Community Benefit Society No. 7975

PULBOROUGH COMMUNITY LAND TRUST
VISION & OBJECTIVES
Pulborough CLT’s vision is to create genuinely affordable homes for
Pulborough residents and workers to buy or rent, on land which will remain
in community ownership for perpetuity.
Pulborough CLT will reflect the housing needs of local people by building a mixture
of housing for families, couples and single people - both young and old - suitable
for a range of incomes and backgrounds.
Pulborough residents have formed this Trust to acquire land for the community and
develop housing projects to enable Pulborough residents, particularly those on
modest incomes, to continue to live and work in the village.
The Trust is open to all residents of Pulborough, and established local workers, who
wish to become members. Members own the Trust and will agree, in consultation
with the wider village community, what sites should be developed, what mixture
of housing should be built, and which members should become owners or tenants.
The Trust will have 3 main objectives:
‣ To become an effective and financially viable organisation able to identify
potential sites and build housing as required by members.
‣ To develop the necessary expertise and skills, supported by suitably qualified
staff and professional advisers, to successfully complete development projects.
‣ To engage with residents and local authorities to ensure maximum ongoing
support, together with a wider circle of planning authorities and national
community housing organisation as vital sources of regulatory advice, expertise
and financial aid.
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Statement of Values
1.
2.
3.
4.
5.
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Fairness and honesty
Equal opportunity regardless of race, gender or background
Sustainable and balanced development
Conserving the environment
Local democracy and accountability
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Code of Conduct
To ensure ethical and smooth running of CLT business and meetings, everyone attending or
participating in CLT business must abide by the code of conduct and act in a manner that
supports equal opportunities for all. Any Board member, member or a group of members
that act in a manor considered unreasonable, with the potential to cause harm or actual
harm to the CLT be it reputational, financial or other forms of damage, may risk exclusion or
termination of their membership as directed by the CLT Board.
1. Behaviour during CLT meetings
In contributing to the meeting, everyone will ensure that comments are not personal
attacks or judgemental of anyone at the meeting to ensure attendees feel free to contribute
in fair and open communication. Any personal attack on individuals, heated or highly
emotional will not be tolerated.
• act appropriately and allow everyone to speak without interruption or intimidation
• declare any private interests in the matters for discussion
• act with complete integrity in any dealings with or on behalf of the CLT
• treat the CLT business as confidential if not already in the public domain
• not seek to gain any advantage for themselves, their family or friends
• address the meeting via the Chair
2. Majority Decisions
Everyone must accept and abide by majority decisions delivered at constitutionally run CLT
meetings. If a member or group of members cannot support the decision, their membership
of the CLT will not be forfeit unless they fail to act in accordance with this Code of Conduct.
3. Declarations of Interest
As part of the agenda members must declare whether they have any personal, financial or
other material interest in any item on the Agenda. The Chair and the remaining voting
members of the meeting will decide whether such individuals must leave the meeting for
the relevant item or remain and not take part in the discussion or decision making.
4. Confidentiality
Information communicated at the meeting often relating to individuals, organisations or
financial matters may not be in the public domain. It is the responsibility of everyone to
ensure that this information remains confidential to the meeting unless authorised for

release by the Chair. Individuals must never use confidential information for their personal
advantage or the advantage or disadvantage of anyone known to them or to disadvantage
or discredit the CLT. Any Member guilty of disclosing confidential information may be
subject to termination of their membership.
5. Breaches of the Code of Conduct during Meetings
Anyone who does not comply with the Code of Conduct will be asked to leave the meeting
by the Chair. Anyone excluded from a meeting because of their behaviour will only be
allowed to return to future meetings if they agree to abide by the code of conduct.
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Data Protection Policy
Pulborough CLT holds data about our members and other individuals for a variety of business
purposes in pursuance of our objects.
This policy sets out how we seek to protect personal data and ensure that our members and officers
understand the rules governing our use of personal data.
Our Secretary, acting as Data Protection Officer, has overall responsibility for the day-to-day
implementation of this policy. Any enquiries should be sent to them at the company registered
address: Number Three, Rectory Lane, Pulborough, RH20 2AB or by e-mail to
pulboroughclt@gmail.com.

Business purposes
Members In addition to data retained for the purposes of membership
administration (such as when you joined), we will collect and use the
following personal data:
• Name
• Address
• Email address
• Telephone number
• Skills offered to support the CLT
• Type of housing being sought (if any)
• Number of shares purchased
We will collect this personal data by the following means:
• Membership application forms.
We will use this personal data for the following purposes:
• Governing the CLT, for example inviting you to Annual General
Meetings.
• Informing you of opportunities to engage with our work, for
example feeding into the design for a housing development.
• Investigating complaints.
• Improving our service to members.
We will not share this data with any other organisation without your
explicit consent. We will share aggregate information on our
membership without any identifying individual data, based on this
data, with interested parties.
We will retain this data so long as you are a member of the CLT.

Supporters We collect the following personal data for other individuals who may
support or be interested in our work, for our newsletter:
• Email address
We will collect this personal data by the following means:
• Website form.
• Sign-up sheets at meetings and on street stalls.
We will use this personal data for the following purposes:
• Email updates on the CLT and our work.
We will not share this data with any other organisation.
We will retain this data so long as you subscribe to our newsletter.
Housing Needs Surveys Where we undertake housing needs surveys we may collect detailed
personal data on households, including data on each individual in the
household and your financial circumstances. The information provided
will be used by the CLT to provide information for a Housing Needs
Survey Report, and no data will be shared or published which can
identify any individual. More detail on the information to be collected,
the purposes, how we will use the data, and with whom it will be
shared, will be set out on the survey.

Our procedures
Fair and lawful processing
We will process personal data fairly and lawfully in accordance with individuals’ rights. This generally
means that we should not process personal data unless the individual whose details we are
processing has consented to this happening.

Accuracy
We will ensure that any personal data we process is accurate, adequate, relevant and not excessive,
given the purpose for which it was obtained, and that it is not held for longer than is necessary for
the business purposes set out above. We will not process personal data obtained for one purpose
for any unconnected purpose unless the individual concerned has agreed to this or would otherwise
reasonably expect this.
Individuals may ask that we correct inaccurate personal data relating to them. If you believe that
information is inaccurate you should record the fact that the accuracy of the information is disputed
and inform the Data Protection Officer.

The Data Protection Officer’s responsibilities
•

Keeping the board updated about data protection responsibilities, risks and issues.

•

Reviewing all data protection procedures and policies on a regular basis.

•

Ensuring data protection statements are attached to all forms used to collect personal data,
and to all marketing materials.

•

Addressing any data protection queries from members, supporters and other stakeholders.

•

Ensuring all systems, services, software and equipment meet acceptable security standards.

•

Arranging data protection training and advice for all officers and staff.

•

Checking and approving with third parties that handle the company’s data any contracts or
agreement regarding data processing.

The responsibilities of other officers, staff and volunteers (data processors)
•

Only to process personal data for the purposes set out in this policy.

•

To store electronic data in secure systems, and paper records in a secure place.

•

To generally avoid storing personal data on mobile devices such as laptops, phones and
memory sticks, and where it is necessary to then use password protection.

•

To report any concerns or breaches to the Data Protection Officer immediately, and to take
remedial steps if necessary.

Subject access requests
A data subject may, subject to certain exceptions, to request access to information held about them.
Please contact the Data Protection Officer if you would like to correct or request information that
we hold about you. There are also restrictions on the information to which you are entitled under
applicable law.

Data portability
Upon request, a data subject should have the right to receive a copy of their data in a structured
format. These requests should be processed within one month, provided there is no undue burden
and it does not compromise the privacy of other individuals. A data subject may also request that
their data is transferred directly to another system. This must be done for free. Please contact the
Data Protection Officer with any such requests.

Right to be forgotten
A data subject may request that any information held on them is deleted or removed, and any third
parties who process or use that data must also comply with the request. An erasure request can only
be refused if an exemption applies. Please contact the Data Protection Officer with any such
requests.

International data transfers
No data will be transferred outside of the EEA without the explicit consent of the data subject.
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Equal Opportunities Policy
1. Pulborough CLT recognises that we live in a society where discrimination still operates to the
disadvantage of many groups in society and is committed to equal opportunities and non-discriminatory
procedures and practices. This will be reflected through the way we manage the organisation and provide
services to the community.
2. Our policy aims to ensure that no person should suffer or experience less favourable treatment,
discrimination or lack of opportunities on the forms of discrimination covered by the Equality Act 2010
grounds of gender, race, class, colour, nationality, ethnic origin, religious or philosophical beliefs, health
status, HIV status, age, marital status, parental status, sexual orientation or political beliefs or exoffender status as defined by the Rehabilitation of Offenders Act 1974. This policy ensures that those
who may be beneficiaries of the CLT activity are protected from discrimination.
3. The CLT welcomes diversity amongst its members and the Board of Directors recognising the
contributions that can be made by individuals from a wide range of backgrounds. All members of the
community will be treated with dignity and respect.
Responsibilities
4. Promoting and maintaining equal opportunities is the responsibility of everyone, although it is
recognised that the Board of Directors have additional responsibilities to ensure that the policy is carried
out. All members are expected to support and implement the equal opportunities policy.
5. All complaints will receive prompt attention. The Chair and one other officer or Board member will
conduct an enquiry into complaints.
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Pulborough CLT Board roles (v1.1)
Chair / Vice Chair
The Board will elect a Chair and Vice Chair
The role of the Chair is to:
1. Provide overall coordination and direction of the CLT
2. Ensure the efficient conduct of business and meetings;
3. Ensure that all members are given the opportunity to express their views and that appropriate standards of
behaviour are maintained;
4. Manage the delegation of key responsibilities and resolution of any problems;
5. Establish a constructive working relationship with other organisations i.e. Sussex Community Housing Hub,
Local Authorities, Registered Providers etc;
6. Ensure that the Board receives professional advice when it is needed, either from the Sussex Community
Housing Hub or from external sources;
7. Represent the organisation as appropriate, promoting its objectives and actions to local residents;
8. Take decisions delegated to the Chair.
Board Secretary
The Board Secretary is responsible for providing the secretariat functions that support the efficient running of the
organisation. The core responsibilities of this role are as follows:
1. To take and circulate minutes of meetings
2. Circulate meeting agendas and papers seven days ahead of meetings
3. Ensure that board members have access to timely information, papers, advice relevant to its discussions to
enable decision making
4. Arrange meeting venues and refreshments
5. Provide support for wider communication / promotional activities such as a website / Facebook
6. Liaise with key stakeholders – including: the National CLT Network, parish / town council, local authority etc
7. Undertake correspondence / complete returns as necessary
8. Liaise with the Chair / Treasurer to ensure good coordination
Legal Secretary
The Legal Secretary is responsible for helping ensure that the organisation is properly governed. The core
responsibilities of this role are as follows:
1. Organise and co-ordinate all the statutory and regulatory returns within the required timescales.
2. Ensure the governance and administrative functions of the Board meet and comply in full with the governing
instrument, best practice standards and applicable regulatory requirements.

Treasurer
The treasurer is responsible for the financial conduct of the CLT.
Their role will be:
1.
2.
3.
4.
5.
6.
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Open and manage the bank account
Maintain accurate accounts
Ensure financial procedures are followed
Be involved in and advise on financial decisions
Be aware of and manage any financial transactions
Liaise with the Chair / Board Secretary to ensure good coordination
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Bank Account Authorisations
For monies withdrawn from any bank account, whether by cheque, or other method, there must be two
persons authorising for each payment.
The authorised persons for bank account payments are:
Carol Boniface (Treasurer)
Stephen Pegler (Board Secretary)
Kate Williams (Legal Secretary)
Each payment made must be supported by invoice, receipt or other appropriate documentation and the
authorisations must be attached to this documentation prior to payment.
Bank Account Transactions
All deposits received must be banked within seven working days.
Cheques outstanding for more than two months, will be investigated and the recipient contacted. Where
instructed to do so by the recipient, the cheque will be stopped and redrawn.
Where a payment stop on a cheque is required, this will be authorised by the Treasurer.
The Treasurer will be responsible for carrying out the following duties in regards to payment stop on a
cheque:
•

ensuring the cheque has not already been presented at the bank;

•

getting authorisation to action the stop payment using appropriate forms from the bank;

•

ensuring the bank receives notification of the stop payment notice;

•

receiving confirmation of action from the bank of the stop payment.

Bank Accounts
Any new bank accounts to be opened for the business must have the authorisation of the Board. For each
new bank account opened, the financial system must be updated and the bank account registered by the
Treasurer. Variations to banking arrangements can only be made or varied by the Board. The Treasurer is
responsible for updating the financial system and/or bank account register with the new information. Where
it is decided that a bank account is no longer necessary, the Board will authorise the closure of the bank
account.
The Treasurer will then be required to complete the following:
•

ensure all transactions with respect to the account (including cheques drawn) have been completed;

•

lodge with the bank a letter, signed by two authorised signatories advising of the closure of the
account;

•

meet the bank's requirements with respect to account closure; and

•

update the financial system and bank account register

Suppliers
A new supplier for services costing over £500 must provide our business a quality product, competitive
pricing, efficient delivery, recommendation.
For each new supplier the following information table must be completed prior to agreeing services
Supplier Selection Background Information
Business Name of
Supplier
Location of Supplier
Products/Services
provided by supplier (
Attach a list if necessary)
Name of business owner/
sales representative
How many years has the
supplier been trading?

For each new supplier being considered the following checklist must be completed
Supplier Selection Review
Is the supplier pricing
competitive? Attach list to
this checklist
What are the payment terms
for this supplier?
Does the supplier provide
warranties, guarantees etc.?
Are the suppliers
representatives
knowledgeable of the
products/ services and
industry?
Is there an alternative to this
supplier, has the alternative
supplier been considered?
What are the delivery
services of the supplier?
Appointment of Supplier
The appointment of a new supplier will be authorised by the Board of Pulborough Community Land
Trust
All relevant details of the supplier will be entered into the financial system by the Treasurer once approval is
obtained from the Board.
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ANNUAL DECLARATION
OF POTENTIAL CONFLICTS OF INTEREST
I hereby give notice of the following interests which could give rise to a conflict with my Membership
of the Board of Pulborough Communithy Land Trust.
I am a member of, or hold a position of general control or management in, or have a position of
influence in, one or more of the following types of organisation:
•
•
•
•
•

public authorities or other bodies with a public remit
other companies, industrial and provident societies, charities or bodies directed to charitable
purposes
organisations whose principal purposes include the influence of public opinion or policy
trade union(s) or professional associations
any other organisation which might provide services to the Trust, or which has links with the
Trust in other ways

Please list the relevant organisations below, and sign at the base of the form.
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………
…………………………………………………………………………………………………

Signed ………………………………………………………………………………………..
Full name …………………………………………………………………………………….
Date ……………………………………………….
*****
Notes to guide completion of this form:
• Being a passive member of another organisation, for example the National Trust, would not
normally lead to a conflict of interest
• If in doubt as to whether to include something, advice can be sought from the Chairman
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Procedure for admitting members.
1. Anyone with a connection to Pulborough parish may apply for membership – this
includes living or working in the parish or nearby or having relatives who live in the
parish.
2. Applicants must complete an application form and purchase at least one share
(currently £1 a share). Their application will be considered by a board member and if
approved will be acknowledged by e-mail or paper receipt.
V1.2

Community Benefit Society No. 7975

Procedure for election of Board members
1. The Board consists of between 5 and 12 members including the Chair, Vice Chair,
Secretary, Offices of the society (such as Treasurer and Legal Secretary), elected and
co-opted members. The maximum size of the board (currently 8) shall be determined
by the board and reviewed as required.
2. The board members shall be elected at the Annual General Meeting and shall hold
office for 3 years when they shall retire. The Board Deputy Chair shall be elected by
the board.
3. Retired members may stand for re-election subject to the rules of the society
(currently a maximum of term of 10 years).
4. Any member(shareholder) may stand for election.
5. Nominations for new members of the board must be received by the board secretary
in writing, with the nominee’s permission, 14 days before the AGM.
6. The board may coopt new members as required, who shall stand for election at the
next AGM.
V1.2

Code of Good Practice for Community Land Trusts
Preamble
1. The purpose of this Code is to enhance the work and credibility of CLTs.
2.

One of the underlying drivers of CLTs is that local people have an ethos of public service and the
skills to create solutions to local problems. CLTs are fundamentally agents of local communities
and are not directly accountable to other outside organisations. The Code does not therefore
follow the route of compliance required by government of organisations receiving significant
sums of central government money. Instead it sets out the main standards that people in a
CLT’s community and others might expect. It is then for CLTs to govern themselves and to
introduce other techniques, such as external assessment and audit, if they so wish. As the
sponsor of this Code, the National CLT Network will intervene as a last resort where a CLT was
infringing the Code. It could also decide to publish the fact that a CLT was not meeting the
relevant standard of good practice in the Code.

Code of Good Practice for Community Land Trusts
1. The Community Land Trust is clear about the purpose of its work.
The CLT has a definition of the community it aims to serve1 and publicises it widely.
The CLT is clear that it provides its land, buildings, money and other resources for the benefit of its
community. It is also clear that it provides these benefits in perpetuity. The CLT publicises these
objectives widely.
The CLT builds and holds its asset base, to enhance a sense of solidarity within its community, and to
undertake further projects in future if it so wishes.
The CLT works in the interest of everyone in its community, irrespective of the backgrounds of
individuals and whether or not they are members of the CLT2.
As well as promoting specific projects involving asset ownership, the CLT aims more generally to
maximise the skills, social linkages and economic capacity of people in its community.
The CLT ensures that any profits are reinvested to finance further work that meets its objects.
2. The community and membership of the CLT
The CLT encourages all members of its community to become members of the CLT and to play an
active part in its work.
The CLT reviews its membership once a year and regularly encourages people in the community to
become members.
The CLT publishes an annual report and distributes it to people in its community.
1

Some communities may be defined geographically and others may be defined as communities of interest.
Subject to the facts that it will not always be possible to reconcile differing views in the community, or to
work with those whose interests do not align with the ethos or objectives of the CLT.
2

The CLT welcomes suggestions for action from people in the community throughout the year and
provides feedback.
Once it owns property, the CLT holds a meeting every year and invites all individuals or households
in the community to that meeting. The CLT encourages people at the meeting to highlight emerging
local needs and to suggest solutions to these needs that the CLT might pursue. The CLT also takes
account of the views of people unable to attend the meeting. Notes of such meetings are publicised.
3. The work of the CLT
The CLT assesses the needs of its community3 and develops proposals for projects that provide
solutions to these needs.
The CLT is open to providing land and buildings for a wide spectrum of uses and services in its
community4.
The CLT pursues projects that have widespread support in the community5.
The CLT achieves a balance between standards and costs. It undertakes projects to good standards
of design and specification while ensuring its projects are completed at reasonable cost and
represent good value for money.
The CLT ensures that access for members of the community to its projects is fair and that any
selection processes are open and transparent.
The CLT operates an active policy on equality of opportunity and diversity, and another on
environmental sustainability.
The CLT works collaboratively with other CLTs.
4. Money and resources
The CLT seeks to engage a wide spectrum of people in its communities to provide funds for its
schemes, and other resources such as professional skills, labour, land and buildings.
The CLT raises loans and grants on terms that enable it to give priority to meeting the interests of its
local community6.
The CLT has a robust asset lock in its governing document and its profits are not distributed as
dividends or other payments to its shareholders7.
The CLT produces annual accounts and makes them widely available.

3

Where possible, the CLT collects detailed evidence on the needs it aims to meet.
In many cases, it will only be practicable for CLTs to promote projects that meet one or two needs at a time,
but it is important that CLTs remain open to meeting a variety of needs in their projects over the years.
5
Evidence of widespread support may follow community surveys or the production of a local or parish plan.
6
For example, the terms of funding for housing schemes should enable the CLT to give first priority in
allocating homes to those in its community, ahead of nominees of housing authorities.
7
CLTs may however pay money to shareholders in return for benefits CLTs receive, such as interest on money
lent to CLTs by shareholders or rents on land leased to CLTs by shareholders.
4

5. Management committee
If members of the CLT decide to set up a management committee, its committee members work for
public rather than personal benefit.
The CLT seeks to ensure that members of its committee are drawn from a wide cross section of its
community and that no individual or group unduly influences the committee.
Management committee meetings are normally open to the public.
6. Reputation, behaviour and probity
The CLT seeks to enhance the reputation of all CLTs and does nothing to harm it.
The CLT accounts for its activities in an open manner and provides members of the local community
with reasonable access to information.
The CLT avoids any suggestion of impropriety8. Its committee members act solely in a voluntary
capacity in the best interest of the CLT and receive no payment except the reimbursement of
reasonable expenses in line with their rules and recognised good practice in the CLT sector.
The CLT maintains a register of members’ interests. Where there is an actual or possible conflict of
interest, the CLT decides whether this makes committee membership untenable for the individual
concerned, whether the individual shall have no involvement in the matter or whether the matter
can be managed by ensuring that his/her interests are declared and registered.
The CLT is aware that a conflict of interest arises if a committee member, his/her family members or
close associates are connected with any organisation or person that can gain financially from a
contract awarded by the CLT. The same applies to services and benefits in kind provided by the CLT9.
The CLT’s committee members only receive benefits in kind from the CLT’s work that are available to
all members of the community10.
The CLT has a robust system for dealing with complaints that is publicly available.

8

The CLT is aware that matters such as conflicts of interest and the acceptance of gifts and hospitality are
particularly sensitive.
9
An example of such benefit in kind is preferential allocation for committee members, their families and
associates to sub-market housing provided by the CLT.10 Examples of such benefits are the services offered by
a community shop or a sports field.
10
Examples of such benefits are the services offered by a community shop or a sports field.

