
 
 

Board Meeting 

Wednesday 30 June 2021 at 5.45pm 

 

The meeting will be held through a MS-Team online conference as provided for in article 71 of the 

Articles of Association. See the Basecamp post for the specific arrangements.  

 

Agenda 

1) Welcome and apologies 

 

2) Declarations of interest 

 

3) Minute of the Board meeting of 26 May 2021 (enclosed) 

   

4) Matters arising (paper enclosed)        

    

5) Business development 

a) Minute of the Community Engagement Committee of 26 May 2021 (enclosed) 

b) Minute of the Development Committee of 16 June 2021 (enclosed) 

 

6) Housing management activity 

a) Minute of the Tenancy Matters Committee of 14 June 2021 (enclosed) 

 

7) Property maintenance activity 

a) Asset Management Plan for 2021-2024 (report enclosed) 

 

8) Financial matters 

a) Annual loan portfolio return (confidential paper enclosed) 

b) Five-year financial projections – 2021 to 2026 (confidential paper enclosed) 

c) Bank of Scotland – end of LIBOR arrangements (confidential paper enclosed) 

 

9)   Operational matters (paper enclosed) 

a) Board and Director effectiveness (paper enclosed) 

b) Governance policies (paper enclosed) 

c) Complaints and Compliments Report (including data and information requests) 

(enclosed) 

      

10)    Any other business 

a) Publication of Board papers 

b) Date of the next Board meeting – Wednesday 25 August 2021 
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Minute of the Board meeting held on Wednesday 26 May 2021 at 5.45pm via MS Teams 

 

Present:  Tenant Members 

   Alice Craig  

   Amanda Bryan 

   Anne Wason  

   Georgina Dawson 

   Kenny George 

   Tommy Maughan 

         

   Community Members 

   Gemma Collins 

Bobby Pyper  

   David Porte 

Simon Leslie – Chair 

 

   In Attendance 

Alan Park  

David McGivern 

Jim Whiston  

Kirsty Broadfoot – Minutes 

    

   

1. Welcome and apologies 

Simon welcomed everyone to the meeting. Apologies were received from Rhonda 

Leith and Mike Tomlinson. 

 

2. Declarations of interest 

No matters were raised. 

 

3. Minute of the Board meeting held on Wednesday 28 April 2021 

 The Minutes of the meeting held on 28 April were accepted as a true record and 

were proposed by Bobby Pyper and seconded by Alice Craig. 

 

4. Matters arising  

 Jim advised that the HR briefing was still to be arranged. 

 

 

 

 

 

 

 
 

Board Meeting – Wednesday 30 June 2021 

 

Agenda Item: 3 

 

Subject: Minutes of Board Meeting Wednesday 26 May 2021 

 

Prepared by: Kirsty Broadfoot 
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5. Business Development 

 

 5a. Annual performance reporting 

 Jim spoke to the report in Caroline’s absence, summarising the main points. 

The latest tenant satisfaction survey had shown generally good 

 satisfaction levels. The one area which had seen lower levels was repairs, 

 this was generally down to the effect the pandemic had on our contractors. 

 We are back to near normal service levels now. Another area where 

satisfaction was lower was amongst owners who have to pay us an annual 

factoring charge for grass cutting. They often feel that we or SAC should be 

responsible for this maintenance charge. It was felt that our services 

provided value for money. Jim confirmed that our arrears performance had 

been exceptional in the current circumstances. Gas safety is still being 

monitored and some properties are still not allowing access. We are working 

hard to gain access and can use a variety of methods to ensure this is 

achieved including forced entry and capping gas supplies. Lettings times 

were higher due to the pandemic, but we demonstrated good continued 

access for priority needs groups. Jim highlighted the assistance staff had 

received from our IT support in getting set up for home working so quickly, 

this has had a positive effect on our efforts. Jim then mentioned the fuel 

fund support which had been increased to £7.5K. Our money advice team 

have been working hard to get the vouchers issued to the most vulnerable 

households. Simon asked about the reduction in SHQS compliance. Jim 

explained that the previously separate and higher EESSH 1 target had been 

integrated into the SHQS baseline. He emphasised that the quality of our 

stock is generally very high, for example the installation of air source heat 

pumps has made a big difference to non-gas grid houses. A further report on 

energy performance will be made as part of the presentation on the Asset 

Management Plan at the June meeting.  

 

Simon asked that Caroline be thanked for drafting  the report and also the 

full staff team for their various contributions.  

 

The Board agreed to the submission of the ARC the Scottish Housing 

Regulator. 

 

6.  Housing management activity 

 

 6a. Minute of the Tenancy Matters Committee of 12 May 2021 

  The Board noted the Minute. 

 

7. Property maintenance activity 

 No matters were discussed. 

 

8. Financial matters 

 No matters were discussed. 

 

9. Operational matters 

 Jim summarised the various matters. He confirmed that emails had been sent to 

our 3 main repairs contractors asking them to ensure they don’t turn up 

unannounced to tenants’ homes. Jim also mentioned the Community Engagement 

Committee meeting which had been held prior to the Board meeting and that he 

would show the photos of ‘The Local’ at the end of the meeting. 

3



 

 9a. Working arrangements and human resources policy reviews  

 Jim confirmed that the association is planning to adopt a “hybrid working” 

model to give a long-term option of working from home to all staff. 

Technology will be enhanced to support this. Staff have proved that they 

have high levels of self-organisation and self-discipline over the past 18 

months. Jim advised that we should be as flexible as possible with staff to 

ensure a balance which works for each individual. The option to work from 

home will be dependent on each person’s role and there should be sufficient 

cover in the department. We have established a flexible working policy and 

a remote working policy and we will look to revise the staff handbook in 

October at the HR Committee meeting. 

 

Following an update from Jim, the Board agreed to the proposed 

adjustments to working arrangements, and to give the Director delegated 

authority to apply the arrangements. 

  

 9b. Equalities and human rights annual report 

 Jim provided an update on the ongoing work to implement the policy.  

 

10. Any other business 

 Jim gave a brief presentation on the progress of ‘The Local’. 

 

 10a.  Publication of Board papers  

It was agreed that all papers could be published in their entirety. 

 

10b. Date of next Board meeting  

Wednesday 30 June 2021. 

 

There was no further business and the meeting closed at 6.50pm with a vote of 

thanks to the Chair. 

 

 

 

Signed       Dated 
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Board Meeting – Wednesday 30 June 2021 

 

Agenda item: 4 

 

Subject:  Matters arising including outstanding matters from earlier meetings 

 

 Prepared by Jim Whiston 

 

 

  

 

Ref Date Subject Progress Complete? Due by Board: 

B501 28/3/21 

 

Briefing for the Chair of the 

Human Resources Committee 

Still to be arranged. No May 2021 

B503 26/4/21 Submit the ARC Confirmation that submitted by the due date Yes May 2021 

  

Completed Items will be removed from the following month’s report. An archive of previous reports is retained for reference within the bound Board 

papers. 
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Minutes of the Community Engagement Committee meeting held on Wednesday 26 May 

2021 via MS Teams 

 

 

Present:  Amanda Bryan 

  Alice Craig 

 Anne Wason 

 Georgina Dawson 

  Kenny George 

 Tommy Maughan (Chair) 

      

In attendance:    Jim Whiston 

Kirsty Broadfoot (Minutes) 

Shonya McGinlay 

 

1. Apologies 

 

Tommy welcomed everyone to the meeting. Apologies were received from David Porte, 

Bobby Pyper and Rhonda Leith. 

 

2. Declarations of Interest 
 

No matters were raised. 

 

3. Presentation on community grants and partnerships 

 

Jim gave a presentation which looked at the history of community-based housing 

associations and summarised the many community initiatives and funding which 

Ayrshire Housing has been involved in over the years. These have included the Lochside 

project which included a photography project for local young people, gala days, a green 

gym project and clean up days.  In collaboration with SAC, we supported an access to 

employment initiative for young people and a tenant welcome project (decorating skills 

for new tenants).  

 

Jim advised that much of the funding which was previously available for these types of 

projects has now either been merged into other funds or has disappeared completely. 

He then gave an update on the community engagement fund highlighting, as an 

example, our positive relationship with Vics in the Community. We have managed to 

secure £50k of short-term grants from COVID-19 recovery funds with assistance from 

GWSF. We have provided grants to Care and Share, VASA and Seascape. We have also 

received applications from Newton play project and South Ayrshire Women’s Aid for a 

garden project at their new refuge, which the Committee agreed were worthy of support. 

 

4. Presentation on the use of the new community facility 

  

Jim gave a brief presentation showing updated photos of the exterior and interior of 

‘The Local’. We are pulling together a mailing list of potential users and Shonya will be 

contacting them in the next couple of weeks. The charges for the space will be modest, 
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around £10/£15 per hour. There will be no or a very small fee for organisations who 

are eligible for a community grant. We are looking at a possible soft launch of the space 

in July and hope to have ‘The Local’ featured in the Doors Open Day programme for the 

first week in September.  

 

5. Any Other Business 

 

Jim confirmed that the Committee will meet at least annually but that we may wish to 

hold a meeting in the new space once restrictions have eased. He also asked the 

Committee to think about any potential groups/charities who would like to use the 

space for meetings etc. 

  

 

The Chair thanked all for their attendance and contributions.  

 

The meeting closed at 5.15pm. 
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Development Committee Minute – 16 June 2021 

 

Prepared by: David Glennon and Jim Whiston  

 

 

 

Minute of the Development Committee held on Wednesday 16 June 2021 at 4.30pm as 

an MS-Teams meeting.  

 

 

Present:   Mike Tomlinson - Chair  

   Amanda Bryan  

   Gemma Collins  

   Alice Craig 

   Tommy Maughan 

   Bobby Pyper 

 

In attendance:  David Glennon - Minute 

   Jim Whiston 

 

 

1. Apologies 

 

 Apologies were received from Kenny George and Georgina Dawson. 

 

2. Declarations of Interest 

 

 No matters were raised. 

 

3. Minute of the meeting held on 14 April 2021 

 

 These were noted. There were no matters arising. 

 

4. Development Report 

 

 Jim and David spoke to the report. 

 

 Mike mentioned the importance of developing a firm pipeline of new projects. 

 

5. Any other Business 

 

 Jim and Mike announced a very productive meeting had taken place with lead 

 Councillors. Discussions are ongoing with a view to ensuring that Ayrshire Housing 

 is still further embedded in the delivery of affordable housing locally.   

 

 Date of next meeting – Wednesday 11 August 2021 at 10.30am. 

 The meeting closed at 5.15pm 
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Minute of Tenancy Matters Panel held on Monday 14 June 2021 at 6pm 

 

Subject: Rent Arrears - Decree for Recovery of Possession 

 

 

 

Present:  Alice Craig 

   Georgina Dawson 

   Simon Leslie 

    

       

In attendance: David McGivern 

   Carla Grainge 

 

 

The Panel had been asked to consider a case where the association had been granted Decree 

for Recovery of Possession of a tenancy because of non-payment of rent lawfully due. 

 

The Panel noted the reasons for the rent arrears and that any actions required in accordance 

with the Associations procedures had been followed. 

 

David outlined the background to the case  

 

 

 

  

 

 

 

 

 

 

The Panel appreciated all the hard work and were satisfied that the staff had taken all 

necessary actions required. 

 

The Panel members unanimously agreed with the recommendation that the Decree should be 

enforced. 
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Board Meeting – 30 June 2021 

 

Agenda item:  7 

 

Subject:  Asset Management Plan for 2021 - 2024 

 

Prepared by: D McGivern 

 

Recommendation: To approve the Asset Management Plan 2021 – 2024 for publication 

and to note the update on progress against the actions detailed in the previous Plan. 

 

 

 

The asset management plan sets out how we will fulfil our obligations to tenants to 

maintain the quality of their homes. It also shows how statutory and regulatory 

requirements in relation to the stock will be met. The plan is subject to a major review 

every three years. Its action plan is reviewed annually by the Board. 

 

The previous Plan covered the period 2018 – 2021 and was scheduled for a full review in 

June 2021. 

 

The revised Asset Management Plan outlines the various methods and measures for 

achieving the overall aims of the association which will address tenants’ aspirations, meet 

new energy and quality standards and ensure that our houses are built and maintained to 

the highest standards. 

 

Recommendation:  

 

The Board is asked to approve the revised Asset Management Plan 2021 – 2024 for 

publication. 
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INTRODUCTION AND STRATEGIC CONTEXT 
 

 

AYRSHIRE HOUSING BUSINESS PLAN 

 

Ayrshire Housing’s Business Plan 2019 – 2022 sets out the association’s mission in the 

following terms:- 

 

“We aim to enhance the wellbeing of our tenants and the wider communities of Ayrshire 

through high quality housing and related services.” 

 

The Business Plan also details the values and vision of the 

association which are intended to be delivered through a 

number of specific objectives across the range of the 

association’s services and activities. 

 

The objectives which are focussed on the management of 

the association’s physical assets fall under the key theme 

of:- 

 

 

 

 

 

 

 

 

“Quality Homes” 

 

“We will ensure that our existing and future houses are built and maintained to the highest 

standards, and continue to meet the needs and aspirations of our tenants by:  

 

Maintaining our houses to the highest standard. 

 

 We will ensure that our fully funded Asset Management Plan: 

 

• adapts to tenants’ aspirations and  

• meets new energy and quality standards”.  

 

(Ayrshire Housing Business Plan 2019 – 2022) 

 

The Asset Management Plan supports the association deliver on the key themes outlined 

in the Business Plan. 

 

The Asset Management Plan will outline the various methods and measures for achieving 

the overall aims of the association which will address tenants’ aspirations, meet new 

energy and quality standards and ensure that our houses are built and maintained to the 

highest standards. 
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These methods will include the provision of a reactive and responsive repairs service, a 

planned and cyclical maintenance programme, reliable information regarding the 

condition of our stock, an awareness of our health and safety obligations covering aspects 

such as asbestos, legionella, fire safety and other identifiable risks. 

 

Our Development programme will also have a clear focus on the provision of new and/or 

acquired housing which meets these standards and aspirations as well as being 

environmentally sustainable. 

 

 

SCOTTISH SOCIAL HOUSING CHARTER 

 

 

The Scottish Social Housing Charter sets out the 

standards and outcomes that all social landlords 

should be aiming to achieve for their customers 

when delivering housing and related services. 

 

The Charter includes the following outcomes: 

 

 

 

 

 

 

 

 

 Social landlords manage their businesses so that tenants’ homes are well 

maintained, with repairs and improvements carried out when required, and that 

tenants are given reasonable choices about when work is done; 

 

 Social landlords manage their businesses so that tenants’ homes, as a minimum, 

meet the Scottish Housing Quality Standard by April 2015 and continue to meet it 

thereafter, and when they are allocated are always clean, tidy and in a good state 

of repair; and also meet the Energy Efficiency Standard for Social Housing (EESSH) 

by December 2020; 

 

 Tenants, owners and other customers receive services that provide continuing 

improving value for the rent and other charges that they pay; 

 

 A balance is struck between the level of services provided, the cost of the services, 

and how far current and prospective tenants and other customers can afford them. 

 

The Asset Management Plan will assist the association deliver these Charter outcomes. 

 

 

OBJECTIVES OF THE ASSET MANAGEMENT PLAN 

 

The Asset Management Plan is intended to complement and inform Ayrshire Housing’s 

Business Plan and to set out priorities for the maintenance and improvement of the 
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housing stock. It should support the delivery of the key themes detailed in the Business 

Plan. 

 

Key objectives to be achieved in the management of our assets include the following: 

 

 Maintain and develop housing stock in a condition that meets our current and 

future tenants’ needs, expectations and aspirations. 

 

 Continue to meet the Scottish Housing Quality Standard (SHQS). 

 

 Achieve high standards of energy efficiency in order to work towards meeting  

EESSH2 where feasible and within the limits of cost, technology and necessary 

consent. 

 

 To critically assess the current and future stock to ensure it is fit for purpose. 

 

 To have clear strategies based on robust information for current and future 

investment. 

  

 To identify the likely investment needs in our current and future stock over the next 

30 years. 

 

 To avoid uneconomic or unnecessary investment in the stock. 

 

 To ensure we meet legislative and regulatory requirements and standards.  

 

 

LINKS TO OTHER POLICIES 

 

 

A number of the association’s other 

policies directly or indirectly impact on how 

the association manages its assets. These 

include the following: 

 

 

 

 

 

 Repairs and Maintenance Policy 

 

 Right to Compensation for Improvements Policy 

 

 Alterations and Improvements Policy 

 

 Rechargeable Repairs Policy 

 

 Aids and Adaptations Policy 
 

 AH Landlord’s Facilities Health and Safety Manual (EVH) and associated policies 
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 Sustainability Policy 

 

 Procurement Strategy 

 

 Development Policy and Procedures 

 

 AH Design Guide 

 

 AH Group Financial Regulations 

 

 

 

STOCK PROFILE 

 

Our stock is primarily located in South Ayrshire, 

with 99% of units in this local authority area.  

There are also a small number of properties in 

East Ayrshire and North Ayrshire local authority 

areas. 

 

The association retains and maintains up to 

date stock information including age, size, 

types, usage, attributes etc. This is subject to 

ongoing review to ensure it is accurate and 

useful. It is also used to assist the best and most appropriate use of the stock e.g. when 

allocating empty properties. 

 

A summary of some key stock data is provided in Appendix 1. 

 

 

DEMAND ANALYSIS 

 

Ayrshire Housing operates in areas where there is generally a high demand for housing 

across all tenures. This demand is often less evident in some rural areas, but the 

association will closely analyse market information including taking account of latent or 

unexpressed demand when making an assessment of each development opportunity or 

major investment in maintenance or improvements. The addition of new homes for 

affordable rent, through grant-aided purchase and development, remains a key objective 

for the association.   

 

Ayrshire Housing also actively participates in the Mortgage to Rent Scheme and has 

acquired a number of properties via this route. The association has also purchased 

properties, partly grant funded, on the open market. Most of the properties the association 

has acquired through open market purchases have been ex-local authority or ex-Scottish 

Homes accommodation which had previously been lost to the social housing supply 

through the Right To Buy schemes which have since been abolished. 

 

We acquire such houses on the basis that they already meet the minimum quality and 

energy standards or can be readily brought up to the relevant standards including SHQS 

and EESSH. An assessment of the investment required to meet the relevant standards, 
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the purchase price and the demand for each unit is carried out prior to any commitment 

to buy. 

 

Consideration is also given to further stock transfer opportunities or stock rationalisation 

providing any proposals are cost effective.  The association is committed to further 

development on a sustainable basis and will consider all opportunities to secure grant 

funding and seek to participate in future new build development initiatives. In addition, we 

will seek to use our financial strength to undertake small scale innovative projects at a 

deliverable and sustainable scale. 

 

Our strategy for investment in our stock is designed to ensure that the risks associated 

with decreasing demand are not caused or exacerbated by a failure to carry out 

appropriate maintenance and improvement works. 

 

 

FINANCIAL PLANNING AND RISK MANAGEMENT 

 

The association’s Business Plan 2019–2022 states that the aims of the association will 

be delivered by a number of approaches. These include a clear focus on careful and 

prudent financial management of the association’s assets, income and expenditure. 

 

“Value for money underpinned by financial strength  

We are one of Ayrshire’s major charities with assets at their social value of £65 millions. 

Each year, we inject £10 millions or more into the local and wider Scottish economy. We 

combine long-term financial strength with commitment to ensuring rents that are 

affordable and value for money. Our financial prudence, due to keeping operating costs 

at the right levels, means that we have the assets and reserves in place to maintain our 

stock to meet emerging aspirations and to create new housing opportunities for our 

communities”. (Business Plan 2019-2022) 

 

Ayrshire Housing is financially strong with a solid asset base and a fundable stock 

maintenance and improvement plan. The current business plan cash flow projections 

allows for expenditure of around £4m for planned maintenance works in the period to 

March 2023 which provides sufficient cover for the expenditure planned over this period. 

With ongoing careful management, it is considered that the plan provides sufficient cover 

to deal with unexpected construction inflation, Covid-19 risks and additional regulatory 

obligations. We will also continue to explore any external funding opportunities that will 

enable planned works programmes to be delivered at a reduced cost or which provide 

improvements at no cost to the association. In recent years, external funding has permitted 

the installation of Air Source Heat Pumps and Quantum Heaters in lieu of electric storage 

heating primarily in areas which are not on the national gas grid. 

 

We will also resource programmes of additional survey works focussed on updating the 

information we hold on energy efficiency ratings (EPCs) and also to meet our duties in 

relation to the management and control of asbestos in our stock. 

 

 

STOCK CONDITION AND LIFE CYCLE COSTINGS 

 

A central part of our framework for decision-making centres on the ability of the association 

to collect and maintain data that is accurate and reliable. It must also use this information 
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in a way that is analytically robust and meaningful to support all asset management and 

investment decisions that are made. 

 

Our approach to the management and review of the stock condition we hold is based on 

the following: 

 

 We hold a regularly reviewed and updated set of data originally prepared by The 

Planned Maintenance Consultancy who undertook a partial stock condition survey 

in 2008. Further surveys were carried out in 2010 in addition to a desktop analysis 

of new build properties developed after 2008. Further analysis of this data was 

carried out with input from Ewing Sommerville Partnership, an independent, 

external Quantity Surveyors consultancy practice as an ad hoc piece of work and 

also during previous stock valuation exercises. 

 

 An internal approach to updating stock data involving stock condition surveys that 

involves a review of the life cycle assumptions and costings for each major 

component. 

 

 Life cycling costs and timescales held on the Planned Maintenance Module within 

our integrated housing, finance and property management software package, SDM. 

This allows for the remodelling and planning of future investment programmes, 

including 30 years cost projections based on up to date stock and budgetary 

information. 

 

 A review of all programmed works and a remodelling of the scheduled dates and 

life cycles based on up to date analyses of the condition of components planned 

for renewal each year. 

 

 A comprehensive property dataset showing compliance with EESSH including the 

basis for the assessment, the EPC rating for each property and whether the rating 

is based on actual or cloned data. This allows for an assessment of the investment 

required to bring our stock up to the highest EESSH standards feasible taking 

account of current ratings and the level of investment needed to improve the energy 

efficiency for each property. 

 

 The association has jointly commissioned the development and procurement of 

online digital surveying software to improve the efficiency of the surveying process. 

This is being done partly to ensure that the target for achieving completion of the 

100% over 5 years is met. As part of this development a review of the resources 

required to carry out the planned level of surveys is also being conducted. This 

review is taking account of the association’s current internal capacity along with 

the option of utilising external support to assist in the process. The development 

and procurement process is being conducted in collaboration with another RSL. 

 

Additional survey works are also planned to update the information we hold on energy 

efficiency, (EPCs), and the management and control of asbestos. 

 

We are fully aware that long term investment needs drive future rent increases and we 

need to ensure that our assumptions are based on sound information and that our 

investment priorities and decisions are fair and reasonable, can demonstrate value for 

money and meet tenants’ expectations and needs. We also need to ensure that we can 
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clearly explain that the basis for investment decisions is robust and takes account of both 

needs and expectations from tenants as well as externally driven requirements such as 

meeting energy efficiency and housing quality standards. 

 

 

STOCK MAINTENANCE 

 

Our approach to maintaining and improving our housing stock will be based on a range of 

delivery mechanisms. 

 

Reactive Repairs 

 

We will ensure that the Reactive Maintenance 

service is responsive, high quality, delivers 

value for money and meets the needs and 

expectations of our tenants. Services will be 

delivered to agreed standards with key 

performance indicators closely monitored. 

The service will be responsive to 

improvements suggested through customer 

feedback and tenant scrutiny on the quality of 

service delivered. 

 

 

Void Property Management 

 

It is important that properties that become void are re-let as quickly as possible. The 

processes associated with this are detailed in our Voids Management Policy and Reactive 

Maintenance Policy. 

 

It is also important that void properties are relet to an acceptable standard. We have a 

Minimum Lettable Standard which publicly states the standard that properties will be 

repaired to prior to letting. A copy of this standard is provided for all new tenants as well 

as our contractors. 

 

Occasionally, and sometimes through necessity, major improvement works may be carried 

out when a property is void. This approach will only be done on an exceptional basis and 

generally, providing the house meets the Minimum Lettable Standard, such improvement 

works will be carried out when due. This approach is based on being equitable and fair 

towards other residents as well as providing value for money as works will often be more 

economic when carried out as part of a larger programme. 

 

Planned and Cyclical Maintenance 

 

A comprehensive programme of Cyclical Maintenance and Planned Maintenance is 

important to ensure that the stock is maintained to a high standard.  

 

Our cyclical maintenance programmes include external painter work, gutter cleaning, 

landscape maintenance, gas servicing, checking heat, smoke and CO detectors, lift 

maintenance, asbestos management, legionella testing, electrical testing, emergency 

lighting testing and servicing of medical adaptations. 
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Ayrshire Housing’s stock condition survey information is intended to help identify the 

necessary programmes of work to maintain the stock throughout our 30 year business 

plan projections. This information can be regularly reviewed and remodelled as part of the 

ongoing surveys of our stock.  

 

In line with standards set out in the SHQS, especially Modern 

Facilities and Services requirements, the priority issues for re-

investment are mainly associated with the following 

elements: 

 

• energy efficiency providing for affordable warmth;  

• heating and boilers;  

• kitchens;  

• bathrooms;  

• electrical upgrades (rewiring);  

• windows and doors;  

• roofs.  

 

These components also generally reflect feedback from 

tenants about what is most important for them in terms of housing quality and standard 

of accommodation which we have collected during comprehensive satisfaction surveys. 

However, we also have to factor into this assessment other obligations e.g. to meet 

externally driven standards such as those set out by the Government including EESSH2. 

 

The planned maintenance investment programmes are generally delivered through 

elemental, component based programmes as opposed to ‘whole house’ refurbishment.  

This approach tackles disrepair and lack of amenity across a larger number of homes. The 

elemental approach is considered appropriate given the general condition of the stock 

although the association will consider integrated works programmes where appropriate to 

ensure value for money is achieved.  

 

The profile for future investment is reflective of a stock which has previously been well 

maintained but requiring ongoing repair and improvements which are expected within the 

sector. 

 

Aids and Adaptations 

 

We also deliver an annual programme of aids and adaptations to existing stock and bid 

annually to the Scottish Government for Stage 3 Adaptation funding to assist us with the 

delivery of this programme. The aids and adaptations programme allows many of our 

tenants to remain in their own homes for as long and as independently as possible. Within 

our areas of operation there is an increasing ageing population and demands for aids and 

adaptations are therefore likely to increase.  

 

The level of Stage 3 funding from the Scottish Government is insufficient to satisfy the 

level of demand and need for such works and the association now funds many minor 

adaptations from the reactive repairs budget. In addition, requests for additional funding 

has become a routine feature of the processes adopted to try and ensure that we can carry 

out as many of the works in as short a timescale as possible. 
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To prioritise the demand and programming of aids and adaptations we work closely with 

South Ayrshire Health and Social Care Partnership with particular regards to ensuring 

consistency with the prioritisation given by the Occupational Therapists when making 

formal referrals to us for adaptations. 

 

 

ENERGY EFFICIENCY 

 

We are in the fortunate position of complying with EEESH 1 subject to a limited number of 

exemptions which will be addressed at the next letting of the properties though upgrades 

or disposal. This means that the interim EEESH 2 objective of ensuring that no lets from 

2025 have an EPC of less than D can be assured.  

 

The EEESH 2 expectation of all properties achieving an EPC B rating by December 2032 is 

however a challenging one with the risk of pressure on rents and the unintended risk of 

fuel poverty being increased or at best not addressed. We are aware through our 

experience of installing air-source heat pumps that the extra capital cost can far exceed 

direct benefits to residents in terms of heating costs and general comfort. We have been 

fortunate in obtaining grants to support this investment thus to a large extent avoiding any 

negative  impact on other investment priorities or rent levels to date. However, there is no 

certainty that grant support for such investment will always be available. 

 

We understand that in the light of the current consideration of a new build heat standard 

and Building Regulations energy review that the EEESH2 review date may be brought 

forward to 2023 from 2025. This may be an opportunity for the Government to clarify the 

policy objectives of EESSH in terms of carbon reduction and the shift from natural gas. It 

may also lead to greater clarity on the proviso that achieving the desired B rating is subject 

to “the limits of cost, technology and necessary consent” and how this relates to ensuring 

continued affordability for tenants.  

 

In the circumstances, the short-term focus of the association is on updating its information 

base through surveys and focused energy performance studies. This will provide a platform 

to implement chiefly fabric first measures which can be incorporated within the capital 

programme to allow the modelling of EESSH2 milestones over the period to 2032. We will 

implement this approach through the annually updated action plans attached to this plan 

 

This will be combined with a commitment to seek additional funding to support innovated 

solutions to enhance energy efficiency and to back this with a commitment to published 

evaluation studies.  

 

 

HEALTH AND SAFETY 

 

Landlord Facilities Health and Safety Manual 

 

To help us ensure that we can demonstrate compliance with our Health, Safety and Welfare 

responsibilities as both an Employer and a Landlord, Employers in Voluntary Housing (EVH) 

with the assistance of its Health and Safety advisors, ACS, developed a manual containing  

26 “Topic Specific Policies” addressing our Health & Safety obligations for each area 

including the Construction Design and Management (CDM) Regulations 2015. 
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The policies and procedures in the Manual are intended to ensure legal compliance and 

general good practice in the management of building associated risks and resident 

welfare. 

 

The policies have been reviewed and either adopted or amended to reflect our own 

requirements or to verify that our existing policies either met or exceeded what was 

recommended in the EVH templates. 

 

The manual incorporating the full list of policies is available at the following location: 

 

https://www.ayrshirehousing.org.uk/wp-content/uploads/2020/08/Landlord-Safety-

Manual-Full-Manual.pdf 

 

 

Fire Risk Management 

 

Ayrshire Housing has a duty as an Employer under the Fire (Scotland) Act 2005 to carry 

out Fire Risk Assessments to the common areas of properties for which we have a 

responsibility for maintenance.  

 

All new properties built by the association or those undergoing refurbishment will comply 

with the Building Regulatory Standards and will be equipped with the relevant fire 

protection equipment as appropriate including smoke/heat detection, fire doors, 

emergency lighting, smoke control equipment and dry risers. 

 

All fire detection and protection equipment will comply with the relevant British standard 

and will be subject to testing and servicing. 

 

Tenants will be made aware of their responsibilities to provide access for servicing and 

informed about fire safety through articles in the association newsletters and use of the 

association’s website. 

 

Following the Grenfell Tower Fire, the Scottish Government brought forward its 

consultation on smoke and heat detector alarms, as well as CO alarms, in housing. The 

result was a major change to the “tolerable standard” for all housing tenures, taking effect 

from February 2021, giving housing providers less than 2 years to install or upgrade fire 

and CO alarms in all of their properties. Due to coronavirus restrictions the deadline for 

compliance has been extended by 1 year to February 2022. 

The new standard requires: 

 

 One smoke alarm installed in the room most frequently used for general daytime 

living purpose 

 One smoke alarm in every circulation space on each storey, such as hallways and 

landings 

 One heat alarm installed in every kitchen 

 Carbon monoxide detectors to be fitted where there is a carbon-fuelled appliance 

(such as boilers, fires, heaters) or a flue. 
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Notwithstanding the extension to the deadline, with the assistance of our contractors we 

have continued to work towards meeting the new standard by the original timescales and 

have now substantially completed the programme of upgrades. 

 

Gas Safety 

 

James Frew (Gas Sure) has been 

appointed to undertake our Gas Annual 

Inspection and Reactive Maintenance 

Contract.  

  

Comprehensive internal and 

contractor’s management systems are 

in place to ensure compliance with our 

statutory duties in respect of gas 

servicing. 

 

 

 

 

Asbestos Management 

 

Ayrshire Housing has responded to the Control of Asbestos at Work Regulations 2002 

through the development of an Asbestos Register and Management Plan. This Register, 

which is subject to review and updating, provides information regarding the location and 

control measures relating to asbestos in our stock.  It primarily relates to our stock 

acquired through large scale and individual acquisitions as it is acknowledged that the 

stock built through our development programme should not contain asbestos. A review of 

our Register and Management Plan was undertaken during 2020 and a programme of re-

surveying and updating our information is being carried out. 

 

The association has adopted the Asbestos In Tenancies Policy developed by EVH Health 

and Safety advisors, ACS, included in the Landlord Facilities Health and Safety Policies 

Manual. 

 

Legionella and Water Testing 

 

Ayrshire Housing's obligations are determined by the requirements of the Health and 

Safety at Work Act and extend to non-employees, such as residents, independent 

contractors and members of the public. Guidance to fulfil these obligations is set out in 

the HSE Approved Code of Practice, commonly referred to as "L8".  

 

The association has commissioned risk assessments and introduced water hygiene 

regimes to ensure compliance with the above guidance. 

 

The association has adopted the Water Systems and Legionella Policy developed by EVH 

Health and Safety advisors, ACS, included in the Landlord Facilities Health and Safety 

Policies Manual. 
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CUSTOMER CARE AND TENANT FEEDBACK  

 

Consultation  

 

For relevant planned works, e.g. replacement of kitchen fitments, where practically 

possible, we will give tenants the opportunity to make appropriate choices, e.g. of colours 

or types of kitchen fitments. 

 

We will liaise closely with tenants over the arrangements for carrying out individual 

contracts, e.g. of cyclical painting, planned maintenance etc. We will endeavour to provide 

tenants with as much notice as possible of works scheduled to their homes.  

 

Tenant Satisfaction 

 

For reactive repairs we will give all tenants the opportunity to comment on the standard of 

work carried out by sending them a tenant satisfaction survey. Any expressions of 

dissatisfaction will be followed up and a response provided to the tenant. 

 

Satisfaction surveys will be carried out following the completion of major works. 

  

We will carry out surveys for all new tenants asking a range of questions about the 

standard and quality of their homes. 

 

We will carry out a comprehensive tenant satisfaction survey every 3 years which will 

include asking tenants a range of questions about the standard and quality of their homes 

as well as the standard of service they receive, including the repairs and maintenance 

service. 

 

Tenant Scrutiny 

 

Our asset management and maintenance services 

will be open to direct scrutiny from our tenant led 

scrutiny panel supported by the Tenants Information 

Service (TIS). 

 

 

 

 

 

 

 

 

DELIVERY AND MONITORING THE ASSET MANAGEMENT PLAN 

 

The Asset Management Plan is intended to cover a three-year period, and at the end of 

that time will be subject to a comprehensive review.  Annual reviews will be carried out to 

consider changes in legislation or other factors requiring action and adjustment. 

 

An action plan will be produced annually detailing the major specific works scheduled for 

each year. Progress and performance against these will also be covered as part of the 

annual review of the Asset Management Plan. 
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Each action plan will focus on the following key goals: 

 

• Ensure the maintenance of SHQS compliance with a rigorous approach to 

minimising abeyances and exemptions. 

• Achieving year on year improvements in EPC ratings. 

• Optimising the capital investment programme to achieve the above points.  

• Maintaining and where applicable enhancing levels of resident satisfaction. 
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Stock Profile Information     Appendix 1 
 

Breakdown of Stock by Age and Type 

 

Total Pre-

1919 

1919-

1944 

1945-

1964 

1965-1982 1983-

2002 

Post 

2002 

TOTAL 

 
5 20 309 118 495 653 1600 

 

Pre-1919 House 4 in a block High Rise Maisonette/Other Tenement  
South 2 0 0 2 1 5 
East 0 0 0 0 0 0 
North 0 0 0 0 0 0 

      5 

       

1919-1944 House 4 in a block High Rise Maisonette/Other Tenement  
South 3 14 0 0 3 20 
East 0 0 0 0 0 0 
North 0 0 0 0 0 0 

      20 

       

1945-1964 House 4 in a block High Rise Maisonette/Other Tenement  
South 269 20 0 8 9 306 
East 0 1 0 0 0 1 
North 2 0 0 0 0 2 

      309 

       

1965-1982 House 4 in a block High Rise Maisonette/Other Tenement  
South 73 0 0 3 40 116 
East 1 0 0 1 0 2 
North 0 0 0 0 0 0 

      118 

       

1983-2002 House 4 in a block High Rise Maisonette/Other Tenement  
South 243 0 0 43 208 494 
East 1 0 0 0 0 1 
North 0 0 0 0 0 0 

      495 

       

Post 2002 House 4 in a block High Rise Maisonette/Other Tenement  
South 407 8 24 51 151 641 
East 12 0 0 0 0 12 
North 0 0 0 0 0 0 

      653 
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Breakdown of Stock by Size and Type 

 

              

SOUTH AYRSHIRE       4 in a  Other Flat/   

  House High Rise Tenement Block Maisonette Total 

1APT 0 0 0 0 0 0 

2APT 57 7 266 21 74 425 

3APT 467 17 141 18 29 672 

4APT 410 0 5 3 4 422 

5+APT 63 0 0 0 0 63 

TOTAL 997 24 412 42 107 1582 

       

              

EAST AYRSHIRE       4 in a  Other Flat/   

  House High Rise Tenement Block Maisonette Total 

1APT 0 0 0 0 0 0 

2APT 4 0 0 0 1 5 

3APT 4 0 0 1 0 5 

4APT 4 0 0 0 0 4 

5+APT 2 0 0 0 0 2 

TOTAL 14 0 0 1 1 16 

       

              

NORTH AYRSHIRE       4 in a  Other Flat/   

  House High Rise Tenement Block Maisonette Total 

1APT 0 0 0 0 0 0 

2APT 0 0 0 0 0 0 

3APT 0 0 0 0 0 0 

4APT 2 0 0 0 0 2 

5+APT 0 0 0 0 0 0 

TOTAL 2 0 0 0 0 2 

       

       

              

ALL STOCK       4 in a  Other Flat/   

  House High Rise Tenement Block Maisonette Total 

1APT 0 0 0 0 0 0 

2APT 61 7 266 21 75 430 

3APT 471 17 141 19 29 677 

4APT 416 0 5 3 4 428 

5+APT 65 0 0 0 0 65 

TOTAL 1013 24 412 43 108 1600 
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Breakdown of Stock by Provision 

 

  South East North Total 

General 1422 16 2 1440 

Sheltered 0 0 0 0 

Very Sheltered 0 0 0 0 

Medium Dependency 0 0 0 0 

Wheelchair Housing 45 0 0 45 

Ambulent Disabled 115 0 0 115 

      

Total 1582 16 2 1600 
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Asset Management Plan 
 

Action Plan 2021 – 2022 
 

Overall Action 

 

Sub-tasks/activities Progress Comments 

Maintenance of SHQS 

Compliance 

 

   

Stock Condition 

 

   

Establish Targeted Programme of 

Stock Condition Surveys 

 

Confirm programme based on 

refreshing information currently 

held with emphasis on older 

stock. 

 

 

  

Develop and Implement Use of 

Digital Stock Condition Survey 

Software 

 

Complete software development 

and apply. 

 

Identify suitable device/IT 

hardware for surveys. 

 

Review resources required to 

carry out survey programme. 

 

  

New post within Maintenance 

section to have operational 

responsibility for maintaining 

accurate and reliable stock 

condition information 

 

Job Description and Person 

Specification for post to be 

completed. Focus on 

administration of stock condition 

information including SHQS and 

EESSH data., internal quality 
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Overall Action 

 

Sub-tasks/activities Progress Comments 

assurance and control including 

development of and adherence to 

documented internal procedures 

and reliable performance 

reporting information. 

 

Delivery of planned Major Repairs 

investment programme. 

 

Annually review programme 

taking account of LCC database 

information, current assessment 

of component condition and 

financial resources. 

  

 

 

EESSH 

 

   

Achieve year on year 

improvements in EPC ratings 

 

Report movement in stock profile 

in June 2022 

  

Complete review of current EPC 

ratings for all stock and assess 

investment required to achieve 

EPC Band B rating or make 

property as energy efficient as 

practically possible within the 

limits of cost, technology and 

necessary consent. 

Report to the Board in June 2022   

Major works and investment 

programmes prioritise energy 

efficiency works 

 

Review current EPC data and plan 

improvement works around likely 

impacts on EPC ratings. 
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Overall Action 

 

Sub-tasks/activities Progress Comments 

Increase number of EPC 

certificates and reduce number of 

cloned data. 

 

Continue to obtain EPC where 

required for all void properties. 

 

Programme of EPC surveys where 

data is currently cloned or older 

than 10 years.  

 

 

  

Ensure up to date EPC is 

completed in all properties where 

energy efficiency improvement 

works have been carried out. 

This to include where ad hoc 

works have been completed in 

individual properties e.g. boiler 

replacement after component 

failure. 

 

This to be included in contract 

documentation e.g. central 

heating upgrades, boiler 

replacements door & window 

renewals, re-roofing, insulation 

contracts. 

  

 

 

Resident Satisfaction 

 

   

Analyse repairs satisfaction 

survey responses and follow-up 

any expressions of dissatisfaction. 

 

Enhance current processes to 

maximise the level of returns. 

  

Consult and inform tenants 

affected by annual planned 

improvement works and take 

Provide tenants with a range of 

styles e.g. kitchen replacements. 
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Overall Action 

 

Sub-tasks/activities Progress Comments 

account of their needs and 

preferences where possible. 

 

Carry out post planned 

improvement works satisfaction 

surveys, 

 

Summary of outcomes to be 

included in the quarterly and 

annual Performance Digests. 
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 2020-2021 Progress against previous actions 
 

Item Milestones Progress Comments – June 2020 Update – June 2021 

Carry out selected stock 

condition surveys of 304 

properties (approximately 

20% of stock) annually and 

update database (targeting 

those identified by their high 

levels of responsive repairs). 

 

 

• Carry out periodic internal 

training to ensure 

consistency of 

assessments. 

• Prepare programme of 

surveys by March of each 

year. 

 

- 1st Quarter –  76 

surveys 

- 2nd Quarter – 76 

surveys 

- 3rd Quarter –  76 

surveys 

- 4th Quarter –  76 

surveys. 

- Annual Target – 304 

surveys 

Current five-year 

programme: 

 

Year 1 (2017-18) 

- target 334 surveys 

- actual 302 surveys (90%) 

 

Year 2 (2018-19) 

- target 300 surveys 

- actual 306(100%) 

 

Year 3 (2019-20) 

Target 304 

Actual 321 (combination of 

physical surveys and 

desktop analysis). 

 

Comprehensive review of 

survey  

methodology and 

programme being 

undertaken during 2020-

2021. 

 

The association has jointly 

commissioned software 

development and 

procurement to allow for 

more efficient electronic 

capture of stock condition 

information. 

 

Assessment of resources 

required to meet survey 

targets will be also carried 

out during the year. 

 

 

 

Target of physical surveys 

carried out was not 

achieved due to restrictions 

on carrying out non-

essential property visits 

during Covid-19 lockdowns. 

 

Development of software is 

currently underway. 

 

Additional resource within 

Maintenance section 

included in 2021–22 

Budget 

Continue with external 

repainting programme to a 

five-year cycle. 

 

 

• Review properties to be 

completed within annual 

programme by January. 

• Complete tender process 

and agree contract(s) by 

March. 

2019/20 programme 

complete: 

 

Ayr – Fulshaw Place, George 

Square. McLeanStreet, Wills 

Gardens, Gould Street and 

Galloway Gardens. 

Rolling 5-year programme 

(as indicated at Appendix 5) 

 

Tender is being pre-paired 

for 2020/21 programme 

Delay due to Covid-19 

 

Technical Services Manager 

has instructed Ewan 

Somerville to prepare a 

specification and tender for 

the external paintwork 

programme years 2021-

2025 
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• Monitor quality and 

satisfaction of works – 

April to October. 

• Complete and authorise 

payments by December. 

 

View and Fernbank Court.  

Coylton – Glenhead Court/ 

Place, High Park Road, St 

Brides Way 

 

 5 Year Term contract using 

Schedule of Rates (SoR) to 

be tendered 2020. 

  

Tender Information passed 

to Ewan Sommerville 

Partnership. 

 

Carry out reviews of priorities 

of works and funding 

arrangements for the 

programmes within asset 

management and prepare a 

long term financially 

supported works 

programme. Include resident 

involvement in the 

considerations and 

proposals. 

↑ 

• Review Life Cycle 

Costings reports from 

The Planned 

Maintenance 

Consultancy. 

• Consider options and 

programme of works 

in alignment with 

financial 

commitments and 

projections. 

• Confirm annual 

major repairs works 

by December. 

• Tender/negotiate 

and contract by 

March. 

 

Review completed and draft 

programme prepared. 

Programme revised to reflect 

cash flow projections and 

information obtained during 

stock condition surveys. 

 

2019/20 works programme 

completed including: 

 

Renewal of 70 kitchens at 

Fulshaw Place, Hadyard 

Terrace, Mossbank Place & 

Southside Avenue 

 

Renewal of 188 gas boilers 

at Crown Square, Fulshaw 

Place, St Andrews Court St 

Cuthbert Road & Street 

Hosiery Court & Whitefaulds 

Crescent 

 

External Wall Insulation 

(EWI) installation at 39 

properties in Castleview, 

Revised priorities identified 

to achieve EESSH including 

gas boiler replacement / 

electric heating upgrades for 

off gas grid stock 

incorporated into the 

programme.  Data reviewed 

and transferred to SDM 

Planned Maintenance 

Module. 

 

2020/21 works 

programmed identified 

(Appendix 5). 

 

Replacement of 62 boilers 

at Black friars Court, 

Braehead, Cunninghame 

Road Ave Earl Crescent, Earl 

Rise 

 

Renewal of 15 Bathrooms at 

South side 

Avenue,(Mossblown) and 

Woodside (Dailly) 

Energy efficiency works 

prioritised during 2020-21 

including heating upgrades, 

boiler replacements and re-

roofing. 

 

Restrictions on carrying out 

non-essential works due to 

Covid-19 has resulted in 

some works being carried 

forward into 2021-22. 

 

 

 

 

Works Completed 2020-21. 

 

 

 

 

 

Works recommenced 

following lifting of 

restrictions. 
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Dundonald and 2 properties 

in Waggon Road, Ayr 

 

£300,000 Grant Funding 

from Scottish Government 

This is part-funding the fitting 

of interlinked smoke and 

heat alarms with carbon 

monoxide alarms as a result 

of new standards and 

regulations introduced by 

the Scottish Government. 

This will take place over a 

two-year period commencing 

February 2019 with the 

amends to the Housing 

(Scotland) Act and Scottish 

Housing Quality Standard. 

81.9% completed Full 

compliance Dec 2020 

 

 

 

  

 

Replacement of 6 Electrical 

heating systems Victoria 

Cres, Dailly, Kirkbride Cres. 

Crosshill, Whitefaulds Ave. 

Maybole. 

 

Renewal of 47 External 

Doors George Place, Ayr 

Arran Ave, Ballantrae, The 

Clachan, Barr, Victory Cres. 

Dailly 

 

Renew 6 Patio Doors Victory 

Crescent, Dailly 

 

Rewire 1 Property Thornyflat 

Drive, Ayr 

 

All of the above works were 

subject to delay or 

reassessment due to the 

Covid-19 restrictions or 

restriction imposed by 

budget constraints.  

 

 

 

 

 

 

Works completed 2020-21 

 

 

CMS awarded the contract, 

composite door styles to be 

confirmed. Possible delay 

due to supply issues. 

 

Doors to be surveyed  

 

Completed 2020-21 
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Annual surveys of customer 

satisfaction. 

↑ 

• Report to Board January, 

April, August and 

November. 

Surveys being carried out as 

part of routine repairs 

procedures i.e. all tenants in 

receipt of repair.  Surveys also 

undertaken via text 

messaging (pilot commenced 

Jan 2012). 

For 2018/19 a total of 823 

paper or text surveys were 

returned.  ARC indicator 16 

(last job only) recorded 94.6% 

of tenants responding were 

either very or fairly satisfied.  

The survey questions have 

been amended to reflect 

the Scottish Social Housing 

Charter (Indicator 16) 

introduced April 2013. 

 

A comprehensive Tenant 

Satisfaction Survey was 

undertaken 2019 

Tenant satisfaction 

surveys will also be 

completed following 

major works 

programmes. 

 

Dispose of Unsuitable 

Properties 

↑ 

• Subject to discussion by 

Asset Management 

Group.  

 

 One property which failed 

SHQS was identified and was 

disposed of in 2019 -2020 

 

 One additional property 

identified for disposal  during 

2020-21. 

Property located in common 

close where AH only owned 

one property. Others either 

private rented, owner-

occupied or local authority. 

Significant works required to 

property and communal 

areas. Very poor condition 

and not meeting AH 

standards. 
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Risk Assessment 

review for 

Legionella. 

 ↑ 

• Integrated Water 

Services. Successful 

contractor 2 year contract 

2019-2021 with option of 

additional 12 months. 

Initial Risk Assessment and 

programme of works to be 

submitted by end of  June 

2019 

Temperature monitoring 

of office taps ongoing. 

 

Updated Risk assessment 

deferred pending office 

alterations. 

 

Water Systems and 

Legionella Policy 

produced as part of our 

Landlord Facilities Health 

& Safety Policies Manual. 

 

 

 

Comply with 

requirements of 

Fire Safety, 

Asbestos 

Management, 

Legionella Control 

and Construction 

Health and Safety 

policies 

 

Evidence of compliance 

to be presented to 

association’s Health & 

Safety Committee 

 Policies adopted – June 

2020 

 

Establish Tenants’ 

Repairs Service 

Focus Group.  

↑ 

Milestones were originally 

set for 2012. 

Following the 2014 Tenant 

Satisfaction Survey, a number 

of tenants expressed interest 

in participation in Repairs 

Focus Group 

 

Focus Group involving six 

tenants held in November 

2014. 

Group participants 

consulted on the last 

review of Repairs and 

Maintenance Policy. 

Since then the Tenant 

Scrutiny Group was 

established and chose 

the repairs service as a 
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subject for their first area 

for scrutiny 

The group produced their 

recommendations for 

consideration and 

responses to those 

recommendations were 

drafted.  

The association’s 

responses to the 

recommendations were 

presented to and 

accepted by the Group.  

Develop an 

approach to 

disability and stock 

configuration. 

 ↑ 

•  Aids and Adaptations 

Policy  approved by the 

Board Nov 2018 

• Adaptations to be added 

to SDM. 

Confirmation of grant funding 

2019/20 £60,000 

 

Confermation of grant funding 

for 20/21 £60,000 

Adaptation waiting list 

referrals being processed. 

 

Total grant was spent. 

 

  

 

 

Construction 

(Design and 

Management) 

Regulations 2015 

• CDM (Scotland) 

appointed to provide 

advice and guidance on 

this subject. 

• New contracts reflect 

revised legislation. 

All maintenance and major 

works contracts will comply 

with the standards laid out 

within  CDM  

TSM to ensure 

compliance 

 

Procurement 

Reform (Scotland) 

Act 

↑ 

• Ewing Somerville 

Consultant QS ensuring 

all tender documents 

proceed for various work 

packages during 2018, 

TSM and OS Consultant. 

Reviewing all new works 

packages are compliant with 

regulations. (on-going) 

 Consultant QS assisted with 

tender documentation and 

procurement for various 

works packages during 2020-

2021. 
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were compliant with 

revised regulation 

• Consider development of 

a Procurement Strategy. 

Energy Efficiency 

Standards for Social 

Housing (EESSH) 

 

↑ 

 

 

 

 

 

Energy Efficiency 

standard for Social 

Housing post-2020 

(EESSH 2)  

 

 

• Review existing Energy 

Performance Certificates 

(EPCs) to establish 

baseline data. 

 

Target – Obtain 50 EPC’s 

during 2019 which equates 

to 18% of current failures 

(274). 

 

 

 

 

 

• 2025 

Review Progress towards 

EESHH 2  

 

• 2032  

Consider introduction of 

additional requirements 

around air quality and 

environmental impact; 

No social housing to be 

below EPC band D 

Reduce volume of cloned data 

and increase level of data 

held. 

 

 

For 2019/20 the number of 

certificates has increased to 

849 and the % of stock 

meeting EESSH is now 88.4. 

 

 

 

 

Following publication of 

EESSH 2 prepare a remedial 

plan to address requirements. 

Continue to obtain EPC for 

any void properties. 

 

 

Additionally target stock 

where no EPC data held or 

where improvement 

works undertaken. 

 

EPC’s older than 10 years 

will be re-assessed. 

 

 

 

 

 

 

 

Review of EESSH fails 

underway with assessment of 

reasonable measures and 

costs required to meet 

standard. 

 

All properties with EPC over 10 

years shall be re-assessed. 

These surveys were delayed 

due to Covid restrictions. 

 

All major works undertaken 

that result in improved energy 

efficiency shall have a new 

EPC undertaken upon 

completion of these works 
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As far as possible, all 

hard to treat properties 

in rural and off-gas areas 

meet the 2020 

milestone 

 

• 2032 

maximise attainment of 

EPC band B for social 

housing 

 

• 2040 

Poor energy efficiency 

removed as a driver for 

fuel poverty. 

All Social Housing is 

carbon neutral as far as 

reasonably practical 

 

 

 

Appoint Gas Audit 

Consultant 
• Seek tenders for 

provision of gas audit 

services to provide 

independent system 

checks for gas 

appliances. 

QS to prepare tender 

documents concurrently with 

gas servicing and 

maintenance contract. 

Technical Service 

Manager has advised that 

James Frews (Gas Sure) 

are a Gas Safe accredited 

company. Gas Safe 

Register is the official gas 

registration body for the 

United Kingdom, Isle of 

No Further Action required. 
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Man and Guernsey, 

appointed by the relevant 

Health and Safety 

Authority for each area. By 

law all gas engineers 

must be on the Gas Safe 

Register. Independent 

audits are undertaken by 

Gas Safe to ensure 

compliance with current 

regulations. In addition, 

Frews  Management 

systems ensure 
MSP 29 – competence 

and training. 
MSP 30- Recruiting Gas 

Safe engineers. 

MSP 30-quality control of 

Gas Safe work. 

 

Frews also as per our 

contract terms utilise 

their internal audit 

department to audit 10% 

of our contract using their 

audit team and pass 

these on to us a monthly 

basis. 

 

Develop revised Life 

Cycle Costed Plan to 

replace current 

Plan. 

Data transfer from LCC 

spreadsheet into SDM 

Planned Maintenance 

TSM to review existing data 

and ensure all relevant 

information is correct and any 

Estimated cost and 

notional life expectancy of 

components reviewed by 

TSM. 

Life Cycles and costings 

subject to ongoing review and 

updating. 
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↑ module by TSM in March 

2018. 

. 

issues identified and 

corrected 

 

 

 

Install or upgrade 

fire and CO alarms 

in all of our 

properties. 

↑ 

 

Compliance with legislation 

by February 2022. 

Properties Identified and 

work instructed. 

Full compliance required by 

February 2022 

 

TSM has issued instructions to 

undertake works to ensure 

compliance 

Application for Interest Free 

Loan Scheme was successful 

and supplemented 

association’s commitment to 

internal funding. 

Service disruption caused 

by Covid-19. A small 

number of tenants have 

not allowed access. 

95% of our properties are now 

compliant with the legislation. 

TSM has written to the 

properties that are still 

outstanding requesting 

access before further 

measures are considered 

Carry Out Electrical 

Safety Inspections 

100% of stock inspected 

within 3 years 

Compliance by 2022 

Contract let Additional properties 

require to be inspected in 

2020-2021 and 2021-

2022 to ensure 

compliance. 

 

This has been discussed 

with contractor. 

Due to the restriction in place 

as a result of the Covid 19 

pandemic our contractor was 

unable to undertake any 

testing whilst level 3 

restrictions were in place. As a 

result of this we have only 

been able to test 297 

properties out of the 1511 

issued to ADT. The Technical 

Services Manager is in contact 

with ADT to revaluate how we 

can best achieve compliance.   

Estate based 

project budgets will 

be introduced and 

tenants and staff 

will be encouraged 

to identify or 

suggest projects. 

Estate Based Policy to be 

Developed 2019 

TSM to identify Budget 

2019 

Initial policy draft being 

prepared. 

 

Budget Identified £10,000 

from 2019 landscape budget 

Information highlighting 

the criteria for inclusion 

was added to the tenants’ 

newsletter summer 2019 

edition. 

 

Very low interest. 

Scheme to be re-publicised 

during 2021. 
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Recommendations 

must generally 

benefit Ayrshire 

Housing tenants 

living within the 

estate.  

↑ 

Consultation with tenants 

2019 

 

 

Conversion of 

communal lighting 

to LED products 

incorporating 

Microwave switch 

↑ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Following successful Tender 

exercise MB Electricals 

awarded contract.  Works 

completed. 

 

 

 

MB  Electricals were awarded 

the contract following Tender 

exercise.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Energy saving 28 watts 

versus 12 watt. 

Running cost 28 watt 

£199 per year Running 

cost 12 watt Evo £42.64 

per year 

Save more energy in 

standby 

Photocell switches on 

microwave again saving 

energy 

 

Save money in 

maintenance both in re-

lamping and 

life/performance.  

 

Lower Ayrshire Housing 

carbon footprint 

 

 

 

 

 

 

TSM Identified Block 5 

Blackfriars Court as pilot. 

Scheme. Following 

consultation with the tenants 

the remaining blocks were 

converted to LED lighting with 

microwave switches. 

Following an examination of 

the landlord supply costs 

Good Shepherd Court was 

identified as the most 

expensive area for common 

lighting. Communal lighting 

now converted at this 

location. 

Ayrshire Housing shall 

continue this exercise until all 

the common area lighting has 

been changed to LED 

microwave switch lighting. 
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Smart link Gateway 

– provides for 

monitoring of 

smoke and heat 

detectors in our 

non-gas properties. 

 

 

All non-Gas properties will 

be fitted with the smart link 

system. 

 

 

 

 

Gas Sure Awarded contract 

 

 

 

 

 

 

Real Time reporting 

 

Forecast replacement 

and maintenance. 

 

Notification of alarm 

activation and system 

events. 

 

Creating a safer living 

environment 

 

 

 

Works to be completed in this 

financial year. 
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Board Meeting – Wednesday 30 June 2021 

 

Agenda Item: 9 

 

Subject: Operational matters 

 

Prepared by: Jim Whiston  

 

For noting 

  

Coronavirus issues (including health and safety) 

 

The Scottish Housing Regulator has announced that the special Coronavirus reporting is 

to switch from monthly to quarterly reporting for the time being and that the data 

requirements are being extended. The first of these reports will be submitted in July. 

 

With the easing of restrictions, we are working well with our contractors to extend the 

range of repair and maintenance services. There are ongoing material shortages which 

are delaying the completion of some jobs. We are also reviewing the timing of  

replacement works timed for the coming months to ensure that they can be delivered 

without inconvenience to tenants given the supply issues.  

 

Our gas safety performance continues to be carefully monitored to ensure that we are 

following the latest advice from the Health and Safety Executive and Gas Safe (the 

registration body for the gas installation industry). The reasons for any failures to 

maintain a current safety certificate are carefully recorded with our contractor to ensure 

that we are taking reasonable steps (based on risk assessments) to comply with the 

regulations in the current circumstances. Notwithstanding this, we are now achieving 

near normal levels of compliance by applying our standing procedures rigorously. 

 

The easing of the general restrictions will however have little impact on office working at 

least in the short-term. It is assumed for the time being that home working will remain 

the norm until at least the early autumn. The improvements to the office environment 

coupled with the agreed shift to hybrid working should ensure a smooth transition in 

working arrangements when the time is right. 

 

Even at “Level 0”, indoor gatherings are restricted 10 people from at most 4 households. 

This makes short-term planning for the use of “The Local” by ourselves and potential 

users difficult. We are though actively promoting the space and it is clear that there is 

already significant interest as groups prepare to restart their public work. 

 

Board effectiveness and governance 

 

See agenda item 9a.  

 

Eydent  

 

Work continues to finalise the programme for a conference in the early New Year. 
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Placement opportunities within Ayrshire Housing 

 

This activity is in abeyance for the time being. 

 

Staffing issues 

 

Nothing to further to report. 

 

Staff pension schemes 

 

Nothing further to report since the last meeting of the Human Resources Committee. 

 

Audit Committee  

 

A new date will be claimed for the next meeting. 

 

Community engagement and publicity  

 

The Community Engagement Committee met on 26 May 2021. See the minute at 

agenda item 5a. 

 

Notifiable events and disposals 

 

As noted above a return is submitted each quarter (formerly each month) to the Scottish 

Housing Regulator on the impact of the Coronavirus restrictions. This includes 

information on arrears, voids and our cash position and legal actions. 

 

There have been no disposals or notifiable events since the May meeting.  

 

A consolidated report on disposals and notifiable events will be considered by the Audit 

Committee at its February 2022 meeting.  

 

Annual General Meeting 

 

It is proposed to hold this hold this on 8 September at 4.30 pm. The temporary 

legislation allowing online meetings no longer applies. Legal advice suggests that holding 

the AGM virtually could be, at least in theory, challenged by a member. It should be noted 

though that under the Companies Act, we are not required to hold an AGM so that any 

legal issues simply concern the interpretation of the Articles and not any statutory 

obligations.  

 

Given the likely continuing restrictions on indoor public gatherings, it is proposed to hold 

a hybrid meeting hosted at Main Street. The notice of the meeting would make it clear 

that attendance physically at the meeting would have to be reserved in advance and that 

the numbers would be no more than the indoor gathering limits which would apply when 

the notice is issued. Members who could not be accommodated at the meeting would 

still avail themselves of the online facility to participate.    
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Board Meeting – Wednesday 30 June 2021 

 

Agenda Item: 9a 

 

Subject: Board and Director Effectiveness 

 

Prepared by: Jim Whiston  

 

Recommendation to agree the action and training plans, and succession proposals. 

 

Introduction 

 

This paper covers: 

 

• The outcomes of the 2020-2021 Board effectiveness action and training plans. 

• Proposals for the 2021-2022 action and training plans. 

• Board member succession planning. 

• The Director’s objectives for 2021-2022. 

 

It builds on the report on the annual Board member reviews made to the April meeting. 

 

2020-21 action plan outcome 

 

Action  Outcome Achieved? 

Training plan Applied Yes, with two exceptions to 

be included in new training 

plan 

Board handout Stated outcomes achieved Yes 

Induction process Buddy/mentoring still to be 

put in place 

No – include in new action 

plan 

Improved information on 

development projects 

Improved presentations to 

the Committee on 

development and online 

Yes 

Business planning Extended presentation and 

planning for the next three-

year plan. 

Yes 

Succession planning Annual review in place to 

inform the electoral process 

Yes 

Board reporting  Topic addressed in 2021 

Board member reviews 

Yes 

Hub development Included in the remit of the 

new Community 

Engagement Committee 

Yes 

Field trip to another housing 

association 

Not practical during the year No - include in new action 

plan 

Community membership Included in the remit of the 

new Community 

Engagement Committee 

Yes 
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2020-21 training plan outcome 

 

Topic Outcome Achieved? 

Chairing skills Online session with external 

training held 

Yes 

Basecamp and ICT Board members felt that 

informal assistance was 

sufficient 

Yes 

Financial statements  Extended session at 

February meeting as 

requested  

Yes 

Housing legislation  Full briefing to the Tenancy 

Matters Committee 

Yes 

Governance and regulation  Presentation at the 

November Board meeting 

Yes 

Board/staff event on roles, 

reporting etc 

Not achieved for practical 

reasons. 

No – include in new plan 

Health and safety  No briefing beyond 

standard reporting 

No – include in new plan 

 

Over the year, there has been a significant increase in Board member attendance at 

external briefings and training sessions given the convenience of online formats. 

 

Proposed action plan for 2021-22 

Below is a proposed Board action plan based on the Board reviews (see the annex). 

 

Action Outcome sought When By whom 

Training plan Programme based on the plan 

below in place by September. 

September 

2021 

Director/Chair 

Board seminar(s) Improved induction, etiquette 

and communication (including 

difficult conversations within 

Board). 

March 2022 Director/Chair 

Board/staff event Fuller understanding on roles, 

communication and on 

wellbeing. 

March 2022 Director/Chair 

Board 

communication and 

ICT survey 

Improved communication 

between Board members and 

access to information 

November 

2022 

Director/Chair 

Staff/Board field 

trip 

Internal and external networking  April 2022 Director/Chair 

 

Proposed training plan for 2021-22 

Below is a proposed Board training plan based on the Board reviews (see the annex). 

 

Topic Delivery  When 

Health and safety – focus 

on hybrid working risks and 

management 

External speaker January 2022 

Repairs and Maintenance Internal briefing April 2022 

Development including 

energy efficiency  

Internal briefing and 

signposted Energy Agency 

August 2022 
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seminars 

Allocations and housing 

management policy and 

practice 

Internal briefing to the 

Tenancy Matters Committee 

May 2022 

Understanding financial 

reporting 

Internal briefing February 2022 

Governance and regulation Internal briefing October 2021 

Constructive Challenge External speaker October 2021 

 

The above plan will be included in the Board Meetings and development for the 2021-

2022 session.  

 

The association has an annual budget of £16,500 for training and development which 

should be sufficient to accommodate the above activity and ongoing staff training. 

 

Succession planning  

 

Under the Board Effectiveness Policy, the Board’s succession planning should be 

reviewed after the Board members’ reviews and before the call for new members. 

 

This year in the tenant section, Amanda Bryan and Georgina Dawson are required to 

stand down. In addition, Alice Craig, Tommy Maughan and Anne Wason who fill casual 

vacancies also stand down. All are eligible for re-election. Based on the reviews, it is 

recommended that the Board encourages them all to do so.  

 

In the Community category, David Porte and Rhonda Leith stand down. Likewise, based 

on the reviews, it is recommended that the Board encourages them to stand again. 

Rhonda has over nine years’ service which the Board considers to be a continuing asset.  

 

Sufficient allowance has been made in the budget for external advertising alongside 

including a call for new members in the Community and Tenant newsletters. The 

Company Profile will be updated to support recruitment to the Board. 

 

The Director’s review 

 

Due to ill health, the review has still to be concluded. Subject to the review’s finalisation, 

it is recommended that the following objectives be agreed for 2021- 2022 and which 

would be subject to review each quarter: 

 

AH Strategic 

Objective 

Objectives and targets 

(action, outputs/outcomes, 

please be as specific as possible). 

Resources/ 

Support 

Required 

Timescale 

for completion 

Providing an 

excellent 

service 

 

To ensure that a new Business 

Plan is in place for April 2022 and 

the Board, staff and key partners 

are fully engaged in its drafting.  

From 

colleagues 

March 2022 
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 To further develop our 

satisfaction monitoring and 

feedback to demonstrate our 

performance more clearly in 

qualitative terms. This would 

focus in particular on our repairs 

and estate management services. 

From 

colleagues 

March 2022 

Quality homes 

 

To ensure that the new Business 

Plan sets out clear actions (for 

example through the asset 

management plan) for enhancing 

the existing stock to meet 

emerging standards. 

From 

colleagues 

March 2022 

 Continuing to review the 

fundability, timing and delivery of 

the development programme. 

 March 2022  

Thriving 

communities 

 

Ensuring the successful 

promotion of the new community 

facilities and its active and varied 

use as restrictions ease. 

Staff/Board 

assistance in 

developing 

ideas and 

relationships 

March 2022 

 Continued promotion of our 

community grants in particular by 

building more active funding 

partnerships with other local 

voluntary organisations. 

Staff/Board 

assistance in 

developing 

ideas and 

relationships 

March 2022 

A forward 

looking and 

sustainable 

association 

To apply our Equalities and 

Human Rights Policy by actively 

engaging with equalities groups. 

From the 

Board and 

colleagues 

June 2022 

 To manage the transitions to 

hybrid working to further enhance 

staff morale and recruitment.  

From 

colleagues 

March 2022 

 Ensure that our existing excellent 

customer care is built on in new 

and more professional ways, for 

example with the enhanced public 

office and the continued roll out 

of digital services.  

Through 

motivating 

and up-

skilling our 

staff. 

March 2022 

 

Recommendation  

 

It is recommended that the Board agree to the above action and training plans, and to 

the proposals on succession planning and the Director’s objectives. 
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Annex  

 

Board training priorities  

 

Below are the training priorities identified in the Board member reviews with comments. 

 

Individual  

Repairs and Maintenance  

Comment: include in training plan. 

Links to housing news feeds 

Comment: already in Board members handout.  Include hyperlinks in Basecamp posts. 

Development  

Comment: include in training plan. 

Undertake the role of committee chair 

Comment: good spread of responsibility now in place. 

Job shadowing 

Include in action plan topic on interaction with the staff. 

Chairing skills workshop 

Comment: since held. 

Source short webinars on current issues 

Comment: regular alerts now in place. 

 

Group 

Allocations, housing policy and legislation 

Comment: include in training plan. 

Finance session – understanding reports and terminology  

Comment: include in training plan. 

IT training 

Comment: include survey of needs and support options in action plan. 

 

Board 

Constructive challenge and having difficult conversations 

Comment: include in training plan/action plan. 

Governance and regulation 

Comment: include in training plan. 

 

Board development priorities 

 

Induction 

 

• Establishment of a “buddy system” – carried over from previous reviews. 

• Support new members with meeting preparation. 

• Chair to be included in the induction process. 

• Review of etiquette and protocols for meetings. 

 

Comment: Include in Board seminar. Ensure existing procedure on induction followed 

with regard to the Chair’s involvement. 

 

Staff 

 

• Review of policies and procedures to reflect changes in working arrangements. 

• Management of risk, wellbeing and keeping staff safe. 
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• Consider “pop-up” sessions for Board members every 3 months – to allow them 

to ask housing related questions. 

 

Comment: include staff welfare in health and safety session and ensure presentations by 

a wider range of staff at Board meetings (build on existing practice). 

 

Communication 

 

• A move to electronic Board papers. 

• New ways to communicate with tenants. 

• Establish a central storage area for key Board papers. 

• Informal Board get togethers, working groups and away days. 

• Improve networking. 

• Promote attendance at conferences. 

• Consider Board only Eydent conference. 

 

Comment: survey Board about use of existing online communication and support needs. 

Include wider issue of communication and networking in Board seminar. 

 

Hub 

 

• Establish Board and staff working group to look at he hub.  

 

Comment: topic now in remit of the new Community Engagement Committee. 

 

Community  

 

• Involvement in local community groups. 

 

Comment: topic now in remit of the new Community Engagement Committee. 

 

Green Energy 

 

• Get involved in discussions with organisations which provide grants. 

 

Comment: include in training session development. 

 

Board and Committee Meetings 

 

• Encourage participation for all. 

• Encourage Board members to chair Committee meetings. 

• Discussion around Committee attendance, roles and responsibilities. 

• Continue review the format and content of Board papers. 

 

Comment: Committee chairs now selected. Include other topics in action and training 

plans for a Board survey on communication and a Board seminar. 
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Board Meeting – Wednesday 30 June 2021 

 

Agenda Item: 9b 

 

Subject: Governance policies 

 

Prepared by: Jim Whiston  

 

Recommendation: adopt the updated policies, procedures and manual. 

 

Introduction  

 

The Scottish Federation of Housing Association’s (SFHA) has issued updates to the 

model Board and staff Codes of Conduct, and the Entitlements, Payments and Benefits 

Policy. It is the policy of the association to adopt these modelsm, suitably adapted to our 

legal status and organisational structure.  

 

The paper also covers updates to the Board Member’s Handbook 

 

Board Code of Conduct  

 

The proposed revised Code is attached as annex A.  

 

Below is a summary of the changes taken from an SFHA paper. As can be seen most of 

the changes are minor. 

 

Summary of Changes to existing Model Code of Conduct for Governing Body Members 

General 

• We have changed the perspective of the document.  So rather than “you” it is now 

“I”.    

• We have added some more points for organisations to include their own 

branding/own perspective. 

• We have removed the declarations of interest sections in favour of referring to the 

organisation’s EPB policy. 

• We have trimmed back the introductory text, to reflect that this is a document 

that will be customised by the RSL and shared with their staff/GBMs (some of 

this will instead sit in accompanying guidance for the organisation). 

• References to the regulatory framework, model rules and EPB policy have been 

updated. 

• We have acknowledged the SHR input to the development of the code in the 

accompanying guidance rather than in the Code itself. 

Specific amendments 

• Added a section in the introductory text to include the organisations values. 
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• Removed the following clauses (as covered elsewhere in the code) to cut back on 

repetition: 

o A4       If you are unable to support in public a decision that has been 

 properly reached by the Governing Body, you should resign.  

 (covered at E3) 

o A8       Mobile phones should be switched off during meetings, seminars, 

 training courses etc. (covered by E1/2) 

o E8        You must not make inappropriate or improper use of, or otherwise 

 abuse, our resources or facilities and must comply with our policies 

 and procedures regarding the use of its funds and resources. 

 (covered by C6) 

o E9         You must not seek or accept benefits, gifts, hospitality or 

 inducements in connection with your role as a member of our 

 Governing Body, or anything that could reasonably be regarded as 

 likely to influence your judgement. You must not benefit, or be 

 perceived to benefit, inappropriately from your involvement with the 

 organisation and must comply with our policies on the matter. 

 (covered by B3, B4, C7 and references to EPB Policy throughout) 

o F4       You should always be courteous and polite and behave 

 appropriately when acting on our behalf. (Already covered at E1) 

 

• The following clauses have been slightly updated: 

o A4       Removal of “and be tolerant of differences” which we felt 

 weakened the statement 

o A5       Removal of example (which will sit in accompanying guidance 

 instead) – i.e. the part that mentions granting a tenancy, ordering a 

 repair, awarding a contract  

o A5/6  The word “inappropriately” has been added  

o B3     To include text previously in the “Declarations of Interests” 

 section that has been removed 

o E5      To reflect more closely language in the overarching principle and 

 regulatory requirement – referring to human rights 

o F7       An addition of “and after I have left” 

o F8        Reference added to exercising judgement 

o G5      Addition of “or undermine” 

The SFHA has also produced a guidance note on the Code and protocol for dealing with 

alleged breaches. This is attached as annex B. 
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Staff Code of Conduct  

The revised Code is attached as annex C.  

Below is a list of changes. Again, these are minor. The general changes above to the 

Board Code also apply to the staff one. 

Code for Staff  

• Removal from A8 of “Reasonable personal use of office telephones and 

computers and company mobile telephones is permitted but must be kept to a 

minimum. Our [name of policy] gives further information including what is meant 

by 'reasonable personal use'. Which we have moved to accompanying guidance. 

• Addition of reference to human rights at A9 to reflect language in regulatory 

requirement 

• Removal of A14 (In circumstances where you have a declared family connection 

to a tenant/service user, common sense will be applied and the organisation 

would not seek to impose restrictions on the private exchange of money between 

you and that individual0 which we would suggest be added to accompanying 

guidance  

• Addition of A18 - I will inform my manager or [title of relevant alternative] if I am 

notified of any action by a professional body that is relevant to my role with 

XXHA and/or which could impact XXHA’s reputation that I am or may be party 

to. 

• Addition at B8 - I will pass any such enquiries to [title of relevant post] quickly.   

• Added reference to speaking at conferences at B9 

• Removal of “we respect your right to a private life…” at B10 which we have added 

to guidance  

• Deletion at C14 of “I will be tolerant of differences”. 

• Deletion of “you must ensure mobile phones are switched off…” from C18. 

• Reference to other professional bodies added under breach of the code section. 

The SFHA has also produced a guidance note for Board members and managers for its 

implementation. This adapted for the association is attached as annex D. 

Entitlements, Payments and Benefits Policy 

This policy has been updated slightly. A version reflecting the association’s current 

position on benefits is attached as annex E.  

Board Member’s Handbook  

The opportunity has been taken to update the handbook to reflect the new committee 

structure. This is attached as annex F.  
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Recommendation 

It is recommended that the above documents are adopted. The policy will be subject to 

review to reflect any updates from the SFHA. 
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Adopted: 30th June 2021  

Annex A 

 
 

CODE OF CONDUCT 

FOR BOARD MEMBERS 
 

 

 

Contents 

 

 

 

 

(1) Introduction 

 

 

(2) Who Our Code applies to 

 

 

(3) How Our Code is structured 

 

  

 (a) Selflessness 

 (b) Openness 

 (c) Honesty 

 (d) Objectivity 

 (e) Integrity 

 (f) Accountability 

 (g) Leadership 

 

  

  

(4) Breach of the Code  

  

(5) Acceptance and Signature 
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Adopted: 30th June 2021  

1.0 INTRODUCTION 

 

1.1 All members of the Board must sign this Code of Conduct when they are elected 

or appointed, and on an annual basis thereafter.  References throughout this 

Code of Conduct (the Code) to ‘we’, ‘us’ and ‘our’ and “association” mean Ayrshire 

Housing.  The Code reflects our Values which are set out in the Business Plan. 

 

1.2 We attach the greatest importance to ensuring that high standards of governance 

and ethical behaviour are demonstrated by all of our people and in all of our 

activities.  

 

1.3 Our Code of Conduct sets out the requirements and expectations which are 

attached to your role as a member of our Board.  You have a personal 

responsibility to uphold the requirements of our Code.  You cannot be a member 

of the Board if you do not agree to adopt our Code of Conduct. To confirm that 

you understand its requirements and accept its terms, you must review and sign 

this Code annually. 

 

1.4 As a Registered Social Landlord (RSL), we are required to adopt and comply with 

an appropriate Code of Conduct1.  This Code is based on the Model Code of 

Conduct produced by the Scottish Federation of Housing Associations, which the 

Scottish Housing Regulator (SHR) has confirmed fully complies with its 

Regulatory Standards. 

 

1.5 Our Code of Conduct is an important part of our governance arrangements; it is 

supported by the Role description which describes your responsibilities as a 

Board member.  You are responsible for ensuring that you are familiar with the 

terms of this Code and that you always act in accordance with its requirements 

and expectations.  Board members must always ensure their actions accord with 

the legal duties of Ayrshire Housing and with regulatory guidance.  You must also 

ensure you are familiar with any policies which are linked to this code. 

 

1.6 If there is a concern that a member of the Board may have breached any part of 

this Code, the matter will be investigated in accordance with the Protocol that we 

have adopted.  A serious breach of our Code may result in action being taken by 

the Board to remove the Board member(s) involved. 

 

1.7 This Code of Conduct was adopted by our Board on 30th June 2021. 

 

 

2.0 WHO OUR CODE APPLIES TO 

 

2.1 Our Code of Conduct applies to all elected and appointed and co-opted members 

of our Board and its committees and working groups, and to the governing 

bodies of all subsidiaries and members of the Ayrshire Housing Group. 

 

 

 

 

 
1 Scottish Housing Regulator (2019) Regulatory Framework, Regulatory Standard 5.2 
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3.0 HOW OUR CODE IS STRUCTURED 

 

3.1 Our Code of Conduct is based on the seven principles which are recognised as 

providing a framework for good governance. They demonstrate honesty, integrity 

and probity.2 

 

3.2 Each principle is described, as it applies to the activities of the association and 

its Board members, and supporting guidance is offered for each to provide more 

explanation of our Code’s requirements.  The guidance is not exhaustive and it 

should be remembered that the association and our Board members are 

responsible for ensuring that their conduct at all times meets the high standards 

that the housing association movement is recognised for upholding. 

 

3.3 The seven principles that you must adhere and commit to by signing this Code 

are: 

 

A. Selflessness  

B. Openness  

C. Honesty  

D. Objectivity  

E. Integrity  

F. Accountability  

G. Leadership  

 

 

 

A. Selflessness 

 You must act in the best interests of the association at all times and must take 

decisions that support and promote our strategic plan, aims and objectives.  

Board members should not promote the interests of a particular group or body of 

opinion to the exclusion of others. 

 

 

A.1 I will always uphold and promote the association’s aims, objectives and values 

and act to ensure their successful achievement. 

 

A.2 I will exercise the authority that comes with my role as a Board member. 

 

A.3 I will accept responsibility for all decisions properly reached by the Board (or a 

committee, sub-committee or working group with appropriately delegated 

responsibility) and support them at all times, even if you did not agree with the 

decision when it was made. 

 

A.4 I will consider and respect the views of others.  

 

A.5 I will not seek to use my position inappropriately to influence decisions that are 

the responsibility of staff. 

 

 
2 Committee for Standards in Public Life 1994, Nolan Principles on Standards in Public Life 
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A.6 I will not seek to use my influence inappropriately or for personal gain or advantage 

or for the benefit of someone to whom I am closely connected3 or their business 

interests.. 

 

 

 

 B. Openness 

 You must be transparent in all your actions; you must declare and record all 

relevant personal and business interests and must be able to explain your 

actions. 

 

 

 

B.1 I will use my best endeavours and exercise reasonable skill and care in the 

conduct of my duties. 

 

B.2 I will avoid any situation that could give rise to suspicion or suggest improper 

conduct. 

 

B.3 I will declare any personal interest(s) and manage openly and appropriately any 

conflicts of interest; I will observe the requirements of our policy on the matter. I 

will keep my entry in the Register of Interests complete, accurate and up to date.  

I will make an annual statement to confirm my declarations are accurate. 

B.4 I will not accept any offers of gifts or hospitality from individuals or organisations 

which might reasonably create – or be capable of creating – an impression of 

impropriety or influence or place me under an obligation to these individuals or 

organisations.  I will comply with the association’s Entitlements, Payments 

and Benefits Policy. 

B.5 I will ensure that, in carrying out my role as a Board member, I am informed about 

and take account of the views, needs and demands of tenants and service users. 

 

B.6 I will ensure that the association is open about the way in which it conducts its 

affairs and positive about how it responds to requests for information. 

 

B.7 I will not prevent people or bodies from being provided with information that they 

are entitled to receive. 

 

 

 

C. Honesty 

 You must ensure that you always act in the best interests of the association and 

that all activities are transparent and accountable. 

 

 

C.1 I will always act honestly and in good faith when undertaking your responsibilities 

as a Board member. 

 

C.2 I will use your skills, knowledge and judgement effectively to support our activities. 

 
3 See Appendix 1, p13-15 for definition of “closely connected” 
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C.3 I will ensure that decisions are always taken and recorded in accordance with our 

articles of association and procedures. 

 

C.4 I will ensure that the association has an effective whistleblowing policy and 

procedures to enable, encourage and support any staff or Board member to 

report any concerns they have about possible fraud, corruption or other 

wrongdoing.4 

 

C.5 I will report any concerns or suspicions about possible fraud, corruption or other 

wrongdoing to the appropriate senior person within the association in accordance 

with our whistleblowing policy. 

 

C.6 I will comply with our policies and procedures regarding the use of our funds and 

resources5 and I will not misuse, contribute to or condone the misuse of these 

resources. 

 

C.7 We forbid all forms of bribery, meaning a financial or other advantage or 

inducement intended to persuade someone to perform improperly any function or 

activity.  I will neither accept from nor give bribes or any other inducement to 

anyone.  I will comply with our policy on bribery (see the Entitlements, Payments 

and Benefits Policy) and will report any instances of suspected bribery or 

corruption within the association or any of its business partners. 

 

C.8 I will ensure that neither I nor someone closely connected to me receives or is 

seen to receive preferential treatment relating to any services provided by the 

association or its contractors/suppliers.  I will declare all interests openly and 

ensure they are effectively managed to demonstrate this. 

 

 

 

D. Objectivity 

 You must consider all matters on their merits; you must base your decisions on the 

information and advice available and reach your decisions independently. 

 

 

D.1 I will ensure that the decisions that I take are consistent with our aims and 

objectives and with the relevant legal and regulatory requirements (including 

those of the Scottish Housing Regulator, the Office of the Scottish Charity 

Regulator and the Care Inspectorate). 

 

D.2 I will prepare effectively for meetings and ensure you have access to all necessary 

information to enable me to make well-informed decisions. 

 

D.3 I will monitor performance carefully to ensure that the association’s purpose and 

objectives are achieved, and take timely and effective action to identify and 

address any weaknesses or failures. 

 

 
4 These concerns might include, but are not confined to, suspected fraud, dishonesty, breach of the law, 

poor practice, non-compliance with regulatory requirements, misconduct, breach of this code. 
5 Resources include people, equipment, buildings, ICT, funds, knowledge, stationery, transport 

106



6 

Adopted: 30th June 2021  

D.4 I will use my skills, knowledge and experience to review information critically and 

always take decisions in the best interests of the association, our tenants and our 

service users. 

 

D.5 I will ensure that the Board seeks and takes account of additional information and 

external/independent and/or specialist advice where necessary and/or 

appropriate. 

 

D.6 I will ensure that effective policies and procedures are implemented so that all 

decisions are based on an adequate assessment of risk, deliver value for money, 

and ensure the financial well-being of the association. 

 

D.7 I will contribute to the identification of training needs, keep my knowledge up to 

date, and participate in ongoing training that is organised or supported by us. 

 

 

 

E. Integrity 

 You must actively support and promote our values; you must not be influenced by 

personal interest in exercising your role and responsibilities. 

 

 

 

E.1 I will always treat my Board colleagues, our staff, our tenants, partners and 

others with respect and courtesy. 

 

E.2 I will always conduct myself in a courteous and professional manner; I will not, by 

your actions or behaviour, cause distress, alarm or offence. 

 

E.3 I will publicly support and promote our decisions, actions and activities; I will 

not, by my actions or behaviour, compromise or contradict the association, its 

activities, values, aims or objectives.   I will notify the Chair quickly if I become 

aware of any situation or event that I am associated with which could affect the 

association’s its reputation. 

 

E.4 I will fulfil my responsibilities as they are set out in the relevant role description(s); 

I will maintain relationships that are professional, constructive and that do not 

conflict with my role as a Board member.  

 

E.5 I will comply with, support and promote our policies relating to equality and human 

rights as well as uphold our whistleblowing and acceptable use6 
policies. 

 

E.6 I will respect confidentiality and ensure that I do not disclose information to 

anyone who is not entitled to receive it, both whilst I am a member of the Board 

and after you have left. 

 

E.7 I will observe and uphold the legal requirements and our policies in respect of the 

storage and handling of information, including personal and financial information. 

 

 

 
6 This relates to the use of ICT, social media and networking, facilities etc., and is specific to each individual RSL. 
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F. Accountability 

 You must take responsibility for and be able to explain your actions and 

demonstrate that your contribution to our governance is effective. 

 

 

 

F.1 I will observe and uphold the principles and requirements of the SHR’s Regulatory 

Framework and gain assurance that relevant statutory and regulatory guidance 

and legal obligations are fulfilled. 

 

F.2 I will ensure that we have effective systems in place to monitor and report our 

performance and that corrective action is taken as soon as the need is identified. 

 

F.3 I will contribute positively to our activities by regularly attending and participating 

constructively in meetings of the Board, its committees, sub-committees and 

working groups. 

 

F.4 I will participate in and contribute to an annual review of the contribution I have 

made to our governance. 

 

F.5 You must participate in and contribute to an annual review of the contribution you 

have made individually to our governance. 

 

F.6 I will ensure that there is an appropriate system in place for the support and 

appraisal of our Senior Officer and that it is implemented effectively. 

 

F.7 I will not speak or comment in public on our behalf without specific authority to do 

so. 

 

F.8 I will co-operate with any investigations or inquiries instructed in connection with 

this Code whilst I am a Board member and after I have left.  

 

F.9 I recognise that the Board as a whole is accountable to its tenants and service 

users, and I will demonstrate this in exercising my judgement and in my decision-

making   

 

 

G. Leadership 

 You must uphold our principles and commitment to delivering good outcomes for 

tenants and other service users, and lead the association by example. 

 

 

 

G.1 I will ensure that our strategic aims, objectives and activities deliver good 

outcomes for tenants and service users.  I will make an effective contribution to 

our strategic leadership.   

 

G.2 I will ensure that our aims and objectives reflect and are informed by the views of 

tenants and service users. 
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G.3 I will always be a positive ambassador for the association. 

 

G.4 I will participate in and contribute to the annual review of the Board’s 

effectiveness and help to identify and attain the range of skills that we need to 

meet our strategic objectives. 

 

G.5 I will not criticise or undermine the association or our action in public. 

 

G.6 I will not criticise staff in public; I will discuss any staffing related concerns 

privately with the Chair and/or Senior Officer. 

 

G.7 I will not harass, bully or attempt to intimidate anyone. 

G.8 I will not use social media to criticise or make inappropriate comments about the 

association, its actions or any member of the Board, staff or other partners. 

 

G.9 I will not act in a way that could jeopardise our reputation or bring us into 

disrepute.7 

 

 

4.0 BREACH OF THIS CODE 

 

4.1 I recognise that each member of the Board has a personal and individual 

responsibility to promote and uphold the requirements of this Code.  If I believe 

that I may have breached the Code, or I have witnessed or become aware of a 

potential breach by another member, I will immediately bring the matter to the 

attention of the Chair. 

 

5.0 ACCEPTANCE AND SIGNATURE 

 

I   have read and 

understood the terms of this Code of Conduct and I agree to uphold its requirements in 

all my activities as a member of our Board.  I am aware that I must declare and manage 

any personal interests.  I agree to review all relevant Registers regularly to ensure that 

all entries relating to me are accurate.  I understand that, if I am found to have 

breached this Code of Conduct, action will be taken by the Board which could result in 

my removal. 

 

 

 

 

 

Signed: ______________________________________________________________ 

 

Dated:  ______________________________________________________________ 

 

 
7 This includes activities on social media, blogs and networking sites. 
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 Annex B 

SUPPORTING GUIDANCE TO THE CODE OF CONDUCT FOR BOARD MEMBERS 

AND PROTOCOL FOR MANAGING AN ALLEGED/SUSPECTED BREACH OF 

CODE OF CONDUCT  
 

This Guidance has been prepared for members of the Board to support the adoption of our 

Code of Conduct.  All members of the Board must sign the Code of Conduct when they are 

elected or appointed, and then on an annual basis thereafter.  References throughout this 

Code of Conduct (the Code) to ‘we’, ‘us’, ‘our’ and ‘association’ mean Ayrshire Housing. 

 

We attach the greatest importance to ensuring that high standards of governance and 

ethical behaviour are demonstrated by all of our people and in all of our activities.  Our 

Code of Conduct sets out the requirements and expectations which are attached to your 

role as a member of our Board.   You have a personal responsibility to uphold both the 

spirit and the requirements of our Code.  

 

Our Code of Conduct is an important part of our governance arrangements.  It is supported 

by the role description which describes your responsibilities as a Board member and you 

are responsible for ensuring that you are familiar with the terms of the Code and that you 

always act in accordance with its requirements and expectations.  Board members must 

always ensure their actions accord with the legal duties of the association and with 

regulatory guidance. You must also ensure you are familiar with any policies which are 

linked to this code. 

As a Registered Social Landlord (RSL), we are required to adopt and comply with an 

appropriate Code of Conduct1.  Our Code is based on the Model Code of Conduct produced 

by the Scottish Federation of Housing Associations (2021), which the Scottish Housing 

Regulator (SHR) has confirmed fully complies with its regulatory requirements. 

You cannot be a member of the Board if you do not agree to adopt our Code of Conduct. 

To confirm that you understand its requirements and accept its terms, you must review 

and sign this Code annually.  If you fail to sign the Code, the Board will take the action 

outlined in the Board Effectiveness Policy. 

Each year, following the AGM, Board members will be asked to sign and date our Code of 

Conduct to confirm your commitment to the principles, requirements and expectations that 

it describes and to meet the requirements of our rules.  A copy of our Code, showing your 

signature throughout your membership of the Board, will be retained by us, in accordance 

with our Privacy Policy. 

  

Our Code of Conduct applies to all elected and appointed members of our Board its 

committees, sub-committees and working groups,  and to the governing bodies of all 

subsidiaries of Ayrshire Housing.   

 

 

 
1 Scottish Housing Regulator (2019) Regulatory Framework, Regulatory Standard 5.2 
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Breach of the Code 

 

If a complaint is made or concern is raised that a member of the Board may have 

breached any part of our Code, the matter will be investigated in accordance with the 

Protocol below which has been approved by the Board.  The protocol forms part of our 

governance policies and is accessible in our online Board facility (see the Board Member’s 

Handbook). 

A potential breach will normally be formally investigated.  It is the responsibility of the Chair 

to decide, in consultation with other office bearers, if an internal or an independent 

investigation should be conducted.  A Board member who is the subject of a complaint or 

concern about a potential breach of our Code is expected to take leave of absence whilst 

an investigation is carried out. Whilst on leave of absence for this reason, a Board member 

is not entitled to receive any papers or correspondence (other than in relation to the 

investigation) or to take part in any meetings in their role as a Board member. The 

requirements of our Code of Conduct continue to apply throughout the term of the leave of 

absence. 

 

A serious breach of our Code may result in action being taken by the Board to remove the 

member(s) involved. This will be considered in terms of the association’s articles of 

association and the Board Effectiveness Policy. 

 

How the Code is structured 

  

The Code is based on the seven principles which are recognised as providing a framework 

for good governance.  They demonstrate honesty, integrity and probity.2 

 

In the Code, each principle is described, as it applies to the activities of a housing 

association and its Board members.  This guidance is offered to support the application of 

the Code of Conduct by providing some illustrations of the practical application of the 

Code’s requirements.  It is emphasised that the guidance is not exhaustive.   

 

It must be remembered that Board members and association are always responsible for 

ensuring that their conduct at all times meets the high standards the housing association 

movement is recognised for upholding.   

The Principles of the Code 

 

  The seven principles of the Code are: 

A. Selflessness  

B.  Openness  

C.  Honesty  

D.  Objectivity  

 
2 Committee for Standards in Public Life (May 1995), Nolan Principles 
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E.  Integrity  

F. Accountability  

G. Leadership  

 

The remainder of this guidance offers some illustrations of how each of the principles may 

be applied to your role as a Board member.  There are references throughout to the need 

for Board members to ‘be familiar’ with the terms of policies and other documents.   This 

does not mean that you need to know the detailed content of all the documents but rather 

you should be aware of their key principles and have ready access to them in the event 

that the detail is necessary.    

 

A. SELFLESSNESS 

 

This principle emphasises the importance of Board members acting in our best 

interests at all times and taking decisions that will support delivery of our objectives.  

Although individual Board members bring knowledge and experience to their role, 

you are not a representative for a specific interest or group: your experience and 

knowledge should inform your contribution to discussion but your decision-making 

should be influenced by our aims and objectives and not individual or specific 

interests.  In practice, this means that you must always make a conscious effort to 

see the bigger picture and not concentrate just on the issues that are important to 

you. 

 

A1 refers to upholding our values, which are included at 1.1 in the introduction of 

our Code. 

 

The principle contains a commitment to always support and uphold the Board’s 

decisions and our actions (A3): if a Board member were to actively undermine or 

publicly contradict or disagree with decisions and/or actions, this may constitute a 

breach.  E3 of the Code contains a parallel commitment:  if a decision is taken by 

the Board that a member fundamentally disagrees with and cannot support, it may 

be that resignation should be considered.   

 

This principle is not intended to prevent a Board member from disagreeing with a 

proposal during a meeting or from recording their dissent from a decision; rather it 

is intended to ensure that no member of the Board actively and/ or publicly 

undermines the association.  In practice, this means, for example, that you should 

not question in public why a decision was taken or criticise the association.  It is 

only if a Board member actively undermines or disagrees with a decision or action 

that a breach of the Code may arise.  A similar provision is contained in the Code of 

Conduct for staff.  

 

A4 specifies that Board members will always be respectful to others: this means, 

among other things, that you must uphold and be familiar with our policies relating 

to equality and human rights, and dignity at work.  This requirement relates to all of 

your engagements with Board colleagues and staff, tenants and customers, 
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partners and agents. In practice, this means listening to and considering other 

views and respecting opinions even if they are very different from your own.  It also 

applies to wider conduct: E1, E2 and E3 are specific about the responsibilities of 

Board members to ensure that they do not bring the organisation into disrepute. 

 

The Code stresses that Board members should not stray into operational matters 

or seek to use their influence (A6) inappropriately or for personal gain.  This means 

that Board members should always refer individual matters relating to themselves 

or someone they know or in which they have an interest to to the Director for onward 

delegation. 

 

B. OPENNESS 

 

This principle sets the framework for ensuring that, in all of our activities and in all 

your actions, transparency and openness are evident.  In practice, this means that 

you must identify and declare all personal interests which are relevant to our work 

and to your role with us.  You must be familiar with the process for declaring 

interests and you must make sure that the Register of Interests is accurate and up 

to date at all times.  You must ensure that you are well informed about our policy 

on declaring interests, which forms part of our EPB (Entitlements, Payments and 

Benefits) Policy (B3). 

 

You must always be careful and cautious about how your actions may be viewed by 

others and take care to avoid anything which could compromise or embarrass you 

or us (B2).  In practice, this means that you cannot accept gifts or hospitality that 

are not permitted by our Entitlements Payments and Benefits policy. 

 

B5 reflects the requirements of SHR’s regulatory standard 2 by emphasising the 

importance of Board members being well-informed about the needs and priorities 

of tenants.  In practice, this may include considering information from Tenant 

Scrutiny groups, monitoring tenant satisfaction and landlord performance data, 

offering/considering insight provided from individual Board members’ experiences 

of their landlord.  Board members should use this information to inform their 

consideration of the business that is brought to the Board.  

 

We are covered by the requirements of the Freedom of Information (Scotland) Act 

and the SHR’s Regulatory Framework requires us to be open and accountable for 

what we do3.  As a member of our Board, you are responsible for ensuring that we 

comply with these legal and regulatory requirements: in practice, this means 

monitoring our compliance and ensuring that we communicate openly and respond 

effectively to tenants, customers, regulators, funders and partners.   

 

The Board should oversee a culture of openness throughout the association – in 

our communications, access to our website, engagement with tenants and 

customers and willingness to provide information and answer questions.  In 

practice, this means working on the basis that information will be made available 

unless there is a good reason for it being withheld.  At the same time, you must also 

 
3 Regulatory Standard 2 (SHR Regulatory Framework 2019) 
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ensure that confidentiality is respected (B6 and B7 require that information is made 

available but E6 also requires that confidentiality must be ensured).  This means 

that it is important for Board members to be involved in agreeing the policy 

framework that supports how we categorise information. 

 

C. HONESTY 

 

This principle emphasises the importance of always acting honestly and in good 

faith in undertaking your role as a Board member; it also supplements the principle 

of Openness.  To uphold this principle, you should ensure that you are familiar with 

our rules, standing orders and scheme of delegation, as well as our governance 

policies and procedures (C3).  

 

C4 requires you to be aware of the terms of our Whistleblowing Policy: in practice, 

this means that the Board, collectively, must be assured that the policy is fit for 

purpose (SHR has issued Statutory Guidance on Whistleblowing) and that there is 

regular training provided for Board members and staff on its terms.  Board members 

must also ensure that there are effective procedures in place for whistleblowing 

allegations to be made and investigated, with adequate safeguards in place to 

protect complainants.  Board members have an individual duty to report any 

concerns that you may have about possible fraud, corruption or wrongdoing (C5 and 

C7).  You must, therefore, be familiar with the terms of our Entitlements, Payments 

and Benefits Policy.  You are expressly forbidden to accept any gifts or other 

inducements which might create, or be capable of creating, a sense of obligation to 

another party. 

 

C6 stresses your commitment to ensure that our funds and resources are used 

properly and for legitimate purposes. This means that decisions about what we do 

and how we act must fit with, amongst other things, our permitted purpose, and 

objectives, our business plan and the terms of our loans and grant-making 

authorities. 

 

C8 further emphasises4 your responsibility to ensure that neither you nor someone 

closely connected to you is seen to benefit inappropriately from your role with us 

and to be very open in declaring all relevant personal interests.  In practice, this 

means ensuring that you are not involved in any decisions which personally impact 

or affect you or someone you are close to. 

 

D.  OBJECTIVITY 

 

This principle is about the need to ensure that you make decisions based on an 

objective consideration of the information that is presented to you in reports.  In 

practice, this means that you must be satisfied that you have access to all of the 

information you need to fulfil your responsibilities, whilst – at the same time – being 

mindful of and respecting the distinct roles of Board members (strategic) and senior 

staff (operational). 

 

 
4 A6 and B3 are also relevant 
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D1 reflects the provisions of Regulatory Standard 1 by committing Board members 

to ensuring that decisions are consistent with all legal, constitutional and regulatory 

requirements.  This means that Board members must be familiar with these 

provisions.  Reports should refer and draw attention to the relevant legal, regulatory 

and financial constraints/conditions, with Minutes recording that these have been 

adequately considered.   

 

D2 is explicit about the importance of preparing adequately for meetings – our role 

description contains an indication of the time that is likely to be involved in meeting 

preparation.  Preparation includes reading all of the reports and also accessing any 

additional information that may be available (e.g. supplementary reports) and which 

you feel is necessary.  This might also involve the Board requesting that specialist 

or independent advice is obtained (D5 and Regulatory Standard 4.1) – and 

individual members being aware of when it is appropriate and/or necessary to do 

so (D5). 

 

D6 describes the responsibility of Board members to ensure that the association 

has an effective and robust framework for assessing and managing risk: this 

includes being satisfied about the delegation of authority, operation and reporting 

of e.g. the Audit and Risk sub-committee.  It also relates to the operation of financial 

regulations and the effectiveness of financial planning, budget preparation, 

forecasting and reporting.  Regulatory Standard 3 is relevant to this principle. 

 

In order to be objective, Board members must be well-informed about the 

association’s business and operating environments as well as the sector and 

economic policy and strategy contexts.  D7 commits Board members to participate 

in regular training to keep their knowledge up to date.   Of course, no one is expected 

to be an expert in everything but there is an expectation that each Board member 

will help to identify their own ongoing training needs and the priorities for the Board 

collectively – this will be an element of the annual review of the Board’s 

effectiveness (as required by Regulatory Standard 6.5). 

 

E.  INTEGRITY 

 

This principle focuses on the importance of always acting in our best interests and 

actively promoting our values, aims and objectives and reflects many of the other 

principles in the Code. 

 

E1 and E2 echo A4: Board members must be respectful and courteous in all that 

you do: in practice, this means being prepared to ‘agree to disagree’ when strong 

opinions are held and being tolerant of views and perspectives which might be very 

different from your own.  It also means recognising and acknowledging that what’s 

acceptable in terms of language and conduct change and being mindful that 

differences in cultures, faiths and beliefs can be very significant and sensitive. 

 

E3 complements A3 in terms of publicly promoting and supporting us and our 

activities but it also includes a commitment to notify the Chair as soon as you 

become aware of anything that might compromise us or our interests.  In practice, 

this might include being associated with, for example, a Community Council’s 
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opposition to a planning application that we have made or being involved in 

something that may become public and which could embarrass us.   

 

E4 refers to the role descriptions that we have adopted: all Board members must 

be familiar with the terms of their role description and, for office bearers, there will 

be more than one.  In practice, this principle seeks to ensure that relationships are 

professional: amicable and constructive with respect for the boundaries between 

the strategic role of the Board member and the operational responsibilities of senior 

staff.  

 

E5 complements A4 and is a specific commitment to uphold our Equality and 

Human Rights, and Whistleblowing policies: this reflects the regulatory requirement 

for us to have a whistleblowing policy and the Regulatory Standard that requires 

‘clear procedures for employees and governing body members to raise concerns or 

whistleblow if they believe that there has been fraud, corruption or other 

wrongdoing within the RSL’5. 

  

E6 and E7 relate to confidentiality and the importance of maintaining it.  This 

applies to the content of reports, discussions at Board and other meetings and all 

other business that you have access to in your role as a Board member.  Upholding 

this principle requires you not to discuss anything that is identified as being 

confidential with anyone who is not entitled to the information; it also means making 

sure that any papers are stored securely (e.g. by means of passwords on laptops or 

other devices, in a locked drawer) and that on-line discussions can’t be overheard 

(e.g. if attending a virtual meeting).  In applying this principle, you must also be 

mindful of our duties in respect of safeguarding personal information i.e. anything 

from which an individual can be identified. 

 

F. ACCOUNTABILITY 

 

This principle is about the importance of taking personal responsibility for your 

contribution to our governance.  In practice, this means being active in your role as 

a Board member – asking questions, critically reviewing information and monitoring 

performance and participating in strategy and planning events (F3). 

 

F1 is a specific commitment to upholding legal and regulatory requirements: in 

practice, this means that you should feel assured and satisfied, as far as you 

reasonably can, that we are compliant with our legal and regulatory obligations as 

well as our own internally set standards.  Your assurance will come from your 

participation in our governance – the reports, discussions, external advice and 

audits that you are asked to consider and which form the evidence for the annual 

Assurance Statement (F2).  

 

As a Board member, you are expected to participate in an annual review of the 

effectiveness of your own contribution (F4) and of our overall governance (G4).  As 

well as being a principle of the Code, this is also a regulatory requirement 

(Regulatory Standard 6.3, 6.3). 

 
5 Regulatory Standard 5.6 
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F6 places a responsibility on each Board member to be assured that there is an 

effective process in place to appraise the Director’s performance: in practice, this 

also means ensuring that the Director is adequately supported as well as being held 

to account for the achievement of both corporate and individual objectives.  Board 

members must also be satisfied that the Director’s annual appraisal is carried out 

effectively and that its outcome is reported to the Board. 

 

It is not normally appropriate for an individual Board member to speak in public 

without prior agreement from the Chair.  This includes, for example, accepting an 

invitation to contribute to a conference or event because of your role with us.  The 

Code’s principles also extend to social media activities (F7, G7). 

 

F8 is a specific commitment to participate in and co-operate with any investigations 

that may be instructed relating to the Code, involving you either directly or as a 

witness.  This obligation extends beyond your term of membership of the Board 

which means that your co-operation may be requested when you are no longer a 

member of the Board.  It is unlikely that you would be asked to contribute to any 

such investigation more than two years after you have left. 

 

As an RSL, we are accountable to our tenants and service users for our actions: F9 

requires Board members to ensure that the best interests of tenants and service 

users guide planning and decision-making.  In practice, this means being informed 

and taking account of the views of tenants and service users in all aspects of your 

role and ensuring that reports contain sufficient information to give you assurance 

that proposals are similarly informed before you make a decision. 

 

G.  LEADERSHIP 

 

The role of the is to lead and direct the organisation to deliver good outcomes for 

our tenants and service users6.  This section of the Code sets out some specific 

expectations about that part of your role.  It also stresses the importance of Board 

members leading by example and making a positive and active contribution to our 

governance (G1, G2). 

 

G3 echoes A3 and E3 by specifying your responsibility to be positive in your support 

for us and our work.  In practice, this means representing us positively both when 

acting on our behalf and in your wider activities. 

 

G4 complements the individual focus of F4 by being explicit that the governing body 

should review the overall effectiveness of its governance arrangements: this forms 

part of our annual review process, which also includes a review of the range of skills, 

knowledge and experience that the Board collectively needs to fulfil its 

responsibilities.  Board members have a responsibility to contribute to the process 

of identifying any gaps and the best means of filling them (D7)7. 

 

G5 supports G3 (and A3 and E3) by being explicit that you should not criticise us, 

our people or our actions in public.  This does not mean that you cannot be critical 

 
6 Regulatory Standard 1 
7 Regulatory Standard 6.5 
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or raise concerns – that is a key part of your responsibility as a Board member – 

but you should always be constructive and objective in your challenge and criticism, 

which should be expressed at meetings and in discussions and with the relevant 

people, in accordance with our structures and procedures. 

 

G6 is a specific commitment not to criticise or undermine (or appear to undermine) 

members of staff (individually or collectively) in public (including to e.g. tenants or 

partners).  Any concerns which you have should be raised directly and privately with 

the Chair or Senior Officer.  

 

G7 echoes provisions in the Staff Code regarding bullying and harassment. 

 

G8 supplements the principle at F7 by making specific reference to social media 

activity: all of the provisions of the Code apply to your presence on all social media 

platforms.  

 

As someone who is responsible for leading our association, it is essential that Board 

members are not associated with anything that could compromise us or bring us 

into disrepute.  G9 echoes the provisions that are set out at E3 and E4.  In all that 

you do, you must be mindful of any potential negative impact on us and, if you 

become aware of anything that could affect us, you must bring it to the attention of 

the Chair quickly (E3). 
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PROTOCOL FOR MANAGING AN ALLEGED/SUSPECTED BREACH OF CODE OF 

CONDUCT  
 

1.0 INTRODUCTION 

 

1.1 This protocol will be used by Ayrshire Housing to deal with any alleged breaches of 

our Code of Conduct for Governing Body Members. It is based on the Model Protocol 

provided by SFHA. 

 

2.0 WHO IS RESPONSIBLE? 

 

2.1 The Chair has delegated authority to deal with all potential breaches of the Code, 

unless the allegation relates to him/her. In that event, the Vice Chair(s) should take 

on the responsibilities that the protocol allocates to the Chair.  It may be necessary 

to ask other members of the Board to take on responsibilities should the allegation 

relate to both the Chair and Vice Chair(s).  

 

2.2 The Chair should consult with other office-bearers (or members of the Board) to 

instruct, progress and conclude internal and external investigations carried out in 

accordance with this protocol.  

 

2.3 The scheme of delegation below identifies who has primary responsibility for 

overseeing the management of alleged breaches of the Code of Conduct: 

 

  

Delegated Authority to Oversee 

Potential Breaches 

Any two from the following (must 

include at least  member 

Board members Chair and Vice-Chair(s)  

Senior Staff Senior Officer and/or the Chair and/or 

Vice-Chair(s) 

 

 

2.4 No one who is directly involved in a matter that gives rise to a concern that there 

may have been a breach of the Code of Conduct should be involved in reviewing 

or managing/conducting an investigation of the matter.  Consequently, it may 

be necessary to ask other members of the Board to take on the responsibilities 

that the Protocol allocates to the Chair and other office bearers.   

 

2.5 The Chair may seek advice from Employers in Voluntary Housing (EVH) or our 

solicitors in exercising all of the responsibilities associated with this protocol. 

 

3. WHAT CONSTITUTES A BREACH? 

 

3.1 A breach of the Code of Conduct is a serious matter.  This Protocol is a process 

that will apply to managing and/or responding to alleged breaches of the Code of 

Conduct.  Breaches can include:  

 

• Conduct by a Board member during a meeting (which might involve a member 

being obstructive, offensive or disregarding the authority of the Chair or failing 
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to observe the standing 0rders contained in the Board Member’s Handbook) 

• Complaints that the conduct of a Board Member has failed to meet the 

requirements of the Code of Conduct; is contrary to our values, procedures or 

policies; threatens our reputation; risks bringing the association into disrepute 

or undermines the association and/or its people 

• Inappropriate behaviour towards colleagues, staff, tenants, service users or 

partners 

 

3.2 Some complaints and/or concerns may relate to relatively minor matters, whilst 

other may involve more significant issues. Consequently, different approaches 

are likely to be appropriate, depending on the details of individual 

circumstances, recognising that it may not always be appropriate to undertake 

a formal investigation in response to an isolated and/or relatively minor issue.   

 

4. INITIAL REVIEW TO DETERMINE IF FURTHER INVESTIGATION REQUIRED 

 

4.1 When a complaint is received or a concern is raised, consideration should be 

given as to which is the most appropriate course of action. This may (but may 

not) require some initial review of the complaint or allegations before 

concluding on a specific approach. The review should be carried out by those 

members of the Board appointed in accordance with 2.2 of this Protocol, with 

support from the Senior Officer if required. 

 

4.2 It may be that such a review concludes that there is no substance to the concern 

or allegation. Depending on the circumstances, it may be appropriate to report 

the outcome of such a review to the Board. This might be the case, for example, 

if an anonymous complaint is received which cannot be investigated because 

of a lack of information.   

 

4.3 Anonymous complaints or allegations can be difficult to resolve but, in the event 

that anonymous information is received or made known, an initial review should 

be undertaken to establish whether there is the potential for any substance to 

the concern. If so, an investigation should be undertaken, although it is 

recognised that it may not be possible to conclude any such investigation 

satisfactorily.    

 

4.4 Minor issues, actions or conduct at an internal meeting or event are unlikely to 

constitute a breach of the Code of Conduct that warrant investigation.  The Chair 

(and Vice-Chairs) should exercise their judgement in determining which of the 

courses of action set out in this Protocol is more appropriate. 

 

4.5 Two routes are described in this Protocol: Route A and Route B. 

 

4.6 The Scottish Housing Regulator (SHR) requires that alleged breaches of the Code 

which are to be investigated under either Route A or Route B must be regarded as 

Notifiable Events, in accordance with the terms of the SHR’s Statutory Guidance.  

The Chair is responsible for ensuring that the necessary notifications are made to 

the Scottish Housing Regulator, and that the SHR’s requirements (as set out in the 
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relevant guidance8) in terms of reporting the outcome of the investigation are met. 

 

5. ROUTE A 

 

5.1 Route A is an internal and informal process to address potential minor breaches.  This 

is intended to be a relatively informal process, used to address e.g. one-off discourtesy 

at an internal meeting, isolated or uncharacteristic failure to follow policy.   

 

5.2 Alleged breaches that occur during the course of a meeting or other internal event 

(and which have not happened before) will, unless the Chair believes it to be 

serious, be dealt with by the Chair of the meeting, either during the meeting/event 

and/or within 24 hours of the meeting.  In these circumstances, the Chair may ask 

the member to leave the meeting or a vote may be taken to exclude the member 

from the rest of the meeting.  

 

5.3 After the meeting, the Chair will discuss such behaviour with the member and may 

require the member to apologise or take such other action as may be appropriate 

(Route A). Where the Chair regards such behaviour as being serious, it should be 

investigated in accordance with Route B as will repeated incidents of a similar 

nature. 

 

5.4 It may be appropriate for the Chair to record the terms of the discussion in a letter to 

the Board member e.g. to confirm the provision of training or support or to record a 

commitment to uphold a specific policy or to record an apology.  

 

5.5 It is possible that a concern that it is initially agreed can be addressed via route A ends 

up being the subject of a formal investigation, if more significant issues emerge, or 

actions are repeated. 

 

6. ROUTE B 

 

6.1 Route B will involve formal investigation of repeated breaches or an alleged 

significant/major breach. Investigations may be conducted internally or 

independently, according to the circumstances and people involved.   

 

6.2 An investigation under Route B will usually be overseen by the Chair and a Vice-

Chair or Board member.   

 

6.3 The Chair or office-bearer, in consultation with the Vice-Chair(s), will decide 

whether to instruct an independent investigation or carry out an internal 

investigation.  

 

6.4 In the event that the Chair or a Vice-Chair is the subject of a complaint, an 

independent investigation should be conducted, overseen by the Chair and/or 

another Vice-Chair and/or Board member as appropriate. 

 

6.5 If the Chair is likely to be involved in an investigation (e.g. as a witness), it will be 

 
8 Scottish Housing Regulator (2019) Notifiable Events guidance 
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necessary for the office bearers to consider who should be involved in overseeing 

the investigation. 

 

6.6 The Senior Officer can support the implementation of the Protocol (unless involved 

in the issue, in which case the role should be assigned to another senior member 

of staff or other person). 

 

6.7 A scheme of delegation identifies who has primary responsibility for overseeing the 

management of alleged breaches of the Code of Conduct (see section 2.3). 

  

6.8 Allegations of a potential breach should normally be made to the Chair or, where 

the complaint relates to the Chair, to the Vice-Chair(s).  Where a complaint is made 

to the Senior Officer, the matter should immediately be notified to the Chair.   

 

6.9 Alleged breaches may be the subject of written complaints or allegations; they 

may also be witnessed by someone.  However, when the alleged breach is 

identified, the Chair or Vice-Chair(s) should ensure that there is always a written 

statement of the complaint or allegation that is used as the basis for the 

investigation.  If no written complaint is made, the statement of the matter should 

be prepared by someone unconnected to the event/situation (e.g. a verbal 

complaint made by a Board member should be recorded by someone who was not 

present when the issue arose – this could be a member of staff).  

 

6.10 The Board member who is the subject of the complaint/allegation that is to be 

investigated will be notified in writing of the alleged breach within seven working 

days, either of occurring or of receipt of the complaint.  A Board member who is 

subject to an investigation should take leave of absence until the matter is 

resolved.  The letter will inform the Board member of the nature of the potential 

breach, the arrangements for the investigation and will advise that a leave of 

absence will be given for the duration of the investigation.  Board members are 

expected to co-operate with such investigations9. 

 

6.11 An alleged breach of the Code of Conduct which is being dealt with via Route B will 

be notified to the Board, normally by the Chair or Secretary, within seven working 

days, either of occurring or of receipt of the complaint.  The notice (which should 

be confidential) will not describe the detail of the complaint and will set out the 

proposed arrangements for investigation, including who will conduct the 

investigation and which members of the Board are responsible for its oversight.   

 

6.12 The appointment of an external Investigator (when it is decided to be the 

appropriate response) should be approved by the Board members responsible for 

overseeing the investigation.   

 

6.13 An internal investigation (when it is decided to be the appropriate response) will be 

carried out by at least two and not more than three members of the Board, who 

are not responsible for overseeing the investigation.  In selecting the Board 

members, we will seek to ensure that the investigators represent the profile of 

the Board.   

 
9 Code of Conduct F7 
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7. INVESTIGATION UNDER ROUTE B 

 

7.1 The conduct of an investigation should remain confidential, as far as possible, in 

order to protect those involved (witnesses, complainant(s)) and the Board 

member(s) who are the subject of the complaint. 

 

7.2 All investigations will be objective and impartial.  Investigations will normally be 

investigated by an independent person, unless it is decided that an internal 

investigation is appropriate.   

 

7.3 Investigations should not usually take more than six weeks to conclude. 

 

7.4 The investigator(s) will be supported by the Senior Officer (or other senior member 

of staff or other person if the Senior Officer is involved in the complaint).  The Chair 

and other office-bearer, with any support they feel necessary, will brief the agreed 

advisor/investigator and then consider their recommendations at the end of the 

investigation, before reporting to the Board.   

 

7.5 All investigations will be the subject of a written brief which sets out the Board’s 

requirements and which includes the statement of the alleged breach (scope, 

timescale, reporting requirements, access to information etc.).  The brief may refer 

to any action previously taken that is relevant.  

 

7.6 All investigations will include at least one interview with the Board member who is 

the subject of the allegation, who will be invited to provide any relevant information.  

The interview(s) may be conducted face to face or remotely (by telephone or video 

call).  Board members may be accompanied during an interview by a friend (at their 

request), as a companion to provide support and not to represent.  It is not 

appropriate for another Board member to fulfil this role nor is it appropriate for the 

association to meet any costs (other than reasonable expenses as provided for in 

the relevant policy) in respect of a companion’s attendance.  

 

8. CONSIDERING THE OUTCOME OF THE INVESTIGATION 

 

8.1 The advisor/investigator will normally present their report to the Board.  Before 

doing so, the report will be reviewed by those overseeing the investigation to 

ensure that the Brief has been met and that the report is adequate to support 

the Board’s consideration and decision making. 

 

8.2 The Board member whose conduct is being investigated will not be party to any of 

the discussions relating to the investigation.  

 

8.3 The report will be considered at a meeting of the Board, which may be called 

specifically for this purpose.  It is the responsibility of the Board to consider the 

report and findings from the investigation and to determine: 

 

• Whether there has been a breach; 

• How serious a breach is; 

• What action should be taken; 
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8.4 The Board will report the findings of the investigation and the proposed action to 

the member concerned within seven days of the meeting at which the report of the 

investigation was considered. 

 

9. ACTION TO DEAL WITH A BREACH 

 

9.1 If, following investigation, a breach of the Code is confirmed, action will be taken in 

response. This action will reflect the seriousness of the circumstances. It may take 

the form of some or all of the following: 

 

• A discussion with the member concerned (which may be confirmed in a 

subsequent letter) 

• advice and assistance on how their conduct can be improved 

• the offer of training or other form of support 

• a formal censure (e.g. in the form of a letter setting out the conclusions, 

expressing concern and specifying that there must be improvement / no 

repetition etc)  

• a recommendation to remove the member from the Board in accordance with 

the Articles of Association 

 

9.2 Where, it is concluded that a serious breach has occurred, the Board may 

determine that the member should stand down from their position in accordance 

with the Articles of Association. 

 

9.3 If the Board proposes to seek the removal of a member, following investigation. 

the member will have the right to address the full Board.  

 

9.4 A record of the outcome of an investigation will be retained in accordance with 

Privacy Policy. 

 

9.5 The outcome of any investigation will be notified to the Scottish Housing 

Regulator, in accordance with the requirements of the Notifiable Events 

Statutory Guidance. 

 

10. DEFINITIONS 

 

10.1 The association will regard the following actions as a “serious breach” of the Code 

of Conduct (this list is not exhaustive): 

 

• Failure to act in our best interests and/or acting in a way that undermines or 

conflicts with the purposes for which we operate. 

• Support for, or participation in, any initiative, activity or campaign which directly 

or indirectly undermines or prejudices our interests or those of our service 

users, or our contractual obligations. 

• Accepting a bribe or inducement from a third party designed to influence the 

decisions we make. 

• Consistent or serious failure to observe the terms of the Code of Conduct. 

• Serious inappropriate behaviour towards a colleague, member of staff, tenant, 

other member of the public, partner or stakeholder 
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11. APPROVAL AND REVIEW 

 

11.1 This protocol was approved by the Board on 30 June 2021. 

 

Annexes below 

 

A:  Flow chart 

B:  Guidance on implementing the protocol 

C:  Template letter to inform Board member of an investigation 

D:  Brief for the conduct of an [independent] investigation 
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ANNEX B: GUIDANCE ON IMPLEMENTING MODEL PROTOCOL 
 

This guidance note has been produced to support the implementation of the Model 

Protocol.  It can be used when a potential breach of the Code of Conduct has been 

identified.   

 

The Model Protocol sets out a process to deal with and respond to concerns and 

complaints about alleged failures to comply with and/or potential breaches of the Code of 

Conduct.  

 

WHO IMPLEMENTS THE PROTOCOL? (Section 2 of the Protocol) 

 

Concerns about a Board member’s conduct should be communicated to the Chair who is 

then responsible for deciding how to proceed and leading the agreed process.  On 

becoming aware of a concern, the Chair should, in consultation with the Vice-Chair(s) 

decide on the appropriate way forward.  

 

If the Chair is the subject of the complaint or allegation, the Vice-Chair should lead the 

process, unless they are also involved.  In that event, the Vice-Chair(s) should take the lead; 

and if that isn’t possible, two other members of the Board should do so (e.g. members of 

the Audit Committee).  This guidance refers to the Chair throughout but, when 

implementing the Model Protocol, should be understood to refer to the governing body 

member who is leading the process. 

 

No one who is directly involved in a matter that gives rise to a concern that there may 

have been a breach of the Code of Conduct should be involved in reviewing or 

managing/conducting an investigation of the matter. Consequently, it may be 

necessary to ask other members of the governing body to take on the responsibilities 

that the Protocol allocates to the Chair and other office bearers.  Delegated authorities 

should be sufficiently flexible/comprehensive to support this. 

 

The Senior Officer will normally provide support to the Chair in implementing the 

protocol, although this role may be undertaken by another senior member of staff or by 

another person with governance experience.   

 

DESCRIBING OR DEFINING THE COMPLAINT (SECTION 3 OF PROTOCOL) 

 

It is important that there is clarity about what the concern is or the nature of the 

complaint.  Although the complaint or concern may not, initially, be in writing, the issue 

should always be recorded to ensure there is clarity and agreement about the issue. 

This may be achieved e.g. by the Chair producing a note of what has been reported to 

them or by the senior officer preparing the note.   

 

Some examples might be: 

• During a conversation, a concern is raised with the Chair by a Board member 

about the conduct of another Boad member at an external event.  The Chair 

subsequently produces a short note describing the conversation/concern which 

forms the basis of discussion with the office bearers about how to proceed; 
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• The Senior Officer has concerns about the conduct of a Board member towards staff 

which they communicate to the Chair in an e-mail; this becomes the basis for 

discussion between the Chair and the Vice-Chair(s) about how to proceed; 

• A written complaint is received about the conduct of a Board member 

 

WHEN TO USE THE PROTOCOL (section 4 of the Protocol) 

 

If a concern is raised, the first step is to establish whether there is sufficient information to 

proceed and, if there is, to determine which route is most appropriate.  The Model Protocol 

provides for an initial review (see Section 4) and it is important to stress that this is not a 

‘mini-investigation’.  This should simply be a swift overview of the concern/complaint to 

establish which is the most appropriate course of action.  This could be undertaken by the 

officer supporting the Chair and is likely to be especially relevant in the event that an 

anonymous complaint or allegation is made.  The purpose of such a review is to: 

  

(a) clarify the complaint/concern/allegation;  

(b)  determine whether there is sufficient information to pursue the matter;  

(c)  if there is, agree which of the two ‘routes’ described in the protocol is the most 

appropriate.  This element of the review should always involve the Chair. 

 

If this review concludes that there is nothing to support the matter being pursued (e.g. 

because the concerns are vague and/or because the anonymity of the allegation(s) make 

further investigation impossible or because the complaint is obviously malicious), no 

further action should be taken. 

 

If there is agreement that sufficient information is (or is likely to be) available, a decision 

should be taken by the Chair as to the appropriate process to respond to the concern. 

 

ROUTES OF INVESTIGATION 

 

It is the responsibility of the Chair to determine the most appropriate course of action.  The 

Model Protocol is clear that not every concern justifies formal action.  It describes two 

‘routes’ – A and B.   

 

Route A is essentially an informal response to a relatively minor issue e.g. minor 

discourtesy; inadvertent omission which does not have serious implications; lack of 

awareness of the impact of a comment; insensitivity towards another person; lack of 

knowledge in a significant area of the Board’s business.  Such matters can appropriately 

be addressed in a conversation between the Chair and the Board member concerned and 

may result in an apology being made and/or training provided.   This is described at Section 

5 of the Protocol. 

 

For all other concerns, a more formal approach should be adopted as described in Route 

B of the Model Protocol and an investigation carried out.   This is described at Section 6 of 

the Protocol.   

 

A flow chart summarising the process under Route A and Route B.   
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WHO SHOULD BE INFORMED THAT THE PROTOCOL IS BEING IMPLEMENTED? 

 

If either Route A or Route B of the Protocol is implemented, the Board member whose 

conduct is being questioned should be informed about the nature of the 

concern/allegation and the process by which it is to be dealt with.  The Board member 

should be informed if leave of absence is to be taken and of the likely timescale for the 

conduct of the process.  If there is any change to this timescale, they should be informed.  

A template letter for this purpose is available below. 

 

The person making the complaint should be informed that the matter is being investigated 

and should also be informed of the outcome.   

 

If Route B of the Protocol is being implemented, the Board member should be informed 

that a complaint has been received, that the Protocol is being implemented and that the 

Board member involved should take a leave of absence.  If the Chair believes that this is 

not necessary, the Board should be told the reason(s). 

 

A Notifiable Event (NE) should be submitted to the SHR providing details of the 

allegation/complaint and the process by which it is to be investigated.  

  

INVESTIGATION UNDER ROUTE B (section 7 of protocol) 

 

Under Route B, the investigation may be either internal or independent, but complaints 

involving the Chair or the Vice-Chair(s) should always be investigated independently.  

 

For either, a brief should be prepared, and a template for this purpose is included below. 

 

• Internal Investigation 

Internal investigations will only be appropriate in very limited 

circumstances.   Exceptionally, if an RSL is considering carrying out an internal 

investigation, it must satisfy itself that all of the following apply: 

• the investigation cannot give rise to any conflict of interest (present or 

future) given the working relationship that exists between Board 

members; 

• there is no potential for future working relationships to be compromised 

by an internal investigation being undertaken; 

• the concern or complaint relates to a straightforward matter; 

• the investigation is unlikely to be extensive; 

• all of the required specialist skills are available in-house. 

 

If undertaking an internal investigation, an investigating officer(s) should be 

appointed.  This must be someone who has no knowledge of the matter to be 

investigated and who does not normally work closely with the Board member(s) 

concerned.  Please note that the investigating officer should not be a staff member 

because they would in effect be investigating their employer, which would represent 

a conflict of interests.   For these reasons, in most cases an independent 

investigation is more appropriate under Route B. 
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• Independent Investigation 

An independent investigator should be appointed. The brief should be issued and 

responses invited.  Your solicitors, internal auditors, other external advisers (e.g. 

EVH) and other association’s may be able to suggest suitable people to approach. 

 

An alternative might be to consider whether it would be appropriate to ask someone 

from another association to undertake the investigation.  The same considerations 

listed above in respect of an internal investigation would, of course, apply. There 

are likely to be additional considerations around reputational impact when 

considering this possibility. 

 

The Brief should be issued to those selected as being suitable and responses 

invited.  It is not always necessary to seek proposals from more than one source.  

Often, it will be appropriate to check availability with potential investigators and to 

issue the brief to those who have indicated their ability to respond within the 

proposed timescale.   

 

KEEPING EVERYONE INFORMED 

 

It is important to remember that the conduct of an investigation is likely to be unsettling 

and potentially stressful for those involved.  Care should be taken to ensure that those who 

are the subject of an investigation are kept informed about its progress.  Responsibility for 

doing this should be identified at the outset of the process.  Any delay or change to the 

process should be communicated swiftly to everyone affected. 

 

CONSIDERING THE INVESTIGATION REPORT (section 8 of Protocol) 

 

The draft report should be considered by the Board members responsible for overseeing 

the investigation.  Once they are satisfied that the report meets the terms of the Brief and 

contains all of the information necessary for the issue to be considered, a Board meeting 

should be called.  Care should be taken to identify and manage any potential conflicts of 

interest on the part of other members of the Board.   

 

The Chair should decide whether or not the report should be issued in advance to the Board 

and whether the member concerned should be given access to the report.  Individual 

circumstances will determine the most appropriate approach. 

 

The Investigator will normally be invited to present the report at the meeting and to answer 

questions but should then leave to enable the Board to consider the findings, their decision 

and the proposed response. 

 

DETERMINING APPROPRIATE RESPONSE (section 9 of the Protocol) 

 

Although the investigation is intended to establish whether there is sufficient evidence to 

conclude whether or not a breach of the Code of Conduct has occurred, it is the Board 

member’s responsibility to determine if a breach has actually been committed.  It is also 

the Board’s responsibility to determine how serious a confirmed breach is and what is an 

appropriate response.   
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In reaching a decision about the seriousness of a breach, the Board should take account 

of its consequences (actual and potential; internal and external).  The Board must exercise 

good governance and must act in the best interests of the association.  The response must 

always be proportionate: not unduly severe but, equally, not capable of being interpreted 

as overlooking or brushing aside unacceptable conduct.  Whilst it is right that mitigating 

factors should be considered, care should be taken to ensure that decision-making is not 

unduly influenced by loyalty. 

 

The response will depend on the specifics of the issue but the options can include: 

 

• Request to make an apology: in this case, the Board should be provided with 

confirmation that an apology, in appropriate terms, has been given / made 

• Requirement to undertake training: the Board should be informed of the completion 

of the required training 

• Formal censure: the letter stating the outcome of the investigation should include 

the censure (e.g. “The board/committee is very disappointed that XXX and expects 

you to ensure that this does not occur again. In the event of any further breaches 

occurring during the remainder of your term on the board/committee, we may ask 

you to resign”) 

• Request to resign from an office-bearing or representative role 

• Request to resign from the Board 

• Removal from the Board 

 

The decision of the Board should be communicated to the Board member as soon after 

the meeting as possible. It may be appropriate for the Chair to contact the Board member 

to provide an initial indication before the formal written decision is issued. 

 

It is possible for an interim meeting to be held, which the Board member who has breached 

the Code is invited to attend to respond to the conclusion, before the Board determines its 

final response.  This is likely to be particularly appropriate if the Board is minded to seek 

to remove the Board member. 
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ANNEX C: TEMPLATE LETTER TO INFORM BOARD MEMBER OF AN 

INVESTIGATION 
 

This template should be customised to reflect the particular circumstances.  Ideally, the 

Board member should first be made aware of the issue by the Chair (e.g. by telephone) 

and the letter is to confirm and formalise the process.  It would be appropriate to make 

reference to the terms of any such phone call e.g. be referring to agreement to take leave 

of absence and not to discuss the matter. 

 

Dear  

 

Allegation of a Breach of the Code of Conduct 

 

I write to inform you of the Board’s intention to commission an independent investigation 

into an alleged breach of the Code of Conduct. 

 

The Board has been made aware that it has been alleged that you [insert details].   

 

This allegation must be independently investigated. The Board is aiming to conclude the 

matter by [insert target completion date]. Until the outcome of the investigation is 

confirmed, it is expected that you will take leave of absence from the Board and you should 

not discuss the matter with anyone other than the Investigator.   

 

Your e-mail address [or other contact details] will be provided to the Investigator so that 

they can contact you.  I will confirm the appointment of the Investigator as soon as possible. 

I know that you will co-operate fully with the investigation. 

The Board is being informed today of the allegation and your leave of absence, as is the 

SHR.   

Your sincerely 

Chair 
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ANNEX D: BRIEF FOR THE CONDUCT OF AN [INDEPENDENT] INVESTIGATION 
 

Background: [insert details of the concern / allegation or complaint – the written 

description referred to in the MP] 

 

The Board member has been informed of the allegation and has taken leave of absence. 

The SHR has been notified. 

 

Purpose and Scope of the Investigation: To investigate an allegation that [specific 

allegation e.g. breach of confidentiality; unacceptable behaviour] and to report to the Board 

on the findings and conclusions. The investigation should establish the facts of the 

allegation, determine whether or not the allegation is substantiated and determine 

whether or not a breach of the Code of Conduct may have occurred.  The investigation 

should report on whatever facts and circumstances are relevant to the allegation and 

should identify the conclusions reached. 

 

Conduct of the Investigation: The investigation should be conducted by means of [e.g. a 

desk-top review of relevant documents and interviews with relevant people (who should be 

defined)].  All interviews will be conducted by [e.g. in-person meetings, phone or video-

conferencing] and the report will be presented to the Board [e,g, date of the meeting or 

virtually].  Liaison with the association and its representatives will be via [insert details e,g, 

telephone, other virtual means, meetings]. 

 

Two members of our Board (including the Chair) will oversee the conduct of the 

Investigation; they will be supported by [insert relevant officer], who will be the primary 

point of contact for the Investigator.   

 

The Investigator will have full access to all relevant documents and the association will 

assist with administrative arrangements relating to the conduct of the investigation.  

 

Timescale: [Specify, including dates by which any drafts are required and taking account 

of our ‘normal’ expectation that investigations should be concluded within six weeks] 

 

For Independent Investigations Only 

 

A suitably experienced person is required to undertake an investigation in accordance with 

this Brief.  Proposals should be submitted which outline your experience of similar 

assignments, your availability and capacity to meet the required timescale and your 

anticipated fee.  Details of potential referees should also be provided (the association will 

inform you before approaching any referee) 

 

Please submit your proposal to [insert details] by [specify] 
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Annex C 

 
 

CODE OF CONDUCT 

FOR STAFF MEMBERS 
 

 

Contents 

 

 

Page 

 

Introduction 

 

Who this Code applies to 

 

How this Code is structured 

 

The Code of Conduct 

 

A. Honesty and Integrity  

 

 Gifts and hospitality 

 Prevention of bribery 

 Personal benefit 

 Resources, facilities and premises 

 Funds and expenses 

 Tenant/service users and money 

 General responsibilities 

 

B. Openness and Accountability 

 

 Declaring interests 

 Handling information 

 Respecting confidentiality 

 Using social media 

 Reporting concerns 

 

 

C. Selflessness, Objectivity, Leadership 

 

 Fulfilling your role  

 Working with tenants and other service users 

 Upholding our reputation 

 Showing respect for others 

 

Breach of the Code  

 

Statement of acceptance and signature 
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INTRODUCTION 
 

1. Ayrshire Housing (the association) attaches the greatest importance to ensuring 

that high standards of behaviour are demonstrated by all of our people and in all 

of our activities.  

 

2. This Code of Conduct sets out the standards of conduct required of you as a 

member of our staff.  You are required to observe these standards in all the 

activities that you undertake in connection with your employment with us, 

 

3. As a Registered Social Landlord (RSL), we are required to adopt and comply with 

an appropriate Code of Conduct1. This Code is based on the Model Code of 

Conduct produced by the Scottish Federation of Housing Associations and 

Employers in Voluntary Housing (EVH) – which the Scottish Housing Regulator 

(SHR) has confirmed fully complies with its Regulatory Standards. 

 

4. You must make yourself familiar with the terms of this Code and act in 

accordance with its requirements at all times.  You are required to sign the Code 

(in the 'Statement of the Acceptance' on Page 12) to confirm that you have read 

and understood the terms of the Code and you have a personal responsibility to 

uphold the requirements of this Code. 

 

5. You must also ensure you are familiar with - and comply with - all of our policies.  

 

6. If there are any aspects of this Code, or of any of the related policies, on which 

you are unclear, you must seek guidance from your manager.  Your manager, or 

the Senior Officer, will also be able to give guidance where you are unsure how 

the Code or related policies apply in a particular situation. 

 

7. This Code of Conduct was adopted by the Board on 30th June 2021. 

 

WHO THIS CODE APPLIES TO 
 

8. This Code of Conduct applies to everyone who works for us whether employed 

directly or otherwise. 

 

9. A copy of this Code will be given to every person it applies to.  

 

HOW THIS CODE IS STRUCTURED 
 

10. The Code is based on the Nolan Principles on Standards in Public Life2 which are 

recognised as defining good conduct for those who work for the public using 

public money.  

 

11.  We have defined three groups of principles as the basis for the Code: 

 

A Honesty and Integrity  

B Openness and Accountability  

 
1 Scottish Housing Regulator (2019) Regulatory Framework, Regulatory Standard 5.2 
2 Committee for Standards in Public Life 1994, Nolan Principles on Standards in Public Life 
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C Selflessness, Objectivity, Leadership  

 

12. Each of the three sections begins with a statement of principle.  This is followed 

by a number of provisions which set out the requirements of the Code in more 

detail. 

 

The Code is not exhaustive and it should be remembered that all staff members 

of the association are responsible for ensuring that their conduct at all times 

meets the high standards that the housing association sector is recognised for 

upholding.  As well as observing the detail of the Code, you should apply its 

intention and spirit in connection to all situations in your employment with us. 

 

You are required to sign the Statement of Acceptance at the conclusion of this 

Code on page 12 which also outlines the implications for any breach of the code. 

 

 

THE CODE OF CONDUCT 
 

A. Honesty and Integrity 

 You must act at all times with honesty and integrity. You must not use, or seek to 

use, your position to gain financial or other benefit for yourself, your family or 

friends. 

 

 

Gifts and hospitality 

 

A.1 I will act, and ensure I am seen to act, wholly in the interests of our association, 

our tenants, other residents in our communities and other service users.  I will 

ensure that I do not benefit improperly from my position.  

 

A.2 I will not accept any offers of gifts or hospitality from individuals or organisations 

which might reasonably create – or be capable of creating – an impression of 

impropriety or influence or place me under an obligation to these individuals or 

organisations.   I will comply with the association’s Entitlements, Payments and 

Benefits Policy. 

 

Prevention of bribery 

 

A.3  We must comply with anti-bribery legislation.  I will comply with our anti-bribery 

and anti-corruption policies (see the Entitlements, Payments and Benefits 

Policy).  

 

A.4 We forbid all forms of bribery - meaning a financial or other advantage or 

inducement intended to persuade someone to perform improperly any function or 

activity. I will not offer, seek or accept bribes or other inducements from any 

individual or organisation and I will comply fully with our approach on preventing 

bribery. I am aware that offering, seeking or accepting bribes or other 

inducements will result in disciplinary action and may also result in criminal 

prosecution. 

 

A.5 I will report to my manager any instances of suspected bribery or corruption within 

the association or any external organisation with which we have dealings. 
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Personal benefit 

 

A.6 I recognise that neither I, nor someone closely connected to me, can as a result of 

my role with the association receive preferential treatment relating to any services 

provided by the association or its contractors/suppliers: I will ensure that I can, 

demonstrate this. 

 

A.7 I will not use, or seek to use, my position to promote my personal interests or 

those of any person with whom I am closely connected, or the interests of any 

business or other organisation with which I have a connection.  

 

Resources, facilities and premises 

 

A.8 I will only use our resources, facilities and premises for the purposes intended 

and in a responsible and lawful manner. This includes office premises, telephone, 

computer and other IT facilities, equipment, stationery, transport and staff. 

 

A.9 I will comply with all of our relevant policies, including (but not exclusively) usage 

of internet & email social media, health & safety, equalities and human rights and 

dignity at work. 

 

A.10 I will not undertake work for another organisation - or for any personal business - 

on the association's premises nor use our resources or facilities for such a 

purpose, unless I first have specific permission from my line manager. 

 

Funds and expenses 

 

A.11 I recognise that the association’s funds must be safeguarded from abuse, theft or 

waste. At all times, I will apply and observe all of our financial regulations and 

internal controls. 

 

A.12 I will comply with our relevant policies when procuring goods/services or claiming 

expenses..  

 

Tenants/service users and money 

 

A.13 As a general rule, in relation to tenants and service users you must not: 

 

• Give or loan them money 

• Receive a gift or loan of money from them 

• Invite or influence them to make a will or trust under which you are named as 

executor, trustee or beneficiary.      

 

General responsibilities 

 

A.14 I will not act in a way that unjustifiably favours or discriminates against particular 

individuals, groups or interests.  

 

I am aware that under the Equality Act 2010, the following nine characteristics 

are specifically protected: age, disability, gender reassignment, marriage and civil 

partnership, pregnancy and maternity, race, religion or belief, sex, and sexual 

orientation. 
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A.15 In presenting information I will take all reasonable steps to ensure that I set out 

the facts and relevant issues truthfully. 

 

A.16 I will avoid any situation that could give rise to suspicion or suggest improper 

conduct. 

 

A.17 I will inform my manager or the Senior Officer if I am notified of any action by a 

professional body that is relevant to my role with the association and/or which 

could affect the association’s reputation that I am or may be party to 

 

 

B. OPENNESS AND ACCOUNTABILITY 

 You must declare all relevant personal interests. You must handle information in 

accordance with our policies and procedures.  You must report to the 

appropriate senior person within Ayrshire Housing any reasonable and honest 

suspicions you may have about possible wrongdoing. 

 

 

Declaring interests 

 

B.1  I recognised that the association must ensure that no conflict arises, or could 

reasonably be perceived to arise, between my duties and my personal interests, 

financial or otherwise.  I will declare, and manage openly and appropriately, any 

actual or potential interests or conflicts. 

 

B.2 Where I have a personal, business or financial interest in any matter that is 

relevant to the association’s activities or is being considered (or is likely to be 

considered), or I know that someone to whom I am closely connected has such an 

interest, I will declare it promptly and record it in the Register of Interests. 

 

B.3 I will keep my entry in the Register of Interests complete, accurate and up to date. 

 

Handling information 

 

B.4 I will observe and uphold the legal requirements and our policies in respect of the 

storage and handling of information, including personal and financial information. 

Our Privacy Policy gives further guidance. 

 

B.5 I will respond to requests for information positively and will not prevent people or 

bodies from being provided with information that they are entitled to receive. 

 

B.6 I will not use confidential information acquired through my work as one of our 

employees for my private interests or any other purpose for which it is not 

intended. 

 

Respecting confidentiality 

 

B.7 I will respect confidentiality and ensure that I do not disclose information to 

anyone who is not entitled to receive it, both whilst I am a member of staff and 

after you have left the association’s employment. 
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B.8 Unless specifically authorised to do so, I will not make comments or statements in 

public or to the media, or on social media sites or pass any documents or other 

information to the press or media about us or our activities. I will pass any such 

enquiries to my line manager quickly.  

 

B.9 I will not publish any material or deliver any lecture or address any issues 

relating specifically to us or our activities without prior approval. This includes 

invitations to speak at conferences or external events. 

 

Using social media 

 

B.10 I will not disclose any private or confidential information relating to us, our customers, 

partners, suppliers, board members, or employees on any social networking sites, 

bulletin boards, blogs or similar. (See also C12 under “Upholding our reputation”). 

This applies whether I am posting under my own name or a pseudonym. 

 

Reporting concerns 

 

B.11 If you become aware of any actual or potential fraud, corruption or wrongdoing, or 

breaches of this Code, I will report this to my manager.  I am aware that I may do 

so on a confidential basis.  Our policy on whistleblowing gives further information. 

 

B.12 I will not victimise any person who has used - or intends to use/is suspected of 

having used - our confidential reporting or whistleblowing procedures to report 

any actual or alleged fraud, corruption or wrongdoing by others. 

 

 

C. SELFLESSNESS, OBJECTIVITY AND LEADERSHIP 

 You must act in the best interests of the association at all times within the 

framework set by the organisation, working to promote our aims and objectives, 

upholding our values and setting a good example by your own conduct. 

 

 

Fulfilling your role 

 

C.1 I will comply with your terms of my appointment and our policies and procedures 

relating to your role. 

 

C.2 I will fulfil my duties responsibly, exercising reasonable skill and care and acting at 

all times in the association’s best interests and that of our tenants and other 

service users.  

 

I will always aim to put the needs of the association’s tenants and service users 

first in my  day-to-day work, within the framework of our policies and procedures. 

 

C.3 I will uphold and promote the association’s values, aims and objectives and in 

accordance with the relevant legal and regulatory requirements (including those, 

as applicable, of the Scottish Housing Regulator, the Office of the Scottish Charity 

Regulator and the Care Inspectorate). 

 

If I am in doubt as to the legal and regulatory requirements that are relevant to my 

role, I will seek guidance from my manager. 
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C.4 I will work at all times in accordance with our policies and procedures and I will 

not allow my own personal or political opinions to affect the way in which I carry 

out my duties.  This does not impinge on my right to be an active citizen or to be 

an active trade unionist. 

 

C.5 I will take direction from my line manager, other senior managers and the Board, 

and exercise responsibly any authority that comes with my role as a staff member. 

 

C.6 I will not seek to use informal channels to influence the Board regarding decisions 

to be made about the conduct of our business. 

 

C.7 I will consult my manager before taking on any outside work or any position (paid 

or unpaid) that could in any way impact on my role with the association. I 

recognised that any such work or position must not interfere with my existing job 

or conflict with the association’s interests.    

 

C.8 I will participate in any necessary training and play a constructive part in our 

performance appraisal process.  I will contribute to the identification of any 

personal training needs I may have in order to keep my professional skills and 

knowledge up to date. 

 

Working with tenants and other service users 

 

C.9 I will maintain high standards of professionalism, fairness and courtesy in all your 

dealings with tenants and other service users. 

 

C.10 I will not allow any personal relationship with a tenant or other service user to 

conflict with the conduct of my role and responsibilities. 

 

C.11 I will use the appropriate channels for handling tenancy and service provision 

issues. I will not act outside our established procedures in any matter concerning 

any tenant or other service user. 

 

Upholding our reputation 

 

C.12 I will not act in a way that could reasonably be regarded as bringing or risks 

brining the association into disrepute. This would include publicly making any 

derogatory comments about the association, its staff, Board members, service 

users, partners and anyone that we are doing business with.  

 

I will discuss any grievance or concern that I have about a member of staff or the 

Board in accordance with our Grievance Policy. 

 

C.13 I will always be a positive ambassador for the association and its work, especially 

when attending events as a member of our staff or in dealing with outside bodies. 

 

Showing respect for others  

 

C.14 I will always treat others with courtesy and respect. I will consider and respect the 

views of others.  
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C.15 I will adhere to both the letter and the spirit of our equality and human rights 

policy. See also A.14 about about the need to avoid discrimination of any kind. 

 

C.16 I will always conduct myself in a courteous and professional manner. I will not, by 

my actions or behaviour, cause distress, alarm or offence. 

 

C.17 I will not harass, bully or attempt to intimidate any person.  

 

C.18 I will take care when displaying materials in the office and ensure that these 

would not reasonably cause offence to colleagues.    

 

C.19 When attending meetings, I will be courteous to all attendees and respect the 

position of the meeting chair or convenor.  

 

BREACH OF THE CODE 
 

As a member of staff you have a responsibility to promote and uphold the requirements 

of this Code and any other Code that your membership of a relevant professional body 

imposes.  If you consider that you may have breached the Code or have witnessed or 

become aware of a potential breach by another staff member, you should immediately 

bring the matter to the attention of your manager. 

 

Any material breach of the Code will be considered under our disciplinary procedures and 

may result in a disciplinary action being taken, which may include dismissal. 

 

As a member of staff you have a duty to co-operate with and contribute to any 

investigation relating to a potential breach of the Code or an associated matter  

 

You must sign the below statement of acceptance once you have read and understood 

this Code and its requirements. 
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STATEMENT OF ACCEPTANCE AND SIGNATURE 
 

I  have read and 

understood the terms of this Code of Conduct and I agree to uphold its requirements in 

all my activities as a staff member of Ayrshire Housing  

 

I confirm that I am aware that I must declare and manage any personal interests in 

accordance with our policy.  I agree to review all relevant Registers regularly to ensure 

that all entries relating to me are accurate.  

 

I understand that, if I am found to have breached any points mentioned in this Code of 

Conduct or acted against its spirit, action will be taken in accordance with Ayrshire 

Housing’s disciplinary procedures and could ultimately result in my dismissal. 

 

 

 

 

 

Signed: _______________________________________________________________ 

 

Dated:  _______________________________________________________________ 
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Annex D 

GUIDANCE TO MANAGERS ON IMPLEMENTING MODEL CODE OF CONDUCT 

FOR STAFF 
 

This Guidance has been prepared to assist managers in implementing and applying the 

Code of Conduct for staff.  It is not intended that the guidance is issued to staff members 

– rather it is aimed at managers to assist in interpreting its terms.    

 

The Code of Conduct sets out the requirements and expectations which are attached to 

the role of staff members, who have a personal responsibility to uphold both the spirit and 

the requirements of the Code.  Each staff member must sign the Code of conduct on 

appointment and it should be signed annually thereafter.  It can be useful to coincide this 

with the annual personal development plan. 

 

The Code of Conduct is supported by the role description for individual posts. It should form 

part of the induction process for new staff.   

 

Breach of the Code 

 

If a complaint is made or concern is raised that a member of staff may have breached any 

part of the Code, the matter will be investigated in accordance with the terms of the 

association’s Disciplinary or Grievance policies. 

 

There are references throughout the Code to internal policies and procedures, which all 

staff are expected to be familiar with.  The RSL must ensure that all staff are well informed 

about their responsibilities and have access to regular training and support to enable them 

to meet their requirements.  Staff must also have ready access to the policies and 

procedures which they are expected to follow in order to fulfil their role and meet their 

commitments as set out in the Code of Conduct.  (C3-C4) 

 

How the Code is structured 

 

The Code is based on the seven principles which are recognised as providing a framework 

for good governance. They demonstrate honesty, integrity and probity. It must be 

remembered that staff members and associations are always responsible for ensuring that 

their conduct at all times meets the high standards that the housing association sector is 

recognised as upholding.   

 

In the Code, each principle is described, as it applies to the activities of an association and 

its staff.  This guidance is offered to support the application of the Code of Conduct by 

providing some illustrations of the practical application of the Code’s requirements.  It is 

emphasised that the guidance is not exhaustive.  

  

 

 

 

The seven principles are grouped together into three ‘sections’: 
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• Honesty and Integrity  

• Openness and Accountability  

• Selflessness, Objectivity, Leadership 

 

The remainder of this guidance offers some illustrations of how each of the principles may 

be applied to the role of a staff member.   

 

Please note, there are references throughout to the need for staff members to ‘be familiar’ 

with the terms of policies and other documents. This does not require a detailed knowledge 

of the content of all the documents but rather an awareness of their key principles and 

ready access to them in the event that the detail is necessary.    

 

A Honesty and Integrity 

 

This principle emphasises the importance of always acting honestly and in good 

faith.  In practice, this means that a staff member cannot accept gifts or hospitality 

that are not permitted by our Entitlement, Benefits and Payments (EBP) policy. 

 

Staff members have an individual duty to report any concerns they may have about 

possible fraud, corruption or wrong-doing (A5).   Staff must, therefore, be familiar 

with the terms of our Entitlement, Benefits and Payments Policy (A3 and A4).  Staff 

are expressly forbidden to accept any gifts or other inducements which might 

create, or be capable of creating, a sense of obligation to another party (A2).   

 

A6-A7 further emphasise the responsibility to ensure that neither an individual 

member of staff, nor someone closely connected to them is seen to benefit 

inappropriately from their role with an association and that they must be very open 

in declaring all relevant personal interests.  In practice, this means ensuring that 

staff are not involved in any decisions which personally affect them or someone 

they are close to.  This emphasises the need for openness in declaring interests. 

Declarations must be made to (or notified to) the line manager to ensure that there 

is an awareness of any situations which might require to be managed (B2 – B3). 

 

A8-A12 stress the commitment to ensure that the association’s funds and 

resources are used properly and for legitimate purposes.  This means that decisions 

and actions in this respect must fit with, amongst other things: 

 

• the RSL’s permitted purpose and objectives, 

• the RSL’s business plan  

• the terms of the RSL’s loans and grant-making authorities,  

• all relevant policies. 

 

In relation to A8, please note reasonable personal use of office telephones and 

computers and company mobile telephones is permitted but must be kept to a 

minimum.  Further information - including what is meant by 'reasonable personal 

use’ – should be provided to the staff member in the Staff Handbook. 
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A9 means, among other things, that staff must uphold and be familiar with the 

association’s policies relating to Equalities and Human Rights, and Dignity at Work.  

This requirement relates to all engagements with staff colleagues, Board members, 

tenants, other service users and members of the public, partners and agents. In 

practice, this means listening to and considering other views and respecting 

opinions even if they are very different from an individual’s own.  Related to this, 

A14 is a specific commitment to promote and uphold the association’s Equalities 

and Human Rights Policy.   

 

A13 states that as a general rule you cannot give (or receive) loans from 

tenants/service users.  Please note that in circumstances where a staff member 

has declared a family connection to a tenant/service user, common sense should 

be applied and the association would not seek to impose restrictions on the private 

exchange of money between the staff member and that individual. 

 

B.  Openness and Accountability 

 

This principle sets the framework for ensuring that transparency and openness are 

evident.  In practice, this means that staff must identify and declare all personal 

interests which are relevant to the association’s work and to their role with the 

association.  Staff must be familiar with the process for declaring interests and 

must make sure that the Register of Interests is accurate and up to date at all times.  

Staff must ensure that they are well informed about the RSL’s policy on declaring 

interests, which forms part of the Entitlements, Payments and Benefits Policy (B1 

– B3). 

 

Staff must always be careful and cautious about how their actions may be viewed 

by others and take care to avoid anything which could compromise or embarrass 

themselves or the association (B2).   

 

B4 - B7 relate to confidentiality and the importance of maintaining it.  This applies 

to the content of reports, discussions at Board meetings and all other business that 

staff are engaged on.  Upholding this principle requires staff to respond positively 

to requests for information (B5) but also not to discuss anything that is identified 

as being confidential with anyone who is not entitled to the information (B7).   It 

also means making sure that any papers are stored securely (e.g. by means of 

passwords on laptops or other devices, in a locked drawer) and that on-line 

discussions cannot be overheard (e.g. if attending a virtual meeting).  In applying 

this principle, staff must also be mindful of the association’s duties in respect of 

safeguarding personal information i.e. anything from which an individual can be 

identified. 

 

It is not normally appropriate for a staff member to speak in public without prior 

agreement from their line manager.  This includes, for example, accepting an 

invitation to contribute to a conference or event (B9).  The Code’s principles also 

extend to social media activities (B8 and B10).    
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Please note, that the association must respect a member of staff’s right to a private 

life, and that includes joining any social media sites that they may wish. However, 

as information posted on such sites is classed as public and not private, the clause 

at B10 relating to social media is necessary. 

 

B11 refers to our Whistleblowing Policy and sets out a commitment to report any 

suspicions of wrongdoing.  B12 is a commitment not to victimise any colleague who 

may be party (directly or indirectly) to a whistleblowing action. This reflects the 

regulatory requirement for association’s to have a whistleblowing policy, as well as 

Regulatory Standard 5.6 that requires ‘clear procedures for employees and Board 

members to raise concerns or whistleblow if they believe that there has been fraud, 

corruption or other wrongdoing within the RSL’ 

 

C. Selflessness, Objectivity and Leadership 

 

The principle contains a commitment to always act in the association’s best 

interests and to support and promote its aims and objectives.  C2 is a commitment 

to put the interests of tenants first, within the association’s policy framework, and 

C3 is an express commitment to promote and uphold the association’s values, aims 

and objectives.  This commitment extends to ensuring that staff are familiar with 

relevant legal and regulatory requirements in exercising their responsibilities and 

states that they should seek advice from their line manager if in doubt. 

 

C4 emphasises the importance of putting personal opinions aside when applying 

the association’s policies and procedures, but is explicit is confirming that 

individuals have the right to be active in the workplace e.g. by taking on the role of 

shop steward.  

 

C6 highlights that individual staff members should not seek to ‘lobby’ members of 

the Board, either individually or collectively.  In practice, this principle seeks to 

ensure that relationships are professional: amicable and constructive with respect 

for the boundaries between the strategic role of the Board member and the 

operational responsibilities of senior staff.  

 

C7 is an obligation to consult with their line manager if a member of staff intends 

to take on an additional role.   This could include, for example, becoming a member 

of the governing body of another housing association or voluntary organisation or 

contributing to the activities of a training or campaigning body.  In considering such 

a proposal, it is important to ensure that there would be no conflict with or risk of 

compromise to the responsibilities associated with the employee’s job. 

 

C9-C11 are intended to emphasise the importance of staff maintaining professional 

and appropriate standards in all of their engagement with tenants and other 

customers.   

 

C12 – C13 commit staff to refraining from publicly criticising or making negative 

comments about the RSL.  This principle is not intended to prevent staff from 

disagreeing with a proposal or challenging a decision; rather it is intended to ensure 

that they do not actively and/or publicly undermine the association.  In practice, 
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this means, for example, that staff should not question in public why a decision was 

taken or criticise the association.  A similar provision is contained in the Code of 

Conduct for Board Members.  

 

C14 -C18 relate to the importance of staff being respectful and courteous in all 

actions associated with their role.  C14 and C16 specify that staff will always be 

courteous and respectful to others and that their actions will not cause distress or 

alarm or offence.  It also means recognising and acknowledging that what is 

acceptable in terms of language and conduct change and being mindful that 

differences in cultures, faiths and beliefs can be very significant and sensitive. 

 

C17 is an undertaking not to harass, bully or attempt to intimidate anyone – this 

applies to other members of staff, members of the Board and to tenants and other 

customers.  C18 is a reminder that care must be taken when displaying materials 

in the office environment and that staff must be mindful of the potential for offence 

to be caused by items that might seem insignificant (e.g. mugs, scarves).  Whilst a 

‘one-off’ instance of thoughtlessness in this regard may be unlikely to prompt 

formal action, it would be appropriate to remind people of their responsibilities 

under the terms of the Code under such circumstances.    
 

Approved for issue to Managers by the Board on 30 June 2021. 
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1. INTRODUCTION 

 

Who the Policy Affects 

 

1.1 This policy is aimed at: 

 

• All members of our Board and of the Board of any of our subsidiaries; 

• Everyone who works or volunteers for us or any of our subsidiaries. 

 

1.2 For the remainder of this policy the above will be referred to as “our people” and 

Ayrshire Housing as “the association”. 

 

About This Policy  

 

1.3  We are Registered Social Landlord (RSL) and a Scottish Charity.  We are part of a 

sector that has a strong reputation for integrity and accountability: to the people 

we exist to help, our Regulators, partners and funders.  We must ensure that our 

association upholds its reputation and that of the sector.  Our people cannot 

benefit inappropriately from their connection to us.   

 

1.4  This policy describes the entitlements, payments and benefits that our people are 

able to receive.  It also describes what is not permitted and the arrangements that 

we have in place to ensure that the requirements of this policy are observed.  

 

1.5  The Scottish Housing Regulator (SHR) requires us to have a policy that sets out 

what payments and benefits we permit and to ensure that these arrangements 

demonstrate transparency, honesty and propriety1. We must ensure there is no 

justifiable public perception of impropriety.  This policy is based on the SFHA’s 

Model Entitlements Payments and Benefits Policy, which the SHR have confirmed 

meets their regulatory requirements.   

 

[1.6  As we are a Scottish Charity, all of our Board members must also ensure that they 

comply with the Office of the Scottish Charity Regulator (OSCR) guidance to 

Charity Trustees2 and charity legislation generally.  

 

1.7  This Policy is intended to be a practical document that supports us in meeting all 

of the above requirements, ensuring that none of our people benefits (or is seen 

to benefit) improperly or inappropriately from their involvement with us, but also 

that they are not unfairly disadvantaged.   We expect our people to act in good 

faith, and in applying the terms of the policy we will always take this into account. 

 

1.8  As someone who is affected by this policy, you are personally responsible for 

ensuring that you are familiar with and comply with its terms3.  

 

1.9  At all times, we expect a common-sense approach to be applied to the 

interpretation and application of this policy. If you are unsure about anything 

 
1 Scottish Housing Regulator (February 2019) Regulatory Framework Standard 5.4  
2 Office of the Scottish Charity Regulator (2017) Guidance for Charity Trustees 
3 Code of Conduct for [Board/Committee] Members; Code of Conduct for Staff 
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relating to entitlements, payments and benefits you should consult with the Chair 

or Director (if you are a member of the Board) or with your line manager (if you are 

a member of staff).   

 

What this Policy Covers 

 

1.10 This policy covers: 

 

• Managing your Interests 

o Registering and declaring interests 

o Entitlements, payments and benefits 

• People Connected to you 

o Who else you should consider when declaring interests 

o What you should consider 

• Use of our consultants, contractors and suppliers by our people 

 

Other Relevant Polices 

 

1.11  The Code of Conduct is linked to this policy.   Failure to comply with the terms of 

this policy may be regarded as a breach of the Code of Conduct. 

 

1.12  We prohibit any attempt to induce the organisation or our people to offer 

preferential services or business terms and we will at all times comply with the 

Bribery Act 2010. 

 

1.13  Our policies including the Board and Staff handbooks relating to the following 

topics are also relevant to this document and must be complied with at all times  

 

• Allocations  

• Repairs and Improvements 

• Adaptations 

• Procurement 

• Training 

• Expenses 

• Recruitment 

• Disposal of our Property 

• Gifts and Hospitality 

 

Please note that this list is not exhaustive and you are required to comply with all of our 

policies and procedures. 

 

2. Managing Your Interests 

 

Registering and Declaring Interests 

 

2.1  In order to protect our reputation and demonstrate that we conduct our affairs 

with openness, honesty and integrity, we maintain a register of interests. You 

must record in this register any interests that you or someone connected to you 

(see Section 3) has which are relevant to our business and /or our activities.  You 
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will be required to maintain the accuracy of the interests you declare and to 

confirm annually that your entry is accurate and up to date. 

 

2.2  Where you have an interest in any matter that is being discussed or considered, 

including at a meeting, you must declare your interest and play no part in the 

consideration, discussion and decision-making; you must withdraw from any part 

of a meeting where the interest arises and play no part in the discussion.  Our 

articles of association require that any Board member who has an interest in a 

matter that is being considered withdraws from all discussions and plays no part 

in decision-making. 

 

2.3   The Codes of Conduct which our Board and staff are required to uphold contain 

requirements about declaring interests that you should comply with at all times. 

 

2.4  An annual report will be made to our Board on the entitlements, payments, 

benefits that have been recorded in the register(s) by our people.   

 

2.5 The following are examples of the kind of interest that you must declare. Please 

note that this list is not exhaustive, and there may be other interests that you 

should also declare. 

 

• Tenancy of a property of which we are the landlord. 

• Occupancy or ownership of a property which is factored or receives property 

related services from us. 

• Receipt of care or support services from us. 

• Membership of a community or other voluntary organisation that is active in 

the area(s) we serve. 

• Voluntary work with another housing association or with an organisation that 

does, or is likely to do, business with us. 

• Membership of the governing body of another housing association. 

• Being an elected member of any local authority where we are active.  

• If you purchase goods or services from us. 

• If you purchase goods or services from one of our consultants, contractors or 

suppliers (see section 4). 

• Significant shareholding in a company that we do business with (or are 

considering doing business with). 

• Membership of any other body whose interests and/or activities may directly 

affect our work or activities.  

• Ownership of land or property in our areas of operation. This excludes 

property for the purpose of your own residential use (i.e. there is no 

requirement for you to declare any house in which you currently live). 

• Unresolved dispute relating to the provision of services in connection with a 

tenancy or occupancy agreement or a contractual dispute over the provision 

of goods or services with us. 

 

2.6 You should note that in some circumstances, declaration of an interest may not 

be sufficient, and that it may be necessary for the organisation to take 

additional measures to deal satisfactorily with the situation so as to protect the 

probity and reputations of both yourself and the organisation.  
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Entitlements, Payments and Benefits  

 

2.7 Many of the interests you will be required to declare can be classed as 

entitlements, payments or benefits.     

 

2.8 As one of our people, you potentially could be offered benefits over and above 

that to which you are entitled (as a result of policy or contractual terms), such as 

gifts or hospitality from external parties.   Such offers would be as a direct result 

of you being one of our people and cannot always be accepted.   We require that 

any such offers are managed and recorded very carefully to ensure the highest 

levels of probity in our organisation.  Our people should not benefit – or be seen 

to benefit – inappropriately from their involvement with us. 

 

2.9     Apart from payments that our people are entitled to by contract, statute, policy or 

other agreement (e.g. salary, expenses), we will only make a payment to, or 

accept a payment from, someone affected by this policy in exceptional 

circumstances.  Appendix A explains the payments we can and cannot make in 

more detail. 

 

2.10 As we contribute to the economy(ies) of the area(s) we work in and we have 

commercial and business relationships with many different companies, 

contractors, suppliers and service providers, you must ensure that we are fully 

aware of any connection that you or someone you are close to (see section 3) has 

with any of these businesses or organisations.  

 

2.11  Some entitlements, payments and benefits we can never permit, and others we 

have additional requirements or conditions that must be met before we can 

permit. 

 

2.12  Appendix A lists the entitlements, payments and benefits that fall under this 

policy, and states: 

 

• Which could be permitted by the organisation 

• Which will never be permitted by the organisation     

• Which you require to declare in the register of interests 

• Any other further requirements the organisation has before permitting 

 

3.  People Connected to You 

 

Who Else You Should Consider When Declaring Interests 

 

3.1  Someone ‘closely connected’ to you includes members of your household, family 

members and other relatives and your friends.   

 

3.2  As well as considering your own actions, you must be aware of the potential risk 

created by the actions of people to whom you are closely connected.   Who you 

should consider, and our expectations of you to identify and declare such actions 

are outlined in Table A below.  If you are in any doubt about whether or not a 

declaration is required, you should consult the Chair, the Director and for staff, 

your line manager. 
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Table A 

Group Required Response 

1. Members of your household 

 

 This includes:  

• Anyone who normally lives as part of 

your household (whether related to 

you or otherwise). 

• Those who are part of your 

household but work or study away 

from home. 

We expect you to be aware of and declare 

any relevant actions of all people in your 

household.    

 

You must take steps to identify, declare 

and manage these.  

 

2. Partner, Relatives and friends 

 

 This includes: 

• Your partner (if not part of 

household) 

• Your relatives and their partners 

• Your partner’s close relatives (i.e. 

parent, child, brother or sister) 

• Your friends 

• Anyone you are dependent upon or 

who is dependent upon you. 

 

Where you have a close connection and are 

in regular contact with anyone within this 

group, we expect you to be aware of and 

declare any relevant actions.   Under these 

circumstances, you must take steps to 

identify, declare and manage these actions. 

 

Where you do not have a close connection 

and regular contact with someone in this 

group, we do not expect you to be aware of 

or to go to unreasonable lengths to identify 

any relevant actions.   However, if you 

happen to become aware of relevant 

actions by such individuals, then these 

should be declared and managed as soon 

as possible.    

 

What You Need To Consider 

 

3.3 The following are the relevant actions /involvement by those to whom you are 

closely connected that you should consider, declare and manage as per our 

expectations outlined in Table A (please be aware that this list is not exhaustive or 

exclusive): 

 

• A significant interest in a company or supplier that we do business with (or 

are considering doing business with). A significant interest means ownership 

(whole or part) or a substantial shareholding in a business that distributes 

profits, but does not include where an individual has shares in large 

companies such as banks, utility companies or national corporations, i.e. 

where owning shares would not give the individual any significant influence 

over the activities of that organisation. 

• Where the individual may benefit financially from a company with which we 

do business (or are considering doing busines with) 

• Involvement in the management of any company or supplier with which we 

do business (or are considering doing business with) 

• Involvement in tendering for or the management of any contract for the 

provision of goods or services to us. 
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• Application for employment with us. 

• Application to join our Board or any of its subsidiaries 

• Application to be a tenant or service user of the association or any of its 

subsidiaries 

 

4.   Use of Our Contractors & Suppliers  

 

4.1 In order to help us maintain our excellent reputation, where possible you should 

avoid using the organisation’s contractors/suppliers for your own personal 

purposes.  We have made a list available to all of our people which outlines the 

contractors and suppliers that fall under the terms of this policy.  This is included 

at Appendix B.  This list is not exhaustive.  If in doubt, ask first before considering 

using a firm which may not be on the list. 

 

4.2 We recognise that there could be certain circumstances where it might not be 

possible for you to avoid the use of all the contractors/suppliers on this list, such 

as where market conditions in your local area make it difficult to obtain a 

reasonable selection of potential contractors or suppliers.  Under such 

circumstances you could be permitted to use those contractors/suppliers outlined 

at Appendix B, provided you are able to demonstrate that you received no 

preferential treatment in terms of price, quality or any other aspect of service 

delivery due to your involvement with us. 

 

4.3 Approval to use those contractors listed at Appendix B (subject to the exemptions 

at 4.5) is at the discretion of the Director (or the Chair in the case of the Director). 

In order to be granted approval, you will be required to demonstrate that there is 

no reasonable alternative contractor/supplier providing the service required in 

your local area, and that you will receive no preferential treatment in terms of 

service or cost (which you will be required to demonstrate through quotations and 

receipts). 

 

4.4 If you are looking to purchase goods or services from any contractor/supplier on 

this list then you must make a declaration in the register outlining: 

 

• That you have received approval from the Director or if applicable the Chair prior 

to the commencement of works 

• That you received no preferential treatment in terms of service or cost (which you 

will be required to demonstrate through quotations and receipts). 

• Where you inadvertently use a contractor on the list at Appendix B in an 

emergency situation, you must notify the Director or if applicable the Chair as 

quickly as possible thereafter and enter an appropriate declaration in the register.  

 

4.5 It is not necessary to make declaration if you intend to use the following types 

contractors or suppliers: 

 

• Only provide services of a small value (e.g. local window cleaners or 

sandwich shops) or 

• Have such a large national or local standing that no favour could ever 

realistically be gained (eg utilities and telecommunication companies, banks 
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or national chains). 

 

If in any doubt, ask for advice before committing to an arrangement. 

 

4.6 In making their decision, the Director or Chair if applicable will consider the level 

of potential reputational risk or any potential conflicts of interest that may arise by 

granting approval and, if granting approval, consider the steps required to 

mitigate against future conflicts of interest.  This includes ensuring that the 

individual is not involved in any transactions with or decisions about the 

contractor/supplier in question on behalf of the organisation.  

 

4.7 The association will maintain a clear audit trail of every approval to use any of our 

contractors listed at Appendix B. The total number of our people who use 

contractors and suppliers and confirmation that the use was appropriate and no 

advantage was gained due to an individual’s role within the association will be 

formally reported annually to our Board.  

 

5.  Review 

 

5.1  This policy has been approved by our Board and is based on the Model published 

by the SFHA.  It is consistent with the requirements of our Codes of Conduct for 

Board members and for Staff.  These Codes have been confirmed by the Scottish 

Housing Regulator as meeting their regulatory requirements.   

 

5.2  This policy was adopted by our Board on 30 June 2021.   It will be reviewed as 

necessary to reflect updates from the SFHA. 
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Appendix  – Entitlements, Payments and Benefits 

EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

HUMAN RESOURCES AND RECRUITMENT 

All entitlements arising from your contract of 

employment with us or one of our subsidiaries, 

including (but not restricted to): 

 

•  Payment of salary to staff; 

•  access to car or travel loans or salary 

advances where specified in the 

employment contract;  

•  pension and/or private health care provided 

as part of the remuneration package;  

•  performance related pay or bonus awarded 

in accordance with contractual terms;  

•  books and equipment in connection with 

employment or training in accordance with 

agreed policies and/or contractual terms;  

•  Reimbursement of professional fees. 

 

Yes Any entitlement in the terms of your contract is always permitted 

without the need to record in the register of interests.   There are 

human resource processes in place for this purpose.  

Payment to a member of the Board for their role as 

a Board member, in accordance with the terms of 

their letter of appointment.  

No The Board considers this contrary to the voluntary nature of 

housing associations. 

All payments made in accordance with the terms of 

our expenses policy including: 

 

•  payment of permitted out of pocket 

expenses; 

•  reimbursement of travel costs; 

Yes Entitlements in connection with your role as one of our people set 

out in our policies on expenses are always permitted and do not 

need to be declared provided claims are made in accordance 

with our procedures. 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

Provision of a loan by the organisation to one of our 

people. 

No This is not permitted unless in connection with the contractual 

terms of employment.   We cannot make any other loans to 

individuals.  

 

Redundancy or Voluntary severance payment to an 

employee. 

Yes We can make redundancy payments to an employee in line with 

terms their contract  

 

Or 

 

We can make a voluntary severance payment to an employee 

which is outside the terms of their contract of employment 

provided: 

 

•  It arises directly from a decision to terminate the 

employee’s contract of employment;  

•  Payment is approved by the Board; 

•  That the total sum of the non-contractual payment and 

benefit does not exceed, in the opinion of our 

employment adviser, the total cost of a successful 

application by the employee to a Court or Tribunal 

(including the likely level of compensation that might be 

awarded by a court or tribunal and associated costs to 

the organisation to participate in the tribunal);  

•  Payment does not exceed the equivalent of one year’s 

salary for the employee;  

•  That this payment is instead of (rather than additional to) 

any redundancy entitlement. 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

An offer of employment (temporary or permanent) 

to someone who is closely connected to a member 

of staff. 

Yes This is permitted as long as: 

 

•  There has been an open recruitment exercise in 

accordance with our policy that you have not played any 

part in and 

•  You have no direct or indirect line management or 

supervision responsibility for the post and  

•  The offer of employment complies with our policy and is 

approved by the Chair and  

•  You record your connection to the successful applicant in 

the register within five days of their acceptance of the 

offer. 

The offer of employment or contract for the 

provision of services (e.g. specialist advice) to 

someone who is, or has been in the last twelve 

months, a member of our Board or to anyone who is 

related to a member of the Board. 

No This cannot be permitted. 

 

 

Appointment of one of our staff members to the 

Board. 

Yes This be permitted in accordance with the articles of association. 

It not though the policy of the Board to do so. 

Nominations to join the Board from people who are 

connected to a serving member. 

Yes  

OUR PEOPLE AS TENANTS OR SERVICE USERS  

The offer of a tenancy or lease in one of our or any 

of our subsidiaries’ properties to one of our people 

or to someone closely connected to them. 

 

Yes  This is permitted as long as  

 

• it is in accordance with our published allocations policy 

and 

• Neither the applicant or anyone connected to the 

applicant is involved in any way or in any part of the 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

allocation process and  

• The offer is approved by the Board in advance and 

• The tenancy is recorded as an interest in the appropriate 

register within five days of the tenancy commencing  

Where one of our people (or someone connected to 

one of our people) is a tenant and receives a repair, 

improvement or adaptation to their home. 

Yes Repairs carried out in accordance with our policy do not need to 

be recorded. 

 

Adaptations must comply with our policy and be approved by the 

Director.   The adaptation should be recorded in the register of 

interests within five days of approval. 

 

Improvements must be carried out as part of an approved 

programme and in accordance with our policy.   The person 

affected should declare their interest if/when the programme is 

being discussed and the improvement recorded in the register of 

interests within five days of completion. 

 

Where one of our people (or someone connected to 

one of our people) is a tenant and receives payment 

of a decoration allowance, tenant reward/incentive 

as part of an agreed scheme or prize. 

Yes Payment of decoration allowances or incentive/reward payments 

must be made in accordance with our policies and procedures 

and recorded in the register within five days of receipt.    

 

Prizes or awards in competitions open to all tenants in the same 

community (e.g. garden competitions) can only be given if the 

selection process for giving the award/prize has been carried out 

by someone who is independent.   Receipt of the award and the 

circumstances surrounding it must be recorded in the register 

within five days of receipt. 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

TRAINING AND EVENTS 

Attendance at training events or seminars (e.g. 

SFHA Conferences) or openings/similar events 

hosted by other organisations. 

Yes There is no requirement to declare and record in the register of 

interests. 

The organisation paying for accommodation in 

connection with attendance at relevant conferences 

or events that you are attending on behalf of or in 

connection with your role with us or our 

subsidiaries. 

Yes Accommodation that is part of a conference or training package 

does not need to be recorded in the register, but attendance will 

be recorded on the relevant individual training plan. 

 

Residential conferences are important in ensuring that our 

people have the necessary skills, knowledge and experience to 

make an effective contribution to our activities.   

Attendance by you at events to mark awards, 

achievements or other significant milestones 

relevant to our business. 

Yes 

 (where total 

cost does not 

exceed £500) 

 

 

The Board must approve attendance in advance, and will only do 

so if:  

• The association or one of our people (because of their role 

with us) has been nominated for an award; or 

• attendance is in recognition of achievement of or in 

pursuit of appropriate business development; or 

• we can demonstrate that attendance or participation is 

directly related to furthering our aims and objectives. 

 

Where we ask you to represent us at such an event, this should 

be recorded in the register along with any associated costs 

(including travel, accommodation and the costs of attendance at 

the event) within five days of attendance.  

 

The total cost should not exceed £500 per person and we will 

make all arrangements in advance.   
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

Where costs would exceed £500, you will not be permitted to 

attend unless there is a clear, viable business case for attending.   

In such a case, specific approval of the Board would be required. 

GIFTS AND HOSPITALITY 

Gifts received from tenants and external sources  Yes 

(not exceeding 

a value of £60) 

 

 

Small gifts (e.g. a box of chocolates, pens, folders, paperweights, 

flowers) can be accepted if: 

 

• the cumulative value of gifts received from the same 

source in a 12 month period does not exceed £60  

• you do not receive more than two such gifts from the 

same source in a 12 month period 

• you record receipt of the gift(s) in the register. 

 

You should not normally accept other gifts and should decline 

any gifts with a value of more than £60 unless to do so would 

cause offence or otherwise damage our reputation. In these 

cases you must:  

 

•  Advise the donor that the gift will be donated to charity or 

will form part of our annual charity fund raising activities  

•  Record the gift and the action taken in the register within 

five days. 

 

You should not regularly accept gifts from the same source and 

never more than twice from the same source within a 12-month 

period. The total cumulative value of gifts received from the 

same source over the course of a year must never exceed £60. 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

You should also record any offers that you decline and the 

reasons for this, in the register within five days. 

Gifts given from us to one of our people or received 

by one of our people from external sources to mark 

special occasions. 

 

  

Yes (not 

exceeding a 

value of £100) 

Gifts from the association to our people can be permitted in 

cases where it is to mark a special occasion or significant events 

including:   

 

• Family events (e.g. marriage, milestone birthday, birth of a 

child) 

• Retirement 

• Leaving the association. 

 

These must be recorded in the relevant register and the value of 

such gifts will not normally exceed £100. 

 

Please note, that this does not include collections by our people 

using their own personal funds to mark special occasions.   

These are always permitted with no requirement to declare.  For 

staff, contractual terms may be in place that dictate the value of 

any gift upon retirement or for long service.   

Hospitality associated with our business and that of 

its partners  

Yes  

(when not 

exceeding a 

value of £60) 

 

 

Modest hospitality, such as a sandwich lunch or networking 

event, is permitted and does not need to be recorded. 

  

All other hospitality up to a value of £60 is permitted but must be 

recorded in the register, along with an estimation of the value of 

hospitality received, within five days of attendance. 

 

You should not accept invitations with a value that is greater than 

£60, unless you have prior approval from the Board. The type of 

hospitality offered will also be taken into consideration, e.g. we 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

will not normally accept invitations to sporting events, concerts, 

golf tournaments etc. 

  

In this case, the reason for acceptance must also be included in 

the register and countersigned by the Director or Chair as 

appropriate. 

Our people seeking donations from our 

contractors/suppliers when fundraising for charity. 

 

 No This does not preclude the association itself seeking such 

donations. 

 

 

PROCURING GOODS/SERVICES 

Sale of our interest (whole or part) in a property to 

someone affected by this policy via LIFT, HomeBuy; 

Help to Buy or other LCHO scheme  

Yes This is permitted, provided: 

 

• Our policies and procedures are followed 

• The prospective purchaser should play no part in the 

processing of the transaction by the organisation  

• It is declared and recorded in the register within five days 

of the missives being concluded confirming the process 

followed. 

The association entering into a contract with an 

organisation where one of our people, or someone 

connected to them, has significant control. 

No (in almost 

all cases) 

This is not permitted in almost all circumstances.   We could only 

consider this where: 

 

• The person affected by this policy is not involved in any 

part of the procurement process or decision  

• The appointment is approved by the Board which is 

satisfied that the appointment is reasonable in the 

circumstances  

• There is no reasonable alternative (e.g. because of 
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EXAMPLE CAN THIS BE 

PERMITTED? 

FURTHER ACTION NECESSARY BEFORE THIS WILL BE 

PERMITTED? 

geography or the specialist nature of the goods/services).   

 

In such rare circumstances, the appointment would be recorded 

in the register along with details of the process followed. 

The purchase of land or other assets from anyone 

who is, or has been in the last twelve months, one 

of our people or who is connected to one of our 

people 

No (in almost 

all cases) 

This cannot be permitted in almost all cases.    

 

The only exception would be if you were referred to us under the 

Scottish Government’s Mortgage to Rent scheme, where this 

would be permitted provided: 

 

• Our policies and procedures are followed 

• The prospective seller plays no part in the decision to 

purchase the property or the processing of the transaction 

by the organisation 

• It is declared and recorded in the register within five days 

upon conclusion. 

The purchase of goods/services from our 

suppliers/contractors by one of our people. 

Yes This should normally be avoided, and will only be potentially 

permitted if the procedure identified in Section 4 is followed. 
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Regulatory Standards of Governance and 

Financial Management 
 

1. The governing body leads and directs the RSL to achieve 

good outcomes for its tenants and other service users. 

 

2. The RSL is open about and accountable for what it does.  It 

understands and takes account of the needs and priorities of 

its tenants, service users and stakeholders.  And its primary 

focus is the sustainable achievement of its priorities. 

 

3. The RSL manages its resources to ensure its financial well-

being, while maintaining rents at a level that tenants can 

afford to pay. 

 

4. The governing body bases its decisions on good quality 

information and advice and identifies and mitigates risks to 

the organisation’s purpose.  

 

5. The RSL conducts its affairs with honesty and integrity. 

 

6. The governing body and senior officers have the skills and 

knowledge they need to be effective.  

 

7. The RSL ensures that any organisational changes or 

disposals it makes safeguard the interests of, and benefit, 

current and future tenants.  
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Introduction 
 

This manual is intended as a straightforward guide to assist Board members in 

contributing to Ayrshire Housing’s governance.  It also provides guidance on conduct and 

personal development.   

 

By taking due account of the manual’s contents, Board members should be confident of 

meeting the standards expected of them by the Scottish Housing Regulator (SHR) (see 

the insert within the front cover) and the Office of the Scottish Charities Regulator 

(OSCR). 

 

The manual should be read alongside the Company Profile.  The Profile provides detailed 

information on the objectives, operating environment and structure of Ayrshire Housing 

(the association).   For each session, a handout is prepared outlining the calendar of 

meetings, meeting topic, and training events. 

 

With regards to the conduct of meetings and office-bearers, the relevant sections of this 

manual have the effect of standing orders.  The manual also includes the scheme of 

delegation to the Director. 

 

Role of the Board 

 
The Board has responsibility for managing and directing the association’s business. 

 

Members of the Board must be capable of complying with the requirements of 

companies (as company directors) and charities law (as charity trustees), and the 

association’s own Code of Conduct.   

 

In discharging its obligations to the association’s members who chiefly are its tenants, 

the Board is responsible for:  

 

• adopting a clear business strategy through adoption of a comprehensive Business 

Plan; 

 

• ensuring that the objectives of the Business Plan are delivered efficiently and with 

the minimum of risk; 

 

• compliance with funding conditions; 

 

• ensuring services meet the Scottish Social Housing Charter and that tenants and 

other users have the opportunity to effectively scrutinise the association’s 

performance; 

 

• meeting the requirements of the Scottish Housing Regulator (SHR) and the Office of 

Scottish Charities Regulator (OSCR); 
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• conducting its activities to the highest standards and in a manner which is open and 

accountable to the Members; 

 

• making decisions which are always in the best interest of Ayrshire Housing, taking 

into account the views of the members, tenants and the wider community;  

 

• demonstrating a clear commitment to equality and human rights for the whole 

community; 

 

• ensuring policies for the effective management of the association are in place and 

regularly reviewed; 

 

• ensuring that the structure and cycle of meetings is appropriate and that the remits 

of any (sub) committees or working groups are clearly defined; 

 

• ensuring the appointment of good quality employees; 

 

• seeking guidance from Employers in Voluntary Housing (EVH) on the procedure to 

recruit and select a new Director (Chief Executive Officer); 

 

• challenging the performance of employees through effective scrutiny and audit; 

 

• developing the membership base of the association; 

 

• ensuring that the Board itself has the necessary skills by using training plans and the 

electoral process to develop and maintain its capacity; 

 

• appointing the Secretary and any other office bearers; 

 

• responding to matters concerning relationships with other agencies such as the local 

authorities and voluntary organisations; 

 

• any matters referred to it by a general meeting. 

 

The Board may delegate or refer business to (sub) committees or working groups (see 

below).  It may also refer any matter to a general meeting of Ayrshire Housing’s 

members; for example, a proposal to amend or change the Articles.  

 

Policies 
 

The Board has developed a comprehensive set of polices over many years.  These 

provide reassurance to new and established Board members.  With the support of staff 

these are regularly reviewed to ensure that they are always fit for purpose.  

 

Board members have access to a comprehensive online policy manual (see the annex). 
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Membership of Ayrshire Housing 
 

A strong membership base is important for the development of Ayrshire Housing both in 

terms of its management and its engagement with its tenants and the wider community.  

 

There are two categories of membership: 

 

• Tenant:  all Ayrshire Housing’s tenants (including all joint tenants) are deemed to be 

members unless they decline membership. 

 

• Community:  individuals with an interest in the work of the association and who may 

have skills to offer will be encouraged to join.  Non-tenants residing in Ayrshire 

Housing properties and sharing owners are eligible to join this category. 

 

As part of its annual effectiveness review, the Board will identify any gaps in 

representation or skills within the community and tenant membership categories.  

 

Community Membership will be expanded through, for example: 

 

• Emphasising the opportunity to join through publicity events and materials; 

 

• Encouraging membership through contacts with other community organisations; 

 

• Targeting individuals with relevant skills and interests. 

 

In doing this, the Board will seek to demonstrate its commitment to equal opportunities.  

 

The Board 
 

Membership 

 

The Board consists of up to twelve individuals:  six each elected from the community and 

tenant constituencies.  The role is described in detail in a separate Board member profile 

and role description (see Board Effectiveness Policy).  In seeking election or 

appointment, candidates are asked to demonstrate their qualities with respect to the 

profile. The profile also provides guidance to the Members casting their vote in Board 

member elections.   

 

Each year, the longest serving two members in the community and tenant sections retire 

but may seek re-election (subject to serving at least two years).  Each will be expected to 

produce a candidate’s statement demonstrating their continued contribution to the 

Board.  This should be provided irrespective of whether or not there is competition for 

places.  Long-serving (for example, of nine or more years) Board members should be 

mindful that there is a continued obligation to demonstrate their effectiveness and value 

as Board members.   Further details can be found in the Board Effectiveness Policy.  
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At the first Board meeting after an AGM, the members will review the composition of the 

Board and appoint interested individuals to “casual vacancies” (Article 47) if all the 

places have not been filled at the AGM.  

 

New members 

 

Potential candidates for Board membership will make a declaration that they will abide 

by the Code of Conduct and are eligible to be a company director before being 

considered for election or appointment.  They will also acknowledge that their names and 

images may be made publicly available for regulatory and promotional purposes.  Before 

attending their first meeting, new members will be expected to have attended a meeting 

with the Chair and Director to review the contents of their induction pack.  They must 

also complete a declaration of interest, the Companies House declaration and signed the 

Code of Conduct. 

 

Chair 

 

At the first Board meeting after each AGM, the Board shall appoint a Chair and up to two 

Vice-Chairs.  In the event, of the Chair’s absence from a meeting, the Board members 

present will appoint an acting chairperson (a Vice-Chair in the first instance) for that 

meeting.  

 

The role of the Chair and Vice-Chair are described in detail in profile and role descriptions 

(see Board Effectiveness Policy).  The Vice-Chair(s) will only act in lieu of the Chair with 

the authority of the Chair in the Chair’s absence or with the specific authority of the 

Board. 

 

Candidates for Chair and Vice-Chair(s) should make short written statements of why they 

should be appointed or re-appointed.  These are required even if there is no competition. 

A Board member will not serve as Chair or Vice-Chair(s) for more than five continuous 

sessions.  

 

Company Secretary 

 

This role is fulfilled by the Head of Finance. 

 

Board Meetings 

 

The Board normally meet 9 times per year, excluding the AGM.  Its meetings will ensure 

that the association’s plans and objectives are implemented fully, and that its statutory 

and other obligations are discharged.  It will consider and approve policy and practice to 

advance the objectives of the association.  The meetings may be held physically, online 

or in a combination of the two. 

 

For each meeting, the Board will receive reports as necessary covering all the 

association’s key areas of activity, for example on: 

 

• Housing management;  
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• Property management; 

• Business development (including community engagement and property 

development); 

• Financial matters; and  

• Operational matters. 

 

The Board will also receive on a quarterly basis management accounts, a performance 

digest and a report on Business Plan delivery.  These will ensure that trends in budgeting 

and performance are clearly identified. 

 

The purpose of the reports is to show progress and any corrective actions against the 

objectives, targets and work plans set out in the Business Plan.  The reports will also 

demonstrate compliance with key statutory obligations, for example with regard to health 

and safety, and gas safety.  

 

The Director, Head of Finance and Head of Housing Services will normally be in 

attendance to present the reports and answer questions. 

 

Calendar of  Meetings 

 

The Board will agree a calendar of meetings at the beginning of each session.  The Board 

will normally meet on the last Wednesday of every month save for July and December.  

Except in the case of an emergency, seven days’ notice will be given of any alternatively 

dated meetings. 

 

Agendas and Papers 

 

Agendas and papers will be dispatched by post or electronically to members at least 

seven days before the date of a Board meeting.   

 

The Agendas will be drawn up by the Director in consultation with the Chair.  Requests for 

additional items should be addressed to the Chair or to the Director before the above 

deadline. Requests for items to be addressed under “any other business” will be 

considered at the discretion of the Chair. 

 

Duration of Meetings 

 

Meetings will last for no more than 2 hours unless agreed otherwise by the members 

present. 

 

Quorum 

 

A quorum consists of four members provided that one member from each of the 

constituencies is present.  

 

A meeting will not cease to be quorate because a member who has had to declare an 

interest has had to withdraw.  
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A member participating in a meeting through a remote open communication medium will 

count towards a quorum. 

 

Openness 

 

All meetings of the Board will be open to other members of the association, tenants and 

the general public (including the press).  Non-Board members will only be able to speak 

with the express permission of the meeting’s chair.  Confidential items will normally be 

scheduled for the latter part of meetings.  Visitors will be required to withdraw whilst 

such items are dealt with. 

 

Board papers and minutes are available for public inspection at the company’s office and 

on the website in accordance with the Freedom of Information and Environmental 

Information Policy and the Guide to Information. 

 

Minutes 

 

The primary purpose of the minutes is to provide a succinct record of: 

 

• Reports received and noted; 

 

• Decisions taken; 

 

• Action required by the Board, Committees or staff. 

 

The following guidelines for drafting will be followed: 

 

• Wherever practicable, a member of staff will be in attendance in addition to the 

person servicing the meeting whose primary purpose will be to take the minute.  This 

does not preclude the second member of staff speaking to specific reports. 

 

• At the conclusion of each section of the meeting, the Chair will note the decisions 

taken and any actions for staff or Board members. 

 

• Within seven days of the meeting, a draft minute will be sent to the meeting’s chair 

for comment.  Alternatively, the Chair may agree that the draft is simply sent to all 

the members for comment.  

 

• Subject to any amendments by the Chair, the draft will then be sent to those who 

attended the meeting.  They will have seven days to comment. 

 

• At the end of the seven-day period, the draft minute will be further amended, if 

necessary, in consultation with the meeting’s Chair. 

 

• The finalised draft will then be circulated with the agenda of the next meeting of the 

Board, Committee, Sub-Committee or working group for approval with or without 

amendment. 
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• If the approved minute is of a Committee, Sub-Committee or working group, the 

minute will then be formally endorsed by the Board at the first meeting thereafter. 

The Chair of the Board meeting will sign the minute with or without adjustment.   

 

• Action points from the draft minute will be transferred to the tracking report prepared 

before each Board meeting so as to expedite consideration of matters arising from 

the minutes and to allow, where an approved minute is not available, a report from a 

sub-ordinate meeting. 

 

Voting 

 

Voting is normally by a show of hands.  A secret ballot may however be requested by one 

third of the members present who are entitled to vote.   Each member in attendance has 

one vote.  There is no facility for proxy voting. 

 

Any member may without giving reasons ask that their dissent from any resolution be 

recorded in the minutes. 

 

All motions or amendments must be relevant to the subject under discussion.  The chair 

of the meeting can rule out of order any motion or amendment which is in his or her 

opinion, irrelevant or incompetent.  A proposer and seconder are required to any motion 

or amendment. 

 

Once a decision has been made and minuted the Board will not review the decision for a 

period of at least six months unless two-thirds of the Board members present at a 

meeting agree otherwise and prior notice of the proposed vote has been given in the 

agenda.  

 

Urgent Decisions 
 

Occasionally, situations arise where a decision may need to be taken outwith the 

meetings’ cycle and the seven-day notice period to call an additional meeting. 

 

In the case of a topic requiring a decision by the Board, the Chair (or failing that the Vice-

Chair or one other member) will be asked to determine the matter.   Their decision must 

be reported to the next meeting of the Board. If the Board member consulted feels 

unable to make a decision and the matter remains pressing, then a meeting of the Board 

will be called. 

 

Notifiable Events  
 

The Board members should be aware that they are required to inform the Scottish 

Housing Regulator of events which may have a significant impact on the association. 

Examples include the resignation of the Chair or Director, a significant loss of service to 

tenants, and health and safety breaches.  Board members should refer the Regulator’s 

statutory guidance.  It is not obligatory to inform the Office of the Scottish Charities 
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Regulator (OSCR) of such incidents but it is considered good practice to do so.  Again, 

Board members should be familiar with the OSCR guidance on notifiable events.  

Notifications are reported to each Board meeting. 

 

Standing Committees 
 

The Board has created a small number of committees to oversee areas of interest which 

require special attention. 

 

Each of these will operate on the same basis as the Board with the following exceptions: 

 

Quorums:  this will be two members who may be from one constituency.  

 

Agendas and Papers:  these will be sent out at least four days before the meeting. 

 

Chairs:  each Committee will appoint a Chair (who may not be the Board Chair) on an 

annual basis whose role will be to: 

 

• agree the agenda with the relevant lead staff member; 

• chair the meeting on the same basis as a Board meeting; 

• report to the Board Chair and Board on any matters requiring their attention. 

 

The committees and sub-committees may come to a decision by telephone or other 

communication means rather than through a meeting by common agreement.  

  

Reports of the work of the above committees and sub-committees will be provided to the 

monthly Board meetings.  

 

The Board will ensure a spread of representation across the standing Committees. 

 

Audit Committee 

 

An Audit Committee will meet four times a year to supervise the external and internal 

audit programmes in accordance with the Audit Policy.  It will consist of at least three 

Board members all of whom should have or obtain some relevant financial, governance 

or audit experience or training.  

 

Community Engagement Committee 

 

The Community Engagement Committee will meet as required but not less than once a 

year. Its remit is to oversee the association’s community engagement including grant 

awards, the use of “The Local” and community membership scheme. 

 

Development Committee 
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The Development Committee will meet up to six times a year.  Its remit is to oversee the 

progress of the development programme within the parameters agreed in the Business 

Plan and the annual review of the Financial Plan. 

 

Health and Safety Committee 

 

The Health and Safety Committee will will meet as required but no less than once a year.  

It will receive reports on the implementation of measures following the annual risk 

assessment and health and safety audits.  It will also ensure that the association’s 

health and safety manuals are up to date and being applied.    

 

Human Resources Committee 

 

The Human Resources Committee will meet as required but no less than once a year.  It 

will also have a specific remit to consider the association’s pension arrangements on a 

regular basis.  It will also deal with staffing issues in accordance with the conditions of 

service and the grading scheme, the recruitment of staff at or above department head, 

and staff development and performance including succession planning.  In addition, a 

panel of three consisting to the Chair, the Vice-Chairs or ordinary Board members will 

meet quarterly with the Director to review his or her performance. 

 

Tenancy Matters 

 

The Tenancy Matters Committee will meet at least once a year to ensure that it is 

capable of discharging its responsibilities with regard to tenancy issues.  It will also meet 

as and when required to consider individual tenancy cases in accordance with the 

association’s policies.  

 

Community Membership 

 

A sub-committee of the Chair and Secretary determines applications which are then 

reported to the Board. 

 

Dealing with Issues Requiring Wider Discussion  
 

At times, the Board may wish to ensure more in-depth discussion of certain issues of 

policy and practice.  It may wish to involve others with expertise in the field whether or 

not they are members of the association and, of course, tenants.   

 

The Board has the flexibility to establish sub-groups based on the following options: 

 

• Sub-committees consisting of both Board members and others, including members 

of staff; 

 

• Committees consisting solely of Board members; 

 

• Working groups consisting of both Board members and others, including members of 

staff. 
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The first two may have delegated authority to make decisions within their specific remits. 

The latter will have only advisory roles. 

 

The choice of approach would be determined by: 

 

• The need to arrive at decisions outwith the cycle of Board meetings; 

 

• The need to give due time to the topic; 

 

• The importance of involving others in the discussion of the particular topic.  

Examples are: 

 

- The involvement of a wider range of tenant viewpoints in matters that concern 

them; 

- Giving opportunities for community members to contribute to issues in which they 

have an expertise or interest; 

- Allowing other community representatives, possible end-users and our partners to 

contribute to our work.  

 

Any group formed by the Board will operate within a clearly defined remit and have a 

fixed life span.  The Board will also define the appropriate communication arrangements 

(e.g. discussion and decision-making via meetings, by conference calls, or through 

correspondence and web-based communication). 

 

Delegation to the Chief Executive Officer 
 

The Board appoints a chief executive officer (styled “the Director”) who is responsible for 

implementing the policies of the Board and advising them on all matters. 

 

The Director is authorised to take all steps necessary for the effective day-to-day running 

of Ayrshire Housing subject to the policies and regulations adopted by the Board.  The 

following lists provide for powers to be delegated to the Director who may in turn 

delegate to other members of staff. 

 

Personnel Matters 

 

Taking decisions related to the following matters unless determined otherwise by the 

Board:  

 

• appointments, including authorisation to pay the location expenses, and 

accommodation and travelling allowances; 

 

• sick pay entitlement; 

 

• operation of a Board approved performance appraisal scheme; 

 

178



15 

Approve: June 2021 (Approved at Board Meeting) 

Amended:  

Current To: June 2024 

• temporary appointments to cover exceptional staffing requirements; 

 

• determination of rates of pay for casual employment; 

 

• application of terms and conditions to individual employees, including disciplinary 

and grievance issues; 

 

• informal and formal communication, consultation and negotiations with               

employees, representatives and trade unions; 

 

• staff training, including authorisation of attendance at courses and payment of 

courses fees and incidental expenses where within affected budgets. 

 

 

Finance and Administration Matters 

 

• day-to-day management of the financial affairs of the association in conjunction 

with senior staff as determined by the Financial Regulations; 

 

• legal action in connection with matters concerning the association’s property or 

finance;   

 

• approval of all budgeted expenditure subject to the Financial Regulations of the 

association; 

 

• action to protect the association’s good name. 

 

 

Housing Development and Wider Role Matters 

 

• applications for planning permissions, invitation and acceptance of tenders for 

house building, and improvement and repair schemes in accordance with the 

Financial Regulations, procurement policies, the Business Plan and the approved 

budgets; 

 

• carrying out negotiations to agree the acquisition of development land in 

accordance with the Financial Regulations, procurement policies, the Business Plan 

and the approved budgets; 

 

• making decisions regarding the use of land, which is to be held for housing 

development, but which is not immediately required; 

 

• developing new activities and seeking funding in furtherance of Ayrshire Housing’s 

wider community interests as defined in the Business Plan. 

 

Housing Services Matters 
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• selection of tenants, letting of housing accommodation, garages and other 

buildings in accordance with approved allocations schemes; 

 

• the determination of tenancies, including all legally required notices to determine 

tenancies and licenses for possession, actions to recover the rent and license fees 

and other proceedings in accordance with agreed policies; 

 

• approval of tenant’s requests under tenancy conditions relating to lodgers, sub- 

tenants, change of use, alterations and erections of structure; 

 

• approval of contracts for maintenance of equipment, services, fittings and 

structures; 

 

• assessment and determination of applications for minor adjustments to boundaries 

involving disposal of land held for housing purposes subject to all parties 

concerned being in agreement; 

 

• administration of all aspects of the sale of dwellings under any other home 

ownership initiatives; 

 

• legal action for enforcement of property conditions or to grant consent in the case 

of residential properties over which the association retains an amount of control. 

 

 

Repairs and Maintenance 

  

• drawing up contractor documentation and letting of contracts for plant and cyclical 

maintenance within agreed budget levels and procurement policies, in accordance 

with the Board’s agreed programme; 

 

• implementation of minor service agreements with other agencies for the supply of a 

repairs and maintenance service; 

 

• specification and letting of capital works programme within an existing budget of 

approved programmes; 

 

• approval of tenants’ requests for compensation for property improvements within 

an existing budget of approved programmes; 

 

• approval of tenants’ requests for compensation for property improvements within 

agreed policy and amounts. 

 

Miscellaneous Matters  

 

• maintenance and alteration of the office accommodation, within agreed capital 

remits; 
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• ensuring the provision of office and other support services within agreed budgets; 

 

• authority to take emergency action on any other matter expedient to Ayrshire 

Housing’s interest subject to consultation with the appropriate Board members in 

urgent situations; 

 

• making comment to the press as required; 

 

• representation of external bodies. 

 

Code of Conduct  
 

The Board has adopted a Code based on a model drafted by the SFHA in consultation 

with the Scottish Housing Regulator.  All new members of the Board must read and 

signed the Code prior to attending their first meeting. 

 

There is a separate Code of Conduct for employees. 

 

Adherence to the Code should guarantee the association’s reputation.  Keeping to the 

Code will also protect Board members from any personal liability for their individual and 

collective actions. 

 

The Code will allow Board members to demonstrate adherence to the following principles 

based on the Nolan Principles in Public Life: 

 

• Selflessness; 

• Openness; 

• Honesty; 

• Objectivity; 

• Accountability;  

• Leadership. 

 

The Code reminds members of their responsibility not to be seen to use their positions to 

take or offer bribes.  You are also under an obligation to bring any suspicion of corrupt 

conduct by others to the attention of the association.   Please also refer to the section 

below on whistleblowing. 

 

As well as the Code of Conduct, members are also expected to have read the OSCR 

Guidance for Charities Trustees. 

 

The following summary guidance is offered; 

 

Conflicts of Interest 

 

Any Board member faced with a possible conflict of interest should declare this to the 

relevant meeting or beforehand to the Chair or Director.  The declaration will be recorded 
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in the minutes of the relevant meeting and, if required, in a separate disclosures register 

open to public scrutiny. 

 

Possible conflicts of interest include: 

 

• Where a personal benefit may result from the course of action being discussed. 

 

• The association entering into any contracts (including tenancies) with an individual 

or organisation with whom the member is connected by birth, friendship, 

association, business or employment. 

 

• Being involved in any decision which will affect the progress or operation of another 

organisation with which the association is involved. 

 

• A personal relationship with a member of staff or other Board member. 

 

The above list is not exhaustive.  If there is any concern about a possible conflict of 

interest, then it should be raised.  

 

The association has adopted EVH’s model policy on “Personal Relationships at Work”.  A 

copy of which is available to all Board members and employees. 

 

If a conflict of interest is recognised, the member will withdraw from the business of the 

meeting at the request of the Chair.  He or she may also be asked to vacate the meeting 

room whilst the matter is considered. 

 

If there are frequent conflicts of interest, it may be appropriate for the member to resign 

from the Board. 

 

Payments and Benefits to Board Members and Others 

 

It is policy not to make payments or grant benefits to the following (except in limited 

circumstances described below): 

 

A) a Board member, officer or employee (except as part of their employment contract); 

B) a person who has held such a position in the previous 12 months; 

C) a close relative or close acquaintance of a person within (A) or (B) above; or 

D) an organisation of which a person falling within (A), (B) or (C) above has significant 

control.  

 

The Board may grant tenancies to Board members, employees or their relatives subject 

to certain conditions.  Any decision to grant a benefit must be done in accordance with 

the standing policies of the company and be recorded both in the Minutes and a register 

of interests open to public scrutiny.   

Board members should be familiar with the Entitlements, Payments and Benefits Policy. 

 

Out of Pocket Expenses 
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It is the association’s policy not to reimburse Board members for any loss of earnings 

due to attendance on association business. 

 

Out of pocket expenses may be reimbursed as follows: 

 

Travel:  Members may reclaim for travel expenses incurred in connection with 

association business (including Board and Committee meetings) on the same basis as 

the employees (i.e., with reference to the EVH Conditions of Service).  Wherever possible, 

assistance will be given with the advance purchase of tickets. 

 

Subsistence:  Members attending a meeting or conference (other than one hosted by the 

association) may claim an allowance to cover incidental expenses at the same rates and 

conditions as apply to employees.  This may be paid in advance to assist with budgeting. 

 

Where a disabled member requires to be accompanied by a driver or assistant, the 

above allowances may also be claimed on behalf of that person by the member.  

 

Payments will be recorded in the register of interests. 

 

The Board may allow reasonable expenses for child minding or the care of a dependent 

relative subject to their agreement in advance.  Payments will not however be made in 

respect of care provided by another member of the Board member’s household. 

 

Insurance cover 

 

Board members have the benefit of personal injury cover whilst on official duties.   

Further details can be obtained from the Head of Finance. 

 

Gifts and Hospitality 

 

The association will only offer gifts and hospitality where these are of modest value and 

related to a genuine business activity.  This principle also applies to gifts and hospitality 

to Board members and employees which in addition will require to be recorded in the 

register of interests. 

 

Board members and employees will refuse gifts or hospitality with an actual or estimated 

value of £60.  Some discretion may be exercised to avoid embarrassment.  In all cases 

though Board members and employees should act with caution. Hospitality offered by 

the association should be likewise modest.  

 

All gifts and hospitality accepted from external parties will be recorded in the register of 

interests irrespective of value. 

 

Retirement and long-service awards to employees will only be made as provided for by 

the conditions of service and EVH/Unite wage agreement.  The association has a 

separate long-service scheme for serving Board members and employees of ten and 

twenty years respectively which conforms with the Entitlements, Payments and Benefits 
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Policy.  The Board may also make fitting token presentations with a value of no more 

than £25 to retiring Board members or Chairs.   

 

The Entitlements, Payments and Benefits Policy has details of the arrangements for 

approving attendance at awards events where the hospitality given or received is likely to 

be more than £60.  

 

Board members must bring any suspicions of attempted bribery and the seeking of 

undue influence to the attention of the Chair or the Director. 

 

Use of Consultants, Contractors and Other Suppliers 

 

To maintain the association’s excellent reputation, where possible Board members 

should avoid using the association’s consultants, contractors and suppliers for their own 

personal purposes.  A list is available in the Entitlements, Payments and Benefits Policy. 

This list may not be exhaustive.  If there is any doubt, a Board member should ask about 

the status of a firm they are considering doing business with.  

 

It is recognised that there can be certain circumstances where it might not be possible to 

avoid the use of a contractor and supplier such as where market conditions in the local 

area make it difficult to obtain a reasonable selection of potential contractors or 

suppliers.  Under such circumstances, it is permitted to use one of these contractors and 

suppliers provided the Board member is able to demonstrate that they have received no 

preferential treatment in terms of price, quality or any other aspect of service delivery 

due to their involvement with the association. 

 

Approval to use a contractor or supplier is at the discretion of the Director (or Chair in the 

case of the Director).  For approval to be granted, the Board member must demonstrate 

that there is no reasonable alternative consultant, contractor or supplier providing the 

service required in their local area, and that it can be demonstrated that there will be no 

preferential treatment in terms of service or cost.  A declaration must then be made in 

the register of interests. 

 

Whistleblowing Policy  

 

So as to demonstrate further its commitment to the highest standards of openness, 

probity and accountability, the association has adopted the model Whistleblowing Policy 

contained in the EVH Whistleblowing Policy and Procedures.  Copies of this is made 

available to all Board members and employees.  The Audit Committee will ensure 

compliance with this Policy. 

 

Donations and Sponsorship 
 

The association, with Board approval, may make donations not exceeding £1,000 to 

individual organisations which share complementary objectives or where there is another 

sound business reason (e.g. networking and public relations). 
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The association will discharge its responsibilities to support national and international 

housing charities which share its goals through annual donations to for example the 

Lintel Trust and Homeless International respectively. 

 

Representative Bodies 
 

The association is a member of a number of representatives and similar bodies such as:  

Eydent – the Association of Ayrshire Housing Associations; 

The Glasgow and West of Scotland Forum of Housing Associations (GWSF); 

Scottish Federation of Housing Associations (SFHA); 

Rural and Islands Housing Association Forum (RIHAF); 

Employers in Voluntary Housing (EVH); 

Positive Action in Housing (PAiH). 

 

Board members and employees are encouraged to participate actively in the above 

organisations. 

 

The Board may agree to join other bodies where a business case can be made. 

 

Membership of other Companies 
 

The association may become a member of not for profit and charitable companies where 

there is a sound business case.  For example, the association is a member of the Energy 

Agency.  With Board approval, a Board member or the Director may participate in such 

organisation’s Boards. 

 

Staffing  
 

Recruitment 

 

The association is committed to open recruitment where possible whilst at the same time 

ensuring career opportunities for existing staff.  Full details of the arrangements can be 

found in the Staff Remuneration, Recruitment and Selection Policy.  

 

The Policy covers the arrangements for the appointment of the Director.  In the event of 

the Director’s absence or resignation, the Board will seek the early advice of EVH. 

 

Terms and Conditions for Staff including the Director 

 

The association is a full member of EVH.   As such it has adopted EVH’s grading and 

salary schemes, conditions of service and standard policies.  The association is required 

to implement these as a consequence of the collective bargaining agreement between 

EVH (on behalf of its employer members) and Unite the Union.  The arrangements for the 

Director are consistent with the collective bargaining agreement. 

 

The association benefits from the support of EVH across the whole range of employment 

matters including handling grievances and discipline issues.  

185



22 

Approve: June 2021 (Approved at Board Meeting) 

Amended:  

Current To: June 2024 

 

The association is a member of the Scottish Housing Associations Pension Scheme 

(SHAPS) and the Strathclyde Pension Fund.  

 

Further details can be found in the the Staff Remuneration, Recruitment and Selection 

Policy.  

 

Personal Development 
 

Board members are expected to take a pro-active approach to their training needs. 

 

The association provides a number of opportunities: 

 

• Circulation of relevant journals and briefing notes to members. 

 

• Circulation of literature on training opportunities. 

 

• Arranging in-house training sessions. 

 

• Lending computer equipment for use in connection with Ayrshire Housing business 

and related activities. 

 

Board members are encouraged to attend appropriate courses at the association’s 

expense; e.g., evening classes or through SHARE and other training agencies.  If there is 

sufficient demand, in-house training will be organised.  Through Eydent opportunities to 

meet and learn with colleagues from other Ayrshire associations will be available. 

 

Each Board member is expected to demonstrate the commitment to personal 

development and to assist in the creation of a development and training plan for the 

Board.  To comply with the Board Effectiveness Policy, each Board member is required to 

participate in an annual individual review meeting with the Chair. 

 

Staying in touch 
 

Members receive regular updates either through the post or via the web.  This provides a 

means of keeping members informed of developments between meetings. 

 

Many members of the Board prefer to stay in contact with the office and their colleagues 

through the internet.  The association has a dedicated website which contains all the 

Board papers, key policies and performance reports.  This includes an online policy 

manual.  It also allows Board members themselves to initiate discussion on topics of 

interest or concern. 

 

For those Board members who do not currently use the internet, the association will be 

able to offer the loan of equipment and training, and all papers and policies in paper 

form. 
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A note on terminology 
 

Ayrshire Housing is a housing association in terms of recognised legal definitions.  Under 

Companies House rules though it cannot describe itself as such in its registered name; 

hence “Ayrshire Housing” rather than “Ayrshire Housing Association”.  This is because it 

is not governed on a simple one member – one vote basis like housing associations 

incorporated under (as is more common) the Co-operative and Community Benefit 

Societies Act.  Our articles provide for 50:50 block voting by the tenant and community 

constituencies at general meetings. 

 

As a charity, the registered name does not need to include “limited” so we have 

registered as “Ayrshire Housing” and not “Ayrshire Housing Limited”. 

 

In order to provide some guidance to staff, we expect them to refer to Ayrshire Housing 

as an “association” in letters to tenants and the general public.  Describing Ayrshire 

Housing as a “housing association” is appropriate though when making comparisons 

with or references to other housing associations or the housing association movement 

generally.  It is suggested that the term “company” is restricted to situations where 

reference is being made to Ayrshire Housing’s specific legal status or form of 

governance.  Hence, its occasional usage in this manual. 

 

It is recommended that the term “registered social landlord” is avoided in 

communications to the tenants and general public, although it may be required in 

communications with the Scottish Housing Regulator and other official bodies.  Similarly, 

“affordable housing” or “affordable rented housing” is preferred to “social housing” in 

general communications. 

187



24 

Approve: June 2021 (Approved at Board Meeting) 

Amended:  

Current To: June 2024 

Annex - Key policies 
 

Listed below are key policies. See the online policy manual for the full and up to date list. 

 

Governance 

 

• The Board Member’s Handbook.  Covers the standing orders for the Board and 

detailed background information for Board Members; 

• Memorandum and Articles of Association – Ayrshire Housing’s “rule book”; 

• Office of the Scottish Charity Regulator’s (OSCR’s) Guidance for Charity Trustees.  

The provides information on charities law, notifiable events and the role of the 

Board as members as charities trustees; 

• Scottish Housing Regulator’s Regulatory Framework; 

• The Scottish Social Housing Charter; 

• The Business Plan; 

• Annual Accounts; 

• Scottish Housing Regulator’s guidance on notifiable events.  This provides a list of 

occurrences where the Scottish Housing Regulator must be informed; 

• OSCR guidance on notifiable events 

• SFHA Code of Conduct for Board Members; 

• EVH glossaries of technical terms; 

• Entitlements, Payments and Benefits Policy; 

• Board Effectiveness Policy; 

 

General Policies 

 

• Accessibility Policy; 

• Equalities and Human Rights Policy; 

• Complaints Handling Policy; 

• Freedom of Information and Environmental Information Policy; 

• Privacy Policy; 

• Whistleblowing Policy; 

• Sustainability Policy. 

 

Housing Management Policies 

 

• Aids and Adaptations Policy; 

• Allocations Policy; 

• Mutual Exchange Policy; 

• Succession Policy; 

• Rent and Service Charge Policy; 

• Arrears Policy; 

• Void Management Policy; 

• Estate Management Policy; 

• Abandoned Tenancies Policy; 
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• Neighbour Disputes and Anti-Social Behaviour Policy; 

• Asset Management Plan; 

• Repairs and Maintenance Policy; 

• Tenant Consultation and Participation Policy. 

 

Development Policies 

 

• Design Guide.  This sets out what we expect from our designers and contractors. 

 

Risk Management and Finance Policies 

 

• Risk Management Policy; 

• Audit Policy; 

• Financial Procedures and Regulations; 

• Treasury Management Policy. 

 

Personnel Policies 

 

• Staff Remuneration, Recruitment and Selection Policy 

• Staff Performance and Development Policy.  This sets out the arrangements for 

staff personal development and support; 

• Staff Handbook.  General guidance to employees. 

 

Ayrshire Housing is a member of Employers in Voluntary Housing (EVH) and is thus party 

to a national collective bargaining arrangement with Unite the Union.  This covers staff 

pay and conditions and the following policies which have been adapted as needs be for 

local use: 

 

• Statement of Terms and Conditions of Employment; 

• Personal Relationship at Work Policy and guidelines; 

• Health and Safety Policy; 

• Dignity at Work Policy; 

• Alcohol and Substance Misuse Policy; 

• Code of Conduct for Staff; 

• Model Recruitment and Selection Guide; 

• Retirement Policy; 

• Flexible Working Policy; 

• Attendance Management Policy; 

• Shared Parental Leave Policy; 

• Smoke Free Policy; 

• Lone Working Policy; 

• Sabbatical Leave Policy; 

• Staff Performance Management; 

• Training and Development Policy; 

• Alcohol and Drug Misuse Policy; 

• Stress Policy; 
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• Disciplinary Policy; 

• Grievance Policy. 
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Board Meeting – Wednesday 30 June 2021 

 
Agenda Item: 9c 

 
Subject: Complaints and Compliments Report (including data and information 

requests) 

 
Prepared by: Zoe McGrady 

 
 

Complaints Log 

 

This report shows the results for the year April 2020 to March 2021. 

 

❖ Number of tenant complaints  

52 complaints were logged in the reporting year.  No complaints were carried over 

from the previous year. 45 complaints were successfully resolved within the target 

of 5 working days.  Of the 52 complaints received, 44 were upheld mostly through 

an apology and/or action taken to resolve the complaint. 

 

❖ Nature of complaints 

The following pie chart illustrates the nature of the complaints received. 

 

 

 
 

 

Majority of complaints received (54%) related to ‘Service Levels’.  These mostly relate to 

the repairs service.  By way of comparison, 5032 repairs were processed during the year.  

This year unfortunately we also had the disruption to services caused by Covid-19. 

 

 

Nature of Complaint

Service Levels Communications

Attitude or Conduct of Staff Delay in Service Delivery

Policy/Procedure Issue Other Matters
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Compliments Log 

 

In addition to our complaints log, compliments are also recorded.   

 

❖ Number of tenant compliments 

In the last reporting year, 43 Compliments were logged from tenants with regards 

to allocations, maintenance and housing management including money advice. 

 

❖ Nature of compliments 

The following chart illustrates the nature of the compliments received. 

 

 

 
 

Subject Access Requests 

 

Under the Data Protection Act, individuals are entitled to ask for any personal information 

about them that we hold and process. We manage our data holdings in accordance with 

our Privacy Policy.  

 

During 2020-2021, we received one such request which was dealt with to the apparent 

satisfaction of the individual. During the period we also responded to observations of 

Information Commissioner about the processing of an earlier case. These concerned 

recommendations for minor improvements to guarantee our response times which we 

have implemented. 

 

Freedom of Information Requests  

 

We are subject to the Freedom of Information (Scotland) Act (FoI) and Environmental 

Information (Scotland) Regulations (EIR) for certain our functions. This is described in more 

detail in our Freedom of Information and Environmental Information Policy.  

 

During 2020-2021, we received 3 FoI requests and no EIR requests. All were dealt with in 

accordance with our policy to the apparent satisfaction of the enquirers.  

 

Compliments Log

Housing Management & Money Advice

Maintenance

Allocations
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Conclusion 

 

We are committed to improving both how we record complaints and complements, and 

data and information requests and how we learn from these. This will form part of the 

further development of our Customer Care Standard.  From 1 April 2021, we have a new 

form for recording both complaints and compliments which is user friendly and should 

make the recording process easier for staff.   

 

It is apparent that, taking account of the guidance from the Scottish Public Services 

Ombudsman, we are under-recording the numbers of complaints we receive.  To address 

this, we are now monitoring the complaints log on a weekly basis and will continue to 

encourage staff to log all reports of dissatisfaction from tenants. 

 

From 1 April 2021, we will report on complaints and complements, and data and  

information requests on a quarterly basis within the Performance Digest.  
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