Modular Management Agreement Process

1. Modular Management Agreement

This procedure outlines the process for Co-operatives and Tenant Management Organisations who are moving over from the old Right to Manage (RTM) agreements on to the new Modular Management Agreements (MMAs). This procedure is in line with the review carried out in 2005 by the then Office of the Deputy Prime Minister (ODPM) and the subsequent 2013 guidance update by the Department for Communities and Local Government (DCLG).

The revised statutory guidance provides structure for all aspects of the MMA with specific focus in the 2013 guidance on financial management and allowance calculations. The 2005 and 2013 Agreements are clearer and less verbose than the RTM agreements with much of the individual policy and procedure information moved into schedules separate to the template MMA options document. 

The template Modular Management Agreement is approved by the Secretary of State and the specifics of each option cannot be altered by the Co-operative/TMO or the council. The idea behind this form of Agreement is that the Co-op will choose one of the options set out in each chapter for each type of service (usually option A, B, C or D).

The schedules, which are set out as a separate but necessary accompaniment to the MMA, can be altered at any point following the Co-op/TMO’s adoption of the MMA without seeking approval from the Secretary of State. 

2. Parties involved:

Council Officers involved in the process include:
· Resident Participation Officer

· Area Housing Manager/Deputy Area Housing Manager
· Assistant Director (Housing Management)
· Head of Programming (particularly if any change from previous MA in respect of major works)

· Head of Finance (particularly if any change from previous MA in case it affects the allowances)

· Legal Team
· Housing Publicity & Communications Officer (P&CO)
The Co-op/TMO may seek help and advice from an independent Lead Adviser in order to work through the MMA and agree if their functions will remain the same or change. The Lead Adviser usually gathers together all the schedules required. The Co-op will employ and pay the Lead Adviser at their own cost. Should the Co-op/TMO and the Council agree that the RPO will lead discussions then associated costs will be the Council’s responsibility.
3. Should the RPO lead on the MMA negotiations then the following procedure will apply:

i) Stage One – MMA Analysis

The Resident Participation Officer (RPO) reviews the document currently used by the Co-operative/TMO and draws comparisons with the 2013 Right to Manage Guidance. RPO highlights areas of concern for discussion with the MMA working group. 
ii) Stage Two - MMA working group meetings
An MMA working group, comprising RPO, Co-op/TMO Estate Manager and Board members (number as deemed appropriate but the Chairperson should be involved), should be formed in order to ensure that the Co-op/TMO are fully involved in the construction of the MMA
The working group will construct the MMA, using the template approved by the Secretary of State, as well as compiling the detailed schedules document. 
MMA:
To ensure understanding from all working group members, the RPO will work through the MMA template explaining each option and discussing the inclusion of appropriate policies and procedures with the Estate Manager and Board representatives

The RPO will log all option decisions (example sheet attached as appendix A) and distribute to all working group members following each meeting in order to ensure unanimous agreement 

Schedules:
The schedules will be compiled in a similar manner to the MMA body except that there will be a higher level of communication between the RPO and the Estate Manager as they collate, and sometimes re-write policies and procedures for inclusion. 

If the schedules require the inclusion of a new or edited policy or procedure, then this document should be approved by the full committee as per the Co-op/TMOs standard approval process. 

iii) Stage Three - Review with Council departments

The RPO is not expected to hold an in-depth understanding of all the financial and management elements of each individual Co-operative/TMO and certain areas of expertise will need to be checked with internal Council departments.

The RPO will check whether the changes proposed for the new MMA reflect current policy and procedure. For example, Chapter 3 content should be reviewed by the Rents team, the Major Works section should be written in conjunction with the Head of Programming and the allowances section should be sent to the Head of Housing Finance for input.

If a subject is particularly detailed or contentious, the RPO can invite officers from specialist teams to present to the MMA working group or the full Board, e.g. The Head of Programming could present the perceived pros and cons of a Co-operative taking on Major Works responsibilities. 
iv) Stage Four - Initial Sign off 
Once a chapter has been fully drafted the Estate Manager will ensure that it is sent out to the Board alongside Board meeting papers prior to the next meeting. The draft chapter will then be included as an agenda item and questions posed by the remaining members of the Boards will be addressed by the working groups representatives and fed back to the RPO if they are not present at the meeting. Each chapter will be approved by the committee throughout the compilation process so as to ensure input and ownership from the Board in regard to this contract between the Council and themselves.
The RPO will also send draft chapters to the Deputy Area Housing Manager, Area Housing Manager and Assistant Director (Housing Management) for comment, edits and initial approval.
v) Stage Five – Final Sign off

Once the MMA and the schedules are fully drafted the RPO will send an electronic copy of the final two documents to the Deputy Area Housing Manager, area Housing Manager and Deputy Director of Housing and Environmental Services for approval. 
Following approval of the MMA and Schedules content, the RPO will send an electronic copy of both documents to the Borough Solicitor for any amendments and sign off from a legal perspective.

vi) Stage Six -  Formatting and Printing
The RPO will send the final drafts of the MMA and schedules, along with any documents to be inserted as schedules or appendices, to the Publicity and Communications Officer (P&CO)

The P&CO will lay out the final documents and proof and proof read each document. 

The P&CO will send the completed MMA and the schedules to the Graphics team who will complete the formatting and PDF inserts before returning the documents back to the P&CO. 
The P&CO will send the completed documents to the RPO, Area Housing Manager and Assistant Director (Housing Management) for final agreement and sign off.

vii) Stage Seven – Committee Approval and Signing
The Co-op/TMO committee will approve the printed MMA and Schedules prior to these documents being made available to the Co-op/TMO members for two weeks prior to their presentation for approval at a General meeting
The RPO will arrange for the MMA to be signed by the Co-operative/TMO’s Chairperson at the General meeting as well as arranging for the Director of Housing’s signature. Each party will sign two copies of the MMA.

If requested, the P&CO can arrange for a photo and publicity during the signing. 

viii)  Stage Eight – Publication and Distribution:

The RPO will pass the two signed versions to the P&CO for a total of six signed and bound copies to be produced and distributed by the RPO.

Copies of the bound and signed MMA are distributed as below:

Signed originals to: 

· Co-op/TMO Chair

· Assistant Director (Housing Management) (who keeps a complete set of MMAs)

Copies of signed originals to:

· RPO

· Housing Policy Team (Lead PAPO on Co-ops/Resident Involvement who retains a complete set of old and new MMAs)

· Resources Support Manager (retains complete set of any new MMAs) 

· Legal (Assistant Borough Solicitor)

The RPO will save a master PDF of the whole document (two separate sections) in the appropriate Co-op folder on the P drive in the main Co-op/TMO folder and email a copy to the P&CO.
If any schedules are subsequently changed they should be saved and fully marker with version number and full date so it is clear which schedules apply.

The RPO must ensure that everyone with a copy as mentioned above is given a completely new set of dated schedules. 
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