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FORTH HOUSING ASSOCIATION LIMITED 

 

STANDING ORDERS  

     

 
General 
 
Nothing in these Standing Orders shall allow or be taken to allow the 
Committee, any Committee Member, Member of Staff or Agents to act in 
contravention of the Rules of the Association, or any statutory obligations upon 
the Association.  
 
It is the duty of all Members and Staff to identify when these Standing Orders 
apply, bringing them to the attention of those present at any meeting. 
 

Interpretation of Standing Orders 
  
The Company Secretary is responsible to the Committee for the overall 
governance of the organisation.  Advice on the interpretation of these Standing 
Orders falls to the Company Secretary as does escalation to the Committee of 
any matters of concern.   
  
The ruling of the Association Chair, whom failing the Vice‑Chair, on the advice 
of the Company Secretary, as to the meaning, effect or application of these 
Standing Orders shall be final. 

 

Amendment and Revocation of Standing Orders 
  
The Committee may alter, rescind or add to any part of these Standing Orders  
by decision of a quorum of the Committee Members (excluding co-optees)  
present and voting at a Committee Meeting. 
  
The Committee shall review the need for amendments to these  
Standing Orders on an annual basis.  
 

Meetings and proceedings of the committee 
 
Planning Schedule 
 
Before 31st October each year the Company Secretary shall publish a calendar 
of all Association and Sub-committee meetings plus the AGM proposed date 
for the next calendar year. 
 
This schedule will include dates and times of meetings and planned cyclical 
agenda items. 
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The schedule will be amended if necessary and agreed as such at the 
Committee meeting in the November of the preceding year which said meetings 
relate to. 
 
This schedule will be issued to all Committee members and the dates of 
Committee meetings and AGM will be published on the Association’s website.  

 
Days and Times of Meetings 

 
a Ordinary meetings of the Committee shall be held monthly on the last 

Tuesday of the month, except for the September meeting, where this will 
be held after the AGM or where an alternative day is agreed in advance. 
There will be a total of 8 ordinary meetings in the year, with no ordinary 
meeting in January, April, July and December. 

 
b Meetings shall commence a 6.30pm, shall run for two hours and can 

only last longer with the consent of not less than two thirds of the 
Members present at any meeting. 

 
c Sub committees will be held on a quarterly basis.  
  

It may be necessary for urgent decision-making planning purposes for 
these timings to change but this must be agreed to by all sub-committee 
officers. 
 
Meetings will commence at 6.30pm and last no longer than 2 hours and 
will only last longer with the consent of the majority of sub committee 
members. 

 
d Other meetings of the Committee may be called as required in 

accordance with the Rules of the Association. 
 
Notices and Agendas of Meetings 
 
a Seven days’ notice of the date, place and Agenda for all meetings shall 

be given in writing to all Committee Members by, or on behalf of, the 
Secretary. 

 
b It is acknowledged that where a Sub-committee is to be held out with the 

planning schedule to discuss an urgent item of business that cannot, for 
planning and decision-making purposes, wait until the planned 
schedule, that it might not be possible for papers to be issued 7 days in 
advance of such a meeting 

 
c All items for consideration and decision should be in writing and issued 

with the agenda. Items may be tabled or reported verbally only with the 
consent of not less than two-thirds of the Members present at any 
meeting. 
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Attendance at meetings 
 
a Four elected and/or casual Committee Members must be in attendance 

for a meeting to proceed. 
 
b Management Committee Meetings will normally be attended by the 

Director and any other members of staff whose presence may be 
required as a result of business being considered. 

 

Matters Reserved to the Committee 
  
The strategic role of the Committee is to determine the overall direction and 
objectives of the Association. 
  
Having regard to its strategic role, the Committee shall hold the Director to 
account to ensure the Association’s agreed Business Plan objectives are in 
place and are implemented.  
 
The following are reserved for the Committee as part of this strategic role; 
 

 Corporate Governance and Leadership  
  

▪ changes to the structure, size and composition of the Committee 

▪ appointment of the Chair and Vice Chair 

▪ ensuring adequate succession planning arrangements for the 

Committee 

▪ appointment and removal of the Association Director 

▪ based on reports and advice from the Audit and Risk Sub-committee 

determining the remuneration and terms and conditions of the 

Association Director 

▪ appointment and removal of Heads of Department 

▪ overriding responsibility for compliance by the Association with 

registration criteria, performance standards, guidance and regulatory 

requirements of the Scottish Housing Regulator 

 
 Strategy and Financial  
  

▪ approval of the Association Strategy, and any material variations and 

amendments thereafter 

▪ approval of the Business Plan (including borrowings) and any material 

variations and amendments thereafter 

▪ approval of the Association Budget and any material variations and 

amendments thereafter   

▪ approval of the Association’s financial statement 

▪ approval of significant changes in accounting policies or practices and 

matters reserved to it by the Scheme of Financial Delegation 
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        Policy 

  
▪ designation of policies to Sub-committees for review and approval as 

per Delegated Authority: Policy Register 
▪ Association Health and Safety Policy 

▪ approval of Treasury Association Policy 

 
Risk and Assurance  

  
▪ approval of the Annual Assurance Statement for submission to the 

Scottish Housing Regulator 

▪ approval of the Risk Policy 

▪ approval of the strategic corporate risk register and risk appetite levels 

▪ all matters requiring determination by the Committee in terms of the 

Business Plan and Budget  

▪ overriding responsibility for compliance by the Association with 

registration criteria, performance standards, guidance, and regulatory 

requirements of the Scottish Housing Regulator. 

 

Execution of Documents 
  

• The Committee is responsible for the approval of the Association’s 
signing policy, which specifies the signing requirements for the 
execution of certain documents or classes of documents on behalf of the 
Association 

• The Company Secretary will maintain a register of agreed authorities to 
execute documents in line with the approved Association Signing Policy 

 

Proceedings of Committee Meetings  

  

• Each Committee will run meetings in accordance with the procedures 
set out in their respective Constitutions   

• In the absence of the Chair, the Vice-Chair will assume the duties of the 
chair   

• Where there is no Vice Chair or the Vice Chair is also not in attendance, 
the Committee shall elect a member to Chair the meeting  

• Committee members must adhere to the standards set out in the 
Association Code of Conduct during meetings 

• Not less than seven days before a Committee Meeting, the Company 
Secretary shall issue to every Committee member: 
▪ a notice calling the meeting and stating the time and place 

▪ the agenda 

▪ all available reports and other documents referred to and/or to be 

read in conjunction with the agenda 

▪ Any report or document not included in the agenda may, with the 
agreement of the Chair, who failing the Vice-Chair, be considered at 
the relevant meeting, provided that it relates to matters which are, in 
the view of the Chair of such urgency or importance that it is 
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desirable that the report or document receives consideration at the 
meeting 

▪ Committee members wishing to propose an item for inclusion on the 
agenda of a Committee Meeting to be issued prior to the meeting 
must give the Company Secretary at least 14 days written notice of 
such item 

▪ The Company Secretary will consult the Chair, whom failing the Vice-
Chair, who must approve the item's inclusion 

  

Voting 

  

• Voting at Committee Meetings shall be carried out in accordance with 
the procedures laid down in the Association Constitution.  

  

Minutes  
  

• The Company Secretary is responsible for ensuring that minutes of the 
proceedings of the Committee and Sub-committees are taken, and 
copies provided for the Committee members and Sub-committee 
members respectively  
The minutes shall be submitted for approval as a correct record, with or 
without amendment, to the next Committee meeting or Sub-committee 
meeting  

• The minutes, whether yet approved or not by the relevant Sub-
committee shall be available for submission to the next Association 
meeting 

• Any Committee member or Sub-committee Member can request that his 
or her dissenting view be recorded in the minutes of the relevant 
Committee meeting or Sub-committee meeting 

• The Company Secretary will make arrangements for the safe storage of 
all Committee and Sub-committee minutes.  

  
Delegation for Emergency Business and Decisions 

 
a The Director and the Chairperson have authority to take or to instruct 

any action in respect of matters that must be dealt with in between 
Committee meetings, including emergency situations or matters 
needing urgent action to preserve the position of the Association and its 
tenants which cannot wait until the next scheduled meeting.   

 
b All emergency decisions shall be fully reported to the next appropriate 

meeting of the Association Committee for homologation.  
  

▪ In using the Urgent Action provision, due regard should be given by the 
Chair and Company secretary to the nature and materiality of the 
decision   

▪ Any use of the Urgent Action provision shall be notified to the Committee 
or Sub-committee as soon as reasonably practical, but as a minimum at 
the next Committee or Sub-committee Meeting 
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▪ All uses of the Urgent Actions provision shall be recorded in a Register 
of Urgent Actions held for each Committee and Sub-committee   

▪ Where the Urgent Action provision is used more than three times in any 
rolling six-month period, the power of the Chair to continue to use the 
action shall be revoked until such time the Committee or Sub-committee 
agree to reinstate the Chair’s authority at an ordinary Committee 
meeting. The Committee or Sub-committee reserves the right to revoke 
or fetter the Chair’s authority to use the Urgent Action provision at any 
time by agreement at an ordinary Committee meeting.   

 
       Association staff are not permitted to attend meetings unless they are 

requested to by senior management or Committee  
 
Powers and Duties of the Chairperson 

 
a The Chairperson shall be elected in accordance with the Rules of the    

Association at the first full Committee Meeting after the Annual General 
Meeting. The election of the Chairperson shall be overseen by the 
Association’s Director, who will ask for nominations. Where multiple 
nominations are received an election will be by secret ballot. 

 
b Only committee members who have served on the committee for the 

previous 12 months shall be eligible for election as Chairperson. 
 
c Among the responsibilities of the Chairperson are that: - 
 

i. the Committee works effectively with the senior staff. 
 

ii. an overview of business of the Association is maintained. 
 

iii. the agenda for each meeting is set. 
 

iv. meetings are conducted effectively. 
 

v. minutes are approved and decisions and actions arising from 
meetings are implemented. 

 
vi. the standing orders, code of conduct for Committee Members and 

other relevant policies and procedures affecting the governance 
of the Association are complied with. 

 
vii. where necessary, decisions are made under delegated authority 

for the effective operation of the Association between meetings.  
 

viii. the Committee monitors the use of delegated powers. 
 

ix. the Committee receives professional advice when it is needed.  
 

x. the Association is represented at external events appropriately. 
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xi. appraisal of the performance of Committee Members is 
undertaken, and that the senior staff officer’s appraisal is carried 
out in accordance with the agreed policies and procedures of the 
Association; and 

 
xii. the objectives, training requirements, support of Committee 

Members, and the recruitment and induction of new Committee 
Members is undertaken. 

 
xiii. ensure that staff adhere to Financial Regulations and provide 

proper management accounts to Management Committee on a 
regular basis. 

 
d The Chairperson may, at their discretion, alter the order of business for 

the meeting at any stage. 
 
e The decision of the Chairperson on all matters within their competency 

shall be final and shall not be open to question or discussion. 
 
 
 Powers and duties of other Office-bearers 
 
a The Association shall elect the following other Office-bearers, in addition 

to the Chairperson: 
o Secretary 
o Vice-Chairperson 
o Joint Vice-Chairperson 

 
b Only committee members who have served on the committee for the 

previous twelve months shall be eligible for election as an office bearer. 
 
c Their election shall take place at the first full Committee Meeting after 

the Annual General Meeting and shall be overseen by the Chairperson, 
who will ask for nominations. Where multiple nominations are received 
an election will be by secret ballot. 

 
d It shall be the duty of the Vice-chairperson/Joint Vice Chair to: 
 

i deputise for the Chairperson as required due to absence, 
sickness or similar situation. 

 
e It shall be the duty of the Secretary, in collaboration with the Director, if 

the Director does not hold the Secretary Officer Bearer appointment, to  
 

i. call and go to all meetings of the Association and all the Committee 
Meetings. 

 
ii. keep the minutes for all meetings of the Association and Committee; 
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iii. send out letters, notices calling meetings and relevant documents 
to Members before a meeting. 

 
iv. prepare and send all the necessary reports to the Financial Conduct 

Authority and The Scottish Housing Regulator. 
 

v. ensure compliance with these Rules. 
 

vi. keep the Register of Members and other registers required under 
these Rules; and 

 
vii. supervision of the Association’s seal. 

 
 
 Duties of Committee Members 

 
a All Committee Members are expected to prepare adequately for 

meetings, reading the circulated papers in advance and seeking 
clarification on specific issues as necessary. 

 
b All Committee Members are bound to pay due deference to the authority 

of the Chairperson at all times. 
 
c All Committee Members must respect that the decision of the 

Chairperson at all times shall be final and not open to question or 
discussion. 

 
d Any Committee Member desiring to speak at any meeting of the 

Committee shall do so when allowed by the Chairperson and direct their 
speech to: 

 
i the matter before the meeting, including proposing, seconding or 

supporting a motion or any relevant amendment. 
 
 ii a point of order; or 
 
 iii asking a question. 
 
e All Committee Members are expected to participate in and cooperate 

fully with the annual appraisal process as outlined in the Committee 
Member Training Policy. 

 
f Committee members must behave appropriately at all times, including 

being considerate of other Committee Members, Staff and any other 
people present. Defamatory comments and/or threatening behaviour will 
not be acceptable. 
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Motions 

 
a A motion for the approval of a Minute of a Committee Meeting, any part 

of such Minute or competent proposal shall be considered as an original 
motion. Any motion involving alteration or rejection of such Minute, any 
part of such Minute or proposal shall be dealt with as an amendment. 

 
b Motions and amendments moved but not seconded shall not be put to 

the meeting nor shall they be recorded in the Minutes. 
   
c It shall be competent for any member to ask that their dissent from any 

motion which has been carried, be recorded in the Minutes. 
 
d Unless otherwise directed by the Chairperson, voting will be by a show 

of hands with the number of votes for and against the motion or 
amendment recorded in the Minutes. 

 
e In any case of an equality of votes, the Chairperson shall have a second 

or casting vote, in accordance with the Rules. 
 
 Notices of Motions 

 
a Except as provided under Standing Order (d) below, a Member of the 

Committee shall not be entitled to propose any motion other than one 
arising directly from the proper discussion of a subject before the 
Committee, unless they have given prior notice of such motion. 

 
b Every such notice of motion shall be given in writing to the Secretary at 

least 10 days prior to the meeting at which it is to be considered. 
 
c If a member of the Committee who has given notice of a motion is absent 

from the meeting at which the motion is submitted or does not move the 
motion when called upon by the Chairperson, then the notice of motion 
shall fail. If, however, a Committee Member, who has given due and 
proper notice of a motion is unavoidably absent from the relevant 
meeting, it shall be competent for them to request another Member of 
the Committee to move the motion when called upon by the 
Chairperson, provided a request is handed to the Chairperson in writing 
prior to the meeting. 

 
d Notwithstanding the terms of Standing Order (a) above it shall be 

competent for a Committee Member, as a matter of urgency, to propose 
a motion without prior notice but only if supported by not less than two-
thirds of those present.  

 
Alteration or Revocation of Previous Resolutions 

 
a No resolution of the Committee shall be altered or revoked within six 

months of its adoption except with the consent of not less than two-thirds 
of the Members present. 
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 Suspension of Standing Orders / Adjournments 

 
a A motion to suspend Standing Orders may be proposed and seconded 

and carried if supported by two-thirds of Members present. 
 
b Suspension of Standing Orders shall be for a period of no longer than 

fifteen minutes at any one time with only two suspensions permissible 
at any one Meeting. 

 
c The Committee may at any of their meetings adjourn proceedings to 

such date, time and place as they may then arrange, failing which the 
Chairperson may arrange but which shall not be later than seven days 
following. 

 
d A motion for the adjournment of the meeting may be made at any time 

and shall have precedence over all other motions and shall be moved, 
seconded and put to the meeting without discussion. 

 
e On resumption of an adjourned meeting, proceedings shall commence 

at the point at which they were broken off at the adjournment. 
 
 Availability of Minutes and Public Access to Committee Meetings 
 
a Approved minutes of Management Committee and Sub-Committee  

meetings, excluding personal data, commercially sensitive and 
confidential sections, shall be published on the Association’s website 

 
b Tenants, Sharing Owners, Association Members, members of the public 

and individuals wishing to attend one Management Committee meeting 
as a ‘taster’, if they are considering joining the Committee, may ask to 
attend non-confidential parts of meetings of the Management 
Committee. They must give the Association written notice and if 
appropriate should stipulate which matters, they wish to hear being 
considered. Each request will be considered by the Chair who shall 
decide whether or not it is appropriate. The Chair’s decision in this 
matter will be final. 

 
 

Sub-committees  
 

The Members of each Standing Sub-committee shall be appointed by the 
Association Committee. 

 

These Sub-committees will carry out such functions as may be referred and  
delegated to them as outlined in the attached appendix of the constitution of 
each Sub-committee. 
 



Forth Housing Association Limited: 
GOV01/Approved 

Standing Orders 
 June 2025 

 

11 

The Chair for each Sub-committee will be appointed by the Members of that 
Sub-committee at its first meeting. The Audit and Risk Chair cannot be the 
Chair of the Management Committee.  
 
The Chair role will be determined by the expertise and experience the Chair 
can bring to the role and will be the most suitably qualified person in this respect 
for the role. Part of the Association’s Succession Planning Policy will be to 
ensure that there are skills to cover for convenors. 
 
The Association Committee will have 3 ongoing Sub-committees to include; 
 

• Audit and Risk  

• Staffing  

• Asset & Development 
 

▪ The Committee will review the requirement for additional sub 
committees annually at the point where the Business Plan for the year 
is being agreed 

▪ Terms of Reference will be set for all Sub-committees, which will include 
as a minimum the remit of the Sub-committee, its composition, and 
quorums for meetings  

▪ All Sub-committees must act in accordance with their Terms of 
Reference and responsibilities specified by the Association Committee 

▪ The Terms of Reference and responsibilities and role of the Chairs of 
the planned Association Sub-committees are set out as Appendices in 
these Standing Orders  

▪ Where the context permits, and except where otherwise expressly 
provided, the provisions of these Association Standing Orders relating 
to the notice, proceedings and voting of, and at, Committee meetings 
shall apply to Sub-committee meetings 

▪ The Association Committee has the right to revoke, in whole or in part, 
decisions of Sub-committees.  

▪ The current Standing and Special Sub-committees shall be those 
appended to these Standing Orders, to be reviewed following Annual 
General Meetings and subject to a review at anytime as appropriate. 

 
Delegations to the Association Director 

  
Subject to the express reservations to a General Meeting, the Committee and 
to the Association Sub-committees set out in these Standing Orders, the 
Association Director is authorised and empowered to manage the Association 
and to direct its operations.   
 
The Association Director is responsible and accountable to the Committee. 
  
The following matters are expressly delegated to and/or are the responsibility 
of the Association Director:   
  

▪ Providing strong leadership and direction for the Association, fostering 

a culture which reflects the Association’s organisational values.  
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▪ Providing for Committee approval, and subsequently implementing, the 

overall business strategy of the Association and developing and 

implementing strategies which underpin delivery of the Associations’ 

overall business strategy. 

▪ Delivering and managing the overall Association Budget and Business 

Plan approved by the Committee, maintaining the ongoing financial 

viability of the Association.  

▪ Developing and implementing robust and effective business and 

strategic planning processes. 

▪ Ensuring that a strong performance framework is embedded 

throughout the Association to deliver performance improvement and 

regularly reviewing performance against targets set by the   

Committee.  

▪ Ensuring that there is a system in place for identifying and managing 

risk within the Association and having strong systems of internal 

control. 

▪ Determining the overall staffing structure and approving pay, reward 

and policy arrangements for all staff, excluding his or herself, within 

approved Business Plan assumptions. 

▪ Approval of all Human Resources/People related policies save where a 

policy is specifically reserved to the Committee. 

▪ Being responsible for the interpretation and implementation of 
Association policies and exercising delegations to Senior Management 
Team members as he or she sees fit. 

▪ Setting a framework for the Non-Financial Delegations across the 
Association as he or she deems appropriate. Where there is no express 
reservation to a Sub-committee on a non-financial matter, it shall be 
assumed that the Association Director has the delegated authority to act 
in relation to such matters as he or she deems appropriate. 

▪ Developing and maintaining strong strategic partnerships with key 

stakeholders, including investors, on behalf of the Association. 

▪ Driving innovation in the way the Association develops and delivers its 

services and works with partners.  

▪ Providing the Committee and Sub-committees with clear and concise 

information on the performance of the Association. 

The Association Director may, consistent with these Standing Orders, including 
the Scheme of Financial Delegation, delegate such powers, responsibilities, 
and authority to such members of staff of the Association as the Association 
Director may from time to time determine.     
 
Meetings and Procedures of Sub-Committee 
 
a All applicable Standing Orders relating to the Committee of 

Management with regard to notice, conduct of meetings, proceedings 
etc, shall apply to all Sub-committees with a quorum being three. 
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b The Committee may, as they deem necessary at any time, appoint 
Special Sub-groups/working parties to carry out such functions as may 
be referred and delegated to them. 

 
c Membership of such groups may involve Committee Members, Staff 

Members and any other individuals appointed due to their knowledge 
and/or experience. 

 
d Sub groups/working parties may operate in an informal manner but will 

give due consideration to the rules and policies of the Association. Any 
decision-making authority will be limited, and the management 
committee will retain overall control. 

 
 Constitutional requirements 
 
 Minutes 

 
a Minutes of every Committee Meeting, General Meeting, or Sub-

Committee Meeting shall be kept. 
 
b Such minutes shall be presented at the next relevant meeting, shall be 

proposed, and seconded by two Committee Members present at the 
previous meeting, and shall be signed by the Chairperson. 

 
c All minutes signed as above shall be treated as conclusive evidence of 

any fact contained within between the Association and every Member. 
 
 Execution of Documents and Seal 

 
a The Association shall execute deeds and documents in accordance with 

the provisions of the Requirements of Writing (Scotland) Act 1995 and 
record the execution in the register. The use of a common seal is not 
required.  

 
b The Association may have a seal which must be kept in a secure place 

within the Office. 
 
c The seal must only be used if the Committee decides this. When the 

seal is used, the deed or document must be signed by the Secretary or 
a Member of the Committee or another person duly authorised to 
subscribe the deed or document on the Association’s behalf and 
recorded in the register. 

 
In the case of subcommittees, the constitution of said sub-committee will 
identify who is duly authorised to subscribe the deed or document on the 
Association’s behalf. 
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 Miscellaneous 
 
 Register of Committee Members 

 
a The Secretary shall maintain a Register of Committee Members in which 

shall be entered the detail of each Committee Member’s principal 
employment, professional or business activities; of any position of public 
responsibility held; of membership of public organisations and other 
Housing Associations or Associations; and any declarations of financial 
interest in accordance with the Rules. 

 
b A Committee Member shall supply such information to the Secretary as 

soon as possible after being elected to the Committee and shall notify 
of any change in this information as soon as possible after the change 
occurs. 

 
 Review 
 
a Management Committee will review these standing orders at least every 

3 years, and Staff are responsible for ensuring that they meet legal and 
good practice requirements. 
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Definitions and Interpretation 
  
In these Association Standing Orders, the following words and expressions 
have the following meanings unless they are inconsistent with the context: - 
 
“Budget” means any approved budget as same may be amended from time to 
time  
 

“Business Plan” means any approved business plan as same may be amended 
from time to time  
  
“Chair” means any person appointed to be the chair of any Sub-committee  
 
" Code of Conduct" means the code of conduct of Governing Body Members 
adopted from time to time by the Committee. 
 
“ Committee” means the Committee of the Association 

  
" Committee  Chair" means the office bearer appointed to be the Chairperson 
of Forth Housing Association 
 
“Committee Co-optee” means any persons co-opted to the  Committee in terms 
of the Association’s constitution 

  

“Committee Meeting" means any meeting of the  Committee 
 
" Committee Member" means any person who is appointed as a governing 
body member  
 
“Company Secretary” means the company secretary of the Association  
  
“Director” means the most senior officer in the Association 
 
“Senior Management Team” means those persons reporting directly to the 
Association Director 
 
“General Meeting” means a meeting of the members of the Association 

  
“Scheme of Financial Delegation” means the document which details the power 
that officers have to make decisions on spending and other finance issues in 
relation to these Standing Orders as same may be amended from time-to-time 
which document applies to the Association 
 

“Scottish Housing Regulator” means the independent Scottish Housing 
Regulator established on 1 April 2012 under the Housing (Scotland) Act 2010 

 
“Sub-committee” means any Sub-committee of the Committee  
 
“Vice Chair” means the office bearer appointed by the Committee to be the 
vice-chair of the Committee 
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Appendix 1 
 
Appointment to Committee  
 
Eligibility 

  
Any applicant who has previously resigned and/or retired from the Association 
shall not be eligible to seek appointment until 5 full calendar years have elapsed 
since their date of resignation 

  
Any applicant who is a governing body member and/or an officer of an 

organisation which is in competition with the Association shall not be eligible 

for appointment.  

The Audit and Risk Sub-committee shall have the absolute discretion to class 

an organisation as in competition with the Association. 

 Any applicant who is in dispute and/or litigation with the Association or any 
member of the Association shall not be eligible for appointment 
  
Any applicant who is in arrears to the Association shall not be eligible for 

appointment.  

Any applicant who has been removed from the Committee of any Registered 

Social Landlord, charity or disqualified as a company director shall not be 

eligible for appointment. 

  
The Audit and Risk Sub-committee has the absolute discretion to agree any 
additional eligibility criteria or grant an exemption to the eligibility criteria from 
time to time. 
 
Tenure 

  
All appointments shall normally be for a period of no more than 9 years, other 
than by exception approved by the Association Audit and Risk committee 
 

All appointees will be expected to sit on one of the Associations Standing 
Committees. 
  
Association Committee Member Recruitment Process 

  
1. The Audit and Risk Sub-committee shall determine the skills and 

experience required to fill any vacancies arising, considering skills of 
members who are standing down, the annual appraisal process and 
succession planning arrangements based on the succession plan. 

  
2. The recruitment process shall be underpinned by the principles of 

openness and transparency and high standards in public life. 
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3. A candidate profile shall be approved by the Audit and Risk Sub-
committee which clearly details the skills and experience required and the 
maximum term of the appointment. 

 This profile will be approved by the Association committee. 
  
4. Applicants shall be sought in a mode and manner set from time to time by 

the Audit and Risk Sub-committee which maximises the candidate pool 
for the skills and experience required.  Details of all vacancies shall be 
made publicly available via the Association website. 

 
5.    Candidates will be initially screened and shortlisted by the Chair of the 

Audit and Risk Sub-committee on behalf of the Association. 
Shortlisted applicants may be invited for an initial interview conducted by 

Chair of the Audit and Risk Sub-committee who shall determine the final 

shortlist of candidates. 

6. The final shortlist of candidates shall always be interviewed by a panel 

made up of the Association Chair, the Vice Chair and the Chair of the 

Chair of the Audit and Risk Sub-committee who will make a single 

recommendation to the Association Committee for each vacancy.   

7. The appointment shall be approved by the Association Committee.  
Where the Committee rejects the candidate(s) recommended the Sub-
committee shall not re-nominate the same person but shall proceed to 
identify an alternative candidate for consideration by the Association 
Committee. 

  

Tenant/Service User Committee Members 

  

Tenant/Service User Committee members shall have a range of skills, 

knowledge and experience to complement the skills of existing Committee 

members. 

 

The process for the appointment of Tenant/Service User Committee Members 

shall be approved by the Audit and Risk Sub-committee. . 

  

The association shall make available to the public who is eligible to become a 

Tenant Committee Member, how they can become a Tenant Committee 

Member and the process whereby they can be appointed as a Tenant 

Committee Member. 
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Appendix 2 

 

Association Chair  

  
Appointment  
 
The appointment of the Association Chair will be via the process agreed by the 
Association Committee from time to time.   
 
The process shall include the term of appointment for the Association Chair.   
 
The process shall be in accordance with the Articles of Association of the 
Association. 

 

Role of the Committee Chair   

  

The role of the Committee Chair is to provide clear leadership of the 
Association’s Committee in discharging its responsibilities for setting the 
strategic vision and direction of the Association. 
 
Main Duties 

  
The Committee Chair shall be responsible for: 
  
Meetings 

  
▪ Chairing the Association Committee and General Meeting 

▪ Running the Association Committee and ensuring its effectiveness in 

all aspects of its role, including regularity and frequency of meetings 

▪ Agreeing the Association Committee agenda, taking into account the 

issues and concerns of all members. The agenda should be forward 

looking, concentrating on strategic matters 

▪ Approve draft Committee minutes and ensure decisions and actions 

arising from Committee Meetings are monitored 

▪ Review minutes of meetings of the Sub-committees and ensure that 

relevant issues are brought to the attention of the Committee 

▪ Ensure that the Committee monitors the use of its delegated powers 

▪ Ensure that the Committee receives professional advice when it is 

needed, either from its staff or from external sources 

▪ Ensuring that there is appropriate delegation of authority from the 

Committee to executive management. 

▪ Ensuring that the Committee members receive accurate, timely and 

clear information, including that on the Association’s current 

performance, to enable the Association Committee to take sound 

decisions, monitor effectively and provide advice to promote the 

success of the Association 
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▪ Managing the Association Committee to allow enough time for 

discussion of complex or contentious issues. The Chair should ensure 

that Committee members have sufficient time to consider critical issues 

and obtain answers to any questions or concerns they may have and 

are not faced with unrealistic deadlines for decision making 

▪ Ensuring constructive relations between the Senior Management Team 

and the Committee members 

▪ Informing the Committee of any developments, e.g. correspondence 

has been received or sent on the behalf of the Association 

▪ Informing the Committee of any urgent decisions that have been taken 

in between meetings 

▪ If a vote must be taken, to clarify the voting procedure and enact this 

procedure (in the event of a tie the chairperson will have the casting 

vote) 

▪ Bring items on the agenda to a conclusion by a brief review of points 

(this may involve inviting specific proposals or decisions from the 

committee) 

▪ At the close of the meeting confirm arrangements for the next meeting 

 

Induction, Development and Performance Evaluation 

  
▪ Ensuring that new Committee members participate in a full, formal, and 

tailored induction programme 

▪ Ensuring that the development needs of Committee members are 

identified and that these needs are met. The Committee members 

should be able to continually update their skills and the knowledge and 

familiarity with the Association required to fulfil their role on the 

Committee and its Sub-committees 

▪ Identifying the development needs of the Committee as a whole to 

enhance its overall effectiveness as a team 

▪ Ensuring the performance of the Committee, its Sub-committees and 

individual Committee members is evaluated at least once a year  

▪ Acting on the results of such evaluation by recognising the strengths 

and addressing the weaknesses of the Committee  

▪  Preparing for the appraisal of the Association Director and carrying out 

said appraisal 

▪ Ensure compliance with the Association’s Code of Conduct 

  

Skills, Knowledge, and Experience 
  
Core Competencies 

  
▪ Strategic thinking, able to analyse complex information, demonstrate 

clear analytical intellect and guide rational decision making  

▪ Strong communication and interpersonal skills, able to liaise effectively 

with a wide range of stakeholders and audiences  
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▪ Able to support and add value for the Senior Management Team 

through periods of organisational change and growth 

▪ Able to appraise and oversee the personal development of the 

Association’s Director 

▪ Support the values, ethos and social objectives of the Association.  

 
Knowledge and Experience 

  
▪ Experience of operating at a senior level (ideally executive and/or non-

executive) within an organisation on a similar scale to the Association  

▪ Non-executive or governance experience as a Chair, with knowledge 

of good governance practice in one or more sectors  

▪ Good knowledge of association and/or commercial issues, with strong 

business acumen 

▪ Awareness of, and interest in, current national and policy issues 

affecting the housing and/or care and support sectors.   

 
Skills and Abilities 

  
▪ Strong strategic planning skills, able to develop strategic vision, 

working with others in a team 

▪ Able to assess risk and promote risk awareness without being risk 

averse 

▪ Able to challenge appropriately and hold senior staff to account; with a 

wider vision to raise standards across the Association 

▪ Able to work collaboratively, building consensus, and taking collective 

responsibility for decisions made 

▪ Confident at public speaking and keeping order during meetings 

  
Personal Behaviour and Style 
  

▪ Actively role models the professional conduct expected of the 

Association Committee and the wider governance structure 

▪ Proactively demonstrates strong commitment to equality, diversity and 

inclusion 

▪ Passionate about service improvements; strongly champions the right 

of tenants to have access to excellent services 

▪ Listens to others and provides decisive decision making when it is 

required 

▪ Enabling and supportive style that motivates staff to deliver their best 

▪ Demonstrates credibility and integrity 

▪ Open to learning and development, for self, staff, and the Committee 

▪ Fosters a learning culture throughout the organisation. 
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Appendix 3 
 
Association Vice Chair  
 
Appointment  
 
The appointment of the Association Chair will be via the process agreed by the 
Association Committee from time to time.   
 
The process shall include the term of appointment for the Association Chair.   
 
The process shall be in accordance with the Articles of Association of the 
Association. 
 
Role of Vice Chair  
 
Main Duties 
 

▪ To stand in for the Chairperson in his or her absence  
▪ Support the Chairperson by working closely with him/her, acting as a 

sounding board, and accepting any delegated tasks that are assigned 
from the Association Committee 

▪ Help the Committee hold the Chair to account e.g., providing feedback 
and leading on Chair appraisal 

▪ Lead on specific governance of the Associations policy or services as 
directed by the Committee e.g. to lead for the Committee on a specific 
project 

▪ When Chairing committee meetings ensure everyone has a chance to 
present their views, that all business is complete and that all decisions 
are properly understood and recorded 

▪ Managing the Association Committee to allow enough time for 

discussion of complex or contentious issues. This will include ensuring 

that Committee members have sufficient time to consider critical 

issues and obtain answers to any questions or concerns they may 

have and are not faced with unrealistic deadlines for decision making 

▪ Represent the Association externally as required 

 

Skills, Knowledge, and Experience 
  
Core Competencies 

  
▪ Strategic thinking, able to analyse complex information, demonstrate 

clear analytical intellect and guide rational decision making  

▪ Strong communication and interpersonal skills, able to liaise effectively 

with a wide range of stakeholders and audiences  

▪ Support the values, ethos and social objectives of the Association.  
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Knowledge and Experience 

  
▪ Non-executive or governance experience with knowledge of good 

governance practice in one or more sectors  

▪ Good knowledge of association and/or commercial issues, with strong 

business acumen 

▪ Awareness of, and interest in, current national and policy issues 

affecting the housing and/or care and support sectors.   

 
Skills and Abilities 

  
▪ Able to challenge appropriately and hold senior staff to account; with a 

wider vision to raise standards across the Association 

▪ Able to work collaboratively, building consensus, and taking collective 

responsibility for decisions made 

 
Personal Behaviour and Style 

  
▪ Actively role models the professional conduct expected of the 

Association Committee and the wider governance structure 

▪ Proactively demonstrates strong commitment to equality, diversity and 

inclusion 

▪ Confident at some public speaking and keeping order during meetings 

▪ Passionate about service improvements; strongly champions the right 

of tenants to have access to excellent services 

▪ Listens to others and provides decisive decision making when it is 

required 

▪ Demonstrates credibility and integrity 
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Appendix 4 
  
Terms of Reference for the Audit and Risk Sub-committee 
  
General 
 

• The Audit and Risk sub-committee is constituted by the Forth Housing 
Association 

• The Sub-committee may undertake approvals required under its Terms 
of Reference in writing, provided that at least 3 of the members, one of 
whom must be the Convenor, indicate their agreement 

• The Sub-committee may seek legal or other professional advice which 
it considers relevant to its responsibilities through the Company 
Secretary 

 
Membership 
 
Membership of the Sub-committee will involve 6 members to include; 
 

• The Sub-committee Convenor will be appointed by the Sub-committee 
based on having relevant skills and experience 

• The Association Chair may be a member, but not the Convenor, of the 
Audit and Risk Sub-committee. In the event of a vote, the Association 
Chair would be a non-voting member of the Sub-committee 

• The Sub-committee must include members with recent and relevant 
financial, risk association and corporate governance experience as well 
as competence relevant to the sectors in which the Association operates 

• The Sub-committee should ideally include at least one member with 

experience in standards in public life 

• A Member may participate in a Meeting by means of conference 

telephone, video conferencing facility or similar communications 

equipment whereby all the Members participating in the Meeting can 

communicate with each other.  

• A Member participating in a Meeting in this manner shall be deemed to 

be present in person at the Meeting 

• Relevant members of staff will normally attend meetings of the Sub-

committee  

• The Sub-committee has the right to meet in private without the 

attendance of any non-member or staff 

 
Meeting Schedule 
 

• Meetings will be held on a quarterly basis 

• The quorum shall be 3 members 

• Meetings may be called at short notice, but said notice shall be at least 

two working days, save where at least four members in their absolute 

discretion agree a meeting is required at shorter notice.  Where the 
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number of members is odd, half will be calculated at half of the total 

number of members less one 

• The Schedule of Meetings will be circulated a year in advance by the 
Company Secretary following the AGM 

 

Role of the Convenor of the Sub-committee 

  

• The Convenor of the Sub-committee is responsible for ensuring that 

the Sub-committee discharges its responsibilities 

• The Convenor of the Sub-committee and in his/her absence the Sub-

committee member appointed to chair a meeting of the Sub-committee 

is responsible for the smooth running of the Sub-committee meetings  

 
Reporting Procedures 

  

• The Sub-committee Convenor will provide an update to the Committee 

on the activities of the Sub-committee bi-annually 

• The Sub-committee will advise the Committee of any issues 

considered by the Sub-committee which it considers Committee should 

be made aware of  

• Where this is considered appropriate, the Company Secretary will 

include both the minute of the discussion at the meeting and a copy of 

any relevant papers provided in the papers to be submitted to the next 

Committee Meeting for their consideration 

 

Delegated Authorities  
(Refer to Standing Orders: Scheme of Delegated Authorities) 
 

Governance and Regulation 
 

• Regularly review and make recommendations to the Committee on the 

governance framework for the Association 

• Consider draft Regulatory returns 

• Approve any entity within the Association undertaking Financial 

Conduct Authority regulated activity 

• Monitor and oversee the Association’s compliance with contractual, 

legal, regulatory and charitable obligations and duties ensuring 

processes are in place to monitor the arrangements for the 

association’s compliance plans being delivered, specifically 

compliance, as appropriate, with: 

o Scottish and UK legislation 

o legal contracts 

o compliance with relevant regulation 

• Review the Association’s Annual Assurance Statement, including the 

associated sources of assurance, and make recommendations to the   
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Committee on the Association’s submission to the Scottish Housing 

Regulator 

• Instruct corrective action, within a specified timescale, in relation to any 

identified areas of non-compliance  

• Review of the corporate governance framework 

• Approve the Association Committee Succession Planning Policy, 

including any exemptions for tenures beyond 9 years  

 

Risk Management 
  

• Monitor and review the effectiveness of the overall risk assessment 

and associations system within the Association 

• Periodically review and make recommendations to the Committee on 

the Corporate Risk Register and Risk Association Policy 

• Review of the risk association framework 

 

Internal Audit 
  

• Review and approve the Association Internal Audit Plan ensuring the 

Association complies with the Code of Audit Practice. 

• Review the appointment or dismissal of the Internal Auditor: this will 

include approval of decisions regarding the performance evaluation of 

the Head of Internal Audit and reviewing and monitoring his or her 

independence. 

• Monitor and review the effectiveness and ongoing independence of the 

external and internal audit services and their relationship with each 

other. Internal and external auditors cannot deliver both services to the 

Association 

• Review, consider and advise on individual reports made by the internal 

audit (this includes work completed by co-sourced specialist internal 

audit providers), including operational systems and financial affairs of 

the Association and the functioning, maintenance and development of 

its operational and financial control systems 

• Monitor the implementation of approved recommendations relating 

both to internal audit reports and external audit reports and association 

letters across the Association 

• Advise the Committee on the organisation and resourcing of the 

internal audit service 

• Receive the internal auditors reports and recommend to Committee the 

action to be taken 

 
External Audit 
  

• Make recommendation(s) to the Committee in relation to the 

appointment, re-appointment and removal of external auditors and 

the scope of their work. This will include agreeing the terms of 
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engagement/audit plan and associated remuneration and reviewing 

and monitoring the independence of the external auditor, and in 

particular the provision of additional services to the Association. 

• Monitor the performance of, and communicate with, the external 

auditors on the audit approach, reporting, timetables, and findings 

and review the effectiveness of the audit process 

• Consider the response of the Association to Association letters 

received from the external auditors and advise the Association 

Committee regarding such reports 

• Review and consider the annual assurance statement 

• Approve any engagement of the Association’s External Auditor for 

any non-audit work 

• Initiate reports and investigations as it sees fit, having the right of 

access to all minutes, books, documents or any other information 

maintained within the Association 

• The Audit Sub-committee may require staff to supply information, 

either written or verbal on any matter relating to the Association or 

finance 

• The Sub-committee shall meet privately with the Internal Auditor and 

external auditors at least once per annum 

• In addition, the Audit Sub-committee shall consider any incidents of 

fraud or attempted fraud, and the response of the Association to such 

incident within the Association, referred to it by the Association 

Director or Internal Auditor 

  
Financial Statements 

  
Review the Association’s annual financial statements before they are 

presented to the Committee focusing on: 

  

• Accounting policies and key judgements 

• The integrity of the financial statements, including compliance with     

accounting standards, legal and statutory requirements 

• Findings of the external auditors, including significant audit 

adjustments 

 
Rents and Service Charges 

  

• Consider and make recommendations to Committee on the annual rent 

increase for the Association 

• Consider and make recommendations to Committee on 

Service/Factoring charge increases 
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Investment 
 

• Consider and make recommendations to Committee on the 

Association Investment profile, investment priorities and capital 

investment plan 

 

Appraisal 

• Approval of the Committee Appraisal Policy and determination of the 

process for the annual appraisal of governing body members and how 

this relates to identifying skills gaps 

 

Policies  

• Regularly review and approve policies allocated to the Sub Committee 
as agreed on the Delegated Authority: Policy Register on behalf of 
Forth Housing Association 
 

 
Other responsibilities 

  

• Regularly review and make recommendations to the Committee in 

relation to remuneration policy and levels 

• Consider compensation for Loss of Office payments to any member of 

the Senior Management Team 
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Appendix 5 
 
Terms of Reference for Staffing Sub-committee 
 
General  
 

• The Association’s Staffing Sub-committee shall be responsible for 
determining and reviewing annually the skills and experience required 
across the Association to allow the delivery of the Association’s strategic 
objectives and effective oversight of Association activities 

 
Membership 

 
Membership of the Sub-committee will involve 6 members to include; 
 

• Chair determined by the expertise and experience the chair can bring to 
the role and will be the most suitably qualified person in this respect for 
the role 

• The chairperson of the Association to ensure that matters which may 
arise in relation to the Senior Management Team can be dealt with 

• 2 other members of the Committee 

• Members may participate in a Meeting by means of conference 
telephone, video conferencing facility or similar communications 
equipment whereby all the Members participating in the Meeting can 
communicate with each other.  A Member participating in a Meeting in 
this manner shall be deemed to be present in person at the Meeting. 

• Relevant members of staff will normally attend meetings of the Sub-
committee  

• The Sub-committee has the right to meet in private without the 

attendance of any non-member or staff.   

 
Meeting Schedule 

 

• Meetings will be held twice a year 

• The quorum shall be 3 members 

• Meetings may be called at short notice, but said notice shall be at least 

two working days, save where at least four members in their absolute 

discretion agree a meeting is required at shorter notice.  Where the 

number of members is odd, half will be calculated at half of the total 

number of members less one 

• The Schedule of Meetings will be circulated a year in advance by the 
Company Secretary following the AGM 
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Delegated Authorities 
(Refer to Standing Orders: Scheme of Delegated Authorities) 
 
 
Governance 
 

• Ensuring that formal succession planning processes are in place when 
considering the recruitment of governing body members 

• Determining the mode and manner by which the Association shall 

make available to the public who is eligible to become a governing 

body member, how they can become a governing body member and 

the process whereby the Association appoints governing body 

members 

• Reviewing the Register of Urgent Actions 

• The Sub-committee may seek legal or other professional advice which 

it considers relevant to its responsibilities through the Company 

Secretary. 

 
Appraisal  
 

• Approval of the appraisal process for staff members and how this relates 
to identifying skills gaps 

• Appraise the performance of and where necessary take disciplinary 

action, short of dismissal, against the Association Director 

• Consider reports from the Association Director on the appraisal and 

terms and conditions of the Senior Management Team. 

 
Staffing 
 

• Responsible for short-listing, interviewing and selecting all permanent 
posts at Senior Management Team level in conjunction with the Director.  
The use of independent support will be engaged as appropriate e.g. 
Finance Agent, Auditor, Employers in Voluntary Housing 

• Responsible for recommending the individuals to be presented to the 
Association Committee for approval and appointment 

• Determining the renumeration and terms and conditions of the Director 

• Draft the Association policy position in relation to the granting of Early 

Retirement and Voluntary Redundancy (“ER/VR”) payments 

recommending same to the Committee 

• Ongoing monitoring of the application of the early retirement/voluntary 

redundancy. 

• Consider the remuneration and terms and conditions of employment of 

the Association Director, seeking external support and advice as 

required and make recommendations to the Association Committee. 

 
Disciplinary 
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• Administer appropriate stages of the Disciplinary Procedure relating to 
the Senior Management Team including dismissal and appeals to final 
warnings, as detailed in the Employers in Voluntary Housing document 
Statement of Terms and Conditions of Employment. 

 
Grievance 
 

• Consider all appeals from staff on issues not resolved at Director level 
(or raised by the Director), in accordance with the procedures laid out in 
Statement of Terms and Conditions of Employment.   

• Where the Director and/or a line manager has been involved in previous 
stages he/she must not participate in the appeal process. 

 
Code of Conduct 
 

• Undertake any Code of Conduct investigations relating to Senior 

Management Team members 

 
Policies 
 

• Consider and make recommendations on terms and conditions 

• Regularly review HR polices and approve policies allocated to the Sub 
Committee as agreed on the Delegated Authority: Policy Register on 
behalf of Forth Housing Association 
 

 
Role of the Chair of the Sub-committee 

  

• The Chair of the Sub-committee is responsible for ensuring that the 

Sub-committee discharges its responsibilities. 

• The Chair of the Sub-committee and in his/her absence the Sub-

committee Member appointed to chair a meeting of the Sub-committee 

is responsible for the smooth running of the Sub-committee meetings.  

 
Reporting Procedures 

  

• The Sub-committee Chair will provide an update to the Association 

Committee on the activities of the Sub-committee bi-annually 

• The Sub-committee will advise the Association Committee of any 

issues it considers the Committee should be made aware of.  Where 

this is considered appropriate, the Company Secretary will include both 

the minute of the discussion at the meeting and a copy of any relevant 

papers provided in the papers to be submitted to the next Association 

Committee Meeting for their consideration 
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Appendix 6 
 
Terms of Reference for the Asset and Development Sub-committee 

  
General 
 

• The Asset and Development Sub-committee is constituted by Forth 
Housing Association to ensure its strategic viability as a developing 
Association and to safeguard ongoing development plans and to 
oversee the effective management and sustainability of the 
Association’s assets 

 
Membership 

 
Membership of the Sub-committee will involve 6 members to include; 
 

• Chair determined by the expertise and experience the Chair can bring 
to the role and will be the most suitably qualified person in this respect 
for the role 

• 3 other members of the Committee which must include members with 
recent and relevant property, development, construction and project 
appraisal experience 

• Members may participate in a Meeting by means of conference 
telephone, video conferencing facility or similar communications 
equipment whereby all the Members participating in the Meeting can 
communicate with each other.  A Member participating in a Meeting in 
this manner shall be deemed to be present in person at the Meeting. 

• Relevant members of staff will normally attend meetings of the Sub-
committee  

• The Sub-committee has the right to meet in private without the 

attendance of any non-member or staff.   

 
Meeting Schedule 

 

• Meetings will be held on a quarterly basis 

• The quorum shall be 3 members 

• Meetings may be called at short notice, but said notice shall be at least 

two working days, save where at least four members in their absolute 

discretion agree a meeting is required at shorter notice.  Where the 

number of members is odd, half will be calculated at half of the total 

number of members less one. 

• The Schedule of Meetings will be circulated a year in advance by the 
Company Secretary following the AGM 

 
Delegated Authorities  
(Refer to Standing Orders: Scheme of Delegated Authorities) 
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• Consider, and where agreed approve, key strategic initiatives, 

partnerships and projects as directed by the Association Committee 

• Make recommendations, as appropriate, to the Committee on such 

initiatives, partnerships and projects 

• Monitor and evaluate the implementation of development strategies 

agreed by the Committee 

• Approve the Committee 5 year development strategy 

• Approve development projects, provided they meet the criteria agreed 

by the Association 

• Approve land acquisitions and options on land acquisitions, provided 

they meet the criteria agreed by the Association  

• Approve allocations from the development fund for land acquisitions 

and/or to individual projects 

 
Other responsibilities 

  

• The Sub-committee shall from time to time review and make 

recommendations to the Committee on the following: 

• The Association’s development areas 

• Design Guide and house types 

• Development core criteria 

 

• The Sub-committee shall make recommendations to the Committee on 
the creation of joint venture partnerships to enable the delivery of 
development projects 

• The Sub-committee shall consider research and analysis of housing 
market areas from time to time, but no less than annually 

 

 
Role of Chair of Sub-committee 
 

• The Chair of the Sub-committee is responsible for ensuring that the 

Sub-committee discharges its responsibilities. 

• The Chair of the Sub-committee and in his/her absence the Sub-

committee Member appointed to chair a meeting of the Sub-committee 

is responsible for the smooth running of the Sub-committee meetings.  

 

Policies 
 
Regularly review and approve policies allocated to the Sub Committee as 
agreed on the Delegated Authority: Policy Register on behalf of Forth 
Housing Association 
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Reporting Procedures 

 

• The Sub-committee Chair will provide an update to the Association 

Committee on the activities of the Sub-committee bi-annually. 

• The Sub-committee will advise the Association Committee of any 

issues it considers the Committee should be made aware of 

• Where this is considered appropriate, the Company Secretary will 

include both the minute of the discussion at the meeting and a copy of 

any relevant papers provided in the papers to be submitted to the next 

Association Committee Meeting for their consideration 

• The Sub-committee may seek legal or other professional advice which 

it considers relevant to its responsibilities through the Company 

Secretary. 
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Appendix 7 

  
Committee Appraisal Policy 

  

The purpose of this policy 

This policy sets out the Association arrangements for the mandatory appraisal 
of governing body members, and the commitment and principles that inform 
the arrangements.  
 
Overall responsibility for implementation of the policy lies with the Association 
Audit and Risk Sub-committee.  
  
Commitment to regular appraisal 
 

The effectiveness of governing body members is critical to the success of the 

Committee.  

It is critical that the contribution and effectiveness of governing body members 

is reviewed annually to ensure that effective governing body members who 

can ensure the success of the Association and ultimately the interests of 

tenants and service users within the Association.   

In the case of the Association Committee, the process of evaluation of the 

effectiveness of the Committee shall be undertaken via an external facilitator 

at least triennially. 

It is also recognised that governing body members have the potential to 

develop and improve and, indeed, that they must continue to develop to lead 

effectively in changing times.  

The annual appraisal process is the primary means through which each 

governing body member continues to develop both collectively and as 

individual members. 

Each Committee leads by example, promoting values for the whole 

organisation and exhibiting the behaviour that it seeks to embed through the 

organisation via its governing body members.  

Regular appraisal demonstrates each governing body members’ commitment, 

at the highest level, to continuous improvement and accountability to tenants 

and service users.  

The objectives of appraisal 

The specific objectives and focus of the appraisal process may vary from year 
to year.  
 
For example, in a year when the Association may be undertaking a 
fundamental review of its mission and strategy, it may be appropriate for the 
annual governing body appraisal exercise to take a similarly fundamental 
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approach, examining the role, functions, structures and membership of the 
governing bodies in the context of the Association’s evolving strategy.  
  
The specific objectives of the appraisal are, therefore, reviewed by the Audit 
and Risk Sub-committee and then agreed by the Association at the start of 
each annual appraisal round.  
  
In general, however, the objectives of governing body appraisals are to: 
  

▪ evaluate the contribution that each governing body member has made 

and the value he/she has added to the achievements of Association in 

the appraisal period 

▪ critically appraise the governing body member’s performance against 

his or her core duties, objectives and targets, identifying, in order to 

learn from, both successes and failures 

▪ identify the key challenges, risks and opportunities that the governing 

body members should be addressing in the forthcoming period 

▪ identify the development priorities for the governing body members in 

terms of, for example: 

▪ adding to or revising the tasks he/she should undertake  

▪ increasing the governing bodies commitment to specific topics 

or initiatives 

▪ making changes to the way in which the governing body goes 

about its business or in which its members work together. 

▪ review the skills and competencies of governing body members and 

identify any gaps to be filled and the means by which they will be filled, 

for example, through training or recruitment as well as informing 

succession planning 

▪ to discuss existing succession planning assumptions 

▪ review the contribution and performance of governing body members 

in order to identify areas of weakness of under-performance and to 

recognise areas of strength and achievements. Where appropriate, 

draw up an action plan to address individual performance issues 

▪ draw up a clear development plan to support the continuous 

improvement of the Association and its members to meet the 

challenges faced by the Association. The plan will include targets 

and/or milestones, where appropriate, against which to monitor 

progress and performance. 

The principles of governing body member appraisal 

Appraisal arrangements are informed by the principles of good governance and 
effective performance management.  
 
In conducting its appraisals, the governing body promotes a culture in which: 
  

▪ there is a real desire to improve and a recognition of the need to 

change 
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▪ constructive challenge and open debate are the norm 

▪ the emphasis is on finding solutions 

▪ achievements and successes are celebrated, and poor performance is 

tackled 

▪ assessments are made on fact and evidence, using good quality 

information, advice and support 

▪ external comparison and challenge is invited 

▪ stakeholders’ views are sought and listened to. 

The appraisal arrangements also have regard to cost, including the time cost 
to members and to the Chair.  
  
The appraisal process 

Governing body appraisal arrangements are based on a full appraisal process 
annually.   

  
The exact appraisal process will be determined each year by the Audit and Risk 

Sub-committee, but will ordinarily include the following stages: 
  

Stage 1 Governing body members complete a confidential questionnaire 

covering: 

▪ Own performance and skills self-assessment 

▪  Committee performance assessment 

Stage 2 Association Chair holds a 1-2-1 meeting with each governing 

body member to discuss their questionnaire and their 

performance during the year. 

Stage 3 The Chair completes an evaluation form for each Committee 

member 

Stage 4  Audit and Risk Sub-committee agree any actions arising from 

the appraisal process 

 

 The Association Chair shall be appraised by the Vice-Chair, based on 
feedback on their performance from Committee members. 
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Appendix 8 
 
Succession Planning Policy 

  
Purpose of this policy 

  
The policy sets out the Association arrangements for the mandatory 
development of succession plans, which underpin the Association’s 
commitment to ensuring orderly succession to governing body places to 
maintain an appropriate balance of skills and experience and to ensure 
progressive refreshing of governing bodies. 

  
     Commitment to succession planning 

  
The effectiveness of the governing body is critical to the success of the 
Association and delivering the best outcomes for tenants and service users.   
  
A key element to achieving this effectiveness is having the appropriate 
blend of experience and continuity, whilst ensuring that a refresh of 
membership of the governing body brings fresh thinking  
  
The succession planning process is the primary means through which the 
Association ensures that it has the appropriate processes in place to 
progressively refresh the Committee. 

 
     Succession planning process 

 
Succession plans will be for a rolling 3 year period. The formal succession 
plan will include at a minimum: 
  
 a) Details of when all members of the Committee are due to retire 

b) Details of the core skills and experience each member contributes to    
the Committee, taking into account the agreed skills matrix from time to 
time 
c)Details of the projected recruitment requirements for each year of the 
plan, based on a & b above 
 

Succession plans shall be prepared/refreshed in conjunction with the   annual 
appraisal process. 
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1.  GOVERNANCE 
LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Audit & Risk Sub-Committees 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Approval of Associations Rules. 
 

2. Deciding applications for shareholding 
membership. 

 

3. Approving cancellations of shareholding 
membership in line with the Rules of the 
Association. 

 
4. Appointment of the Association’s Office 

Bearers. 
 

5. Establishment and dissolution of 
subsidiaries and sub-committees, and 
approval of their membership, remits, 
terms of reference and delegated powers. 

 
6. Approval of the Association’s Scheme of 

Delegated Authority, Policy Delegation, 
Standing Orders and Financial Regulations. 

 
7. Approval of the Association’s codes of 

conduct for committee members and 
employees, and all related group 
governance policies. 

 
8. Appointment of new members, co-opted 

committee members and filling of casual 
vacancies to ensure effective succession 
planning. 

 
 

1. Process of recruiting for governing body 
members for recommendation to the 
Management Committee to be managed by the 
Audit and Risk Sub Committee. 
 

2. Review governance policy as determined by 
the Delegated Authority Policy Register 

 
3. Monitoring performance for legal and 

regulatory compliance. 
 

 

Director: 
1. Fulfilling the duties of Secretary in 

relation to membership and other 
required matters (If appointed at 
previous AGM.  
  

2. Submission of statutory returns, 
following approval by Management 
Committee, where required. 

 
3. Providing advice, support and reports as 

well as external validation on legal, 
regulatory and constitutional obligations. 

   
4. Must submit any Notifiable Events to 

SHR in relation to performance and 
service delivery issues or financial and 
funding issues and report to 
Management Committee promptly.  Must 
also notify SHR of any disposals, 
constitutional and organisational 
changes. 

 
5. Operational management of the 

relationship with the SHR. 
 

Corporate Services: 
1. Processing and administration of 

applications and cancellation for 
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9. Removal of members of committees, sub- 
committees or boards of any Group Member, 
where permitted by our Rules. 
 

10. Ensure effective compliance with Rule 37.6 
– Nine Year Rule. 

 
11. Approval of use of the seal (where the seal is 

used rather than signing/witnessing to 
execute documents). 

 
12. Approval of the Association’s regulatory and 

financial returns. 
 
13. Ensuring compliance with all of the 

Association’s legal and regulatory duties and 
requirements for staff, tenants, charity and 
company laws and the financial conduct 
authority. 

 
14. Approval of payments and/or benefits where 

required in accordance with our Entitlements, 
Payments & Benefits Policy. 

 
15. Annual inspection of all required Registers. 

 
16. Approval of Annual Assurance Statement 

(AAS).  Chair must notify SHR of any 
changes to the AAS. 

 
17. Implementation of the process for the 

investigation of a serious complaint or 
grievance against the Senior Officer. 

 
18. Ensure compliance with whistleblowing policy 

and implementation of necessary 

membership and maintaining all 
registers as allowed for within the rules.  
 

2. Maintaining the associations 
governance registers including register 
of interests, payments and benefits, gifts 
and hospitality and disposals and 
providing any associated reports to the 
management committee. 

 
3. Recording and preparation of minutes of 

sub committee meeting and also 
management committee meetings for 
approval and publishing management 
committee meeting minutes redacted 
where appropriate. 
 

4. Operational support to the Chair and the 
MC for annual appraisals, training and 
recruitment for the management 
committee. 
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investigations for allegations concerning 
governing body and senior officer. 

 
19. Approval of all leases and disposals. 

 

 

2.  STRATEGY, POLICY & PERFORMANCE 
   

LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Audit & Risk Sub-Committees 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Setting group objectives and strategy for 
the Association including mission, vision, 
values and culture 
 

2. Approval and monitoring of the Association’s 
business plan and all other plans, policies or 
documents that fall within the strategic role 
of the Management Committee, unless 
delegated to sub- committee 

 
3. Approval of 30 year projections and annual 

budget 

 

4. Monitoring and overview of the financial 

and organisational performance.  

 

5. Determining the Association’s policy on 

business growth or diversification, and on 

any matters involving material 

changes/departure from existing policy. 

 

6. Approval to instigate legal proceedings 
(except for actions relating to rent 

1. Monitor compliance with legal and 
regulatory requirements (including the 
standards of governance and financial 
management).  Reporting any 
issues/recommended action to the 
Management Committee 
 

2. Review and approve policies for service 
delivery as outlined in Delegated Authority: 
Policy Register  

 
3. Scrutinise and review service performance 

and refer for information to Management 
Committee highlighting any matters of 
concern.  

 
4. Approval of ICT and major purchasing 

decisions relating to infrastructure, 
hardware and software. Referring to 
Management Committee for information.  

 

1. Implementation of the 

Association’s Business Plan and 

other strategies approved by the 

Management Committee. 

 

2. Provision of regular reports to the 

Management Committee and sub 

committees in relation to all aspects of 

the Association’s performance. 

 

3. Revision of policies, strategies and 

frameworks and development of new 

policies, strategies and frameworks for 

consideration and approval of the 

Management Committee or the body with 

delegated authority to approve. 

 

4. Monitor compliance with legal and 

regulatory requirements (including the 

standards of governance and financial 

management).  Reporting any 

issues/recommended action to the 
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arrears or other tenancy breaches which 
are delegated to the relevant staff 
member) 

 

7. Deciding the Association’s 
response to regulatory reports 
 

5. Monitoring customer complaints data at an 
aggregate level (as opposed to individual 
cases) 

 
6. Review and approval of individual projects 

relating to growth in line with budget 
provisions and business strategy. 

Management Committee. 

 

5. Operational delivery of mission vision, 

values and strategic objectives through 

individual learning and development 

plans and in line with organisations 

culture. 

 

 

3. FINANCIAL MANAGEMENT 
LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Audit & Risk Sub-Committee 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Commitment of expenditure, without limit 
(Note 1) 

 
2. Approval/monitoring of the Association’s 

Business Plan including cash flows and 

financial projections. 

 

3. Approval/monitoring of the 

Association’s annual budget. 

 

4. Approval of quarterly management accounts 
 
5. Approval of all loans, overdrafts or 

granting of security. 

 

6. Approval to open or close bank 

accounts. Delegated to officer bearers in 

line with treasury management policy in 

between meetings. 

 

1. Scrutiny and review of annual accounts 
and financial statements and 
recommending for approval of adoption of 
the annual accounts to the Management 
committee  

 
2. Review the association’s financial 

regulations and financial reporting 
procedures. 

 
3. Review and scrutiny of draft annual 

budget to support the delivery of the 
association business strategy making 
recommendations to the management 
committee. 

 
4. Approval of mid-year budget review 

where the surplus is not reduced against 
the approved annual budget approved by 
the management committee and 

1. Commitment/authorisation of budgeted 

expenditure, subject to the limits set out in 

the Financial Regulations and departmental 

policies and procedures. 

 

2. Administration of all insurance claims. 
 
3. Approval of committee member/staff 

expenses. 
 
4. Signatories as per the Financial 

Regulations. 

 

5. Maintenance and control of the Association’s 

bank accounts (including payments and the 

moving of monies by electronic means) 

Treasury management transactions and 
executive decisions relating to investments 
and cash management, in accordance with the 
Association’s financial regulations.  
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7. Approval of investments delegated to officer 
bearers in line with treasury management policy 
in between meetings.  

 
8. Approval of financial regulations. 

 
9. Approval of annual rent review. 

 
10. Approval to dispose of any of the 

Association’s property assets (excluding 

right to buy and LCHO sales). 

 

11. Approval of Director’s expenses 
(Chairperson). 

 
12. Signatories, per the Financial 

Regulations. 

recommending for approval any review 
that does deviate from the budgeted 
surplus. 

 
5. Review and approve the quarterly 

management accounts and refer any 
matters of concern to the management 
committee. 

 
6. Monitoring compliance with loan 

covenants and ensuring the Association 

is meeting its obligations to other 

funders. Referring any variance of 

concern to the management committee 

for approval. 

 

7. Approval of Treasury Management Policy 

 
8. Review and approval of the associations 

banking borrowing and investment 
arrangements making recommendations 
to the management committee. 

 
9. Review, give scrutiny and approval of 

annual rent review and rent affordability 
for recommendation to the management 
committee. 

 
10. Approve write offs including, Former 

Tenant Arrears/Credits and rechargeable 
repair debts, referring any over budget to 
Management Committee for Approval 

 

6. Payroll administration, control of petty cash 
and the payment of expenses to the 
Association’s employees. 

 
7. Administration of taxation payments, 

including those relating to VAT, PAYE and 

national insurance. 

 

6. Director/Management Team authorised a 

virement of budgets up to £10,000 within a 

similar budget heading, such decision must 

be subsequently reported to Management 

Committee. 

 

7. Provision of financial advice and support to 

the management committee and sub 

committees 

 

8. Review and ensure policies are up to date 

and in line with legislation for approval in 

accordance with the Corporate Policy 

Schedule. 

 

9. Engagement of appropriate advice and 

support, including the procurement of such 

advice. 

 

10. Development and implementation of relevant 

procedures to support compliance in 

financial management. 

 

11. Operational maintenance of loan covenant, 

loans, borrowing and investment 
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11. Review and approve policies as outlined 
in Delegated Authority: Policy Register 

 

compliance. 

 

12. Preparation of regulatory returns for 

approval. 

 

13. Maintenance of lenders relationships and 

key documents. 

 
(1) Director and Chairperson have authority to commit expenditure in emergency situations and/or in excess of approved budget (subject to Committee reporting)  

 

4. STAFFING,  ORGANISATIONAL MANAGEMENT AND EMPLOYMENT 
   

LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Staffing Sub-Committees 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Approval of annual budget for staffing, ICT 

and other organisational management 

costs. 

 

2. Approval of any major restructuring 

of staffing or organisational 

resources. 

 

3. Appointment of Legal, Data 

Protection and Financial Agents. 

 

4. Appointment of the Association’s 

Director. 

 

 
5. Approval/roll-out of staff code of conduct. 

 
6. Approval of Director and Heads of 

1. Appointment of Staffing Committee Chair. 

 

2. Contribute to reviews of the 

Association’s workforce plans, prior 

to Management Committee decision. 

 
3. Review and recommend for approval 

to the management committee any 

structure changes. 

 

4. Disciplinary, Grievance and Recruitment 
issues. 

 
5. Approval of Job Descriptions and 

person specifications. 
 
6. Representation on the recruitment 

panel of Heads of Service. 
 

1. Subject to budget, recruitment for all 

established posts (other than senior 

management posts) and temporary posts. 

 

2. Staff performance appraisals, other than for 

the Director. 

 

3. Issuing of employment contracts on behalf 

of the Management Committee. 

 

4. Administration/implementation of staff 

training and development. 

 

5. Payroll, approval of staff expenses and 

overtime, administration of pensions. 

 

6. First stage grievance and disciplinary 

matters. 
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Service re-grading and salary 

increases. 

 

7. Arrange performance appraisal of Director. 
 
8. Approves the remuneration of the Director. 

 
9. Approval of staff pension arrangements and 

monitoring compliance with pensions 
legislation. 

 
10. Management and monitoring of the 

Association’s membership of Employers in 

Voluntary Housing (EVH), Scottish 

Federation of Housing (SFHA), TPAS etc. 

 

11. Approval of the Association’s policies and 

workplans for Management Committee and 

sub-committee recruitment, development 

and training. 

 

12. Overall responsibility for ensuring the 
Association complies with its legal and 
regulatory employer duties with regard to 
Health and Safety 

 
13.  

 
 

7. Approval of creation and continuation of 
additional temporary posts exceeding 3 
months duration. 

 
8. Approval of changes to staff roles and 

grades (with the exception of Heads of 
Service and Director). 

 
9. Serious complaints against the Director 

(incur any reasonable expenditure 
related to independent professional 
advice, guidance and/or investigation.)  

 
10. Cases relating to dismissal of any 

employee. 
 
11. Staff Grievances. 

 
12. Implementation of process for 

investigating breach of code of conduct 
by governing body members or Senior 
Officer (Chair plus 2 members of 
Staffing Committee only). 

 
13. Monitor Forth’s compliance with H&S 

requirements including reviewing all 
H&S audits and monitoring progress 
with any action plans.  Report outcomes 
to Management Committee. 

 

14. Scrutiny and approval of the Associations 
HR policies, including annual updates to 
the EVH terms and conditions. Policies 
are as outlined in Delegated Authority: 
Policy Register 

 

7. Operational management of the 

Association’s responsibility as an employer 

with regard to Health and Safety. 

 

8. Management of the Association’s offices 

and other facilities. 

 

9. Management of the Association’s ICT 

systems, including purchasing within the 

limits specified in the Financial Regulations. 

 

10. All operational human resources 

management issues falling within the 

conditions of service and the Association’s 

established policies. 

 

11. Approval of internal secondments.  

 

12. Approval of courses of study and associated 

costs. 
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5. AUDIT AND RISK MANAGEMENT 
LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Audit & Risk Sub-Committees 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Approval of appointment of external and 

internal auditors (including re-appointment 

and removal). 

 

2. Formal approval of annual financial 

statements. 

 

3. Receipt of the external auditor’s 

Management Letter and approval of 

the Association’s formal response. 

 

5. Approval of the Association’s overall risk 

management strategy. 

 

6. Decision-making on matters raised by 

the Audit & Risk Sub Committee or the 

Association’s auditors that involve 

substantive and material risks to the 

Association’s financial position, 

reputation or ability to meet its statutory 

and contractual obligations. 

 
7. Make budgetary provision to support the 

Audit Committee’s work, including 

assurance reporting as well as audit 

services. 

 

Risk Management and Assurance 

1. Appointment of Audit Committee Chair 

(cannot be Chair of Management 

Committee). 

 

2. Advise the Management Committee on 

the appointment and remuneration of 

external and internal auditors (including 

any circumstances involving the 

resignation or termination of the auditor’s 

appointment). 

 

3. Issue of external auditor’s Letter of 

Engagement and approval of proposed 

programme/approach. 

 
4. Approval of internal audit needs 

assessment and 3 yearly & annual 

programme of internal audit. 

 

5. Review external/internal auditor reports 

and recommendations and the external 

auditor’s Management Letter and advise 

the Management Committee on agreed 

recommendations and actions required. 

 

6. Monitor the effectiveness of external and 

internal audit services. 

 

1. All routine liaison with the external and 

internal auditors. 

 

2. Liaison with the external auditors on the 

audit of the draft annual financial 

statements. 

 

3. Implementation of external and internal 

auditors’ recommendations, and 

submission of reports to the Audit 

Committee and Management Committee. 

 

4.  Implementation of the Association’s Risk 

Management Strategy and procedures. 

 

5. Carryout a tendering exercise for the 

appointment of external and internal 

auditors in line with the Purchasing, 

Procurement and Tendering Policy. 

 

6. Preparation of internal audit needs 

assessment and implementation of 

internal and external audit programme. 
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1. Monitor implementation of the 

Association’s Risk Management Strategy 

 

2. Oversee ICT strategy, policies and 
recovery plans. 

 
3. Instruct investigations for the purposes of 

reviewing service/activity areas, or to 
examine suspected irregularities or failures 
in management and control systems 

 
 

7. Oversee tendering process e.g. conduct 

interviews with prospective companies for 

external and internal auditors 

 

8. Monitor and oversee strategic and material 

risks assurance assessment 

 

9. Advice the management committee on 

material changes to risk annually and 

biannually for red rated risks.   

 

10. Monitor and oversee our assurance 
processes to ensure compliance with legal, 
regulatory and constitutional requirements.  

 
11. Approve business continuity policy/plans. 

 
12. Approval of office/business insurances when 

the policy is re-tendered. 
 

13. Review and approve policies as outlined 
in Delegated Authority: Policy Register 

 
14. Advise the Management Committee (a) 

quarterly, on material changes to strategic 
risks, and (b) annually, following an overall 
review of the risk register. 
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6. HOUSING SERVICES 
LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Audit & Risk Sub-Committee 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Approval of the Association’s budgets for 

housing services and for tenant consultation 

and participation as part of the annual 

budget process. 

 

2. Overall responsibility for the organisation-

wide performance in relation to housing 

management service standards and 

targets (quarterly). 

 

3. Approval of the granting of tenancies or other 

service-related issues, where required by the 

Association’s Policy on payments benefits 

and entitlements. 

 

4. Monitor and contribute to policy reviews on 

all aspects of the Association’s housing 

services, including tenant experience and 

outcomes and partnerships with other 

agencies (e.g. on anti-social behaviour) in 

line with the Corporate Policy Schedule 

Appendix 1. 

 

5. Oversee the Association’s local approach to 

tenant consultation and resident 

involvement. 

 

6. Approve enforcement of decrees for eviction. 
 

1. Monitor and report overall performance in 

relation to the Scottish Social Housing 

Charter. 

 

2. Monitor and report by exception to the 

management committee organisation 

wide performance in relation to all 

housing services. 

 

3. Monitor quality of outcomes, value for 

money and tenant satisfaction with the 

Association’s service performance, 

including overall complaints 

issues/remedies and possible service 

improvements. 

 

4. Review and comment on the Association’s 

proposed annual reports on the Charter and 

other communications about services. 

 

5. Monitoring the implementation of the 

association’s policy on Payments Benefits 

and entitlements. 

 

6. Review and approve policies as outlined 
in Delegated Authority: Policy Register 

 

 

 

1. Interpretation and implementation of all 

approved policies and service plans. 

 

2. Management of empty properties, including 

abandoned properties. 

 

3. The allocation of properties (unless prior 

Committee approval is required under the 

Policy on Payments and Benefits). 

 

4. The provision of accommodation for 

homeless persons, including referrals 

under Section 5 of the Housing (Scotland) 

Act 2001. 

 

5. The granting of tenancies and occupancy 

agreements. 

 

6. All tenancy management matters, including 

the provision of tenancy support services, 

tenancy successions, and all applications 

for landlord permissions. 

 

7. Initiating and managing legal actions in 

respect of rent arrears and other breaches 

of tenancy conditions, up to the stage of 

enforcing decrees for eviction. 

 
8. The management of leases and 
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management agreements with third parties 

 

9. Making all statutory payments to tenants 

and any discretionary payments provided 

for in the Association’s policies. 

 

10. Promote tenant involvement in work 

relating to the Scottish Social Housing 

Charter. 

 

11. The collection of rents, service charges and 

factoring charges, including arrears 

recovery. 

 

12. Implementation of the Tenant Participation 

Strategy. 

 

13. All matters relating to neighbour relations 

and anti-social behaviour. 

 

14. Implementation of the Estate Management 

Policy and all budgeted expenditure. 

 

15. Assessment and resolution of tenant 

complaints under the Model Complaints 

Policy. 

 

16. Hearing of appeals made by customers 

against a decision made by the 

Association in line with the Allocations 

Policy. 
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7 ASSET MANAGEMENT AND DEVELOPMENT  
   

LEVEL 1  
Reserved to Management Committee 
 

LEVEL 2  
Delegated to Asset & Development Sub-
Committees 

LEVEL 3  
Delegated to Management (Staff) 
 

1. Approval of the Association’s Development 

Strategy and Asset Management Strategy. 

 

2. Approval of the Association’s Strategy and 

Development Funding Plan (SDFP) 

submission. 

 

3. Approval of the Association’s annual budget 

(and associated programme proposals 

relating to development, major works and 

adaptations). 

 

4. Approval to purchase land or buildings for 

development. 

 

5. Approval of borrowings and of security to 

be offered for approved development 

projects or major works project. 

 

6. Approval of cost over-runs following contract 

acceptance in excess of £50,000. 

 

7. Approval to settle any contractual claims. 
 
8. Signing of formal building contracts. 

 
9. Approval of project procurement methods, 

where single stage competitive tendering is 

1. Appointment of Asset & Development 

Committee Chair. 

 

2. Approval of design guides, technical 

briefs and policies for development, 

assets managment and procurement 

 

3. Appointment of technical consultants and 

contractors, within approved budget, based 

on staff selection recommendations. 

 

4. Monitor the Association’s performance in 

relation to the Scottish Housing Quality 

Standard and the Energy Efficiency 

Standard for Social Housing 

 

5. Approval of applications from repairs and 

maintenance contractors to join the 

Association’s approved standing list, and 

reviews of the approved contractors’ list 

 
6. Review and approve policies as outlined 

in Delegated Authority: Policy Register 

 

1. Operational management of the 

Association’s programmes for 

development, major works and property 

adaptations. 

 

2. Tender acceptance of planned 

maintenance projects in programme and 

budget, up to £50,000. 

 

3. Authorise payment of pre-contract 

expenditure for approved development 

projects in programme and budget, up to 

£50,000. 

 
4. Signing of building contracts. 
 
5. Supervision and performance review of 

professional consultants and contractors. 

 

6. Issuing client instructions to consultants 

and contractors. 

 

7. Approval of home loss payments and 

statutory disturbance payments. 

 

8. Approval of non-statutory disturbance 

payments or compensation payments 

up to the limits stated in the 
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not used. Approval of housing mix and project 

briefs for approved projects. 

 

10. Review and approval of individual projects at 

the following key stages: project proposal 

stage, cost plan, tender, contract 

management, post-completion. 

 

11. Approval of the Association’s policies in line 

with the Delegated Authority: Policy Register, 

budgets and programmes for repairs and 

planned/cyclical works.  

 

12. Approval of the Association’s main contracts 

for repairs, planned and cyclical works. 

 

13. Monitor compliance with the Association’s 

legal obligations for stock/tenant safety. 

 

14. Monitor overall performance in relation to 

the Scottish Social Housing Charter. 

 

15. Monitor organisation-wide performance in 

relation to repairs service standards and 

targets (quarterly). 

 

16. Monitor quality of outcomes, value for 

money and tenant satisfaction with the 

Association’s repairs and maintenance 

services, including overview information 

about complaints reasons, remedies and 

potential service improvements. 

 

Association’s procedures. 

9. Approval of contract cost over-runs up to 
£20,000 following contract acceptance stage. 

 

10. Submission of applications for Scottish 

Housing Regulator consent where 

required under Part 9 of the Housing 

(Scotland) Act 2010. 

 

11. Interpretation and implementation of 

all approved policies and service 

plans. 

 

12. All budgeted property expenditure, up 

to the limits specified in the Financial 

Regulations. 

 

13. Instructing works of an emergency nature 

in excess of the approved property 

budget and/or the limits stated in the 

Financial Regulations (Director and 

Chairperson). 

 

14. Implementing/monitoring all cyclical works. 
 

15. Managing/monitoring works for stock/ 

tenant safety, including gas servicing, 

asbestos management, water hygiene 

and lifts maintenance. 

 

16. Quality management and inspections. 
 

17. Decision-making on tenant re-charges. 
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17. Approval of appointment of consultants 

and contractors based on Procurement 

Policy and Financial Regulations. 

 

18. Approval of payments under the 

statutory Right to Repair scheme. 

 

19. Approval of decoration allowances. 
20. Approval of permissions to carry out 

alterations or improvements and of 

compensation payments at tenancy 

end. Ensuring compliance with the 

Association’s health and safety 

obligations 

 

21. Approve contractors on a trial basis 

(reactive repairs).  

 

22. Remove non performing contractors 

from approved list. 

 

23. Implementation of Asset Management 

Plan. 

 

24. Operational management of Stage 3 

Adaption requests. 

 
25. Signing/approving grant offer of Stage 

3 Adaptations. 

 

26. Selection and appointment of 

consultants and contractors based on 

Procurement Policy and Financial 

Regulations. 

 
27. Signing of works contracts. 
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28. Additional contract expenditure in line 

with the limits detailed in the financial 

regulations.   (where works already 

approved by the Management 

Committee).   

 

29. Approval / refusal of tenant alterations/ 

improvement requests.   

 

30. Authorising applications for statutory 

permissions and consents. 
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Code 
Policy / Procedure / Key 
Documents 

Staff Service Area Approval  

DEV 01 Development Strategy Director Development   Asset & Development Sub  

DEV 02 CDM Regulations Director Development   Asset & Development Sub 

DEV 04 Contractor Insolvency Director Development   Asset & Development Sub 

DEV 06 Defects Director Development   Asset & Development Sub 

DEV 08 Handover Director Development   Asset & Development Sub 

DEV 11 Indemnity Insurance Director Development   Asset & Development Sub 

DEV 15 Sustainability Director Development   Asset & Development Sub  

FIN 01 Financial Regulations  Finance Officer Finance Management Committee 

FIN 02 Financial Procedures  Finance Officer Finance Management Committee 

FIN 03 Treasury Management - Finance Officer Finance Management Committee 

FIN 04 Committee Members Expenses Head of Corporate Services Finance Audit & Risk Sub 

FIN 05 Rent Setting  Head of Housing Services Finance Management Committee 

FIN 06 Procurement Director Finance Audit & Risk Sub 

FIN 07 
Compensation & Goodwill 
Payments Head of Corporate Services Finance  Audit & Risk Sub 

FIN 14 IT Strategy Head of Corporate Services Finance Management Committee 

GOV 01 Standing Orders Head of Corporate Services Governance Management Committee 

GOV 02 
Committee Members Code of 
Conduct Head of Corporate Services Governance Management Committee 

GOV 03 Data Protection Policy Head of Corporate Services Governance Audit & Risk Sub 

GOV 04 Corporate Donations & Sponsorship Head of Corporate Services Governance Management Committee 

GOV 05 Complaints ALL Governance Management Committee 

GOV 06 Customer Experience Policy ALL Governance Management Committee 

GOV 07 Tenant Participation  Head of Housing Services Governance Management Committee 

GOV 08 Business Continuity Plan Director Governance Management Committee 

GOV 09 Equalities Head of Corporate Services Governance Management Committee 

GOV 10 Unacceptable Behaviour Head of Housing Services Governance Management Committee 
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Code 
Policy / Procedure / Key 
Documents 

Staff Service Area Approval  

GOV 15 Membership  Head of Corporate Services Governance Management Committee 

GOV 17 
Management Committee 
Recruitment & Induction Head of Corporate Services Governance Management Committee 

GOV 18 
Entitlements Payments & Benefits 
Policy Head of Corporate Services Governance  Audit & Risk Sub 

GOV 20 Risk Management Policy Director Governance Audit & Risk Sub 

GOV 21 Rules Head of Corporate Services Governance Management Committee 

GOV 24 Whistleblowing Head of Corporate Services Governance Audit & Risk Sub 

GOV 25 Information Security Policy Head of Corporate Services Governance Audit & Risk Sub 

GOV 26 Data Breach Management Policy Head of Corporate Services Governance Audit & Risk Sub 

GOV 28 Data Retention Policy Head of Corporate Services Governance Audit & Risk Sub 

GOV 29 Access to Information  Head of Corporate Services Governance Audit & Risk Sub 

GOV 31 
Anti-Bribery Fraud & Corruption 
Policy Head of Corporate Services Governance Audit & Risk Sub 

GOV 32 Notifiable Events Protocol Director Governance Management Committee 

GOV 33 
Serious Complaint of Grievance 
against Senior Officer  Director Governance Management Committee 

GOV 34 Settlement Policy Head of Housing Services Governance Management Committee 

GOV 34 Combined IT Policy   Head of Corporate Services Governance Audit & Risk Sub 

GOV 
New Succession Planning Policy Director Governance Audit & Risk Sub 

HM 02 Abandonment Policy Head of Housing Services Housing Management Management Committee 

HM 03 Allocations Policy Head of Housing Services Housing Management Management Committee 

HM 04 Anti-social Behaviour Policy Head of Housing Services Housing Management Management Committee 

HM 05 Assignation & Succession Head of Housing Services Housing Management Management Committee 

HM 06 Decant Policy Head of Housing Services Housing Management Management Committee 

HM 07 Estate Management Policy Head of Housing Services Housing Management Management Committee 

HM 08 Factoring Policy Head of Housing Services Housing Management Management Committee 
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Policy / Procedure / Key 
Documents 

Staff Service Area Approval  

HM 09 Harassment Policy Head of Housing Services Housing Management Management Committee 

HM 10 Lodgers & Sub Letting Head of Housing Services Housing Management Management Committee 

HM 11 Adaptations Policy Head of Housing Services Housing Management Management Committee 

HM 12 
Nomination Agreement with Stirling 
Council Head of Housing Services Housing Management Management Committee 

HM 13 Pets Policy Head of Housing Services Housing Management Management Committee 

HM 14 Rent Arrears Policy and procedures Head of Housing Services Housing Management Management Committee 

HM 16 
Scottish Secure Tenancy 
Agreement Head of Housing Services Housing Management Management Committee 

HM 17 Shared Ownership Allocations Head of Housing Services Housing Management Management Committee 

HM 24 Tenants Handbook Head of Housing Services Housing Management Management Committee 

HM 26 Voids Management Policy Head of Housing Services Housing Management Management Committee 

HM 27 Mortgage to Rent Policy Head of Housing Services Housing Management Management Committee 

HM 28  New Supply Shared Equity Policy Head of Housing Services Housing Management Management Committee 

HM 29 
Management of Sex Offenders 
Policy Head of Housing Services Housing Management Management Committee 

HM 30 Shared Ownership Buy Back Head of Housing Services Housing Management Management Committee 

HM 31 Joint Tenancy Head of Housing Services Housing Management Management Committee 

HM 33 Suspension Policy Head of Housing Services Housing Management Management Committee 

HM 34 Domestic Abuse Policy Head of Housing Services Housing Management Management Committee 

HR 01 Model Settlement Agreement Policy  Director Human Resources Staffing Sub 

HR 02 Alcohol and Drug Misuse Head of Corporate Services Human Resources Staffing Sub 

HR 03 Attendance Management Head of Corporate Services Human Resources Staffing Sub 

HR 04 Code of Conduct for Staff Head of Corporate Services Human Resources Staffing Sub 

HR 05 Dignity at Work Head of Corporate Services Human Resources Staffing Sub 

HR 06 Flexible Working Head of Corporate Services Human Resources Staffing Sub 

HR 07 Flexi Time Arrangement Policy Head of Corporate Services Human Resources Staffing Sub 
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HR 08 EVH Health & Safety Manual  Head of Corporate Services Human Resources Staffing Sub 

HR 10 Principal Officer Remuneration  Head of Corporate Services Human Resources Staffing Sub 

HR 11 Personal Relationships at Work Head of Corporate Services Human Resources Staffing Sub 

HR 12 Shared Parental leave Head of Corporate Services Human Resources Staffing Sub 

HR 16 Learning & Development Policy ALL Human Resources Staffing Sub 

HR 17 Stress Head of Corporate Services Human Resources Staffing Sub 

HR 24 Pre-retirement  Head of Corporate Services Human Resources Staffing Sub 

HR 28 
Acceptable Use of Computer 
Resources Head of Corporate Services Human Resources Staffing Sub 

HR 29 Staff recruitment Head of Corporate Services Human Resources Staffing Sub 

HR 30 Disciplinary Policy Head of Corporate Services Human Resources Staffing Sub 

HR 31 Remote Access Policy Head of Corporate Services Human Resources Staffing Sub 

HR 32 Remote Working Policy Head of Corporate Services Human Resources Staffing Sub 

HR 33 Pension Policy Director Human Resources Audit & Risk Sub 

M  Asset Management Strategy 
Head of Asset & 
Development Maintenance Asset and Development Sub 

M 01 Alterations & Improvements 
Head of Asset & 
Development Maintenance  Asset & Development Sub 

M 06 Insurance  
Head of Asset & 
Development Maintenance  Asset & Development Sub 

M 10 Repairs & Maintenance Policy 
Head of Asset & 
Development Maintenance  Asset & Development Sub 

M 11 Rechargeable Repairs Policy 
Head of Asset & 
Development Maintenance  Asset & Development Sub 

M 20 Asbestos Policy 
Head of Asset & 
Development Maintenance  Asset & Development Sub 

M 21 Asbestos Management Plan 
Head of Asset & 
Development Maintenance  Asset & Development Sub 

M 22 Gas Service Policy Senior Property Officer Maintenance  Asset & Development Sub 
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