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	1 What is registration?


Registration is when Tenants and Residents Associations apply to their landlord to become ‘Registered Tenant Organisations’ (RTOs).  By registering, Associations have a recognised role in the participation process; this means that they have a right to be consulted on housing issues. 

To register, Associations must be able to show that they meet certain ‘conditions’ set out in Government guidance.  Tenants and Residents Associations already meet a number of these conditions since many are already included in its constitution.  Assistance to meet all the conditions is available from the Tenant Participation Officer and from independent sources of information and advice at the end of this guidance note.
Federations that represent Tenant and Resident Associations can also apply to be RTOs.
	2 What does the Register look like?


The Register is a document/folder that provides the public with information about each RTO (for example, their constitution and a map of the area they represent). It also includes information on:

· how to contact each Association;

· when the Association has its committee and annual general meetings;

· the local Councillors and 

· whether or not the Association has a community flat.

Copies of the register are available for the public to see at each of our area housing offices and our headquarters at Garshake Road. 

	3 How does an Association apply for registration?


If you are registering for the first time contact the Tenant Participation Officer at:
West Dunbartonshire Council

Housing, Environmental and Economic Development Services

Garshake Road, Dumbarton G82 3PU.

Phone: 01389 737 281
Email: jane.mack@west-dunbarton.gov.uk
We will ask you to complete a registration form and provide us with:
· a copy of your constitution (written set of rules);

· details of the area your association represents, or a map outlining the area;

· the names and contact details of committee members (identifying tenants and residents and who holds which post); and

· a statement setting out how you plan to involve your members and how you will represent their views.
We will write to you within ten working days of receiving your application and let you know if your Association has been registered.

If you are re-registering we will ask you to complete a re-registration form.  We will only ask you for your constitution and details of the area your association represents if this has changed since last time you registered.  We will ask you for:

· the names and contact details of committee members (identifying tenants and residents and who holds which post); and

· a statement setting out how you plan to involve your members and how you will represent their views.
We will write to you within ten working days of receiving your application and let you know if your Association has been re-registered.

If your Association needs assistance to meet the registration criteria we will help you do this.  If we cannot accept your Association’s application for registration we will explain why and provide you with information about where you can get independent support and advice. 
	4 What are the conditions?


Conditions for registering tenant organisations

(These have been adapted from the Housing (Scotland) Act 2001 Guidance on Tenant Participation)

A: Your Association must have a written constitution that is available to the public and which sets out:
· your objectives and the area you will cover;

· how people can become members of your Association;

· the way the committee will work;

· how people can become committee members or hold certain posts;

· how the business of your Association will be carried out;

· how decisions will be reached democratically;

· how you will manage your funds;

· your arrangements for public meetings and an annual general meeting (AGM);

· how you can change your constitution;

· your commitment to promoting equal opportunities; and

· your commitment to promoting the housing and housing-related interests of tenants.

B: Your Association must have a committee that:
· (after the first year) is elected at an annual general meeting;

· has at least five members;
· can elect others onto the committee during the course of the year;

· has elected people who hold certain posts;
· holds regular committee meetings;
· holds advertised public meetings;
· can show that decisions are reached democratically; and

· promotes equal opportunities.
We will want to be sure that your Association answers to the tenants and residents you represent, decisions within your Association are reached democratically and you have the appropriate structures in place to run your Association.  We have a model constitution, if you want to use it.

C: Your Association must operate within a defined geographical area which includes housing the Council own and manage. Membership of the Association and involvement in its activities must be open to all tenants and residents within your defined area.
You could give us the names of the streets that your Association represents, or we can give you a map so that you can outline the area your Association covers.   Your constitution should state how membership of your association is made up. 
D: Your Association must keep appropriate accounting records and present an audited annual financial statement at your annual general meeting.
We can give you training and information to help you with this. You should have your accounting records audited each financial year.
E: Your Association must show that:
· it is committed to representing the interests of its members (tenants and residents in your area); and
· it can represent the views of its members who are tenants of West Dunbartonshire Council.
Membership of your Association must be open to all tenants and residents in your defined area. Because membership is open, we need to have some idea of how you will represent your members, such as a simple statement explaining how your Association will be accessible and involve its members. This might be similar to the types of things you would say in your chairperson’s report at your annual general meeting.  For example:

· information about public meetings;

· information about newsletters;

· how you will encourage as many members as possible to your annual general meeting;

· that you will make your Association accessible through a community flat (if you have one); and

· that you may carry out a survey to get your members’ views on a specific topic.

There are many ways in which you can make your Association available to your membership. There are also different ways in which you can get their views so that you are confident you are representing their interests.

If you represent tenants of different landlords (for example, you may have tenants of West Dunbartonshire Council and a local housing association represented in your membership), you can register with both landlords as long as you meet the conditions. However, when we consult you to get your views, we will want to make sure that we consult our own tenants.

F: If your Association is made up of a mix of tenants and residents, a process must be in place that will allow us to get the views of our tenants.
There will be occasions when we may want to get the views of our tenants and not the views of owner-occupiers or other residents. If we need to do this we will agree a way for us to be able to do this – for example, tenant sub groups or tenant surveys.
	5 How long does registration last?


Registration lasts for three years. When you first register, we will carry out a detailed check against the conditions set out by the Scottish Government.

	6 What if an Association does not register?


If your Association chooses not to register we would not recognise you as an RTO and you will not have the legal rights of an RTO. 

	7 What happens if there are changes?


If your Association’s constitution, members or area of operation changes, you must tell us no later than ten working days from the date the change takes place. We may ask you to register again.
We will let you know within ten days whether or not the changes have affected your registration.
	8 Can an Association be removed from the register?


We can remove an Association from the register if any of the following circumstances apply.
· You no longer meet the registration conditions.

· Your Association no longer exists or does not operate.

· There is mutual agreement between you and us to take you off the register.

We can remove you from the register after we have given you one month’s notice.

	9 Can your Association appeal against our decision?


You may appeal against our decision:

· not to register your Association;

· to remove your Association from the register; or

· not to remove your Association from the register.

If you want to appeal against our decision not to register your Association or to remove your Association from the register, you must write to us giving your reasons for the appeal.  We will write to you within 15 working days to let you know the outcome of your appeal.

If you are not happy with our decision, you have the right to appeal further to:

The Scottish Housing Regulator

Highlander House

58 Waterloo Street

Glasgow
G2 7DA

	10   Where can you get independent help and advice?


We value and support our Tenant and Resident Associations. We recognise your independence and the valuable input that can be achieved through the tenant participation arrangements.

We will work with all Associations to help them achieve registration. However, if you want to get independent advice, you could contact the following organisations.

Tenant Participation Advisory Service (TPAS)

74-78 Saltmarket, Glasgow G1 5LD

Phone: 0141 552 3633

Tenants Information Service (TIS)

Suite 128, Baltic Chambers

50 Wellington Street, Glasgow G2 6HJ

Phone: 0141 248 1242
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