally the Chairperson, 
Secretary and Treasurer) for signing cheques;

•  Keep a record of money received, pay it into 
the bank and issue receipts;

•  Pay bills and keep a record of money spent;

•  Keep petty cash and petty cash book for day 
to day expenditure;

•  Keep an account book of all money going in 
and out of the group’s account and prepare 
statements for the Annual General Meeting 
(AGM) or when requested by the committee.

Treasurer’s Guidance  
and Information

Here are some useful tips for the Treasurer: 

•  It is useful to have a list of at least three 
Office Bearers (including the Chairperson, 
Secretary and Treasurer) who are signatories 
on the account. 

•  At least two of these signatories will be 
required to withdraw any money or sign a 
cheque.

•  Signatories should not be from the same 
family. 

•  In general it is advisable that open or pre 
signed cheques should not be used.

•  All banks and building societies will have 
different criteria for opening a bank account, 
so it’s a good idea to shop around to find the 
most suitable for your group or association.

•  Usually all signatories will have to go to the 
bank to show two forms of identification and 
sign the form in front of a witness before an 
account can be opened.

•  This kind of cheque account means money 
cannot be withdrawn by only one person and 
very little cash is in circulation. This makes 
the Treasurer’s job of keeping a record of 
expenditure and income easier.

•  Any income should be banked immediately. 
If it is used to pay for things the records 
become hard to keep. If possible, always pay 
by cheque.

•  A treasurer does not have the final say on 
spending - the whole committee decides and 
the whole committee is responsible for the 
finances of the group or association.

•  General decisions on income and expenditure 
should be made at committee meetings.

•  However it is sometimes a good idea when 
you plan to spend a large sum of money or 
purchase a large item that you discuss this at 
a group meeting.

•  Petty cash may be kept by the Treasurer 
for incidental expenses. No money is to be 
issued without a receipt.

•  A proper record should be kept of all 
income and expenditure for each financial 
year. Tenant and Resident group account 
books should be audited by a reputable 
independent person. The audited accounts 
should be presented at the Annual General 
Meeting.
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The Agenda for the 
Meeting

An agenda lists what is to be discussed at a 
meeting and helps to keep the meeting on track. 
Items on the agenda depend on what your group 
want to achieve at a meeting and what people 
want to talk about.

Your Housing Officer may wish to add something 
to the agenda from time to time.  It is not 
always necessary for the Housing Officer to 
attend the meeting as the Chair may be able 
to discuss the item with the group e.g. an 
environmental improvement in the area.

The sample agenda in appendix five shows 
what an agenda should look like. It clearly sets 
out the order of what is to be discussed at the 
meeting. 

Action Plan

An Action Plan can be developed by a group.  
It includes issues that the group wish to address 
and can be as simple or as complex as required. 
This is very useful when the group covers a 
number of streets in one area. 

It also helps to prioritise what the group want to 
achieve and how they will do it. 

It is important that the Housing Officer is 
involved in contributing to this plan as they 
will be aware of any improvements planned for 
your area. It also assists the Housing Manager 
decide on estate management. 

See appendix six for more information.

The Minutes of the 
Meeting

It is essential to record the minutes/notes of any 
meeting held. There is no right or wrong way to 
write minutes. See appendix seven for sample 
minutes.

Tips

•  You should include who was present and 
absent (known as apologies).

•  Minutes should follow the agenda items.

•  Minutes should be short, clear and easy  
to read and understand.

•  Include all decisions that are made at the 
meeting.

•  You should include any monthly financial 
reports or financial decisions made at the 
meetings.

•  Detail any incoming correspondence and 
decisions about replies. 
It is a good idea to include an action column 
stating who is responsible for carrying out 
tasks.

•  Write your minutes, as soon as possible 
while your memory is still fresh about what 
happened at the meeting.

•  The minutes should be approved and 
seconded by two members who attended the 
meeting.

13



Who can the group 
invite to their 
meetings?

A Tenant & Resident Group can invite whoever 
they want to their meetings. Perhaps the group 
would like a local member of the community 
to attend their meeting to discuss the history 
of the area or a representative from a bus 
company. The Secretary of the group would 
invite the person either by letter, email or 
telephone.

Your local community police officers are always 
willing to attend meetings, depending on their 
duties.

Elected Members (Councillors) can also be 
invited to attend tenant and resident meetings.

If you want to find out who your elected 
members are then please visit  
www.aberdeencity.gov.uk 
or contact Members Support on  
01224 522527.

Request a Council 
Officer to attend a 
meeting

Aberdeen City Council would like to ensure that 
the most appropriate Council Officer attends 
your meetings. Therefore if you want a Council 
Officer to attend your meetings please complete 
the ‘Council Officer Attendance Request 
Form’. See appendix eight for an example 
of this form. 

These forms are available from the Tenant and 
Community Engagement team and postage is 
prepaid to make it easier for your group.

These forms have been designed by Aberdeen 
City Council and representatives from existing 
Tenant & Resident Groups. They must be 
completed and received at least two weeks 
before the group meet. Please give as much 
information as possible when completing the 
form. This will help the Council Officer prepare 
the relevant information for the meeting.

Please remember that the answers you get may 
not be the answers the group want to hear. 
This can be due to a number of reasons such 
as financial constraints or legal requirements. 
The Council Officer attending your meeting is 
a representative from Aberdeen City Council 
and it is very important that the group ensure 
that the Officer is treated with respect when 
attending meetings.

Aberdeen City Council will try to ensure that 
an appropriate Council Officer attends your 
meetings when requested to. However there 
will be occasions when there is no appropriate 
Council Officer available. The group will 
be contacted as soon as possible and an 
alternative date arranged. 
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Useful information 
about some Council 
services

Here is some brief information about various 
Council services you may wish to invite to your 
meetings: 

Estate Management 

All Aberdeen City Council properties 
have dedicated Housing Officers who are 
responsible for Estate Management in specific 
areas. Housing Officers deal with neighbour 
complaints, communal cleaning, garden 
maintenance, applications to change tenancy 
details, request for tenancy permissions, rent 
management and they also have responsibility 
for supporting your Tenant & Resident Group. 
Your Housing Officer has the necessary 
knowledge about your area and is able to advise 
your group about Estate Management in their 
area. It is important that the group works with 
their Housing Officer. 

Repairs and Maintenance

The Council’s Repairs and Maintenance team 
is responsible for carrying out repairs to ensure 
that your home is wind proof and watertight. 
It also carries out repairs to your property 
and communal areas. Please see your repairs 
handbook for more detailed information about 
responsibility for repairs.

If you do not have a copy if the Repairs 
Handbook please contact your Housing Officer.

Antisocial Behaviour Investigation

Team (ASBIT)

ASBIT is a specialised team of experienced 
Officers who investigate and resolve problems 
of antisocial behaviour. These may include 
problems of youth disorder, drug dealing, loud 
music, assaults and threatening behaviour. 

Disputes can cover a wide range of issues, 
including noise, pets, parking, conduct of 
children or boundary problems. This team works 
with your Housing Officer and is available out 
with office hours and at the weekends.

Contract Cleaning 

Contract Cleaning is carried out in main stream 
multi-storey buildings only. Aberdeen City 
Council appoints a cleaning contractor and 
tenants/residents are involved in this process.  
A copy of what should be cleaned in your 
building is available from your Housing Officer. 

City Wardens 

Each area has a team of City Wardens. City 
Wardens are employed by Aberdeen City 
Council but work closely with the Police. City 
Wardens are responsible for gathering evidence, 
issuing parking, dog fouling and litter dropping 
fines. They work closely in their areas to get to 
know the communities.

Capital Programmes

(Modernisation and Improvements) 

The modernisation and improvements service 
is responsible for major improvement work 
on properties e.g. new kitchens, bathrooms or 
systems.

Waste Aware

The Waste Team are responsible for rubbish 
collection and recycling facilities. They can 
provide calendars showing when your bins will 
be collected and tell you where the nearest 
recycling point is. They also have information on 
additional services, such as special collections 
for bulky items, which is free to tenants, and 
what to do if you need assistance putting 
your bins out. Phone 08456 08 09 19 or email 
wasteaware@aberdeencity.gov.uk for more 
information. 
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Sheltered Housing 

If you live in Sheltered Housing your Housing 
Officer can answer any queries relating to your 
tenancy (see estate management) and the 
Senior Carer can help with all aspects of  
your care. 

Still unsure who to contact?

If you are still unsure who to contact then 
please contact your Housing Officer who will 
be able to give you help and advice. Remember 
your Housing Officer is there to assist you and 
should be your first point of contact for housing 
issues.

The Next Step

Now that you have a your own resident group 
established you may be interested in getting 
involved in the Council’s citywide tenant and 
resident engagement groups. We are always 
looking for more tenants and residents to get 
involved in our citywide activities. It is your 
opportunity to meet tenants and residents from 
other areas who also care about where they 
live. It is a great networking forum where you 
can learn from others.

Once again your Housing Officer can give you 
more information about the following citywide 
groups:

•  Tenant & Resident Forum

•  Sheltered Housing Committee & Network

•  Citywide Multi-Storey Group

•  Housing Service Review Group

•  Events Planning Group

•  Communication and leaflet Group

Opportunities to Promote Your Group

Aberdeen City Council is always looking at ways 
to highlight what our Tenant & Resident Groups 
do in their areas. We also want to ensure that 
this is highlighted in our Newsbite Magazine 
so if your group has something to share or tell 
us about then please contact the Tenant & 
Community Engagement Team. 

The Tenant & Community Engagement Team are 
pleased that you have taken the opportunity to 
read this Guide and we wish you all the success 
with your new group. 

We would like to thank all the tenants and 
residents as well as the council staff who 
were involved in producing this guide – 
a real TEAM effort - Together Everyone 
Achieves More. 
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Sheltered Housing 
Network and Committee

The Sheltered Housing Network is for all 
Sheltered Housing tenants who want to discuss 
issues concerning their property type. There is 
also a Sheltered Housing Committee for tenants 
who want to get more involved in organising the 
Network meetings.



Tillydrone Housing Office
Formartaine Road
Tillydrone
Aberdeen  AB24 2RW

Mastrick Customer Access Point
Spey Road
Mastrick
Aberdeen  AB16 6SH

Marischal College
Customer Service Centre
Broad Street
Aberdeen  AB10 1AQ

Woodside Customer Access Point
Marquis Road
Woodside
Aberdeen  AB24 2QY

Tenant Information Service
Suite 128 Baltic Chambers
50 Wellington Street
Glasgow  G2 6HJ
Tel 0141 248 1242

TPAS Scotland
74 - 78 Saltmarket
Glasgow G1 5LD
Tel 0141 552 3633

Aberdeen Council of  
Voluntary Organisations (ACVO)
Greyfriars House
Gallowgate
Aberdeen
Tel 01224 686058

General Enquiries: 
01224 522000 or 08456 080910

Council Tax & Housing Benefit:  
01224 219283 or 08456 080921

Environmental Services  
(included Grounds, Roads & Street 
lighting): 01224 219281 or 08456 080919

Housing Repairs:  
01224 219282 or 08456 080929

Parking Permits: 01224 219284

Antisocial Behaviour:  
08456 06 65 48 (Mon-Sun, 9am – 4am)

Waste Aware: 01224 219281 or 0845 08 65 48

Payment Line: 
08456 08 09 20 (24 hour helpline)

City Wardens: 01224 627800

Useful Contacts for Tenant & Resident Groups
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Appendix One

Example poster / leaflet.  It is important that all advertising is easy to read, eye catching and that 
the details of the meeting are clear and concise.

LAUNCH OF (Name of Group)
TENANTS & RESIDENTS 

GROUP

All residents are invited to attend:

Venue
Date & Time

A group of residents want to form ABC Tenants & Residents Group to work with the Council to address all the issues in the area - we need your support.So come on, get involved and work with Aberdeen City Council and their partners!
Contact:  Housing Officer
 Tel or email

19



Appendix Two  This is an example of how to fill out this form

Example letting form

ABC  Tenant and Resident Group

ABC  C ommunity Centre

Tuesday 17th September 2014, 10 - 11:30am

Tenant and Resident Meeting

Room with a table & 15 chairs

15 0 0

Hire Application - Educational Facility

Please complete the form and return it as soon as possible to: lettings1@aberdeencity.gov.uk or  
lettings2@aberdeencity.gov.uk alternatively to: Lettings Officer, Beach Leisure Centre, Beach Promenade 
Aberdeen. Fax: (01224) 648693 or contact Tel: (01224) 655462/655463 for any queries.  

Please note application on this form does not constitute a definite booking.  If your event can be 
accommodated a booking confirmation will be sent to you.

Name of organisation/club:  

Name of Establishment/Centre Required: 

SINGLE USAGE Day, Date & Time requested:  

BLOCK BOOKING Date(s):   From:  To:

Day and Times Requested: 

Purpose/Type of Event: 

Facilities/Area Required: 

Additional Requirements: 

Participants: No. of Adults:  No. of under 8’s: No. of 8-15 years: 

Please give details of any concessionary entitlements of the above participants: (A2L or student card numbers)

 

Will you be charging participants:    Yes   No  (please mark as appropriate)

If yes - please give details:

Will Tuition/Instruction be given:   Yes   No  (please mark as appropriate)

If yes, you MUST submit copies of coaching/teaching qualifications and insurance certificates at time of application.

X

X
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Appendix Two (continued) 

Office Use Only
Group Allocation  

Standard 

Concession

Development

Commercial 

Community  
Commercial

Free let

Additional notes: 

City Resident:   Yes   No  

Club CAP:  Standard   Enhanced 

Insurance details checked: Yes   No   Staff Signature: 

Qualifications 
Checked: Yes   No   Staff Signature: 

ClubCAP: Level and Date of Award: 

(Please enclose certificate) 

Other Club Accreditation:

(Please enclose certificate) 

Are alcoholic refreshments to be provided? 

Free of charge   No    Yes 

As part of the inclusive cost of the ticket    No   Yes

By direct sale under special licence    No   Yes

Contact Name No.1:   Contact Name No.2:

Address:      Address:     

 

Contact Tel:   Contact Tel:

Email:   Email:

Should my application be successful and event Letting confirmed I agree on behalf of the group that we will abide 
by the conditions of hire and also make full payment of the event costs immediately on receipt of invoice. 

Signed:                  Print name:   

Date:

X

X

X

Mrs A Jones

Another Jones

01.09.2014

Mrs Made Up Name

Made Up Name

01224 975864 01224 357159

email@emailaddress.com email@emailaddress.co.uk

123 Made up Street
Aberdeen

456 Pretend C ourt
Aberdeen
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Appendix Three This is an example of how to fill out this form

Example one off grant application 

Application for Grant

Type of Grant Required (please tick)      START-UP GRANT   ANNUAL GRANT

Checklist before sending this application for processing:  Copy of Constitution (Start-Up Grant only) 

 Copy of Minutes of current year AGM 

 Office Bearers Names & Signatures 

 Bank account details 

Name of Group/Association 

Name of Bank 

Sort Code   Bank Account Number 

Area / Complex Covered       

Purpose for Grant

Office Bearers Print Name  Signature

 Chairperson

 Secretary

 Treasurer

 Date

Send this application including supporting evidence to: 
Tenant & Community Engagement Officer, Aberdeen City Council, Housing & Environment,  
Second Floor West Wing, Business Hub 11 Marischal College,  ABERDEEN AB10 1AB

Please write 
as much detail 
regarding use of 
grant:

ABC  Tenant and Resident Group
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Appendix Four

Example Constitution

01. Name

 The name of the association shall be the 
Group Tenant and Resident Group 

02. Boundaries

 The area covered by the association shall 
be ABC Street, ABC Road & ABC Avenue

03. Aims

 To protect and advance the interests 
of all Aberdeen City Council tenants 
and  residents in the area covered by 
the association, on matters concerning 
housing and the environment, and the 
social and community life of the area.

04. Membership

 Membership of the Group shall be open  
 to:
 1. All Aberdeen City Council tenants and 

residents regardless of nationality, 
politics, race, colour, sexuality or 
religion

 2. All persons living in the area covered 
by the group, who shall be called full 
members

 3. Any friends, well wishers, members 
of community or service delivery 
organisations based in the association 
area, or any person from outside 
the area covered by the association 
wishing to support the aims of the 
association shall be called associate 
members (non voting)

 4. All voting members must be at least  
16 years of age

 5. Membership shall be charged at the 
agreed rate of £XX.XX per month - this is 
usually for sheltered housing groups only.

05. Committee

 a) A committee shall be elected to carry 
out the business of the group

 b) The committee shall be made up of a 
chairperson, a treasurer, a secretary 
and 5 general members.

 c) The committee shall be elected at 
the Annual General Meeting of the 
association.

 d) The committee may co-opt an officer, 
bearer or committee member if a 
vacancy arises.

 e) The quorum for any meeting of the 
association shall be 12 members.

06. Annual General Meeting

 a) The committee shall arrange an Annual 
General Meeting in March (usually the 
month the group signs the Constitution) 
of every year, at which the committee 
shall make a report of their work, 
present a statement of the accounts 
and then resign.

 b) The Annual General Meeting shall 
elect a new committee, vote on 
recommendations and make any 
amendments to the constitution.

 c) The Secretary shall notify all members 
of the date of the Annual General 
Meeting not less than 14 days in 
advance.

07. General Meetings

 a) There shall be a General Meeting open 
to all members as and when requested.

 b) Extraordinary General Meetings 
open to all members can be held for 
purposes of altering the constitution 
and for considering any matter, which 
the committee may decide should be 
referred to the members in general.  
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The Secretary or Chair shall call such a 
meeting at the request of no less than 
3 committee members or at the written 
request of no less than 8 members.

 c) The Secretary shall arrange for such a 
meeting to take place within 14 days.

 d) In all cases the Secretary shall 
publicise general meetings at least  
7 days in advance, by advertisement, 
leaflets or posters.

08. Quorum

 No vote or decision shall be taken at a 
General Meeting if less than 8 members 
are present.

09. Finance

 a) The group shall have the power to raise 
funds legally and receive contributions 
in money or kind on behalf of the 
association.

 b) All monies raised by or on behalf of 
the group shall be applied to further 
the object of the group and for no other 
purpose.

 c) The Treasurer shall keep proper 
accounts of the finances of the  
group and shall open a mandated bank 
account in the name of the group.  
The mandate shall authorise three 
members of the committee, one of 
whom shall be the Treasurer, to sign 
cheques on behalf of the group.   
All cheques must be signed by not less 
than 2 of the three signatories.

 d) The accounts shall be audited at least 
once a year and shall be available for 
inspection by members of the group 
on request and at the Annual General 
Meeting.

10. Alterations to the Constitution

 a) The constitution may only be altered at 
the Annual General Meeting or at an 
Extraordinary General Meeting. 

 b) Any proposed changes to the 
constitution must be received in 
writing by the Secretary at least 14 
days before the General Meeting.

 c) Any alteration to the constitution shall 
require the approval of a two-third 
majority of those present and voting 
at the General Meeting at which it is 
discussed.

11. Dissolution of the Association

 a) An Extraordinary General Meeting 
called for that purpose and advertised 
at least 14 days in advance may only 
dissolve the group

 b) The proposal to dissolve the group shall 
only take effect if agreed by two-thirds 
of the members present at the meeting.

 c) All funds, documents and possessions 
belonging and relating to the group 
shall be disposed of according to the 
wishes of the meeting.

This Constitution was adopted at a  
General Meeting held on 

Date ......................................................................

Signed ..................................................................
Chairperson

Signed ..................................................................
Secretary

Signed ..................................................................
Treasurer
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Appendix Five
Example agenda

ABC Tenant & Resident Group  
Agenda

Venue: ABC Community Centre    

Date and Time: 17 September 2013, 10am

1. Welcome and Introductions

2. Apologies

3. Minute of previous meeting

4. Treasurer Report

5. Correspondence

6. Guest Speaker

7. Update on Consultation

8. Citywide group update

9. AOB (Any other Business)

10. Date of next Meeting
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Appendix Six
Example action plan

Issue Date Issue/Correspondence Action Update

Back Door Lights 
require fixing on 
DEF Street

Mr DEF has volunteered to 
check DEF Street and give 
secretary a list of all back 
door lights which are not 
working.

Mr DEF 
completed this 
on Date and 
information 
emailed to 
Housing Officer

The Housing 
team have 
agreed to 
fix these 
immediately

Antisocial 
Behaviour – 
children at local 
shops

Ask the City Wardens to 
carry out more patrols 
during the day in the 
area of the local shops to 
reassure and deter.

Invite City 
Wardens to 
next meeting to 
discuss.

Done every 
day since the 
meeting.

Play Park needs 
improving as 
children aren’t 
using it

Secretary to find out what 
funding can be sourced to 
fund this

To contact 
Funding 
Officer within 
Aberdeen City 
Council

Vegetable Garden

Group would like to start 
a vegetable garden in 
their area. They hope to 
involve local children in 
this project.

To contact 
Environmental 
Services in the 
Council to try 
to get funding
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Appendix Seven
Example minutes

Agenda Item and What is discussed

Minutes of ABC Tenant  
& Resident Group

Date: 17 September 2012 

Venue:  ABC Community Centre

1. Welcome and Introductions – 
chairperson welcomes everyone to the 
meeting

2. Apologies – Mrs Bay 

3. Minute of previous meeting –  
minutes read and agreed

4. Treasurer Report - £105 in bank account 
£53 in cash

5. Correspondence – letter from the 
church offering donation

6. Guest Speaker – chairperson introduces 
the invited speaker

7. Update on Consultation – update 
from Housing Officer on progress of 
improvement to gardens

8. Citywide Group Update – offered 
by chairperson – minutes of Tenant 
resident Forum – chairperson looking 
for names  
to a Scottish Social Housing Charter 
Event on date

9. AOB (Any other Business) -  
Dates for your diary list handed out

10. Date of next meeting and venue 

Action to be completed

All in the group agreed

Secretary to write and thank 
for the donation

Copies of presentation to be 
sent to the chair

Housing Officer to continue 
to update the group

Names to be given to 
chairperson – to be 
forwarded to the  
Tenant & Community 
Engagement Team

3 November 2013
ABC Community Centre
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Appendix Eight
Example action plan

Council Officer - Attendance at Meetings

Name of TP Group/Committee 

Contact Name  Contact Number  

Email address 

Information about your meeting:

Date:  Time: 

Venue:   

Please tick the service you want represented at your meeting:

Antisocial Behaviour Investigation Team Housing Officer

Capital Programmes (Modernisation and Improvements) Sheltered Housing (Bon-Accord Care)

Contract Cleaning  Waste Aware

Housing Repairs  Property Factor

City Wardens  Other – please specify  

Please detail the issues you wish addressed:

 1.  Vandalism in the area (CW)

 2. Cars blocking emergency exits (CW)

 3. C ommunal cleaning in tenement f lats (HO)

 4. Problems with rubbish col lections (WA)

A Jones 01224 864 975

ABC TR@googlemail.com

17/09/2013

ABC C ommunity Centre

10 – 11.30am

ABC  Tenant and Resident Group
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Please detail the issues you wish addressed (continued):

To be completed and returned to the appropriate Senior Housing Officer

1. Received by Senior Housing Officer  3. Returned by Service

 Date:   Date:

2. Email Sent to Service: 4. Group Notified:

 Date:   Date:

Person Attending  Position

If you are unable to attend the meeting, please state why

Please send the completed form to:

Senior Housing Officer
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Multi-storey Network 
and Committee

The Multi-storey Network is for all residents 
(tenants and owners) who live in multi-storey 
buildings. The aim is to encourage ‘harmonious 
living’ in multi-storey properties, stop rumours 
and get residents working together. The 
Committee is a smaller group of residents 
who meet more regularly to help organise the 
Network meetings.
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Appendix Nine
Jargon Buster

Getting involved with any group can be a bit daunting for anyone who has never been involved on any 
kind of committee before.

However, gaining experience of how committees run and work can be very useful in terms of developing 
transferable skills and knowledge that can be used in the workplace or beyond.

After attending just a couple of meetings things usually begin to fall into place and you will quickly adapt 
and become comfortable with how committee meetings run.  Soon this will all seem old hat to you and 
you will wonder why it all seemed a bit strange at first.

Here are just a few of the very basics that will help you until you begin to find your feet.

THE COMMITTEE:
Members elected by the main group to carry out 
the activities/business of the group.  
The committee is made up of office bearers and 
general members – although general members of 
the committee may not have a special title or task 
they have a role to play in supporting and helping 
the office bearers.

OFFICE BEARERS:
They form part of the Committee who hold 
positions (Chairperson, Secretary and Treasurer) 
they rely on the help and support of the general 
members for the smooth running of the group.

OFFICER POSITIONS:
As part of the general committee you will find 
certain members have additional responsibilities as 
the Chair, Secretary, Treasurer (and possibly as a 
Vice Chair too who deputises in the absence of the 
Chair) - see below also.

THE CHAIR:
(Also sometimes called the Chairman, Chairwoman 
or Chairperson). This is the person responsible 
for the smooth running of the meeting who will 
also acts as the figurehead for the group with the 
outside world.

THE SECRETARY:
Is usually the designated person who keeps a 
record of what has been discussed and agreed at 
the meeting (see ‘Minutes’). The Secretary also 
takes responsibility for circulating the minutes, 
sending out the agenda and a calling notice 
notifying members of the forthcoming meeting. 
Usually the secretary will also have other duties  
but this may vary from group to group.

MINUTES:
Are the written record of what was discussed and 
agreed at a meeting and the agreed actions from 
that meeting.  

PROPOSER / SECONDER: 
Are the people who put forward a clear suggestion 
or proposal for making a decision that will be  
voted upon by everyone present at the meeting. 
The seconder is a person coming forward to 
support a suggestion put forward by a proposer.  
This sounds a bit formal but it is really only 
usually used when a decision requires a vote to 
be accepted (such as if there is a potential legal 
repercussion for the group).
At every committee meeting the record (minutes) 
of the previous meeting should be examined, 
amended if necessary and agreed upon as being a 
true and fair record of what was said and agreed. 
This process also requires someone to propose and 
someone else to second the minutes as being ’true 
and fair.’

VOTES:
Voting at meetings is usually around agreeing  
ideas that have been proposed or put forward 
(such as holding a fun day or spending some of  
the group’s monies).

THE TREASURER:
The treasurer plays a key role in managing and 
looking after the groups finances and reporting 
back to the group on their financial situation.   
It should be noted that the financial wellbeing of 
the group is the joint responsibility of the whole 
committee.
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CALLING NOTICE: 
Groups usually notify members of forthcoming 
meetings - either by post, email or by word of 
mouth. Usually groups lay down how much notice 
members should get of the upcoming meeting —
usually 7, 14 or 28 days.   The notification of the 
coming meeting is referred to as the calling notice.

THE AGENDA: 
This is a list of the subjects or topics due to be 
discussed at the meeting.  Usually the agenda is 
put together by the Chair and Secretary prior to 
the meeting and members can put items forward 
to be included on the agenda.  Usually the agenda 
is circulated to committee members in advance to 
give them an opportunity to think about what they 
want to say or add to the discussion.

ANY OTHER COMPETENT
BUSINESS (A.O.C.B):
This usually appears towards the bottom of the 
agenda list.  It is actually a last minute opportunity 
for urgent matters not timetabled on the agenda to 
be discussed or for information.

DONM (DATE OF NExT MEETING):
The last item on the Agenda

CONSTITUTION:
The written statement of what the group’s 
objectives are, including the committees meeting 
procedures.

ANNUAL GENERAL MEETING
(AGM):
Held as the name implies once a year, this is the 
meeting where committee members and officers 
are elected by the membership and a report 
given of the work of the group over the previous 
year, including a report of group’s audited annual 
accounts to be approved by the membership.

EGM (ExTRAORDINARY GENERAL
MEETING):
A public meeting that is called at an irregular time 
and is held to discuss an issue that has arisen 
which requires input of the entire membership and 
is too serious or urgent to wait for the next AGM 

QUORUM (OR TO BE QUORATE):
Simply, the minimum number of people with voting 
rights who need to be present at a meeting for 
binding decisions to be made - (the actual number 
will be outlined in the group’s constitution).

INQUORATE:
Insufficient members present at a meeting, so 
decisions cannot be made. (See Quorum above).

SUB COMMITTEE:
A smaller group of members appointed to carry out 
a particular task.
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Tenant and Resident 
Forum (TARF)

This group work together with the Council to 
ensure effective and meaningful consultation 
and communication takes place. Members of 
this group gain an understanding of Council 
policies and procedures. It also gives residents 
an opportunity to discuss how they have dealt 
with issues and share good news stories with 
each other.
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Appendix Ten

ABC Tenant & Resident Group  
Annual General Meeting (AGM)

Agenda

Venue: ABC Community Centre    

Date and Time: 14 March 2014, 2pm

1. Welcome and chairpersons report

2. Treasurer’s Report

3. Election of Committee

4. AOB (Any other Business)
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