ADDINGHAM PARISH COUNCIL


ADDINGHAM PARISH COUNCIL
Management of Allotments and Garden Extensions
Description of Requirements
Framework for Management of Allotments 
The Parish Council will make available allotment plots for the benefit of Addingham residents, and will work with Addingham Allotments and Gardens Association to provide administrative and tenant liaison services to all tenants.  The Council, acting through its Property & Maintenance Committee and its officers, will oversee the allotment sites, and administrative support will be provided by Council officers (specifically, for day to day administrative requirements, the Assistant Clerk).
Overall Requirements
In respect of allotment sites owned by the Parish Council and known as:

· Newtown 

· Silsden Rd and Silsden Rd garden extensions
· Stamp Hill 

· Lower Stamp Hill
the Parish Council will make arrangements for day-to-day management and control of the allotment plots and garden extensions, including monitoring tenants’ compliance with tenancy agreement provisions and ensuring adequate maintenance and upkeep of allotment sites.
Specific Requirements for Management of Allotments
Members of the Council’s Property & Maintenance Committee will be available in respect of carrying out day-to-day and on the ground management activities, on an informal basis, as follows:

1. Liaising with existing tenants, passing comments, queries and information on any issues to Council officers
2. In consultation with officers, liaising with potential new tenants, explaining practices to them and arranging a site visit to identify the vacant plot(s) on offer if requested or as necessary
3. Reporting back to officers, as necessary, on any requests by tenants as regards the use of and management of their plot, on any oral statements of intent to quit, and on any other proposals made by tenants in line with their tenancy contracts
4. Liaising with officers, and with the advice of officers, if necessary, in preparing formal reports to the Property & Maintenance Committee or Council, as the case may be, on any tenant proposals potentially entailing a variation of their contracts or of Council’s policies and practices

5. As authorised by Council or by the Property & Maintenance Committee, carrying out 2 inspections per year of the allotment sites, the first, in January/February, to assess requirements for any repairs to fences, posts and gates, and the second, during the growing season, to assess the condition of plots as cultivated by tenants
6. Reporting back to officers as regards the maintenance of the public footpath and access areas on the Stamp Hill sites (to be carried out by the village lengthsman)
7. Assisting in the preparation of formal reports, with recommendations, to the Council’s Property & Maintenance Committee on any other repair and maintenance issues

8. Reporting back to officers as regards any tenant defaults in respect of the use of or upkeep of their plot.
Specific Requirements for Administration of Allotments
Tasks to be carried out by Assistant Clerk:

1. To keep and maintain up to date an accurate log of all tenanted and vacant allotment plots

2. To deal with all correspondence with existing and new tenants, responding to notices, tenant requests and feedback on any issues as referred through or by members of the Property & Maintenance Committee, including issuing notices to quit to tenants in default of plot upkeep responsibilities, and sending out any information, including circulars and news from the Association, as appropriate
3. To maintain a waiting list, as necessary, for the allocation of vacant plots as and when available
4. To handle enquiries from prospective new tenants, allocating vacant plots to eligible residents on the waiting list on a first-come-first-served basis
5. To issue new contracts and maintain files of signed contracts and contact details

6.  To issue annual invoices, collect rents and handle correspondence with late or non-payers
7. To report to the Property & Maintenance Committee on any tenants in default of payment and to issue notices to quit, as necessary

8. To prepare other administrative reports, including site occupancy statistics, for the Property & Maintenance Committee or Council, as required.

The Parish Council retains full responsibility for setting, monitoring and varying (as necessary) all policies and practices, including all terms and conditions relating to tenancies, in respect of the overall management and control of the allotment sites and garden extensions.
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