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STAFF HANDBOOK  

Issued December 2021 
 

 

This handbook is intended to provide staff with information to ensure the smooth running 

of the association and to remove any areas of ambiguity as to who is responsible for 

what and to whom.  It is not a substitute though for reading the policies and procedures 

referred to. 
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Hybrid Working  
  

Most of us value the option of working from home whilst also still benefiting from the 

practical and social dimensions of face-to-face working. Home working can assist with 

care responsibilities, commuting difficulties or to manage situations where one cannot 

attend the office but are otherwise able to work.  

  

To reflect this desire, the Board has introduced a “hybrid” working option. This builds on 

the self-discipline demonstrated and experience gained by all during the period of 

enforced home working in 2020 and 2021. 

  

This arrangement is distinct from contractual remote working as described in the Flexible 

Working Policy and Remote Working Policy (see below). 

  

Hybrid working is based on the following principles:  

  

• The policy context is the section on occasional remote working in the Remote 

Working Policy. 

 

• Hybrid working is a privilege not a right.  

 

• Contractually, your place of work is 119 Main Street, Ayr (see also the section on 

contractual remote working below). 

 

• Everyone will have a desk at 119 Main Street (the office). 

 

• You will have the technical resources to work seamlessly between home and the 

office.  

 

• You must have due regard for the rules on ICT security and usage in the Working 

at Home or Away from the Office section below. 

 

• You will be able to work at home with the consent of your manager subject to the 

following ground rules: 

 

o You must be available to work in the office to ensure adequate cover in 

your section and cooperate fully with your manager and your colleagues in 

devising and adhering to rotas. 

 

o You must always be prepared to attend the office for meetings and 

generally as required by your manager to carry out your duties.  

 

o You must never delay face to face appointments with tenants, other 

service users, partners, consultants and contractors for your own 

convenience. 

 

o When working from home, you must be contactable and able to respond to 

service requests during your normal working hours. It is recognised though 
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that you may wish to organise your productive time differently provided 

basic communication is maintained. Seek guidance from your manager if 

you are concerned about your ability to maintain service and 

communication requirements. 

 

o For operational reasons or to ensure your adequate performance, you may 

be required to work from the office if you cannot demonstrate effective 

and safe working from home.  

 

 

Contractual Flexible and Remote Working  
 

This is where a permanent change to individual working arrangements is agreed in terms 

of hours and/or location.  We are committed to look sympathetically on such requests, 

for example to work at home for a pre-determined pattern of days fully subject to 

attendance at staff and team meetings.  

 

Such requests would be dealt with in accordance with the terms of the Flexible Working 

and Remote Working Policies to ensure the proposed arrangement is compatible with our 

operational requirements.  
 

If you have 26 weeks’ continuous service, you have the right to request a change to your 

contractual terms and conditions of employment.  This is subject to meeting the criteria 

laid out in the relevant Policy and your Statement of Terms and Conditions of 

Employment.   
 

Working Hours  
 

Staff work 35 hours per week, as set out in your Statement of Terms and Conditions of 

Employment.    

 

Ayrshire Housing operates a discretionary flexi time system. You are expected to work 

during the core hours of 10.00–12.00 and 14.00-16.00 unless agreed with your line 

manager in advance.   

 

You may not carry over more than 14 extra hours in any 4-week period, and you must not 

be more than 10 hours in deficit in any 4-week period.  You should not commence work 

before 08.00 and should not work later than 18.00 if you are working in the office.  

Some discretion is available when working at home.  If in doubt about what is 

reasonable, speak to your line manager. 

 

You must ensure that your hours are recorded daily using your flexi sheet or other 

approved online tools.  Your record will be checked no less than monthly by your line 

manager.  Failure to keep adequate records or to work within the above limits could 

result in the removal of flexi-time privileges.  
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There is an obligation on all staff to ensure that the office is adequately staffed 

throughout the public opening hours (see security procedures). 

 

There are separate arrangements below for paid and unpaid (TOIL) and overtime (see 

below). 

 

Overtime 
 

Staff required to work outwith the hours of 08:00 and 18:00 for example to attend an 

evening meeting or on other duties expressly agreed in advance with their line manager, 

will be compensated with the equivalent time off in lieu (TOIL).  TOIL is to be recorded 

separately from flexi-time (see above) and can be carried forward from month to month 

in addition to the monthly flexi-time limit. 

 

Staff are not normally entitled to overtime payments.  However, under exceptional 

circumstances (for example, to attend to an emergency), and at the discretion of the 

Director overtime may be allowed.  This would be payable at time and a half. 

 

Holidays 
 

The standard paid annual leave entitlement is 8 weeks for full-time employees, including 

public holidays. The leave year is 1 April to 31 March.  The local Ayr holidays are taken.  

Holidays are calculated on a pro-rata basis for part-time staff.   Requests for leave must 

be made as far in advance as possible using Timetastic or another approved recording 

tool.  All requests are subject to prior approval by your line manager. 

 

You should aim to spread your leave over the year.   Five days may, however, be carried 

forward to a new leave year with the prior approval of your line manager.  If you work 

part-time your carry forward figure will be pro-rata based on hours worked.  Such an 

agreement must be sought before the 28 February so that alternative leave 

arrangements in March can be discussed. 
  

Special Leave 
 

Special Leave may be granted in accordance with your terms and conditions of 

employment.   Application should be made to the Director to whom approval has been 

delegated by the Board.  This delegation is subject to an annual report to the Board on 

leave sought and granted.   The granting of leave beyond the periods indicated on your 

Statement of Terms and Conditions of Employment will also be subject to the agreement 

of the Chairperson. 

 

Parental Leave 
 

You have the right to take up to 18 weeks’ unpaid parental leave (for each child).  This is 

subject to meeting the criteria laid out in your Statement of Terms and Conditions of 

Employment.  You must give at least 21 days’ notice of your intention to take this leave. 

This leave must then be approved by your line manager.  



6 

  

 

Shared Parental Leave  
 

Shared parental leave (SPL) allows eligible employees to take up to 50 weeks leave 

during the first year after their child’s birth or adoption.  This includes surrogate parents.  

It can be taken by both parents separately or at the same time.  This is subject to 

meeting the criteria laid out in your Statement of Terms and Conditions of Employment. 

 

Ayrshire Housing has adopted the EVH model policy on Shared Parental Leave which all 

staff are expected to read.    

 

Sabbatical  

 
If you have two years’ service and are otherwise eligible, you are entitled to take a 

sabbatical, sometimes referred to as a “career break”.  When you return to employment 

you will return to a job of equal status but there is no guarantee that you would return to 

the same post.  The sabbatical must be for a minimum of three months or a maximum of 

twelve months. 

 

Ayrshire Housing has adopted the EVH model policy on Sabbaticals which all staff are 

expected to read.    

 
 

Sickness and Absence from Work 
 

If you are unable to work (including at home) through sickness or injury you must let your 

line manager know within two hours of your usual starting time, on the first morning of 

your absence.  You should then take reasonable and regular steps to keep your manager 

informed of your likely return date.   Payment for sick leave is set out in your Statement 

of Terms and Conditions of Employment.  For all periods of absence, staff must complete 

a self-certification form.  Absences of more than 1 week will require a Statement of 

Fitness for Work (Fit Note) from your GP. 

 

In the case of periods of sick leave in excess of 4 weeks, we may ask your permission to 

approach your doctor. For long periods of absence or where there is uncertainty about 

your current or future capacity to carry out your job, we may ask you to submit to an 

independent medical examination. 

 

Your line manager will carry out a return to work interview with you irrespective of the 

length of absence. This will be an opportunity, amongst other things, to identify any 

adjustments that need to be made to your work situation.  We may as part of this 

process refer you to an occupational health specialist.  

 

For further information, you should refer to the section on absence procedures in your 

Statement of Terms and Conditions of Employment and to the Attendance and Absence 

Management Policy and Procedures. 
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Counselling and Occupational Health 
 

Access to confidential advice is available through Rowan who can be contacted directly 

on 01738 562005.  You are free to call this number if you have an issue which you do   

not wish to discuss with your line manager in the first instance. Just mention that you 

work for Ayrshire Housing, an EVH member. 
 

 

Trade Union Membership 
 

As a member of EVH, Ayrshire Housing subscribes to a collective bargaining agreement 

with Unite the Union. In line with the conditions of service, you are encouraged to join the 

union.  There is a dedicated housing associations branch (SC/151). There is a Union 

notice board in the kitchen 

 

Payment of Salaries 
 

Salaries are paid directly into your bank account on a calendar monthly basis and should 

reach your account by the 17th of each month.   
 

Payment of Expenses 
 

Staff expense forms should be completed, signed by your line manager and passed to 

the finance section on a monthly basis.  All claims must be accompanied by appropriate 

receipts.  Failure to prepare these by the date set by the finance section will result in the 

expenses not being paid until the following month. 

 

Ayrshire Housing will reimburse staff for reasonable expenses necessarily incurred in 

connection with work.  It is our policy that staff should be neither financially advantaged 

nor disadvantaged as a result of incurring genuine business expenses.  Any discount or 

voucher obtained in the course of incurring an expense must be set against a 

subsequent claim.  Failure to do so may result in disciplinary action. 

 

Travelling 

Ayrshire Housing will reimburse the reasonable costs of necessary travel made on our 

behalf.  Travel to meetings and between offices must be by the most cost-effective mode 

of transport, taking into account journey time as well as monetary cost.  This applies to 

all members of staff including essential car users. If you are in any doubt about the 

appropriate mode, speak to your line manager in advance of your journey.  

 

Normal travel to work 

Employees travel to and from their normal place of work in their own time and at their 

own expense.  Where an employee is asked by Ayrshire Housing to travel to a different 

place, and where the travel cost exceeds the travel to their normal place of work, 

reasonable costs will be reimbursed. 

 

Cycling 

If you cycle to business appointments, you are entitled to claim a mileage allowance.  



8 

  

 

 

Travelling by Car 

Where it is cost effective to make a business journey by car, a mileage allowance may be 

claimed.  Read the section below on Use of Cars before you plan a journey. 

 

These rates are reviewed from time to time, in line with HMRC rules and you will be 

notified of any changes.  Expense claims must detail the number of miles along with the 

destination and purpose of travel. If the employee travels directly from or to home then 

the amount of miles between their home and normal place of work should be deducted 

from the mileage claimed. Please refer to the section below on the Use of Cars regarding 

your obligations with regard to insurance and vehicle standards. 

 

Essential Car User Allowance 

Where use of a car is a contractual requirement of your job, you will receive an essential 

car user allowance.   

 

Travelling by Rail 

Travel should be by standard class.  Rail travel will be refunded at standard rates only.   

Where possible, tickets should be booked well in advance to obtain cheaper fares. All 

claims should be accompanied by tickets or receipts. 

 

Travelling by Air 

Where necessary, air travel by economy class only will be refunded. Tickets should be 

booked as far in advance as possible to ensure the most cost-effective arrangements.  A 

copy of tickets and receipts must be attached to the expenses claim. 

 

Subsistence Allowance 

The rates of allowance are based on duration, and it is therefore necessary to detail the 

start and finish times of each business absence when claiming this allowance.  There are 

two levels of subsistence allowance: 

 

• for employees who are on duty and away from their home for more than 10 hours 

in any one day; 

• for employees who are on duty between 5 and 10 hours in any one day outwith 

Ayrshire. 

 

Prescribed Spectacles 

Where you use VDU equipment for the majority of your time (see the Health and Safety 

Policy) you can claim a one-off contribution towards spectacles.  If your prescription 

changes you can claim the allowance again. This allowance is not available for changing 

frames or lenses other than as a result of a new prescription. 

 

Professional Subscriptions 

Ayrshire Housing will reimburse the subscription to a maximum of one professional body 

where membership is directly relevant to your work. 
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Other Expenses 

Occasionally, other reasonable expenses incurred by employees that are not covered in 

this policy might be refunded by Ayrshire Housing.  Each case will be considered on its 

own merits without setting a precedent for the future. 

 

Expenses Form 

All expenses claims must be submitted to the finance section using a standard form and 

accompanied by appropriate receipts. 

 

Expenses Rates 

These rates are reviewed periodically as part of the salary negotiations. 

 

Use of Cars 
 

Casual and essential car users must ensure that their vehicles are comprehensively 

insured for business purposes and fit to use.  This rule applies even if you only use your 

vehicle infrequently for business journeys.  A copy of the business insurance cover must 

be provided to the finance section before the first journey, and thereafter copies of 

annual renewals.   Ayrshire Housing will not accept responsibility for damage to an 

employee’s car or for injury to occupants whilst the car is being used for business 

purposes. 

 

In accordance with our Health and Safety Policy, copies of each car user’s driving licence, 

insurance and MOT must be furnished annually.  Essential car users must also provide 

evidence of their breakdown cover.  In addition, a signed assurance is required that the 

vehicle to be used is in, and will be maintained in, a road-worthy condition and that you 

know of no adverse health or fitness conditions that could affect your driving.  These 

documents will be requested on an annual basis and will be filed by the Finance 

Manager. 

 

Use of Mobile Phones 
 

For convenience and personal safety, mobile phones are available for staff use whilst on 

duty out of the office.  These are for business use only.  They should only be used for 

personal calls in cases of genuine emergency.  You should take a note of the call so that 

you can identify it on the invoice and certify in writing that the remainder were for 

business.  The finance section will then calculate the payment due based on the 

standard tariff applying to the phone account irrespective of any “free” time available. 

 

Company or personal mobile phones must not be used whilst driving on company 

business even if you have fitted a “hands-free” set to your car.  You must set your 

company and personal phones to voicemail for the duration of the journey.  Failure to do 

so may result in disciplinary action. 
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Security Procedures 
 

The office must be staffed by at least two people during public opening hours.  You must 

accept this obligation if you wish to benefit from hybrid working.  Lunch breaks should be 

staggered to accommodate this security requirement.   

 

You must always sign in and out of the office in the directed manner to ensure 

everyone’s safety in the event of a fire or other emergency.  

 

You must ensure your Microsoft Outlook calendar and sign-in app is kept up to date for 

meetings, appointments and time spent away from the office or your home if working 

from there.  Your computer account has been set to allow reception staff access to your 

schedule for this purpose.  Everyone must always be locatable irrespective of whether 

they are working from the office or home.  It is extremely important that your schedule is 

up to date and sufficiently detailed – not only for your personal safety - but also to ensure 

that the receptionist knows the whereabouts of staff so that they can handle calls and 

enquiries in a professional manner. 

 

All staff should be familiar with arrangements for setting and cancelling the burglar 

alarm.  Staff should ensure that the main office door remains locked until 09:00.  Staff 

leaving the office after 17:00 (Monday to Thursday) and 16:30 (on a Friday) should 

ensure they lock the office door behind them. The last person leaving the office must 

ensure that all windows are closed, the burglar alarm is set, all lights are switched off 

except those in the foyer and all locks are properly engaged.  

 

The office is covered by CCTV, please refer to the Worker Privacy Notice and our CCTV 

Policy for further details.   

 

Rent Collection 
 

For security purposes, tenants are discouraged from making cash payments in the office.  

However exceptionally, cash payments from tenants who have high arrears will be 

accepted.  The Head of Housing Services will take all steps to ensure that this method of 

payment is only used as a last resort.  Whenever a payment is made at the office, a 

receipt will be given signed by the staff member accepting the money and witnessed by 

another member of staff.  The interview room should be used when taking large cash 

payments.   All sums of money will be kept in the safe until such times as the money is 

taken to the bank.     

 

For insurance purposes there is a limit of £1,500 which is the maximum rating for the 

safe, therefore at no time should we hold any more than this amount in cash, cheques, 

postal orders and stamps etc.  This limit also includes money in transit in the custody of 

any employee. 

 

Any money coming into the office by post should be logged on a payment monitoring 

sheet stating the amount, sender and date received.  Housing Officers should be notified 

by email of any counter payments made by tenants within their areas. 
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Petty Cash 
 

All petty cash disbursements must be accompanied by a receipt and a petty cash 

voucher signed by the parties making and receiving payment.  Staff members requiring 

amounts of £50.00 or over should, where possible, notify the Administration Assistant 

one day in advance.  

 

IT Security 
 

To reduce the threat of cyber-attacks, you must follow the following rules on computer 

and internet use: 

 

• Take great care with e-mail attachments.  If you are in any doubt, or if an 

attachment is unexpected, delete the message straightaway. 

• Do not follow links within an e-mail unless you are really confident they are 

genuine.  This is one of the main ways that viruses spread. 

• When using webmail or the internet for personal use, you must take the same 

security steps that you would for business.  If in doubt about a site or download, 

do not access it. 

• You must follow any instructions issued by us on the use of online communication 

platforms for meetings and webinars. 

• Do not use USB sticks or external drives if possible.  If you must, make sure the 

stick or drive never leaves the office. 

• If there is any suspicion that your PC is infected, do not shut it down.  Unplug it 

and contact the IT administrators immediately.   

 

If you must bring a file into the office on portable media (e.g., CDs, flash drives, portable 

hard drives etc) it must be checked for viruses before being loaded onto the server or 

individual PCs in accordance with our IT procedures.  If you are in any doubt, consult the 

IT administrators before opening or saving any file.   

 

Files requiring retention should be saved onto CCH.  Personal files not saved on CCH 

should be stored in your personal folder on the “H” drive.  Documents saved to your “C” 

drive will not be part of the back-up process and are not recoverable should your PC hard 

drive fail.  Use of the “C” drive for this purpose is discouraged. 

 

Reasonable personal use of the internet through our hardware or systems is permitted 

during breaks whether working in the office or at home.  Staff should note that 

downloading material of an inappropriate nature or failing to take reasonable security 

steps will result in disciplinary action, including possible dismissal.  Your should also note 

that using your Ayrshire Housing email address for personal use, including registering for 

social networking or business sites is prohibited. 

 

When leaving your workstation whether in the office or at home for any period of time, 

you should ensure that you have logged off all applications and locked your PC.    
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You will be issued with a password for logging on to your PC.  You must not share this 

password with anyone.  

 

 

Use of the Mobile Devices (including iPads and Laptops) 
 

Mobile devices are issued to some staff to use as an essential part of their duties.  These 

are for business use only.  For security, these devices connect to users’ desktops within 

the Ayrshire Housing office, therefore all data is held on secure servers.  Staff must not 

store any confidential information separately onto these devices.  Random checks will be 

made to ensure that the devices are free of any confidential data.   

 

Working at Home or Away from the Office 
 

You should note the following before accessing the association’s networks or cloud-

based services: 

 

• you agree to all user activity being logged and monitored for reporting purposes, 

this includes all log on, log off and idle activity. 

• It is your responsibility to ensure that your remote access connection to our 

network is secure and robust.   

• All hosts connected to our internal networks via remote access technologies must 

be protected by the most up-to-date anti-virus software. 

• You must ensure that no one else is able to access our systems.  Keep your login 

and password secure, even from family members. 

• Whilst accessing our network, you are subject to the same rules regarding 

inappropriate material and permitted uses as apply to office-based work. 

• When using an Ayrshire Housing owned computer to remotely connect to the 

corporate network, you must ensure that it is not connected to any other network 

at the same time, with the exception of personal networks that are under your 

complete control or an organisation you know has security arrangements no less 

strict than our own.  

• You must follow any instructions issued by us on the use of online communication 

platforms for meetings and webinars. 

• Never access our networks through a public Wi-Fi Hotspot. 

 

 

Recycling and Waste Reduction 
 

Ayrshire Housing aims to reduce waste to minimise the potential effect on the 

environment.  There are recycling bins in the office for confidential data, in the kitchen 

for plastics and tins, and in the mail room for paper and cardboard.  Staff should use 

these recycling facilities. 
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Welfare Facilities 
 

Ayrshire Housing provides the following welfare facilities for staff in the office: 

 

• Toilets and hand basins with soap, towels and a hand-dryer; 

• Shower facilities; 

• Drinking water; 

• Space to store outdoor clothing and personal items; 

• Separate areas to rest, prepare and eat meals; 

• Secure bicycle racks. 

 

Healthy Working Lives 
 

Ayrshire Housing believes that its staff members are its most valuable asset.  We first 

became involved with Healthy Working Lives in 2008 as a way of bringing benefit to the 

staff team by reducing health issues both in the long and short term, reducing staff 

absences, boosting productivity and performance as well as being good for morale. The 

Healthy Working Lives Award plays a vital role in further developing a culture of health 

and wellbeing amongst Ayrshire Housing employees. 

 

If you would like any more information regarding Healthy Working Lives, please contact a 

member of the HWL Focus Group. 

 

Health & Safety  
 

Risk Assessment 

Ayrshire Housing will carry out an annual general risk assessment as required by our 

Health & Safety Policy.  This affords the opportunity for staff to state any potential risks 

or hazards experienced in carrying out their duties.  The Health and Safety Administrator 

will collate this information and where necessary steps will be taken to implement 

procedures to improve health and safety in the workplace. 

   

In carrying out the general risk assessment, issues of work-related stress will be 

addressed.   

 

Smoking Policy 

It is the policy of Ayrshire Housing that our workplace is smoke-free and that all 

employees have a right to work in a smoke-free environment.  Smoking is prohibited 

throughout the entire workplace with no exceptions.   This includes the use of electronic 

cigarettes. This policy applies to all employees, consultants, contractors, tenants and 

other visitors.  

 

Where employees are exposed to passive smoke while on association business, they will 

be entitled to request a smoke-free environment in which to continue their business.  

Where no such environment is available, the employee will be entitled to cease work 

within the area.  In such circumstances, the employee will report the situation to their 

Line Manager without delay, who will take the appropriate action. 
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Lone Working  

Ayrshire Housing takes extremely seriously the health and safety and welfare of all its 

staff, we recognise that some staff in particular Housing Officers/Assistants and 

Maintenance Officers are required to work by themselves for periods of time without 

close or direct supervision in the community or in isolated work areas. 

 

Such staff are provided with a Skyguard (personal safety) or equivalent device which 

must be used when travelling to and attending appointments and premises outwith the 

office.   These devices use GPS technology which means that staff can easily be tracked 

if they issue a call for help, these play a vital role in ensuring the health, safety and 

welfare of our staff.  The Administration Assistant will monitor the use of these devices 

and provide regular reports to Team Leaders.  If staff members are not using their 

Skyguard device, they could be subject to disciplinary action.  

 

Staff who work out of the office should take the same break (e.g., coffee or lunch) as they 

would in the office. 

 

Staff must read the Lone Working policy and procedure that is in place and must keep in 

contact with the office at regular intervals.  The policy enables Ayrshire Housing to meet 

its obligation to protect staff so far as is reasonably practicable from the risks of lone 

working.  

 

The above responsibilities regarding lone working apply both to staff working from the 

office and from their homes. 

 

Personal Protective Equipment 

Personal Protective Equipment (PPE) is a range of clothing and protective devices to 

safeguard the wearer from certain hazards.  PPE includes items such as hard hats, 

masks, safety shoes/boots, protective gloves, weatherproof clothing and overalls.  All 

tasks which require PPE will be identified as part of the risk assessment procedure.  

Equipment will be issued accordingly.  

 

Electrical Equipment 

All electrical equipment must be PAT tested before being used in the office.  This 

includes any personal electrical equipment being brought into the office by members of 

staff, for example personal mobile phone chargers.  Staff must notify the Administration 

Assistant of such equipment before use. 

 

Staff should not use electrical equipment if they have not been trained to use it. 

 

Office Arrangements 

Staff members are responsible for ensuring that the office is kept tidy and business like. 

Staff must keep their work areas tidy, e.g., briefcases, handbags etc must be kept under 

desks or in cupboards.  Coats and jackets must be hung in the hangers and cupboards 

provided and not over chairs.  

 

Confidential material must not be left in open view when it is not being worked on.  At the 

end of each working day desks must be left neat and clear of all personal or other 
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business information.  Documents containing confidential information should be placed 

in a locked drawer.  Filing should be done timeously. 
 

You are encouraged to take regular breaks. This applies whether you are working in the 

office or at home. 

 

The kitchens are available for staff breaks and the consumption of food.  As a matter of 

courtesy, staff using it should ensure that they clean up after themselves.  This includes 

the removal of unused perishable food from the fridges and cupboards.  Staff must label 

all food items being placed in the fridge.  All items not labelled or out of date will be 

removed.   Containers, jars, mugs etc should be stored in a cupboard or in the kitchens 

when not in use.   You must deal personally with any spillages as they arise. 

 

Hot food must not be eaten within the main or any of the private offices.   

 

Some staff desks are located close to the kitchens and staff should try to keep noise to 

an acceptable level when moving around and using the kitchens.  

 

Office Charter 
 

We have an Office Charter which has been adopted by the staff team.  This is displayed 

in the main office.  Staff are asked to read and abide by the Charter.  
 

 

Staff Pension 
 

Ayrshire Housing offers all employees the opportunity to join the Scottish Housing 

Associations’ Pension Scheme (SHAPS).   

 

Ayrshire Housing will also contribute to the Strathclyde Pension Fund where a new or 

existing employee is already a member of a local government scheme. 

 

Both schemes offer excellent benefits including death in service cover. 

 

Ayrshire Housing as an employer contributes generously to both schemes and is 

committed to encouraging all staff to join. 

 

Any employee who chooses not to join either scheme will be automatically enrolled in a 

SHAPS defined contribution arrangement. The employee may opt out if they wish but will 

be enrolled again three years hence. 

 

Retirement 
 

If you intend to retire, then you should give the association three months’ notice of your 

departure. This is to allow arrangements to be put in place with the pension provider and 

to allow us to provide support to you. 
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If you are considering retirement, you can enrol on pre-retirement courses.  Ayrshire 

Housing will cover your course fees and any travelling expenses. 

 

Code of Conduct 
 

All employees are required to read and then sign the annual Code of Conduct for Staff 

Members.   This Code has been agreed by EVH and Unite, and meets the expectations of 

the Scottish Housing Regulator. 

 

Adherence to this code protects the reputation of the association.  It ensures also that 

your exposure to personal liability is limited. The Code reminds you of your responsibility 

not to be seen to use your position to take or offer bribes.  You are also under an 

obligation to bring any suspicion of corrupt conduct by others including fellow employees 

and Board members to the attention of the association.  Please also refer to the section 

below on whistleblowing.  

 

You should not enter into a business relationship with a Board member or with a firm 

controlled by them or in which they are the employee who you will have to deal with 

without first declaring it to the Director or Chairperson.  See the Entitlements, Payments 

and Benefits Policy for more details.  

 

You may not accept or carry-out any occupation or activity (whether or not paid) which 

would mean you need to take time-off during your contracted hours or affect your 

performance at work.  If there is the risk of any conflict of interest including of a 

reputational nature, you should declare this before accepting an appointment or 

undertaking an activity, 

 

In general terms where a staff member knows or feels that any issue may have an 

implication under the terms of the Code of Conduct this should be brought to the 

attention of the Director.   

 

Please refer to our Code of Conduct for Staff for more guidance.  If you are in any doubt, 

speak to the Director.  

 

Registering and Declaring Interests 

We maintain a register of interests.  You must record any interests which you or someone 

connected with you has which is relevant to our operations.  You will be required to make 

an initial declaration and then confirm annually that it is up-to-date.  Notwithstanding 

this, any changes must be recorded as they happen. You should consider recording 

interests connected with those that you know socially as well as members of your 

household and relatives. You should also read the Entitlement, Payments and Benefits 

Policy before completing a declaration. 

 

Payments & Benefits  
 

You must not seek to use your position to gain personal – whether monetary or otherwise 

- benefits for yourself or individuals and organisations with whom you are closely 

connected.  
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You should pay particular attention to the following guidance: 

 

Gifts and Hospitality 

You should treat with great caution any offer of a gift, favour or hospitality, which is made 

to you personally.  You should never accept gifts other than those of a trivial nature, nor 

allow extravagance in any entertainment received or given.   All forms of gift, hospitality 

and entertainment received or given shall be declared (see section immediately above) 

detailing the date, the provider, the recipient and the form of gift or hospitality. Please 

read the Entitlement, Payments and Benefits Policy for more guidance. 

 
Gifts from contractors and consultants at Christmas time should be accepted on the 

above basis, recorded and then placed in a raffle open to all members of staff. They 

should not be retained for your own consumption. 

 

Personal Use of Consultants, Contractors and Suppliers 

Where it causes no disadvantage or inconvenience, it is best not to use a firm that we 

deal with.  

 

It is extremely important that where you do wish to use such a firm you take some steps 

beforehand to protect both yourself and the association.  

 

• Demonstrate that no preferential terms have been obtained. 

• Contact the Director to discuss before making any commitment.  Then follow his 

or her advice. 

• Make a written declaration that you have not received an advantage and provide 

any evidence required by the Director. 

The above restrictions do not apply to low value transactions with both local and national 

firms including banks and utility companies.  If in doubt though, ask beforehand.   

  

Relationships at Work 
 

EVH has issued a document ‘Personal Relationships at Work’ – Avoiding Conflicts of 

Interest’ and Ayrshire Housing has adopted the model policy contained within it.  Whilst 

there is no intention of meddling in the personal lives of Board members or staff, 

relationships can present particular difficulties.  This publication is intended to highlight 

potential difficulties, and possible ways of dealing with these.  The document is available 

in the office and all staff should be familiar with its contents. 

 

Your Personal Development Plan (PDP)  
 

In order to maximise staff effectiveness and morale, and give opportunities for personal 

development, personal development plan (PDP) meetings are carried out annually.  The 

aim of this process is to achieve mutual assessment and agreement on the employee’s 

development objectives and training needs.   
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Ayrshire Housing has a Staff Performance and Development Policy which you are 

expected to read. 
 

The Policy provides for 8-weekly catch-up meetings with your line manager to help 

progress each PDP.  The outcome of these meetings will be recorded. 

 

Staff Training 
 

Ayrshire Housing will ensure that training is available to its employees to meet immediate 

business and career development needs.  This may be in a number of forms e.g., in-

service training, informal learning or further education.  Financial support and special 

leave will be granted in accordance with your Statement of Terms and Conditions of 

Employment. 

 

Ayrshire Housing has adopted the EVH model policy on Training and Development which 

all staff are expected to read.    

 

Whistleblowing 
 

Ayrshire Housing has adopted the EVH model policy on Whistleblowing which all staff are 

expected to read. The Scottish Housing Regulator factsheet “Whistleblowing about a 

Regulated Body” outlines its approach to dealing with complaints about organisations 

from individuals. 

 

Whistleblowing is concerned with bringing to the attention of the Director or Board any 

instances of improper behaviour or conduct which you believe to be taking place within 

Ayrshire Housing.  The Director or Board will acknowledge the sensitivity and 

confidentiality required in such instances and will treat all such approaches accordingly.   

 

Inappropriate Behaviour  
 

Ayrshire Housing has policies on Equalities and Human Rights, and Dignity at Work which 

you are expected to read.  These policies deal with inappropriate behaviour towards 

colleagues and the general public.  Inappropriate behaviour is likely to result in 

disciplinary action being taken.   

 

Alcohol and Substance Misuse 
 

Ayrshire Housing has adopted a policy on Alcohol and Substance Misuse in the 

workplace to protect the health and welfare of all its employees.  Ayrshire Housing will 

act to prevent and eliminate, in so far as is reasonably possible, any such misuse which 

will increase the potential for ill health, accidents, absence, poor performance, or which 

will otherwise adversely affect Ayrshire Housing or its employees. 
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Grievance Procedure 
 

It is the aim of Ayrshire Housing to ensure that its employees are given the opportunity to 

raise and have resolved concerns and grievances.  For more information on the 

grievance procedure, see the Grievance Policy and your Statement of Terms and 

Conditions of Employment.  

 

Confidentiality 
 

All personal information relating to tenants, applicants, customers, staff members and 

contractors must be handled in accordance with the Data Protection Act, Ayrshire 

Housing’s own Privacy Policy and any procedures regarding data specific holdings.  If you 

record information in a diary or notebook as an aide memoire, you must ensure their 

safe keeping and destroy them as soon as the information is not required.  If you enter 

association related information into a personal diary or notebook, this obligation still 

applies. 

 

In particular, personal information must not be disclosed to another party except with the 

express consent of the supplying party or where covered by a protocol to which the party 

has been made aware. The only exception is where there is a legal requirement for 

disclosure.  Any attempt to gain unauthorised access to data must be brought to the 

attention of the Director. 

 

All confidential material must be disposed of in the confidential waste bins provided.  Any 

confidential files being deleted from a PC must also be removed from the recycle bin. 

 

You must not disclose any confidential or sensitive information to another party 

concerning the association without the express permission of the Director or Board.  This 

includes making posts on social networking sites.  You must also not make or post public 

statements verbally or in any medium regarding individuals, organisations or events 

connected with Ayrshire Housing without authority.  You should read your conditions of 

service and the Social Media Policy regarding conduct in this regard and the possible 

consequences of unauthorised or inappropriate disclosure. 

 

Freedom of Information  
 

The association is subject to the Freedom of Information Act (FOI) and Environmental 

Information Regulations for many of its activities.  You are expected to read our Freedom 

of Information and Environmental Policy. You should also be familiar with our Guide to 

Information and be able to direct tenants and members of the public to it on our website.  

 

It is important to treat any request from a service user or member of the public as a 

potential FOI or environmental request.  You must report all requests as soon as they are 

received to the Head of Finance (or in their absence the Performance & Quality Manager) 

and your line manager.  
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You must ensure that your email signature and out of office alert include text on 

Freedom of Information and Privacy.  If you are expecting to be absent for more than 3 

working days, you must set up an out of office reply with a rule for external emails so that 

they are automatically forwarded to an agreed person in your team.  Heads of Service 

and Team Leaders will tell you who you are to forward your emails to. You are all 

expected to cooperate with this task so as to spread the monitoring load.  

  

In the event of unexpected absences, your line manager will set up monitoring 

arrangements for your mail.  

 

Access to Information for Staff 

 
All the association’s key policies (including those adopted from EVH), Board Minutes etc 

are available on CCH in the Knowledge section.  Aside from the general obligation to 

make yourself aware of all policies relevant to your job, you are expected to keep yourself 

abreast of all general developments in the association.   

 

Outwith the office, access to these documents can also be obtained at 

https://ayrshirehousing.basecamphq.com/login. Many of these are also available at 

www.ayrshirehousing.org.uk. 

 

Accessibility 
 

All staff should read our Accessibility Policy and be aware that we have the facility to 

provide information to others in a variety of styles and media appropriate to their 

requirements.   You should familiarise yourself with the accessibility tools on the website 

and MyHome. 

 

 

Correspondence Styles 

 

All documents should be produced using Franklin Gothic Book, font size 12.   Templates 

covering fonts, margins etc are available in CCH.  Letters must always follow this style. 

 

You should write in a direct style using Dear Mr(s)/Yours sincerely wherever possible 

rather than Dear sir (madam)/Yours faithfully.  

 

The Accessibility Policy which you must read provides further guidance on presentation 

issues and their rationale it also explains the various in-house and external services 

available to help those with disabilities or language issues. 

 

You should normally refer to Ayrshire Housing as an “association” in letters to tenants or 

the general public.  This should always be in lower case.  Describing Ayrshire Housing as 

a “housing association” is appropriate when making comparisons or references to other 

housing associations or the housing association movement generally. 

 

https://ayrshirehousing.basecamphq.com/login
http://www.ayrshirehousing.org.uk/
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The term “company” is appropriate where you are making reference to Ayrshire 

Housing’s specific legal basis or form of governance.  

 

The term “registered social landlord” should be avoided in letters to tenants or the 

general public, although it may be required in correspondence with the Scottish Housing 

Regulator and other official bodies.   Similarly, “affordable housing” or “affordable rented 

housing” is preferred to “social housing” in general correspondence.  

 

A professional style to letter writing, emails and file notes etc must be adopted at all 

times.  All file notes, for example, must be capable of meeting the test, for example, of a 

data subject access enquiry.  Please refer to the Privacy Policy in this regard. 

 

Communication 

We are committed to encouraging direct communication between our staff and all our 

external contacts, including of course tenants.  All staff members are given an individual 

Ayrshire Housing email address and telephone number.  These must be used in all 

communication, unless it is agreed that it is appropriate to do otherwise in specific 

circumstances.   

 

You must set up your email signature as follows  

 

Name 

Job title 

01292 885xxx (direct) 

O1292 880120 

 

Ayrshire Housing is a community and tenant run housing association 

Privacy Notice and Freedom of Information, see www.ayrshirehousing.org.uk 

 

British Sign Language (BSL) users can contact us direct by using www.Contactscotland-

bsl.org/ 

 

Ensure that the signature is set up for all the devices that you use including mobile 

phones. 

 

Major Incidents  
 

The handling of a major fire or other serious incident in our stock is likely to fall on 

housing management and maintenance staff.  Any member of staff must, however, be 

called to assist and may have to deal with press enquiries.  You should therefore read 

the major incident procedures contained in the Facilities Health & Safety manual.  

 

 

http://www.ayrshirehousing.org.uk/
http://www.contactscotland-bsl.org/
http://www.contactscotland-bsl.org/

