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Do you want to make a difference in your local community?

Whether you want to organise a fun day, set up a community allotment or hold a mini arts festival
this simple guide will explain how to set up a neighbourhood group and make a start. There are a
few rules you need to be aware of but it doesn’t have to be difficult and we are here to help you all
the way.

Step 1 - have an idea!

Take a moment to reflect – what is it that you want to do, why do you think it is needed and what difference
do you think it will make for the community?

Step 2 - consider whether a new organisation is required?

It takes time and energy to instigate and motivate others to join you in your actions. Before going ahead find
out what else is going on in the area. Maybe another group are already doing or planning to do something
similar? Maybe you can join forces with them or help them deliver their project?

The Reading Neighbourhood Network (RNN) Members Directory is a good starting place to find out about
neighbourhood groups in Reading.  Whilst you are there make sure you sign up for the monthly RNN
Ebulletin to receive a digest of the latest news, events, training and funding opportunities every month.

Step 3 - find others to join you

Organising community action is all about involving other people and this begins with your committee. To set
up your neighbourhood group you will need a group of people (minimum of 3) who are motivated to make a
difference like you. For a new group these are often the people who carry out all the activity but they are also
the people who are responsible for making sure the project is run safely and legally and that any money
raised is spent wisely and as the giver anticipated.

There are 3 key roles on your committee – Chair, Treasurer, Secretary.

Role description for a Chair

In addition to the general responsibilities of a committee member:
● Planning the cycle of committee meetings
● Setting agendas for committee meetings
● Chairing and facilitating committee meetings
● Monitoring that decisions taken at meetings are implemented
● Representing the group at functions and meetings, and acting as a spokesperson as appropriate
● Bringing impartiality and objectivity to decision-making.
● Facilitating change and if required addressing conflict within the committee and within the
organisation.  



Role description for a Secretary

The role of the Secretary is to support the Chair by ensuring the smooth functioning of the committee. Tasks
will include the following:

● Preparing agendas in consultation with the Chair
● Making all the arrangements for meetings (booking the room, arranging for equipment and
refreshments, organising facilities for those with special needs etc.)
● Checking that ‘quorum’ (the right number of people) is present
● Minuting the meetings and circulating the drafts to all committee members
● Ensuring the minutes are signed by the Chair once they have been approved
● Checking that committee members and volunteers have carried out action agreed at a previous
meeting
● Circulating agendas and minutes of the AGM and special or extraordinary general meetings.

Role description for a Treasurer
The overall role of a Treasurer is to maintain an overview of the group’s funds, ensuring that proper financial
records and procedures are maintained and that there is enough money to cover future costs.

This will involve overseeing, approving and presenting budgets and statements and includes:

● The preparation of budget information to the committee
● Ensuring that appropriate procedures and controls are in place
● Ensuring the accounts are prepared and reported in a way required by funders and the relevant
statutory bodies
● If external scrutiny of accounts is required, ensuring that the accounts are scrutinised in the manner
required and any recommendations are implemented
● Making a formal presentation of the accounts at the AGM (Annual General Meeting).

Step 4 - the Constitution

Every voluntary group / charity has a Constitution. Your Constitution (sometimes called the governing
document) outlines key basic rules and principles which you must follow. The purpose of the Constitution is
to show key people, for example the bank, funders or the contributing public, how you are accountable and
how funds are safeguarded.

If you choose charitable aims for your neighbourhood group, and it is for the public benefit, it will
automatically become a charity once it has been agreed and signed by the committee members. There is no
need to register with the Charity Commission until the charity’s income goes over £5,000 a year. But you will
be able to apply directly to Her Majesty’s Revenue and Customs (HMRC) for tax relief.

We  also have helpful online guidance on how to complete your first constitution, which includes a link
to the Charities Commision model constitution for a small charity.

Step 5 - open a bank account

All voluntary organisations must have a bank account in the name of the organisation with the requirement of
at least 2 signatories. Once the committee have signed up to a constitution it can open a bank account. Most
of the high street banks provide free accounts to voluntary groups.

The bank will require the personal details of each committee member. They will also ask for a copy of your
constitution and a letter from the committee authorising the opening of an account.

It can take 2 or 3 weeks to open an account so make sure you don’t leave it to the last minute.

Step 6 - plan some activities and get people involved!

https://www.google.com/url?q=http://goo.gl/BxZcY&sa=D&ust=1574075547159000


Your new neighbourhood group now officially exists and the ideas and planning can begin to become reality.
The most successful projects are those that take lots of tiny steps in the right direction.

Your group is now eligible to become a member of RNN and you can benefit for the many benefits the
network can offer you.

Step 7 - apply for funding

There are likely to be funders who would be interested in funding your project. Reading Borough Council
(RBC) provide access to GRANTnet for voluntary groups active in Reading. GRANTnet is an online directory
of funders with the ability to search for funders particularly interested in projects like yours. You can also
subscribe to the RBC’s Funding Digest and receive it direct to your inbox every month.  

RVA’s Development Coordinator: Securing Resources can help you make best use of the comprehensive
support available through RVA and our partnership with RBC. Read full details of the service and link to
some helpful documents on our online Resources site funding page
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Reading Voluntary Action promotes strength within Reading's voluntary sector by providing information,
access to resources, volunteer recruitment and training to people who work in or with charities, community
groups and voluntary organisations.

info@rva.org.uk
0118 9372273
Reading Voluntary Action, 3rd Floor Central Library, Abbey Square, Reading RG1 3BQ
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