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BRIDGEWATER HOUSING ASSOCIATION LTD 
 
FRAMEWORK OF GOVERNANCE 
 
The purpose of this document is to provide the Association’s Staff and Board Members with 
guidance on those areas of our activities which generally come under the umbrella of 
“governance”.  It describes how the Association wishes to conduct its business and helps to 
interpret guidance, legislation, rules and policy. 
 
Vision, Mission, Values and Objectives 
During strategic discussions at a special Board and Senior Management event in 2015, the Board 
reviewed the Association’s vision and purpose and developed an overarching strategic context for 
the work of the Association.  The Association’s vision therefore, reflects an emphasis, not only on, 
maintaining homes to a high standard but also on delivering quality services and working with and 
supporting our customers in a place where they want to live and thrive. 
 
Vision 
Our vision is to be: 
 
A customer focussed organisation that delivers the best affordable housing and services to people 
who need them most. 
 
Mission 
The Board’s mission for the Association is to: 
 
Get it right for every customer. 
 
Values 
Our values underpin everything that we do.  These are: 
 

• Doing what matters most, with and for, our customers. 
• Putting customers first. 
• Getting it right first time. 

 
Objectives 
The Association’s current objectives are: 
 
1. Increase, as well as manage and maintain, high quality affordable homes. 
2. Increase tenants’ opportunities to influence change. 
3. Deliver high quality cost efficient services. 
4. Protect the environment and the value of our assets. 
5. Provide a challenging supportive and rewarding work environment for Staff and Board Members. 
  



   
 

Framework of Governance 2017   

 
 

 



 
 

Framework of Governance 2017   

 
 

SECTION 1 
 
THE ASSOCIATION’S RULES AND OBJECTS 
 
The Objects of the Association are contained in the Association’s Rules.  These are: 
 

• To provide for the relief of those in need by reason of age, ill-health, disability, financial 
hardship or other disadvantage, through the provision, construction, improvement and 
management of land and accommodation and the provision of care; and 

 
• Any other purpose or object permitted under Section 24 of the Housing (Scotland) Act 

2010 which is charitable for the purpose of section 7 of the Charities and Trustee 
Investment (Scotland) Act 2005 and also in relation to the application of the Taxes 
Acts. 

 
• The permitted activities and powers of the Association will include anything which is 

necessary or expedient to help the Association achieve these objects. 
 

• The Association shall not trade for profit. 
 

• The Registered office of the Association is at: First Floor, Bridgewater Shopping Centre, 
Erskine. 
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SECTION 2 
 
PRINCIPLES OF GOOD ADMINISTRATION 
 
The Association’s Board have adopted 42 principles of good administration, (The Commission for 
Local Administration in England.  Good Administrative Practice 2001), to provide guidance for Staff 
and Board Members on our general approach to dealing with the Association’s Business and our 
customers.  These principles are designed to complement rather than replace the Scottish Housing 
Regulators Regulatory Standards and Guidance, (see later) and the Codes of Conduct for Staff and 
Board Members.  Although last published in 2001, the principles are as relevant today, to 
Bridgewater as they were then.  They help to define the way the Association wishes to do business 
with its customers.  They are grouped below under eight headings.   
 

• The Law 
• Policy 
• Decisions 
• Actions prior to decision taking 
• Administrative Processes 
• Customer Relations 
• Impartiality and fairness 
• Complaints 

 
The Law 
 
1.  Understand what the law requires the Association to do and fulfil those requirements. 
 
2.  Ensure that all staff working in any particular area of activity understand and fulfil the legal 

requirements relevant to that area of activity. 
 
These two points may seem obvious, particularly against the background of a strong tradition of 
basing policies and actions firmly in the context of what the law requires or permits.  However, 
there may be circumstances where there is misunderstanding or lack of knowledge of what the law 
requires, or the understanding of relevant legal requirements does not filter down to the staff who 
are responsible for particular areas of the Association’s activities. 
 
The Association will therefore ensure that all staff are fully briefed about the legal requirements 
relevant to their work, including changes in the law as they occur.  Where legislation gives the 
Association a power to do something rather than a duty, this may sometimes be subject to 
conditions or available only in certain circumstances and staff will be made aware of any discretion 
they may have. 
 
The Association acknowledges that compliance with legal requirements is a basic necessity.  
However, what the Association does will not necessarily be restricted to that and the Association 
will also always consider best practice in what it does. 
 
Policy 
 
3. Formulate policies which set out the general approach for each area of activity and the 

criteria which are used in decision making. 
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4. Ensure that criteria are clear and relevant and can be applied objectively so that decisions 
are not made on an inconsistent or ad-hoc or subjective basis. 

 
In many areas of the Association’s activities there is a statutory and or regulatory requirement that 
policies must be developed.  The Association believes that even where it is not a statutory or 
regulatory requirements, it is, nonetheless good administration, to formulate general policies and 
criteria for decision making.  This should help to ensure that there is a systematic consideration of 
relevant factors by the Board or appropriate committee or responsible member of staff and that 
there is consistent decision making.  It should also ensure that the Association’s customers and 
others can understand how decisions are made and see that the process is fair and consistent. 
 
The formulation of policy will be comprehensive, covering all the material points.  Policies will, over 
time, be developed and reviewed to check that they are up-to-date and complete.  Where 
appropriate, account will be taken of national policies and for the need for various policies to be 
mutually compatible.  Additionally, specific policies will be consistent with general policies such as 
Equality and Diversity. 
 
5. Communicate relevant policies and rules to customers. 
 
Whether or not there is a statutory obligation to do so, the Board believe that it is good practice 
and fair to make sure people are aware of any policies or rules which affect or potentially affect 
them.  This helps customers to co-operate with the Association in, for example, assisting them to 
understand information which the Association may need in order to pursue a matter on their behalf.  
Information will be in clear, simple language and jargon-free.  And consideration, where 
appropriate, will be given to the need for documents to be available in languages other than 
English. 
 
6. Ensure that all staff understand Association policies relevant to their area of work 
 
In the same way that it is essential that staff responsible for any particular activity correctly 
understand the relevant law, they must also correctly understand the Association’s policies 
appropriate to their area of activity and keep up to date with any policy changes.  Failure to do so 
is likely to lead to mistakes being made and incorrect advice or information being given to 
customers.  Staff also need to have a reasonable understanding of associated areas of work.  
Consequently, good staff briefing and training will be required. 
 
7. Ensure that the Association does what its own policy or established practice requires. 
 
This may involve the use of internal and external audit to provide comfort to the Board that staff 
are carrying out their function in accordance with the polices and parameters established by the 
Board’s decisions. 
 
Decisions 
 
8. Consider any special circumstances of each case as well as the Association’s policy so as 

to determine whether there are exceptional reasons which justify a decision more 
favourable to the individual customer than what the policy would provide. 

 
It is recognised that maladministration can sometimes occur where the Association fails to do 
something which its own policy or established practice requires.  An example may be where an 
allocation of housing is not made to someone where a category of points has been inappropriately 
disregarded.  At the same time, however the Committee acknowledge that the Association’s 
policies must not be used as a rigidly applied constraint, which prevents the proper consideration 
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of any exceptional circumstances of a case.  The Association will develop specific policies which 
will allow for discretion or Board approval in these circumstances. 
 
9.  Ensure that decisions are not taken which are inconsistent with established policies of the 

Association or other relevant plans or guidelines unless there are adequate and relevant 
grounds for doing so. 

 
The Association will ensure that decisions which go beyond the constraints of normal policy are 
only taken if there are proper reasons which support the decision.  In general, these types of 
decisions will be taken by the Board or committee unless there is specific delegated authority to 
Association staff. Where, in exceptional cases a decision is taken which is a departure from 
established policy, the Board/committee will agree upon the reasons for the decision and record 
them in the minute of the meeting.  An explanation is then on record and available for any person 
aggrieved by the decision. 
 
10.  Have regard to relevant codes of practice and Regulatory Body Guidance and follow the 

advice contained in them unless there are justifiable reasons not to do so. 
 
In respect of some activities there are statutory or regulatory codes of practice and the Association 
has a duty to have regard to these codes.  In other cases, there are non-statutory codes of practice, 
such as those issued by the SFHA or CIH.  There is no legal obligation on the Association to slavishly 
follow such codes or advice in every respect.  However, advice of this nature is drawn up after very 
careful consideration and consultation and is intended as helpful guidance.  The Board believes 
that it will normally be prudent to follow it and recognises that if it does not do so and if challenged 
it could be vulnerable to criticism.   
 
11.  Ensure that irrelevant considerations are not taken into account in making a decision. 
 
The Association will strive to create and maintain a culture where discrimination of any kind does 
not exist and where only information which is relevant to the particular decision being made is 
taken account of.  The use of audit and review will help to ensure that this happens. 
 
12.  Ensure that adequate consideration is given to all relevant and material factors in making 

a decision. 
 
These two points relate to the need for the Association to act reasonably so as not to put the 
Association in a position of taking a decision which is irrational or perverse. 
 
13. Give proper consideration to the views of relevant parties in making a decision 
 
In taking a decision the Committee or staff member operating under delegated authority is not 
obliged to agree with any views which have been put forward, either as a result of consultation or 
views expressed by relevant officers.  However, there is an onus on the decision taker to give proper 
consideration of those views.  Where the views are those of specialists such as Engineers, 
Architects, Lawyers etc., or other authorities with a relevant responsibility, they are likely to carry 
weight and particularly careful consideration will be given to them.  But good practice and fair 
dealing also requires that decision takers must give proper consideration to points made by other 
people expressing a view. 
 
14. Use the powers of the Association only for their proper purpose and not in order to achieve 

some other purpose. 
 
When the Association has powers vested in it for a particular purpose it will be improper to use 
those powers in order to achieve some different purpose. 
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15. Ensure that decisions are not made or actions taken prematurely 
 
The premature taking of decisions can arise in relation to consultation periods and the Association 
will ensure that no decisions are taken prior to the end of a consultation period, in order to take 
account fully of the views expressed during the consultation. 
 
16. Give reasons for any adverse decision and record them in writing for the customer 

concerned. 
 
Any party affected by a decision should be informed of the reasons on which the decision is based.  
Giving reasons is fair and helpful for those affected by decisions and it is likely to improve customer 
confidence and improve the quality and consistency of decision making.  Furthermore, reference 
to policy and or guidance will almost always be helpful too. 
 
17. Ensure that any necessary decisions or actions are taken as circumstances require and 

within a reasonable time. 
 
Failure to do something which ought to have been done is clearly an infringement of good practice.  
Delay in acting also needs to be avoided.  Where there are no particular time limits for decisions 
or actions to be taken, laid down by policy, regulation or statute, actions will be taken within a 
period which is reasonable in the circumstances. 
 
18.  If a decision is being taken under delegated authority, ensure that there is proper and 

sufficient authority for this to be done and that use of delegated powers is appropriate in 
the circumstances. 

 
The use of delegated powers is an important aid to efficient management and the expeditious 
discharge of business.  However, it is important that proper authority exists for any individual 
member of staff to act under such powers.  Any authority to act under delegated powers will be 
recorded in writing; the terms of the authority will be clear and specific. 
 
Action Prior to Decision Making 
 
19. Carry out a sufficient investigation so as to establish all the relevant and material facts. 
 
Whether there is a statutory and or regulatory duty to carry out an investigation in to a matter, or 
not, it is good practice that, whatever the issue the Association has to deal with, the first and 
essential step is to establish the relevant and material facts. 
 
20. Seek appropriate specialist advice if necessary. 
 
It will frequently be necessary to seek specialist advice if a proper evaluation of an issue is to be 
made.  Specialist advice can often be available from within the Association.  Where necessary it 
can involve seeking the views of another Association or in some cases other external advice may 
be needed. 
 
21. Consult any individuals or organisations who might reasonably consider that they would be 

adversely and significantly affected by a proposed action. 
 
It may often be difficult to determine exactly where to draw the line about who should be consulted 
about particular issues.  The Association will however seek to act fairly.  Where there are good 
grounds for thinking that an individual or organisation could be directly and adversely affected in 
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a significant way – or reasonably think so – by some activity which the Association has in mind, 
then it is fair to provide an opportunity for comment.  In addition, the Association is statutory 
obliged to consult with its customers on certain areas of policy development such as rent 
increases, allocations policy, repairs policy etc. 
 
Where consultation is undertaken it will be important that adequate and accurate information is 
given about the issues and sufficient time must be allowed to enable consideration and a 
response.  The period allowed will comply with any statutory/regulatory requirements or guidance.  
Where there are no particular requirements laid down or recommended, the period will be 
reasonable in the circumstances. 
 
22. Detect major errors which materially affect an issue under consideration 
 
It is the responsibility of the Chief Executive to ensure that reports and advice received by 
committee members and at Board is accurate.  For example, if the Association intends to agree to 
a request to sell land identified on a plan submitted by a customer.  The Association must check 
the accuracy of the plan etc. 
 
23 Give adequate consideration to the reasonable course of action which is open to the 

Association in any particular circumstances. 
 
Making a judgement about what course of action to adopt may often involve the need to assess 
difficult and complex factors and may be no easy task.  Good practice suggests that the available 
options should be identified and that proper consideration should be given to each of them.  
Options may then be ruled out but this should be done only after a sufficient and reasonable 
assessment. 
 
24. Ensuring that the Board or a committee is provided with a report when the circumstances 

require and that the report is materially accurate and covers all the relevant points. 
 
A committee report will provide all the material members need to make an informed decision.  The 
report will be in clear terms and should cover as necessary; 
 
• Relevant policy. 
• Relevant law. 
• Sufficient and accurate information to enable members to understand the issue. 
• A summary of the outcome of any consultation or seeking advice. 
• Reference to all the considerations which have to be taken into account in the decision. 
• Identification of possible approaches which could be adopted. 
• The reasons for any recommendations and;  
• An analysis of any financial, equality and diversity, charitable status, regulatory issues and 

other significant implications which are relevant. 
 
Administrative Process 
 
25. Ensure that the correct action is taken both to implement decisions when they are made 

and generally in the conduct of the Association’s business. 
 
When a decision is taken the first requirement is that the necessary action to implement it must 
follow.  Secondly, care has to be taken to ensure that the implementation is correct. 
 
26. Having adequate systems and written procedures for staff to follow in dealing with 

particular areas of activity. 
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Whatever the area of activity involved, the Association will work towards having a suitable system 
and clear procedures available and made known to staff.  The Association acknowledges that it is 
unwise to rely solely on oral instructions or good memories.  Exactly what system is used will vary 
depending on the nature of the business and the particular way in which the Association wishes to 
work.  However, in general the Association will, where appropriate have; 
 

• Written procedures and guidance for staff. 
• A means of identifying the action needed. 
• A clear definition of who is responsible for taking action. 
• Determination of arrangements in the event of staff absence. 
• Checklists of particular steps to be worked through and questions to be considered. 
• Criteria for identifying urgent cases requiring priority. 
• Identification of what information or comment from other sources is needed. 
• Setting a timetable for action and target dates for particular processes to be 

accomplished or information received. 
• Definition of any necessary arrangement s for liaison between relevant departments. 
• Regular monitoring of progress. 
• A bring forward system, for example, to identify the need to chase up requests for 

information or comment, or to follow up action after a previous step and; 
• Regular review of the course of action being pursued to check whether it is still 

appropriate or needs to be changed. 
 
 
27. Have a system for ensuring proper liaison and co-operation between different 

departments. 
 
Many issues which the Association has to deal with call for a contribution from more than one 
department and for a corporate approach.  Good liaison and good working relations are essential.  
In particular arrangements need to provide for: 
 

 Clarity about who is the lead staff member for any issue and responsible for 
ensuring that work on the issue progresses and reaches conclusion. 

 Identification of issues which need a corporate approach. 
 Ensuring that all the relevant departments are involved. 
 Ensuring that the involvement of relevant departments comes early enough in the 

process. 
 Ensuring that relevant information is shared between departments. 
 The calling of case conferences and or working group meetings where necessary. 
 Proper consideration to be given by the lead staff member to advice from 

colleagues. 
 Arrangements for resolving conflicts of view between departments. 
 Defining how liaison with agents acting for the Association is handled. 

 
28.  Compile and maintain adequate records. 
 
Compiling and maintaining proper records is a basic necessity.  It is prudent to make a record of 
anything which is not trivial or transitory.  Meetings, site visits, telephone calls and conversations 
with callers at the office will normally merit a note being made unless it is quite clear that this is 
not necessary.  Care too should be taken about the maintenance of records.  Records need to be 
retained for a reasonable period.  Good record keeping has the advantage that: 
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• Those involved are clear at the time about what took place (and have the opportunity to 
query the record if in doubt). 

• Busy staff do not have to rely on memory. 
• Dealing with disputes or complaints is facilitated. 
• When staff leave the records are still available for reference. 
• If staff are absent for significant periods, business can continue efficiently. 
• Where departments are being reorganised and staff responsibilities changed, it is easier 

to avoid problems being neglected or dealt with inappropriately. 
• It promotes efficient use of resources because it is possible to avoid waste of staff time 

through work being duplicated and 
• Customers can be given a good service. 
 
29. Monitor progress and carry out regular appraisal of how an issue or problem is being dealt 

with. 
 
Many of the problems of delay and poor service to customers can be avoided if there is careful 
monitoring of progress.  Individual staff members will be responsible for monitoring the progress 
of issues. 
 
30.  Seek to resolve difficulties or disagreements by negotiations in the first instance but take 

formal action when it is clear that informal attempts at resolution are not working. 
 
The Association may sometimes encounter difficulties in discharging its responsibilities and 
commonly will seek to resolve those difficulties by discussion and negotiation. This is good practice 
and will frequently secure a satisfactory and amicable solution.  However, it is also important to 
recognise when that approach has been sufficiently tried and it is necessary and likely to be more 
effective to move on to more formal action.  It is good practice to give a warning before formal 
action, but it is also important if the warning does not bring results then to move to the next steps.  
An example would be taking too long to deal with a complaint of anti-social behaviour. 
 
Customer Relations 
 
31. Avoid making misleading or inaccurate statements to customers. 
 
Customers will naturally expect and are entitled to expect, that any statements made to them by 
the Association will be accurate and unambiguous.  The consequences of inaccuracy are 
sometimes relatively minor but they can be very serious.  Staff and Board Members need to be 
circumspect in their statements to members of the public and not give the impression that they 
are giving an undertaking on behalf of the Association unless that is what is intended. 
 
The Association will generally deal with issues through direct discussion but also it is good practice 
to put – or after discussion confirm – advice in writing so as to eliminate or at least minimise any 
risk of misunderstanding. 
 
32. Formulate undertakings with care and discharge any responsibilities towards customers 

which arise from them. 
 
Customers naturally expect that any undertaking or promise given by the Association will be 
honoured.  It is therefore important that undertakings should not be given lightly, that they should 
be expressed carefully and clearly and that the Association should only give undertakings which it 
is confident that it can fulfil.  As a general rule commitment should be fulfilled.   
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33. Reply to letters and other enquiries and do so courteously and within a reasonable period; 
and have a system for ensuring that appropriate action is taken on every occasion. 

 
Courtesy to customers and business efficiency require that letters, telephone queries, e mails and 
questions raised in personal contacts should be dealt with reasonably speedily; that telephone 
calls should be returned as necessary; and that customers should be told if the Association does 
not propose to reply in writing to a letter because an oral communication is considered a sufficient 
response.  In view of the volume of business undertaken by the Association there is a potential for 
things to go wrong and the Associations systems will ensure that the right action is always taken. 
 
34. Keep customers regularly informed about the progress of matters which are of concern to 

them. 
 
Some issues of necessity take some time to resolve.  Where this is the case, it is good practice to 
advise the customer at the outset about expected timescales, and to give the customer a progress 
report at suitable intervals.  This could be when a particular stage is reached or after a period of 
time. 
 
35. Provide adequate and accurate information, explanation and advice to customers on 

issues of concern to them. 
 
Not only is it prudent to avoid misleading statements, but it is good practice to look for opportunities 
to be positively helpful. 
 
Impartiality and Fairness 
 
36. Ensure that the committee taking a decision on a formal appeal from a dissatisfied 

customer does not include any person previously concerned with the case or who has a 
personal or otherwise significant interest in the outcome. 

 
Where someone is disappointed by the decision of a member of staff it may often happen that the 
person will ask that member of staff to reconsider the position with a view to coming to a more 
favourable conclusion.  Such consideration or review is properly a matter for the person who made 
the decision. 
 
If, however, in respect of any matter, there is a right of appeal to some other committee or person 
and the aggrieved customer wishes to exercise that right then it is the appeal body which is being 
asked to consider the case with a view – the appellant would hope – to overturning the earlier 
decision.  The appeal body must act fairly – and be seen to act fairly – in looking afresh at a case.  
It should not therefore include any person who was involved in the previous decision.  If that 
principle were not followed it would be difficult for the appeal body to command any confidence in 
the fairness and impartiality of its proceedings. 
 
Similarly, the appeal body should not include any person who could reasonably be thought by the 
public to have a significant interest in the outcome of the appeal.   
 
37.  Avoid unfair discrimination against particular individual’s groups or sections of society. 
 
Discrimination is of itself inevitable in the running of the Association’s services.  If at any point in 
time there are more people applying for Association accommodation than there are properties 
available, then the Association must choose some applicants in preference to others.  What 
however is not acceptable is unfair or illegal discrimination. 
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38. Maintain a proper balance between any adverse effects which a decision may have on the 
rights or interests of individuals and the purpose which the Association is pursuing. 

 
The Association needs to maintain a balance in its approach and ensure that it does not take any 
action causing adverse effects upon individuals which would be out of proportion by comparison 
with the expected benefits of the Association’s action. 
 
39. Where an individual is adversely affected by a decision or the decision is otherwise one 

which the individual potentially might wish to challenge, the Association will inform him or 
her of any rights of appeal or avenues for pursuing a complaint. 

 
Whether there is a statutory or regulatory obligation or not, it is good practice to make clear to 
those affected by decisions what further avenues may be open to them, either through an appeal 
process or the complaints system.  Where appropriate, all of our communications with customers 
will point to where they can take their matter further if they are not satisfied with our original 
response, including making a complaint or referring a complaint to the Public Services 
Ombudsman. 
 
40. Ensure that Board Members and staff are fully aware of the requirements for declaring an 

interest where appropriate and the reasons for doing so. 
 
The Association has developed a specific policy which provides Board Members with guidance on 
what areas should be declared and when.  Additionally, the Association’s Code of Conduct for 
Board Members and staff provides additional guidance. 
 
Complaints 
 
41. Have a simple well publicised complaints system and operate it effectively. 
 
The Association has adopted the model complaints handling system developed by the Scottish 
Public Services Ombudsman. 
 
42. Take remedial action when faults are identified, both to provide redress for the individual 

concerned and to prevent recurrence of the problem in the future. 
 
The Association will view complains positively as one way of obtaining feedback from its customers 
and to ensure that we can put right the things that we get wrong. 
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SECTION 3 
 
MANAGEMENT OF THE ASSOCIATION 
 
3.1 THE ASSOCIATION 

Bridgewater Housing Association is a Registered Social Landlord (RSL) registered with the 
Scottish Housing Regulator under the 2001 Housing (Scotland) Act, the Financial Services 
Authority, under the Industrial and Provident Societies Act 1965 and the Charities and 
Trustee Investment (Scotland) Act.  The broad statutory objectives of Bridgewater Housing 
Association and its authority to establish committees and sub committees are contained 
in the rules of the Association.   

 
3.2 ROLE OF THE BOARD (GOVERNING BODY) 

The role of the Board is to provide governance and leadership to the business of the 
Association, not to manage it, i.e. to lead and direct the Association to achieve good 
outcomes for its tenants and other service users.  Therefore, its primary responsibilities 
are to: 
 

 set overall direction of the Association,  
 establish boundaries and controls; 
 recruit and motivate the Leadership Team and  
 accept collective responsibility.   

 
This means that individual members of the Board cannot represent specific groups, 
including any council nominated board member.  Such members of the Board do not 
represent the council or their electoral ward on the Board, or speak on behalf of their 
electorate.  Their decisions must reflect the best interests of the organisation taking 
account of the interests of its customers. 
 

3.3 BOARD MEMBER ROLE 
The Board of Bridgewater Housing Association comprises 15 members who are elected 
annually by the members of the Association via a postal ballot which takes place prior to 
the Annual General Meeting.   
 
In order to provide the Board with an appropriate mix of skills and experience, Bridgewater 
Housing Association members are expected to make every effort, within the context of the 
election process, to ensure that potential candidates for Board Membership have at least 
one of the following: 
 
• Knowledge of affordable housing 
• Committee experience 
• Experience of tenant participation 
• Public sector experience 
• Community involvement 
• Broader Business experience 
• Skills in special areas including finance, legal, technical, personnel, business 

management and equalities. 
• Such other competencies as the board shall consider to be appropriate from time 

to time. 
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Members of the Board are the Directors of the Association and Trustees of the Charity in 
terms of company and charitable law.  The Board has overall legal responsibility for the 
direction, management and control of the Association.  The Board has collective 
responsibility for: 
 

Leadership • Providing visible and valued leadership to the Association, ensuring Board 
competence across all relevant business areas. 

Guardianship • Safeguarding the Association’s mission, vision, values and reputation 
• Protecting and promoting the Association’s image. 

Stewardship • Protecting the Association’s assets. 
• Ensuring that the Association is adequately and appropriately resourced to 

deliver its strategy, policies and plans. 
• Ensuring effective governance, risk management and internal control 

frameworks are operational at all times. 
• Ensuring efficient business and financial management. 
• Ensuring that the Association operates in the best interests of its customers 

at all times. 

Strategy and Policy • Setting the Association’s strategy direction, periodically review the strategic 
direction and revise as appropriate. 

• Ensuring that the views of customers are taken into account in developing 
the Association’s strategy, priorities and plans. 

• Approving the Association’s strategy priorities and plans in line with the 
agreed direction; review and revise as appropriate. 

Performance 
Management 

• Appointing the Chief Executive. 
• Overseeing the effective implementation of the Association’s strategy and 

plans. 
• Evaluating the Association’s overall performance in implementing the 

strategy and plans, assessing achievement of any performance measures 
and carrying out reviews regularly. 

Stakeholder Engagement • Building and maintain positive relationships and effective communication 
channels with all internal and external stakeholders. 

• Ensuring effective communication and consultation with the Associations 
customers. 

• Ensuring effective liaison with other stakeholder organisations so that their 
input informs the Association’s policies. 

Governance • Ensuring that the Association’s governance arrangements are fit for 
purpose and in line with good practice and the Scottish Housing Regulators 
Regulatory Standards and Guidance. 

• Ensuring compliance with the Association’s rules and relevant legislation. 
• Establishing rules, operational policies and procedures for the 

management, conduct and regulation of the Association, including 
 

Arranging for election and selection of Board members. 

Establishing committees and working groups. 
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Establishing clear authority for decision making 

Holding the Leadership 
Team to Account 

• Ensuring that papers produced by the Leadership Team are read and 
understood 

• Appropriately challenge of the Leadership Team in order to make informed 
decisions 

• Ensuring that decisions are made with all of the available facts. 

 
 
Board members will act at all times in the best interests of the Association, ensuring that 
their conduct complies with Bridgewater Housing Association’s Code of Conduct for Board 
Members. 
 
The Board is accountable to the members of the Association for ensuring that the 
Association is fit for purpose, uses its resources effectively and adheres to its mission, 
values and its purpose as contained within the Association’s rules and other strategic 
documents. The Board is also accountable to regulators and funders for its proper conduct 
and governance. 
 
The Board operates on the basis of collective decision making.  All decisions are made on 
the basis of the view of the majority of Board members present at a meeting, subject to the 
meeting being quorate.  In the event of a split Board, the Chair holds a casting vote. 
 
The Board has established a Scheme of Delegation which sets out: 
 
• Decisions reserved to the Board. 
• Authority delegated to the Chair and or Vice Chair in carrying out their 

responsibilities on behalf of the Board. 
• Authority delegated to committees to support the board in carrying out its 

responsibilities. 
• Authority delegated to the CEO for the day to day management of the Association. 

 
 
3.4 ELECTION OF BOARD MEMBERS 

Board members are non-executive and unpaid, although they can be reimbursed for 
reasonable expenses incurred in carrying out their duties.  They are generally elected, 
following, where appropriate, a postal ballot, at the Annual General Meeting and will serve 
a term of three years.  During the year the Board may co-opt to the Board and or sub 
committee’s additional members.  Appendix 1 provides details of persons not eligible to 
become Board members of Bridgewater Housing Association 

 
3.5 SPECIFIC DUTIES OF BOARD MEMBERS 

Board members have specific duties in their collective role as the governing body of the 
Association.  These are: 

 
 To act within powers.  This means that a Board member must act in accordance with the 

Association’s rules and must only use their powers for their proper purpose. 
 

 To promote success of the Association.  This requires a Board member to act in the way 
they consider, in good faith, would be most likely to promote the success of the Association 
for the benefit of customers as a whole.   
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 To exercise independent judgement.  Board members must exercise their powers 
independently of third party instruction.  This means not voting as part of a “block”.  

 
 To exercise reasonable skill care and diligence.  A Board member owes a duty to the 

Association to exercise the same standard of care, skill and diligence that would be 
exercised by a person with: 

 
General knowledge, skill and experience that may reasonably be expected of a person carrying out 
the same functions as a Board member of Bridgewater Housing Association. 
 
The general knowledge, skill and experience that the Board member actually has. 
 

 To avoid conflicts of interest.  This requires the Board member to avoid situations where 
they have or could have a direct or indirect conflict with the Association’s interests. 

 
• Not to accept benefits from third parties.  This duty prohibits the acceptance of benefits 

(including bribes).  The duty is not infringed by the acceptance of a benefit which cannot 
reasonably be regarded as likely to give rise to a conflict of interest and which would 
be regarded as deminimis or not material. 

 
• To declare an interest in proposed transactions or agreements.  The duty requires the 

Board member to disclose their interest, in any proposed transaction, to the Board, 
before the Association proceeds.  There is no need to disclose anything that the other 
Board members already know or might reasonably be expected to know about.  No 
declaration is required if the interest cannot reasonably be regarded as likely to give 
rise to a conflict of interest.  However, reference should be made to the Code of 
Conduct for clarity. 

 
3.6 ADDITIONAL EXPECTATIONS 

Additionally, Board members are also expected to: 
 
• Develop a good working relationship with staff. 
• Show mutual respect to other Board members and their opinions. 
• Conduct themselves in an appropriate manner when representing the Association. 
• Be willing to attend training events and conferences. 
• Properly prepare for meetings and discuss only those items on the agenda 
• Respect the authority of the Chair. 
• Follow the agreed policies and procedures of the Association in terms of their application 

to board members. 
 
3.7 WIDER RESPONSIBLE BUSINESS BEHAVIOUR 

In terms of the Association’s wider expectations of responsible business behaviour, Board 
members will have regard to: 

 
• The likely consequences of any decision in the long term. 
• The interests of the Association’s employees. 
• The need to foster the Association’s business relationships with suppliers, customers and 

others. 
• The impact of the Association’s operations on the community and the environment. 
• The desirability of the Association maintaining a reputation for high standards of business 

conduct. 
 
3.8 MEMBERSHIP OF THE BOARD 
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The rules of the Association cover the role of the Board and election to the Board.  
Essentially, as an Industrial and Provident Society, Bridgewater Housing Association is 
membership based and the rules give responsibility to the ordinary members to nominate 
and elect the board members.  The admission of ordinary members, is however, controlled 
by the Board and so accountability is apparently circular. 

 
In ensuring maximum accountability, the Association recognises that the Board must be 
competent in the widest sense to carry out the functions laid down in section 3.3 to 3.7.  
Competence in this wide sense goes beyond particular skills.  It includes the ability to 
understand the impact of the Association’s work on the local community regardless of 
tenure issues and those other communities, which the Association may seek to serve.  The 
Association has an appraisal process, (Board Development Interviews) in place in order to 
regularly assess Board competence and provide appropriate support to individual Board 
members.  Consequently, it requires a high level of commitment in pursuit of shared goals. 

 
The aim of the Association’s procedure for membership of the Board is to ensure that the 
Board and any sub committees are able to discharge their responsibilities by attracting and 
retaining people with experience, competence and commitment.  Additionally, the 
Association seeks to be representative of the community in which it serves, to enable 
participation of tenants and owners and to achieve a balance between the sexes, 
working/retired, minority ethnic groups, the disabled and young and old etc.  The 
Association is committed to facilitating equal opportunities for all and will employ a variety 
of methods to attract and engage new Board members including word of mouth, 
advertising, active recruitment etc. 

 
At each AGM, one third of the Board stands down and are eligible for re-election.  Should 
those seeking re-election together with any other members of the Association duly 
nominated for election exceed the number of committee places then an election will take 
place.  Those members who have served for 9 years or more and wish to continue their 
membership of the Board must first have their continued membership approved by the 
Board, prior to the AGM and following an appraisal process. 

 
3.9 CONDUCT OF BOARD BUSINESS 

The members of the Board have a duty to exercise proper conduct to the organisation, its 
members, its tenants, the wider community and its staff.  New and prospective Board 
members will be given an induction programme so that they learn the workings, policies 
and procedures of the organisation.  They will also receive clear information of what is 
expected of them. 

 
3.10 PROCEEDINGS OF THE BOARD 

Not less than six meetings shall be held in each calendar year. The general proceedings 
during Board meetings, including the required conduct of Board members is contained 
within the Association’s rules. 

 
Board decisions should, wherever possible, be based on full agendas and documents 
circulated to members, seven days in advance of the meetings by the Chief Executive.  
Points for decisions should be clearly identified in those documents and decisions should 
be clearly recorded in the minute of the meeting.  The meeting will only consider items, 
which have not been contained within the published Agenda where these have been 
intimated to the Chair at least two days prior to the meeting, and the Chair has agreed that 
they can be discussed as “Urgent Business Agreed by the Chair”. 

 
In general terms the Board will: 
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• Be given a regularly updated list of all the available policies and procedures that the 
organisation is required to have. 

 
• Ensure that appropriate professional advice is sought when it is required to inform 

decisions. 
 

• Ensure that office bearers, sub-committees, working groups and staff are delegated 
with the appropriate authority to enable business of the organisation to be carried out 
effectively and without interruption between meetings, or where there is urgent 
business and emergencies to deal with. 

 
• Draw up a regular training plan for the governing body and where appropriate individual 

governing body members to support continuing effectiveness and personal 
development  

 
Each year the Board will set aside time for a full discussion about the effectiveness with 
which it is conducting its business. 
 
In addition to ordinary meetings, the Board will also hold an Annual General Meeting, to 
which all shareholders will be invited.  The functions of the Annual General Meetings shall 
be: 
 
a) to receive the revenue accounts and balance sheets for the last accounting period; 
b) to receive the auditor’s report on those accounts and balance sheet; 
c) to receive the Board’s report on the affairs of the Association; 
d) to appoint the auditor; 
e) to elect Board Members; 
f) to transact any other general business of the Association and any Subsidiaries 

included in the notice convening the meeting; 
g) to consider the status and direction of the charitable reserve. 

 
3.11 URGENT DECISIONS 

The Association has adopted a separate Scheme of Delegation, which covers the issue of 
urgent decisions by the Chair of the Association.  This Scheme forms part of this Framework 
of Governance. 

 
3.12 MEMBERSHIP OF THE ASSOCIATION 

The Association’s rules provide that membership of the Association is by application to the 
Board, which has discretion whether or not to admit a person to membership.  An 
application for membership must be accompanied by a £1 payment.  If approved, a share 
is issued, if not, the money is returned. 

 
Each application is considered on its merits.  The Board’s aim is that the Association’s 
membership should reflect as far as possible the community in which the Association 
works.  However generally, it should be noted, applications from tenants are not likely to 
be refused.  Staff are not admitted as members of the Association. 

 
The Association’s members are entitled to attend the AGM, for which they will receive at 
least 14 days’ notice, and at which they may stand for and vote upon election to the Board 
and receive the Association’s Annual Accounts and the Board’s Annual Report on the 
Association’s Activities.   

 
3.13 APPOINTMENT, REMOVAL AND REMUNERATION OF AUDITORS 



   
 

Framework of Governance 2017   

 
 

The Board will make recommendations to the Annual General Meeting as to the 
appointment and removal of auditors.  The Board has the authority to approve the auditor’s 
remuneration. 

 
3.14 SUB COMMITTEES AND WORKING GROUPS 
 

The Association’s rules provide for the power of the Board to establish sub committees, 
working groups etc. and to appoint and remove the membership of these sub committees 
and working groups to which the Board may delegate any of its powers.  In the event that 
the Board establish sub committees/working groups, the Board will establish terms of 
reference which will include: 

 
• General Terms of Reference. 
• Participants. 
• Specific Terms of Reference. 
• Delegated Powers. 
• Reporting Arrangements. 
• Oversight. 
• Role of the Board. 

 
These terms of reference will be attached to this Framework of Governance as 
appendix.2,3,4,5   Unless stated otherwise the Committee/Working Groups will appoint a 
Chairperson within their own number. 

 
3.15 RESPONSIBILITIES OF THE ASSOCIATION’S CHAIRPERSON/VICE CHAIRPERSON 

In all their legitimate activities connected with the business of the Association, the 
Chairperson is acting on behalf of and with the authority of the Board.  He or she is 
responsible for the leadership of the Board and ensuring its effectiveness in all aspects of 
the Board’s role and to ensure that the Board properly discharges its responsibilities as 
required by law, the Rules and the standing orders of the Association.  The Chairperson will 
be delegated such powers as is required to allow the Chairperson to properly discharge the 
responsibility of the office.  Amongst the responsibilities of the Chairperson are: 
 
a) to ensure the efficient conduct of Board meetings; 
b) to ensure that all Board members are given the opportunity to express their views 

before any important decision is taken; 
c) to establish a constructive working relationship with, and provide support for, the 

Chief Executive; 
d) to ensure that the Board delegates sufficient authority to its committees, the Chair, 

the Chief Executive and others, to enable the business of the Association to be 
carried on effectively between meetings of the Board; and also to ensure that the 
Board monitors the use of these delegated powers; 

e) to take decisions delegated in this way to the Chair, in consultation with the Vice-
Chair, or, in the event of the unavailability of the Vice-Chair, with at least one other 
Board member, with the advice of the Chief Executive; 

f) to ensure that the Board receives professional advice when it is needed either from 
its Leadership Team or from external sources; 

g) to ensure that the Association and where appropriate its subsidiaries, comply with 
the other recommendations of the SFHA Code of Governance which are 
appropriate to its circumstances; 

h) to represent the Association on occasion; 
i) to ensure that the Association’s affairs are conducted in accordance with generally 

accepted codes of performance and propriety; 
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j) to ensure that the Board makes proper arrangements to appraise the performance 
of, and where appropriate determine the remuneration of, the Chief Executive; 

k) to ensure that the composition of the Board and skills of its individual members 
are reviewed, and that action is taken to remedy any deficiencies, and 

l) To carry out an appropriate appraisal process with Board members in accordance 
with the Association’s policy 

m) to ensure, when necessary, that the Chief Executive is replaced in a timely and 
orderly fashion. 

 
The Chairperson must be elected from the Board members ((excluding co-optees) and must 
be prepared to act as Chairperson until the end of the next annual general meeting.  The 
Chairperson can be re-elected but must not hold office continuously for more than five 
years. (Bridgewater Association Rule 59.5.1 to 59.10) 

 
3.16 RESPONSIBILITIES OF THE ASSOCIATION’S SECRETARY 

Although the Chair and Vice Chair of the Association must be a Board member, an 
employee can hold the office of Secretary.  The Secretary’s duties include: 

 
• Calling and going to all meetings of the Association and all the committee meetings. 
• Keeping the minutes for all meetings of the Association. 
• Sending out letters, notices calling meetings and relevant documentation to members 

before meetings. 
• Preparing and sending all the necessary reports to the FCA and the Scottish Housing 

Regulator, OSCR etc. 
• Ensuring compliance with these rules 
• Keeping the register of members and other registers required under these rules and 
• Supervision of the Association’s Seal. 

 
Unless otherwise indicated Bridgewater Housing Association has resolved to delegate 
specific responsibilities of the Secretary to the Chief Executive, under the supervision of 
the Secretary. 

 
3.17 RESPONSIBILITY OF THE ASSOCIATION’S CHIEF OFFICER 

The Associations Scheme of Delegation cover specific areas where decision making is 
devolved to the Chief Executive, however in general terms the essential duties of the Chief 
Executive are to; 

 
• Manage the affairs of the Association in accordance with the values and objectives of 

the Association and the general policies and specific decisions of the Board. 
 

• Help the Board determine the Association’s' policies and strategy. 
 

• Draw the Board’s attention to matters that it should consider and decide upon. 
 

• Ensure that the Board is given the information necessary to perform its duties and, in 
particular, that the board receive advice on matters concerning compliance with its 
governing instrument, the law and the need to remain solvent. 

 
• Ensure that proper systems of control are established and maintained. 

 
• Supervise with the guidance of the Chairperson the preparation of documents for 

consideration by the Board. 
 

• Help the Chairperson ensure that the business of the Board is properly conducted. 
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• Lead and manage the staff of the Association and ensure that their performance is 

appraised. 
 

• Represent the Association on appropriate occasions. 
 

Specific Delegated authority includes: 

a) Consultation and negotiation with Trade Union representatives; 

b) Authority to enforce possession proceedings; 

c) Authority to write off debts up to £5,000 in any one transaction; 

d) Authority to approve grants and donations to other bodies up to £100 from the Charitable 
Reserve; 

e) Authority to approve tenant compensation payments up to £500; 

f) Authority to create new establishment posts within the approved Budget; 

g) Authority to determine salary grading and award increments in accordance with the EVH 
scales and guidelines and in accordance with SHR’s statement on recommended 
practice on remuneration (Nov 2012); 

h) Authority to determine essential and casual car user status; 

 i) Authority to delegate the appointment and disciplining of staff; 

k) Authority to increase or decrease revenue and capital budgets by up to £10,000.  Any 
changes to budgets must not create a breach in loan covenants and will be reported to 
board with the quarterly management accounts; 

m) Authority to oversee all the day to day running of the Association, to ensure that practices 
and procedures are continually reviewed in all areas and to ensure the Association 
operates to the highest possible level of performance and efficiency; 
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SECTION 4 
 
OPENNESS AND CONFIDENTIALITY 
 
4.1. INTRODUCTION 

The Association is committed to the highest standards of openness, probity and 
accountability.   

  
Regulatory Standard 5 states that an RSL must “conduct its affairs with honesty and 
integrity” To ensure this, there is an expectation that the Association has clear policy and 
procedures in place, designed to avoid any public perception of improper conduct.   

  
Bridgewater recognises that as a partially publicly funded body it should be open in its 
dealings and accountable for its actions. At the same time, the Association must 
acknowledge its duty to keep personal or sensitive information confidential.  

  
This Policy therefore, sets out Bridgewater’s commitment to openness, whilst balancing 
the competing requirement of confidentiality. 

  
4.2.  POLICY STATEMENT  

Bridgewater believes that information about the Association and its work should be widely 
and freely available. Requested information, which is available, will be shared unless it is 
considered;  

 commercially sensitive. 
 unreasonably time consuming and costly to gather. 
 personally confidential or; 
 where disclosure is restricted by legislation.  

  
4.3.  POLICY PRINCIPLES   

As a matter of general policy, information about Bridgewater and its work should be widely 
and freely available. The Association will publish material about the organisation, its 
services and its performance, and communicate it through a variety of mediums.  

  
The commitment to openness does not detract from the need to keep certain types of 
information confidential, particularly where it is required by law. The policy is designed to 
strike a balance between a commitment to openness and the need for confidentiality in 
some circumstances. In general terms, all organisational information, which is not sensitive 
should be openly available.  All personal information, however that is not a matter of public 
record should be kept confidential.  
 
Although not subject to the Freedom of Information legislation, the Association is subject 
to the Environmental Information (Scotland) Regulations 2014 and will comply with these 
regulations as appropriate as well as complying, where possible, with many of the 
requirements of the Freedom of Information legislation. 

  
4.4.  POLICY AIMS   

The aims of this Policy and associated procedures are to describe:  
  

• How Bridgewater will meet its commitments to openness and accountability; 
• How it will make information available and provide access to information;   
• How it will deal with information which must remain confidential.    
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Bridgewater has a separate policy on data protection. This describes the arrangements for 
access to personal information and compliance with the law on data protection.  

  
4.5.  LEGAL AND REGULATORY FRAMEWORKS  
  

Legislation.     
In formulating and implementing this Policy, statutory requirements have been 
incorporated, where required. The legislation particularly relevant to this Policy includes:  

  
 Data Protection Act 1998: provides rights to individuals in relation to personal data held 

about them; and regulates the use of personal data  
 

 Freedom of Information (Scotland) Act 2002: entitles members of the public to receive 
information that they request from a public authority, subject to certain exemptions such 
as the need for the protection of personal data, commercial sensitivity or national security. 
Although not currently bound by the Freedom of Information Act (which does not extend to 
RSLs), Bridgewater aims to meet the spirit of the legislation.  

 
 Housing (Scotland) Act 2001: provides a statutory right to all tenants with Scottish Secure 

Tenancies to receive information about their landlord’s policies and procedures. The Act 
also obliges landlords to consult and provide tenants with information in developing certain 
policies including but not limited to rent rises and repairs.    

 
 Housing (Scotland) Act 2010: provides the legal framework for the modern social housing 

regulatory regime, and includes provisions compelling social landlords to act in accordance 
with the Equality Act (2010).  

 
 Scottish Public Services Ombudsman Act 2002: describes the statutory arrangements for 

conducting independent investigations of complaints relating to misadministration by a 
wide range of listed authorities, including Registered Social Landlords.  

 
 Human Rights Act 1998: gives individuals a right to respect for their privacy.   

 
 Property Factors Act 2011: which confers on the Association as a Property Factor 

obligations on openness and clarity in relation to billing and service provision, principally 
through the Written Statement of Service and the Property Factors Code of Conduct.  

 
Regulatory Requirements  
In formulating and implementing this Policy, the Scottish Housing Regulator (SHR) 
requirements have been incorporated, where required. The regulation relevant to this 
Policy includes:  

 
 Regulatory Standard 2: “The RSL is open about and accountable for what it does. It 

understands and takes account of the needs and priorities of its tenants, service users and 
stakeholders. And its primary focus is the sustainable achievement of these priorities.”  

  
In addition, the Scottish Social Housing Charter sets out the overall outcomes social 
landlords should aim to achieve in performing their housing activities.   

  
 Scottish Social Housing Charter Outcome 2: “Social landlords manage their businesses so 

that tenants and other customers find it easy to communicate with their landlord and get 
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the information they need about their landlord, how and why it makes decisions and the 
services it provides.”  

  
4.6. ACHIEVING THE POLICY OBJECTIVES   

This section outlines the steps the Association will take to ensure compliance with this 
policy and details the information that will be made publically available.  

  
Annual Report and Accounts  
Bridgewater will comply with the law and make available an Annual Report and its Accounts 
through distribution to its members and publication on the website. It will also be made 
available on request. 

  
The Report will contain standard information required by company law and more detailed 
information on any changes to Bridgewater’s structure and governance, its activities and 
its performance carried out in the previous financial year.  

  
Business Plan 
The Association will publish its approved business plan, together with any periodic reviews 
on its Web Site and will make hard copies available to anyone who wishes to receive a 
copy.   
 
Annual Report on the Charter 
In accordance with Regulatory guidance and legislation, the Association will publish its 
Annual Report on the Charter, (ARC) following consultation with customers on its content 
and layout, together with details of the SHR’s report on the Association’s ARC submission. 

 
Providing Information to Tenants  
Tenants have a statutory right under the Scottish Secure Tenancy to receive information 
about their tenancy and about their landlord’s policies and procedures.  The information, 
which Bridgewater will provide to each tenant, will include:  

  
• Complaints policy and procedures. 
• Tenancy agreement. 
• The right to repair. 
• The right to compensation for improvements. 
• Rents and other charges.  
• Repairs and Maintenance.  
• Service Standards.  
• Tenant Participation Policy and consultation arrangements.  
• Equality and Diversity Policy.   
• Unacceptable behaviour policy. 

 
Most of this information will be made available at the point a tenancy is granted, using the 
medium of a Tenants’ Handbook and or a DVD. This will be periodically revised and 
updated. In between comprehensive revisions, tenants will be informed of significant 
changes as they happen. Handbook information will also be made available on the web 
site, as will the DVD 
 

Bridgewater acknowledges and shall fully comply with the SHR requirement for all social 
landlords to report their performance in achieving or progressing towards the Scottish 
Social Housing Charter outcomes and standards to their tenants and other service users.   
 
As required the Association will consult tenants and service users on the content and 
format of this report.   We will similarly ensure information that SHR produces about 
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Bridgewater’s performance is freely provided to all tenants and services users, and 
accessible to any other stakeholder.  

  
Consultation with Tenants   
Section 54 of the Housing (Scotland) Act 2001 contains significant legislative requirements 
on a duty to consult. Bridgewater will follow SEDD Circular 7/2002 and in particular Part 5 
which details how and when consultation with tenants should take place.  

  
Structure and Governance   
Bridgewater will make the following information publicly available about its structure and 
governance:  

  
• How the Board is elected  
• How decisions are made about housing and related services, and about the 

management of the Association.  
  

We will also make all our other governance related policies and other relevant documents 
freely available.  This will include in particular our:  

  
• Rules.   
• Standing Orders (including Terms of Reference).  
• Membership Policy.  
• Staff Structure.  
• Financial Regulations.  
• Conflict of Interest Policy.  
• Payments and Benefits Policy.  
• Codes of conduct for board and staff. 

  
Minutes of Board Meetings   
A summary Minute will be published on the Association’s website and will be available for 
inspection at the office. It will also be sent to the local library and Community Centre to be 
placed on their notice Boards and e mailed to local elected Councillors, MSPs and MPs.  
Bridgewater will also appropriately advise members and service users, of their entitlement 
to inspect or obtain copies of Board minutes and reports, unless there are matters of 
commercial and personal confidentiality which cannot reasonably be placed in the public 
domain.    

  
Customer Surveys   
Bridgewater will carry out periodic surveys of its tenants and service users, including 
Factored owners, to determine the level of satisfaction with services and performance. 
These results will be published in full and in a summary format along with a response to 
them, in order to demonstrate the Association ‘s commitment to act on the results of the 
information received.  

  
Housing Investment Plans  
Bridgewater will annually make available its plans to upgrade or improve the housing stock.  

  
Scottish Housing Regulators Assessment of Bridgewater’s Performance   
This is published on http://www.scottishhousingregulator.gov.uk.   Bridgewater will advise 
or assist any person who may wish to obtain or access this information  

  
   
4.7.  COMMUNICATION OF INFORMATION   
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Information on the above will be made available through a range of channels appropriate 
to the information in question, including:  

  
• Bridgewater’s website will be maintained, in order to ensure that it provides an 

accessible, accurate and up-to-date information resource, covering all of the items 
listed above.  

• Facebook or other Social Media options.  
• Tenants Handbook.  
• Regular newsletters distributed to the Association’s tenants and other interested 

parties.  
• In printed form; upon request from Bridgewater’s offices.  
• Owners newsletter. 

  
Bridgewater will regularly ask stakeholders how they would like information to be provided and 
will be open to alternatives to the core mediums noted above.  

  
Bridgewater will ensure that, wherever possible and practicable, information available to the 
public will be written in Plain English. Every effort will be made to avoid unexplained acronyms, 
jargon and technical language where plain English alternatives exist.  

  
In order to overcome barriers caused by sensory impairments, language difficulties, literacy 
issues and other particular needs, Bridgewater where practical, will make information available 
on request in a variety of information formats and in translation.  (The length of some 
documents may make their translation, financially prohibitive.  Where this is the case, 
alternatives will be considered).  Policy documents will contain in the English version the 
following sentence:   

  
 Bridgewater may be able to provide this policy in large print, in Braille, in audio or other non-
written format, and in a variety of languages.  

  
4.8.  ACCESS TO MEETINGS   

Board and sub - committee meetings are generally closed to the public. Summary minutes 
and non-confidential reports are published on the website or available as printed copies 
from the office.  The Chair may, at his or her discretion, from time to time, allow observers 
to attend meetings and may consider representations from individuals.  The terms of the 
individual’s involvement in the meeting will be agreed beforehand by the Chair and the 
Chief Executive. 

  
Bridgewater, in accordance with its constitution, will hold an Annual General Meeting (AGM) 
to which all members of the Association will be invited. Information will be provided in 
accordance with the Association’s Rules.  

  
4.9.  REQUESTS FOR INFORMATION   

In addition to the information made publicly available, Bridgewater will comply with 
requests for information wherever practicable and appropriate, subject to considerations 
of confidentiality, cost and practicality.   

  
Although not bound by the Freedom of Information Act (which does not extend to RSLs), 
Bridgewater will abide by the spirit of the legislation. In general terms, Bridgewater will 
respond positively to written requests for information, from whatever source and for 
whatever reason, unless:  

  
• The request is vexatious.  
• The information does not exist in a readily obtainable format. 
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• The Association has already complied with the request.  
• The request is identical or substantially similar to a request previously received from 

the same individual or organisation.  
• Is otherwise accessible; (i.e. through the SHR website).  
• Is intended for future publication (within 12 Weeks of the request being received);  
• Is commercially sensitive.  
• Is related to investigations in respect of a potential prosecution or civil proceedings.  
• Is likely to prejudice the prevention or detection of crime.  
• Would be likely to substantially inhibit the free and frank provision of views for the 

purpose of deliberation.  
• Would substantially prejudice the governance of the Association.  
• Concerns the operation of immigration controls, civil proceedings or the collection of 

any tax or duty.  
• Relates to the categories of information covered by the Data Protection Act 1998, 

where disclosure is regulated. (In the event of any conflict between the Freedom of 
Information Act provisions and the Data Protection Act requirements, the Data 
Protection Act takes precedence). 

• Whose disclosure is prohibited under other legislation or any contractual obligation, or 
would constitute contempt of court.  

 
  

In cases where an information request is considered vexatious by the staff member 
receiving the request, consideration will be given to seeking legal advice on the 
interpretation of a “vexatious request”.  The Chief Executive and Leadership Team will 
consider any necessary operational procedures required to deal with information requests 
in an appropriate manner. 
 
Notwithstanding any of the above and subject to statutory and regulatory obligations, the 
Chief Executive is delegated with the final say in deciding whether information should be 
disclosed. 

  
4.10.  PROCEDURES FOR RESPONDING TO INFORMATION REQUESTS   

The Association will respond to any request for information as soon as possible and within 
a maximum of 20 working days, unless it is prevented from doing so by the guidelines on 
confidentiality as described in this Policy. The timescale applies both to requests where 
information is provided in full, and requests, which are covered by an exemption and are 
refused. In the event of a refusal, an explanation must be provided.  

  
If staff members have any doubt about whether ad hoc information requests can be met 
within the terms of the Policy, they should seek authorisation from their line manager. Staff 
should also inform their line manager if they intend to refuse a request for information, 
explaining the reasons for their view.   

  
4.11.  CHARGING FOR INFORMATION   

The Association’s general policy is not to charge for the copying of documents, which are 
requested. Bridgewater will not charge for providing copies of any of the information listed 
in Section 4.6 of the Policy.   

  
Bridgewater will charge a fee of £10 for each Data Protection request requiring a search 
for information on an individual (see Bridgewater’s Data Protection Policy). The fee level 
will be notified to the individual or organisation requesting the information in advance of 
any transaction.  
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For large volumes of material, Bridgewater must also take into account the fact that the 
staff resources associated with providing information is met by tenants’ rents. It reserves 
the right to charge for the cost of providing information, or to refuse to provide information, 
in the following circumstances:  

  
 If an information request will absorb significant staff resources either because of 

the nature of the request, or if copy material is requested with a frequency which 
affects the Association’s ability to manage its day-to-day business;  

 If the person requesting information is not a Bridgewater tenant or service user. 
For example, the Association often receives requests from students seeking 
information for research purposes, and is not always able to meet such requests 
without compromising service standards for tenants.  

  
4.12.  REQUESTS FOR INFORMATION FROM THE MEDIA   

As a matter of policy, Bridgewater will respond openly to requests for information from the 
media. However, in order to manage the release of information and to ensure that the 
release is consistent with Bridgewater’s interests, a set of procedures will be drawn up. 
These procedures will authorise designated persons only to speak to the media. Any 
request from the media for information should be dealt with in accordance with these 
procedures and referred to the designated persons.  

  
4.13.  CONFIDENTIAL INFORMATION   

While fully committed to the principles of openness and accountability, Bridgewater also 
recognises the need, and in some cases the statutory duty, to maintain confidentiality in 
respect of certain information and activities.  In general terms, the following information 
will be regarded as confidential:  

  
• Personal information held about individuals (Board and Sub Committee members, 

tenants and other customers), subject to the right of the individuals concerned to have 
access to the information held on them;  

• Personal information held about members of staff relating to their employment, such 
as selection, remuneration, or any grievance and disciplinary action;  

• Matters relating to the business of Bridgewater and any subsidiaries that are defined 
as commercially sensitive (see below);  

• Matters related to legal disputes or actions concerning the Association;  
• Matters relating to the business of Bridgewater and any subsidiaries’ funders, partners 

and contractors and other third parties with which Bridgewater has or may have a 
business or commercial relationship, and which have been provided to Bridgewater in 
confidence;  

• Items deemed on their individual merits to be confidential  
  

Bridgewater will apply the following definition of commercially sensitive information, as 
produced by the Cabinet Office:  

  
“… information that has an intrinsic commercial value where the value depends upon its 
confidentiality being maintained, or where although it may not have an intrinsic commercial 
value, its disclosure might unreasonably disadvantage the organisation, or person to whom 
it relates, in the conduct of their lawful business, commercial, financial or professional 
affairs.”  

  
4.14.  SAFEGUARDING CONFIDENTIAL INFORMATION   

In the interests of clarity, all papers prepared for consideration by the Board and its Sub 
Committees, which meet the criteria referred to above, will be marked as CONFIDENTIAL.   
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As an additional safeguard, no names, addresses or other details, which would allow 
individuals concerned to be identified would be given in these papers. Board discussions 
on these items will be recorded in a confidential minute, which will not form part of the 
publicly available record of the meeting.   

  
Neither staff nor Board members should pass on confidential information to people who 
have no need or right to know it. All requests for information, which are covered by the 
above criteria, will be refused, with an explanation to the person or individual requesting 
the information as to why it cannot be provided. The timescale for responding to such 
requests is the same as that required for requests to which the organisation responds 
positively, i.e. 20 working days.   

  
Where Board members receive an enquiry from a tenant or other customer, they should 
advise the person to contact the appropriate member of staff and should not deal with the 
enquiry themselves. Confidential information must not be used for personal gain or benefit, 
nor passed to others who might use it in such a way.  

  
Confidentiality has to allow for the exceptional circumstances where the law requires 
disclosure, or to safeguard individuals. The following exceptions will apply in relation to the 
disclosure of personal information:  

  
• Where personal information is requested by the individual concerned, in circumstances 

covered by data protection legislation and the Association’s Data Protection Policy (see 
below).  

• Where an employee has appealed to the Association and a personal representation is 
being made to the relevant sub - committee as a stage in the disciplinary procedure.  

• Where the Association has a legal obligation to provide information to a third party, for 
example under a court order.  

• Where information is requested by the police or other third party, covered by local 
protocols on sharing information.  

• Where information is requested for the purposes of providing a reference.  
• Where the individual concerned is deemed to be at risk or in need of care or support, 

and where the disclosure of information to relatives or other professionals is necessary 
to protect the individual.  

• Where a Board member or employee has a serious concern about the wrongdoing or 
improper conduct within the organisation, and cannot raise it without breaching the 
guidelines (See Bridgewater’s Whistleblowing policy)  

  
4.15.  BREACHES OF CONFIDENTIALITY   

Any breach of confidentiality, whether deliberate or inadvertent, will be dealt with seriously 
by Bridgewater.  The circumstances surrounding the breach will be taken into account and 
may result:  

  
 In the case of staff, investigation and possible disciplinary action in accordance 

with the disciplinary procedures  
 

 In the case of Board members, investigation and possible action under the 
Association’s Code of Conduct for board members  

  
4.16.  TRAINING   

The Association is committed to training and developing staff and Board members to their 
full potential in order to deliver a high quality of service in all areas of its business.  
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The Board and staff induction programmes include an overview of this policy, including 
responsibilities for the promotion and delivery of openness and confidentiality as relevant 
to their job descriptions. Board and staff members will receive updates on these issues 
and specific training as required.  

  
4.17.  EQUALITIES AND DIVERSITY   

This policy will be implemented in line with our Equality and Diversity Policy.  
 
4.18. MONITORING AND REPORTING   

The Association will use appeals, complaints, comments or suggestions from users of this 
policy to monitor its effectiveness. These will also be used to prompt a review of the policy 
where necessary.   

  
4.19.  REVIEW   

This Policy will form part of the Association’s Framework of Governance and will be 
reviewed, in line with a review of the framework unless amendment is prompted by a 
change in legislation, or monitoring and reporting reveals that a change in Policy is 
required sooner. 
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SECTION 5 

FINANCIAL REGULATIONS 
5.1 INTRODUCTION 

The purpose of the Association’s Financial Regulations is to define the principal policies 
and procedures that must be followed by all staff when dealing with Bridgewater’s financial 
affairs.  

It is the responsibility of the Association’s Head of Finance to make arrangements to ensure 
that the Regulations are adhered to.  The Head of Finance may delegate such tasks as are 
appropriate from time to time.  Such delegation may be explicit or may be implicit in terms 
of the nature of an employee’s title or job description.  Failure to comply with these 
Regulations may lead to disciplinary action being taken against the employee or employees 
concerned. 

The Head of Finance is also responsible for the production of detailed financial procedures 
in relation to the matters covered by the Regulations.   

A copy of the regulations will be placed on the Association’s intranet.  It is the responsibility 
of the Head of Finance to advise all other Managers that the Regulations have been 
updated and are available.  It is the responsibility of Managers to ensure that their staff 
are furnished with access to the latest version of these Regulations and that they are aware 
of the implications for their work.  

The exercising of financial actions delegated to all Officers of Bridgewater Housing 
Association is only permitted where the expenditure that would be committed is within 
budget, and is consistent with appropriate policies.    

 All references to financial limits are to figures that are inclusive of any applicable Value 
Added Tax. 

5.2 CONTEXT 
Financial Regulations detail the financial responsibilities, policies and procedures adopted 
by the Association.  They are designed to ensure that the Association’s financial 
transactions are carried out in accordance with the law and within the guidelines 
established by the Scottish Housing Regulator in order to achieve probity, economy, 
efficiency and effectiveness. 

The Regulations identify the financial responsibilities which apply to everyone working for 
the Association.  They do not provide detailed procedural advice and should be read in 
conjunction with the detailed procedures.  All financial policies must be approved by the 
Board and procedures must be approved by the Head of Finance. 

The failure to comply with the Regulations and or the Procedures can, in certain 
circumstances, be regarded as a disciplinary matter that could result in dismissal. 

If for any reason the Regulations are not complied with, full details of the non-compliance 
and any justification for non-compliance and the circumstances around the non-
compliance shall be reported to the next meeting of the Audit and Risk Committee for 
action or endorsement.  All members of the Board and staff have a duty to disclose any 
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non-compliance with the Regulations to the Head of Finance as soon as practically 
possible. 

 

5.3 ROLE OF THE SCOTTISH HOUSING REGULATOR 
The Regulator’s role is to safeguard and promote the interests of tenants and service users. 
They are interested in any conduct which puts this at risk and could threaten the viability 
or reputation of the Association or the wider sector. 

Regulatory requirements are set out in the Scottish Housing Regulator’s Regulatory 
Standards of Governance and Financial Management, which includes:  

 Standard 3 

The RSL manages its resources to ensure its financial well-being and economic 
effectiveness. 

5.4 RESPONSIBILITIES AND DELEGATION 
Except as otherwise permitted by law, at any meeting the Chair of the Audit and Scrutiny 
Committee, of the Association, (or in the absence of the Chair of the committee, the Chair 
of the Association), shall be the final authority on the interpretation of the Regulations, (on 
the advice of the Chief Executive and or the Head of Finance).  The Board exercises its 
appropriate financial supervision and control by: 

 Formulating the financial strategy. 
 Requiring the submission and approval of budgets within approved allocations/overall 

income. 
 Defining and approving essential features of important procedures and financial systems, 

(including the need to obtain value for money). 
 Defining specific responsibilities placed on members of the Board and employees as 

indicated in this document.  (There is a separate section of the Framework of Governance 
on the key levels of delegated powers and authorities across the organisation). 

 Managing risk through receiving reports with regards to, managing risk and agreeing 
appropriate actions. 

5.5 THE CHIEF EXECUTIVE 
The Chief Executive and Head of Finance will, as far as possible, delegate their detailed 
responsibilities but they remain accountable for financial control. 

Within the Regulations, it is acknowledged that the Chief Executive is ultimately 
accountable to the Board and is the Accountable Officer for ensuring that the Board meets 
its obligations to perform its functions within the available financial resources.  The Chief 
Executive has overall executive responsibility for the Association’s activities; is responsible 
to the Chairman and the Board for ensuring that its financial obligations and targets are 
met and has overall responsibility for the Association’s system of internal control. 

5.6 THE HEAD OF FINANCE 
 The Head of Finance is responsible for: 

 Implementing the Association’s policies and for co-ordinating any corrective action 
necessary to develop these policies 

 Maintaining an effective system of internal financial control including ensuring that 
detailed financial procedures and systems incorporating the principles of separation of 
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duties and internal checks and balances are prepared, documented and maintained to 
supplement these instructions. 

 Ensuring that sufficient records are maintained to show and explain the Association’s 
transactions in order to disclose with reasonable accuracy the financial position of the 
Association at any one time. 

 The provision of financial advice within their professional expertise to members of the 
Board and employees 

 The design, implementation and supervision of systems of internal financial control 
 The preparation and maintenance of such accounts, certificates, estimates, records and 

reports as the Association may require for the purposes of carrying out its statutory duties 
and regulatory obligations. 

5.7 FINANCIAL REGULATIONS AND PROCEDURES 
The full text of the Financial Regulations and Procedures are appended at appendix 2 & 3 
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SECTION 6 

DATA PROTECTION 

 
6.1 Introduction 

Bridgewater Housing Association is registered under the Data Protection Act 1998.  It 
keeps information relating to its tenants, housing applicants, factored owners, employees, 
Board members and contractors, both current and former.  The Association needs to collect 
and process information, including personal information about the people it deals with, in 
order to operate effectively and efficiently.  This policy sets out a framework for compliance 
with the Data Protection Act (1998) and the responsibilities of Bridgewater and its staff. 

 
6.2 Scope 

This policy relates to personal data as defined by the 1998 Data Protection Act and 
Bridgewater’s data collection purposes as set out in its registration with the Information 
Commissioners Office. 

 
The policy applies and relates to the use of data by all Bridgewater staff and 3rd parties 
with approved access to Bridgewater data.   

 
Data protection applies to digital or computerised information, manual records, 
photographs, CCTV footage, video tapes and audio tapes. 

 
6.3 Glossary 
 

Personal Data – this means any personal information which is stored and processed 
electronically or is on paper in a structured filling system.  In addition to being “personal 
data” the data must relate either directly or indirectly to an identifiable individual, e.g. a 
document containing the name, address, age, telephone number etc. 

 
Sensitive Personal Data – this means information about racial or ethnic origin, religious 
beliefs, membership of trade unions, physical or mental health condition, offences or 
alleged offences or proceedings for any offence committed or alleged to have been 
committed.  

 
Data Controller – this is the name for an organisation and its delegated officers who are 
ultimately responsible for the personal data and the body who controls and benefits from 
the processing activity i.e. Bridgewater and its designated staff.  It means that not only are 
individual staff Data Controllers but also Bridgewater as an organisation. 

 
Data Processing – this describes the act of obtaining, recording or holding data or carrying 
out any operation or set of operations on that data.  Organising, storing, adapting and 
amending the data, retrieval, consultation and use of data; and disclosing and erasure or 
destruction of data.  It is difficult to envisage any activity involving data that does not 
amount to processing it.  In this context, all members of staff can be Data Processors. 

 
Data Subject – this is the individual about whom the personal data relates.  Thus 
individuals who are customers, contacts or clients of the Data Controller are considered 
Data Subjects. 
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Data Recipients – these are the people/organisations who are allowed to see the data that 
we have collected and processed. 

 
ICO – The Information Commissioner’s Office. 

 
DPA – shorthand for the Data Protection Act (1998). 

 
6.4 Risks 

Failure to comply with the DPA could lead to significant legal, financial and reputational 
adverse impact.  DPA breaches can result in fines imposed by the ICO of up to £500,000.  
The consequences of non-compliant practices could have a significant impact on the 
Association’s corporate reputation. 

 
Controls set out within this policy along with departmental procedures will ensure tasks are 
minimised along with the resultant impact of any reportable breaches. 

 
6.5 Data Protection Act Compliance at Bridgewater 

Bridgewater, as a Data Controller takes responsibility for and is committed to the following 
data protection principles for the processing of personal data. 

 
 Processing fairly and lawfully and under certain specified conditions. 
 Processed only for specific lawful purposes. 
 Adequate relevant and not excessive in relation to the purpose for which personal data is 

processed. 
 Accurate and kept up to date. 
 Only kept as long as necessary. 
 Processed in accordance with the rights of that data subject. 
 Protected by appropriate security and organisational measures and 
 Not transferred to any country without adequate protection in – situ. 

 
In the case of sensitive data, the subject must give their explicit consent in writing, by 
signed declaration and the processing must be necessary for the purposes of performing 
any right or obligation covered or imposed by law on the data controller. 

 
All staff, tenants and other data subjects are entitled to 

 
 Know what information the Association holds and processes about them and why. 
 Know how to gain access to it. 
 Know how to keep it up to date. 
 Know what Bridgewater is doing to comply with its obligations under the 1998 Act. 

 
 
6.6 Data Collection and Data Subjects 

Bridgewater is registered with the ICO for the collection and processing of personal data 
under 7 defined purposes, (Z558854X) 

 
1. Letting, renting and leasing properties. 
2. Administering waiting lists. 
3. Carrying out research. 
3. Administering housing and property grants. 
4. Providing associated welfare services, advice and support. 
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5. Maintaining our accounts and records. 
6. Supporting and managing our employees, agents and contractors. 
7. We also process personal information using CCTV systems to monitor and collect visual 
images for the purpose of security and prevention and detection of crime.  
 
Type/Classes of Information Processed 
We process information relevant to the above reasons/purposes.  This information may 
include: 
 

 Personal details. 
 Goods and services. 
 Supplier details. 
 Financial details. 
 Lifestyle and social circumstances. 
 Complaints. 
 Education and employment details. 
 Health, safety and security details. 
 Visual images, personal appearances and behaviour. 

 
We also process sensitive classes of information that may include: 
 

 Physical or mental health details. 
 Sexual life. 
 Trade union membership. 
 Offences and alleged offences. 
 Criminal proceedings, outcomes and sentences. 
 Racial or ethnic origin. 
 Religious or other beliefs of a similar nature. 

 
Personal data held by Bridgewater can be broadly classified into the following Data Subject 
headings. 

 Tenants. 
 Owners in our capacity as Factor. 
 Applicants for accommodation which include their families and households. 
 Asylum Seekers. 
 Business Associates. 
 Landlords. 
 Local Authority Employees. 
 Probation Officers. 
 Social Workers. 
 Spiritual and Welfare Advisers. 
 Consultants and Professional Advisers. 
 Survey respondents. 
 Employees including self-employed contractors. 
 Offenders and suspected offenders. 
 Complainants and enquirers. 
 Suppliers and Service Providers. 
 People captured by CCTV. 

 
6.7 Information Sharing 
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We sometimes need to share the personal information we process with the individual 
themselves and also with other organisations.  Where this is necessary we are required to 
comply with all aspects of the Data Protection Act.  What follows is a description of the 
types of organisations we may need to share some of the personal information we process 
with, for one or more reasons. 
 

 Current, past or prospective employers. 
 Family, associates and representatives of the person whose personal data we 

are processing. 
 Educators and examining bodies. 
 Suppliers and service providers. 
 Financial organisations. 
 Central government. 
 Auditors. 
 Survey and research organisations. 
 Other housing associations or trusts. 
 Trade unions and associations. 
 Health authorities. 
 Enquirers and complainants. 
 Security organisations. 
 Health and social welfare organisations. 
 Professional advisers and consultants. 
 Probation services. 
 Charities and voluntary organisations. 
 Police forces. 
 Courts and tribunals. 
 Professional bodies. 
 Employment and recruitment agencies. 
 Debt collection agencies. 
 Landlords. 
 Press and the media. 

 
All data subjects are responsible for: 

 
o Checking that any information that they provide to Bridgewater is accurate and up 

to date. 
o Informing Bridgewater of any changes to the information that they have provided 

e.g. change of address etc. 
o Checking the information that Bridgewater may send out from time to time relating 

to them is accurate and 
o Informing Bridgewater of any errors or changes to their personal data. 

 
Within Bridgewater, data can be broadly classified as being stored in one or more of three 
main areas. 

 
1. Data held corporately within the IT network in various applications. 
2. Data held non corporately within IT network in Word documents, excel spread sheets, 

access databases Outlook etc. 
3. Data held in departmental structured paper based systems across the organisation. 
 

Procedures for ensuring the security of personal data held on corporate IT network 
applications is set out in the ICT Security Policy. 
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Staff are encouraged to think in advance about how data is to be used (e.g. mobile 
numbers) and data subjects should be made aware of how their data might be used. 

 
Data subjects should be clearly given the option to opt out of data use where it is non-
essential. 

 
Data subjects have a right to see what personal data of theirs that we are processing.  We 
can charge up to £10 and must provide the information within 40 days. 

 
Data is a valuable asset and must be treated as such, where and how ever it is used. 

 
6.8 Data Storage and Processing 

The following Bridgewater departments hold Data Controller responsibilities for the 
Associated Data Subject Groups. 

 
 Housing Services – Tenants, Applicants, Service Users. 
 Corporate Services – Care and Repair Clients, Service Users, Employees, Workers, Job 

Applicants, Board Members and Volunteers. 
 Technical Services – Maintenance Contractors, Factored owners, other customers. 
 Finance – Approved Suppliers, Employees and customers. 

 
 

It will be the policy of the Association that data processing will incorporate the following 
controls. 

 
 Clearly identify the data co-ordinator who has specific responsibility for data protection. 
 Maintain an accurate and up-to-date notification processing purposes. 
 Comply with the fair processing code regarding the collection and use of the data collected. 
 Maintain the quality and accuracy of the data held and processed. 
 Clearly define and review retention periods for which the data is held and processed. 
 Fully meet the rights of the subject regarding the data held and processed. 
 Take appropriate technical and organisational measures to protect personal data from 

unauthorised access, processing, accidental loss, destruction or damage. 
 Ensure that all staff involved in the processing of personal data receives adequate 

appropriate and periodic training about the data protection awareness responsibilities and 
procedures. 

 Ensure adequate management supervision is in place for the processing of personal data 
and 

 The methods for handling and managing personal data collected and processed are 
periodically reviewed. 

 
6.9 Working out of the office 

Managers should be aware of any data that staff use to work out of the office, this incudes 
site visits working from home and away days. 

 
If an employee uses their own equipment to process Bridgewater data, this data must be 
removed as soon as the processing is complete and needs to be in compliance with the 
ICT security policy. 

 
Data used outside of the office must be kept securely.  Measures should be taken to 
prevent people gaining unauthorised access to data.  This can include preventing people 
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from being able to read data from screens, files or paper notes where the data is not about 
them.   

 
6.10 Security 

Measures need to be taken to prevent accidental or unauthorised removal, access, loss, 
destruction, damage or processing of data.  These measures are outlined in the ICT security 
policy.  Staff should bear in mind the following; 

 
 Take steps to control physical security (keeping sensitive data in locked filing cabinets). 
 Putting information access controls in place and using them (e.g. not sharing usernames 

and passwords). 
 Notifying managers if you suspect a breach has taken place. 

 
In relation to destruction of data, paper records containing sensitive data (such as tenants 
contact details etc.) need to be securely destroyed.  It is recommended that paper records 
containing data is shredded.  Paperwork containing medical details, diary notes and other 
sensitive information should be destroyed using the secure shredding service. 
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SECTION 7 

BRIBERY 

 
7.1   INTRODUCTION 

Bridgewater is committed to the highest standards of ethical conduct and integrity in its 
business activities.   

All individuals and organisations, associated in whatever way with the Association must act 
with honesty and integrity to safeguard the people and resources for which Bridgewater is 
responsible.  

Any breach of this policy is likely to constitute a serious disciplinary, contractual and 
criminal matter for the individual concerned and may cause serious reputational damage 
and standing to the Association.  

The Association may also face criminal liability for unlawful actions taken by its employees 
or associated persons under the Bribery Act 2010. All Employees, Board members and 
associated persons are required to familiarise themselves and comply with this policy, 
including any future updates that may be issued from time to time.  

 

7.2  REGULATORY STANDARDS 
The relevant Regulatory Standards and guidance that the Association wishes to comply 
with in regard to this issue are: 

Standard 5 

The RSL conducts its affairs with honesty and integrity. 

5.1  The RSL conducts its affairs with honesty and integrity and through the actions of 
the governing body and staff upholds the good reputation of the RSL and the 
sector. 

5.6 There are clear procedures for employees and governing body members to raise 
concerns or whistle-blow if they believe there has been fraud, corruption or other 
wrongdoing within the RSL. 

  

7.3  BRIBERY ACT 2010 
Under the Bribery Act 2010, a bribe is a financial or other type of advantage that is offered 
or requested with the:  

 intention of inducing or rewarding improper performance of a function or activity; or   
 knowledge or belief that accepting such a reward would constitute the improper 

performance of such a function or activity.  
 
A relevant function or activity includes public, state or business activities or any activity 
performed in the course of a person’s employment, or on behalf of another company or 
individual, where the person performing that activity is expected to perform in good faith, 
impartially, or in accordance with a position of trust.  
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A criminal offence will be committed under the Bribery Act 2010 if:  

 an Employee, Board member or associated person acting for, or on behalf of, the 
Association offers, promises, gives, requests, receives or agrees to receive bribes; or    

 an Employee, Board member or associated person acting for, or on behalf of, the 
Association offers, promises or gives a bribe to a public official with the intention of 
influencing that official in the performance of his/her duties.  

  

There is a maximum sentence of 10 years imprisonment for bribery committed by an 
individual and an unlimited fine for an offence committed by a corporate body.  Bridgewater 
will only have the defence that it has “adequate procedures” in place to prevent bribery by 
its Employees, Board members or associated persons. Consequently:  

 All Employees, Board members and associated persons are required to comply with this 
policy, in accordance with the Bribery Act 2010. All Employees and Board members are 
required to avoid any activity that may lead to or suggest a breach of this policy.  

 All contractors and suppliers are made aware that Bridgewater has an anti-bribery policy in 
force through the procurement process. This policy shall be available on the Association’s 
website.  

  

7.4  ADEQUATE PROCEDURES – SIX MANAGEMENT PRINCIPLES 
The UK Ministry of Justice has issued guidance which sets out six broad management 
principles to assist organisations to put in place proper anti-bribery procedures. They are 
as follows:  

 Proportionality: anti-bribery policies should be proportionate to the activities and size of the 
association, the sector in which it operates and the risk it faces.  

 Top level commitment: establishing a clear culture within the Association, in which bribery 
is unacceptable.  

 Risk Assessment: understanding and keeping up to date with bribery risks the Association 
faces, by carrying out regular and comprehensive assessments.  

 Due diligence: The Association needs to know about who it does business with, who it pays 
money to and why – and make sure that the Association’s partners have reciprocal anti-
bribery agreements in place. 

 Communication: ensure that anti-bribery policies are embedded in the Association culture 
and that every employee, Board member and business partner knows the procedures to 
follow.  

 Monitoring and review: through audit and other internal controls the Association must 
monitor its anti-bribery procedures to prevent and detect bribery and to make sure 
procedures are working.  

  

7.5  WHAT IS PROHIBITED? 
The Association prohibits Employees, Board members and associated persons from 
offering, promising, giving, soliciting or accepting any bribe. The bribe might be cash, a gift 
or other inducement to, or from, any person or company, whether a public or governmental 
official, official of a state controlled industry, political party or private person or company 
regardless of whether the Employee, Board member or associated person is situated in the 
UK or overseas. The bribe might be made to ensure that a person or company improperly 
performs duties or functions (for example, by not acting impartially or in good faith or in 
accordance with their position of trust) to gain any commercial, contractual or regulatory 



   
 

Framework of Governance 2017   

 
 

advantage for Bridgewater in either obtaining or maintaining Bridgewater’s business, or 
gain any personal advantage, financial or otherwise, for the individual or anyone connected 
with the individual.     

This prohibition also applies to indirect contributions, payments or gifts made in any 
manner as an inducement or reward for improper performance for example through 
consultants, contractors or subcontractors, agents or sub-agents, sponsors or sub-
sponsors, joint venture partners, advisors, customers, suppliers or other third parties.  

The following list contains some examples of acts which would raise concern and which 
staff will report to their line manager, Chief Executive/Board member in line with the 
Whistle-blowing Policy. These examples are intended to give an idea of the sort of 
behaviour which is unacceptable – it is not intended as an exhaustive list:  

  

 You are offered a payment in cash if a contract is awarded to the contractor/supplier  
 You are offered cash or an incentive from a resident to obtain access to housing or services 
  You are offered an unusually generous gift or lavish hospitality  
 A supplier asks you to provide an invoice receipt where no money is payable or has been 

paid;     
 A contractor offers to pay you cash to provide employment for a friend or relative; 
 You notice that the Association has been invoiced for a payment which seems large given 

the service/goods which have been provided;  
 You are offered discounted fees for supply of goods to you as a private person.  

  

7.6  RECORDS 
The Association’s employees and, where applicable, associated persons, are required to 
take particular care to ensure that all of the Association’s records are accurately 
maintained in relation to any contracts or business activities, including financial invoices 
and all payment transactions with clients, suppliers and public officials.    

The Association’s employees and associated persons are required to keep accurate, 
detailed and up to date records of all corporate hospitality, entertainment or gifts accepted 
or offered in accordance with the Association’s Gifts and Hospitality Policy, for Employees 
and Board members, respectively. All such declarations will be entered into a Gifts and 
Hospitality Register and reviewed by the Board annually.  

  

7.7. REPORTING SUSPECTED BRIBERY 
The Association depends on its Employees, Board members and associated persons to 
ensure that the highest standards of ethical conduct are maintained in all its business 
dealings. Employees, Board members and associated persons are requested to assist the 
Association and to remain vigilant in preventing, detecting and reporting bribery.  

Employees, Board members and associated persons are encouraged to report any 
concerns that they may have as soon as possible. In the first instance, any suspicion of 
bribery should be reported, as a matter of urgency by that member of staff to their line 
manager or by a Board member to the Chief Executive or Chairperson.  If this would be 
inappropriate (where for example the line manager might be involved), then concerns 
should be reported upwards.  Where it is the Chairperson of the Association that is being 
reported the Chief Executive will report to the Chairperson of the Audit and Risk Committee.    

Issues that should be reported include:  
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 Any suspected or actual attempts at bribery; 
 Concerns that other Employees, Board members or associated parties may be bribed; or 
 Concerns that other Employees, Board members, or associated parties may be bribing third 

parties, such as clients or government officials.  
  

 7.8  DEALING WITH BREACHES 
The Association will treat any breach of this policy with maximum seriousness. Any 
employee who breaches this policy will face disciplinary actions, which could result in 
dismissal for gross misconduct. Any Board member will be dismissed from the Board if a 
breach is discovered and proved.  

Where the association discovers bribery has taken place, it will make a full disclosure to 
the Serious Fraud Office of Police Scotland and co-operate fully in any investigation.    

The discovery of bribery is a Notifiable Event to the Scottish Housing Regulator and the 
appropriate procedures will be followed for providing formal notification. 
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SECTION 8 

MEMBERSHIP OF THE ASSOCIATION 

  8.1 Introduction 
 Bridgewater Housing Association Ltd is a membership organisation and seeks both to 

recruit as member, individuals with an interest in the work of the organisation and to 
make effective use of their skills, views and experience. Members of the Association 
are entitled to vote at General Meetings of the Association, to seek election to the 
Board and to vote in such elections. The formal requirements and procedures 
associated with membership are set out in our Rules, paragraphs 6 - 17. 

 
Members of the Association are those individuals or organisations who hold a share 
in the Association and whose names are entered in the Register of Members. No 
member can hold more than one share.  Membership is open to organisations as well as 
to individuals. An organisation which is a member is free to appoint any person it 
considers suitable to act as its representative. A representative of an organisation 
cannot also be an individual member of the Association. A person cannot apply for 
membership if he/she is under the age of 16. 

 
8.2 Policy 

As a matter of policy, we will seek to ensure that the Association has a broad-based 
membership which reflects its constitution and the communities it serves. Our 
membership is an important means of enhancing and demonstrating our accountability 
to the local communities where we operate. We will actively promote membership 
through appropriate channels as a way of providing opportunities for interested 
parties to play an active part in the affairs of the organisation. We will seek to 
ensure that no individual or group is debarred from access to membership in 
fulfilment of our equality objectives.  The list of members will be up-dated annually prior 
to the Annual General Meeting. 

 
We will attempt to ensure a wide representation in our membership from the 
communities we serve. We will particularly welcome applications from Tenants, 
Tenants Associations and community groups. 

 
We will seek to ensure that all sections of the community are represented in the 
membership, particularly those which are currently under represented. We will 
therefore particularly welcome applications from: 

 
 Individuals with direct or indirect experience of disability. 
 Members of ethnic minority communities. 
 Young people. 

 
We will promote membership by: 
 
 Providing information on membership to tenants through our Newsletter, targeting 

the Community Council and flyers to existing tenants. 
 Providing information on membership on our website. 
 Promoting membership through Tenants Association Meetings and other public 

meetings in which we are involved. 
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 Publishing a leaflet to explain the benefits of shareholding membership and the 
application process, and making information available within our office to all those 
who enquire about membership. 

 Make reference to membership when letting a property (although we will make it 
clear that membership is not a condition of receiving a tenancy). 

 
We will not only encourage wide membership but also an active, informed and 
participative membership. We will therefore: 

 
 Publicise general meetings at least 14 days before the day of the meeting. 
 Circulate information to members so they can make informed decisions at general 

meetings. 
 Make every effort to hold general meetings at times and at locations suitable for 

the membership. 
 Keep members informed on all major developments affecting our business and our 

services. 
 Make a copy of our Annual report and our audited accounts available to all our 

members. 
 Provide information, support and training to tenant members who are interested 

in becoming more actively involved in decision making, in accordance with our 
Tenant Participation Policy. 

 Promote the opportunities for members to seek election to the Association’s 
Board, in line with our Policy and Procedure on Recruitment of Board Members. 

 
8.3 Procedures 

Any enquiry about membership of the association received at any time, whether in 
response to o u r  p r o m o t i o n a l  w o r k  or otherwise, will be answered by issuing 
the leaflet which explains the benefits of membership, and an application form, 
together with details of how a membership application will be processed. 

 
An applicant for membership will be asked to forward, together with the application, 
the sum of £1.00 (which shall be returned to the applicant if the application is not 
approved). An application will be considered by the Board at its next meeting after 
the application is made or as soon thereafter as it is practicable. However, an 
application will not be considered within a 14- d a y  period preceding the date of a 
general meeting. 

 
Whilst it is the Association’s intention to encourage membership, the Board has 
absolute discretion in deciding on applications for membership.  The following shall 
constitute grounds for refusal of an application for membership: 

 
 Where membership would be contrary to the Association’s Rules or policies; 
 Where a conflict of interest may exist which, even allowing for the disclosure 

of such an interest, may adversely affect the work of the Association; 
 Where the Board considers that accepting the application would not be in 

the best interests of the Association. 
 

If the application is refused, the applicant will be given a reason for refusal but will 
have no right of appeal. The Board decision is final. 

 
A copy of the Register of Members must be available for inspection by any member 
or person with an interest in the Association. 
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Any member who changes his/her main residence is required to advise the 
Association in writing as soon as possible thereafter, unless he/she is a tenant who 
has moved home as a result of a transfer of tenancy or a mutual exchange. 

 
Any member can end his/her membership by giving one month’s notice in writing. 
Membership will be terminated if the Board is satisfied that a member has failed to 
notify us of a change of address, or if a member has failed to attend or to submit 
apologies for five consecutive Annual General Meetings. Membership will, under 
exceptional circumstances, also be terminated where a member’s behaviour is 
deemed to harm the interests of the organisation, subject to the procedures and 
safeguards set out in our Rules (Rule 11).  In the event that membership is terminated, 
the £1 share will be returned. 

 
Information on members will be held in accordance with the Data Protection Act 1998 
and other relevant information. 

 
We will monitor membership in terms of the following characteristics: 

 
 Membership categories (individual, group). 
 Tenant, resident, other connection to the Association. 
 Place of residence. 
 Age, gender, ethnicity, disability. 

 
This information can be  used  to assess the extent to which our membership is 
representative of the communities we serve.  
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SECTION 9 
 
SCHEME OF DELEGATION 
 
9.1 INTRODUCTION 

 
The Scheme of Delegation and Control for Bridgewater Housing Association is made up of 
a number of elements.  The object of the scheme is to ensure that the Association’s Board 
and senior managers exercise full control over the affairs of the Association at all times, 
and that it is clear where the responsibility for decision-making lies on any particular 
matter. 
 

The key elements which enable this to happen are as follows: 

 The Scheme of Delegation, which is set out within this document and describes the control 
structure and agreed delegation of power from the Board to the Association’s managers 
and staff. 

 The Association’s Financial Regulations, which set out the various financial rules and 
authorities controlling the Association’s financial activities. 

 The Association’s Rules and Code of Governance, which set out the framework under which 
the Association’s governance structures are operated. 

 The Association’s general policies, which are set by the Board and direct the scope of the 
Association’s activities. 

 The Association’s staff policies which set out the way the Association will deal with its staff. 
 The Association’s procedures, which set out the way in which authority can be exercised by 

staff, to fulfil the responsibilities passed down by the Association’s Board. 
 The Association’s approved Budget, Financial Projections, Business Plan and other 

strategies and plans. 
 

9.2 REGULATORY STANDARDS 
 
The relevant Regulatory Standard, the Association wishes to comply, with in regard to this 
issue is: 
 

Standard 1 

The governing body leads and directs the RSL to achieve good outcomes for its tenants and other 
service users 

 

9.3 The Objectives of the Scheme of Delegation 

It is the responsibility of the Board to ensure it has control of the operation of the 
Association.  To ensure this, it places the following duties on the Chief Executive: 

 To manage the affairs of the Association in accordance with its values and objectives, 
general policy and specific decisions of the Board. 

 To help the Board determine the Association’s policies and strategy. 
 To draw the Board’s attention to matters that it should consider and decide. 
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 To ensure the Board is given the information necessary to perform its duties and, in 
particular, that the Board receives advice on matters concerning compliance with its Rules, 
the law and the need to remain solvent. 

 To ensure proper systems of control are established and maintained. 
 To help the Chair ensure the business of the Board is conducted properly 
 To lead and manage the staff of the Association and ensure their performance is 

satisfactory. 
 To ensure the Association’s General Scheme of Delegation is carried out 

 

 9.4 The General Scheme of Delegation 
The General Scheme of Delegation sets out how the Board wishes to exercise its control of 
the Association and in doing so, the matters it wishes to delegate to its officers via the 
Chief Executive.  The General Scheme refers to the other control elements, as set out 
above, all of which must be approved by the Board except the detailed procedures which 
must have the approval of the Associations Leadership Team and be consistent with 
agreed policies. 

 
The Board will delegate the following authority to officers of the Association via the 
Association’s Chief Executive, subject to the approved reporting procedures; 

 
 To invite and accept tenders in accordance with the provisions set out in the Associations 

Financial Regulations, Procurement Policy and Code of Conduct. 
 To conduct negotiations and purchase or sell any land or property within the Association’s 

declared policies and approved budgets and programmes. 
 To purchase at auction or on the open market any land or buildings which the Association 

has resolved to acquire and in accordance with its policy 
 To make application for planning permission where this is not the responsibility of 

appointed consultants to progress any proposals approved by the Association’s Board  
 To manage the Association’s property in accordance with its Asset Management policy and 

annual budget 
 To initiate legal action when appropriate in relation to failure of performance on the part of 

contractors. 
 
Management and Human Resources 
 

 To undertake the day to day management of the Association within the control elements 
set out in this Scheme of Delegation. 

 To implement organisational change within the approved Budget and related approved 
plans. 

 Within the approved staffing complement and policies (with the exception of the 
appointment of Managers) carry out a full human resource management function. 

 
Housing Services 
 

 To manage the provision of the Association’s housing and housing support services within 
approved policies 

 To deal with referrals from local housing authorities in accordance with the appropriate 
legislation, homeless or nomination agreements. 

 To approve evictions of tenants in accordance with the Association’s policy and procedure. 
 To manage the stock of and provide services to other landlords within approved policies 
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Finance 

 To purchase goods and services related to the Association’s activities, subject to the 
provision of the Financial Regulations, Procurement Policy and Code of Conduct. 

 To enter into lease agreements 
 To authorise payment of accounts within the Association’s approved budget 
 To write off outstanding debts in accordance with the conditions set out in the Association’s 

Financial Regulations. 
 To act within the powers detailed in the Association’s Treasury Management Policy 

 
General 
 

 To appoint consultants and contractors in accordance with the Association’s Financial 
Regulations, Procurement Policy and Code of Conduct 

 
Chief Executive 
 

 To delegate to the leadership team of the Association all powers delegated to the Chief 
Executive during the temporary incapacity of the Chief Executive.  Such a delegation should 
not exceed a period of 5 working days from notification, after which the Board will make a 
decision on how they wish to delegate authority within the Association. 

 
 The Board also specifically delegates authority to the following officers, subject to the 

approved reporting procedures: 
 
Chair of the Board 

 The Chair of the Board may take decisions on particular issues in between Board meetings 
where he/she has been specifically authorised to take such decisions by a resolution of 
the Board in quorum 

 
Company Secretary 

 The Company Secretary can authorise the use of the Association’s seal in accordance with 
the appropriate policy. 

 
Appendix 9 provides further details of delegated authorities.  
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SECTION 10 
 
RISK CONTROL AND MANAGEMENT 
 
10.1 BACKGROUND 

Bridgewater Housing Association’s Board is aware that the organisation delivers its 
services within a challenging environment.  The Board has acknowledged that current 
economic conditions have increased the need for support but also decreased the funding 
and resources available to meet growing expectations.  Social housing in particular is 
facing an ever increasing range of demands and threats from the drive for increased value 
for money and efficiency, to the requirements of the Regulatory Framework and the Social 
Housing Charter, not to mention SHQS compliance, carbon reduction targets, (EESSH) and 
day to day service delivery challenges.  It is a hard “ask” of social housing organisations, 
such as Bridgewater who are increasingly expected to be innovative community leaders 
and “place makers” as well as excellent providers of services. 

 
All social housing providers, no matter their size or geographical location, increasingly have 
to critically review the way they work and the services they provide.  Crucial to this is 
effectively managing the key business risks they face, whether these are long-standing 
issues or new, emerging risks.  Bridgewater’s context is unique and our perception of risk 
will be significantly different from other organisations in the sector.  However, what is the 
same, is that key people in the organisation understand and effectively manage the 
fundamental risks of today and in the future. 

 
Bridgewater’s Board believe that good Risk Management creates an environment of no 
surprises.  It is a crucial element of effective management and corporate governance. It 
must be an embedded mainstream activity which informs strategic decision making.  The 
Board believes that managing risk effectively means developing a practical plan to identify, 
deal with and minimise the adverse effects of the expected and the unexpected on the 
organisation. 

 
In the context of the activities of Bridgewater Housing Association, Risk Management is 
about forward planning and acknowledging that it pays to plan for the unexpected.  Every 
day dramas from a burst pipe to an IT system crash, not only affect our business, but also 
our tenants, employees and partners too.  Not so every day dramas, such as a contractor 
going out of business or a major incident, have the potential to not only place the 
organisation in major jeopardy and disrupt our tenant’s lives but also ruin our relationship 
with partners and affect their reputation as well as our own. 

 
 
10.2 Strategy 

Risk is inherent and unavoidable in every activity that any organisation undertakes.  The 
aim of effective risk management is to manage risks and their potential for damage down 
to an acceptable and manageable level.  To enable us to achieve this successfully, we need 
to understand the risk that we face and how we are currently controlling these risks.  We 
must ensure that everyone in the organisation understands the importance of risk 
management as part of our day to day decision-making processes. 
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The Association has developed a comprehensive Risk Management Framework and this is 
contained in Appendix 10 
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SECTION 11 
 
SENIOR OFFICER EMOLUMENTS 

 
 
 

11.1 INTRODUCTION 
The purpose of this policy is to set out Bridgewater Housing Association’s position in 
relation to establishing and updating the remuneration levels for its most senior member 
of staff and to detail how the Association will apply the recommended practice which is 
contained in the Scottish Housing Regulator’s Statement of Recommended practice 
published in November 2012.   

11.2 BACKGROUND 
The Board’s relationship with the Senior Officer is important to the success of the 
organisation.  Salary discussions can be sensitive and sometimes difficult.  The Association 
believes that if it has a clear and transparent process for managing salary decisions then 
this is helpful for both the Board and the Senior Officer to understand how decisions will 
be made and what is, or is not, appropriate in the decision-making process. 

11.3 REGULATORY STANDARDS 
The relevant Regulatory Standards and guidance that the Association wishes to comply 
with in regard to this issue are: 

 

Standard 5 

The RSL conducts its affairs with honesty and integrity 

5.5 The governing body is responsible for the management, support, remuneration and 
appraisal of the RSL’s senior officer and obtains independent professional advice on 
matters where it would be inappropriate for the senior officer to provide advice. 

 

5.4 Governing body members and staff declare and manage openly and appropriately any 
conflicts of interest and ensure that they do not benefit improperly from their position. 

 

3.6 The governing body sets the employee remuneration levels at a level to be sufficient to 
ensure the appropriate quality of staff to run the organisation successfully but avoid paying 
more than is necessary for this purpose. 

Making decisions about employee remuneration is a matter for the Board.  The Board 
acknowledge that because the bulk of the Association’s income comes from rent and tax 
payers, any expenditure on the Senior Officer’s emoluments needs to be appropriate and within 
the context of the prevailing economic and employment market conditions at the time of 
appointment or when reviewing emoluments. 
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11.4 PAYMENTS AND BENEFITS 
The Housing (Scotland) Act 2010 does not prohibit or restrict payments and benefits to 
governing body members and employees.  Consequently, the Board acknowledge that it is 
for the Board to decide how it manages payments and benefits to staff.  Schedule 7 of the 
2001 Housing (Scotland) Act, (which did prohibit and restrict payments and benefits to 
governing body members and employees) has been repealed.  Consequently, the 
Association has adopted a separate Code of Governance which deals with payments and 
benefits to Board and Staff members 

11.5 EMPLOYERS IN VOLUNTARY HOUSING 
The Association is a full member of Employers in Voluntary Housing; consequently, the 
Board do not negotiate emoluments separately.  All posts within Bridgewater Housing 
Association, including the Senior Officers have been assessed and graded either through 
an exercise carried out by EVH or using their Grading Guidelines.  The scales are based on 
the number of units managed, and there is flexibility to take account of any other factors 
associated with the post. 

In terms of its membership of EVH, the Board have agreed to delegate all decisions in 
relation to salary and benefit changes to arrangements established by them and to work 
within a set of Conditions of Service which detail the conditions, and Grading Guidelines in 
relation to salaries, within which the Association will operate.  The Board will discuss and 
agree independently and if appropriate, without staff being present, any recommendations 
from EVH on annual salary negotiations and changes to conditions of service. 

Any request by the Senior Officer for a change in their terms and conditions, including 
salary and other benefits will be referred to EVH by the Chair and the Board will take 
account of their advice in its decision.  Any appeal against the Board’s decision will be to 
the Joint Negotiating Committee.  

11.6 PENSIONS 
The Board will discuss and agree independently and where appropriate, without staff being 
present, issues relating to changes to pension provision.  The Board will rely on advice from 
its Head of Finance for general information about pension provision.  However, it will take 
independent advice, either from EVH or a specialist consultant, prior to agreeing any 
changes to pension provisions. 

The Board will take account of the potential impact on pension costs of both basic salary 
increases and any other changes in pensionable remuneration and of enhanced severance 
arrangements or terms, including early retirement and redundancy and consider the full 
costs to the Association in any decisions and will be mindful of the independent advice 
obtained, in this regard. 

11.7 EXPENSES  
Expenses will be paid to the Senior Officer in accordance with the prevailing conditions of 
service and the Association’s Expenses Policy and Procedure.  No other expenses will be 
considered, without the Board first taking advice from EVH.  Claims for expenses from the 
senior officer will be approved by the Associations head of Finance and noted quarterly by 
the Chair of the Association. 

11.8  REPORTING TO CUSTOMERS AND OTHERS 
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The Board will consider the use of appropriate metrics to compare with other RSLs and as 
a way to describe and report on remuneration to tenants and others, for example: 

 

 The senior officer pay per house managed 
 Pence per pound of income spent on the senior officer’s remuneration 
 The senior officer’s remuneration as a multiplier of a typical employee within the 

Association 
 

11.9 EQUAL OPPORTUNITIES 

The Association’s strategy is to ensure that our Equality and Diversity Policy is applied fully, 
fairly and consistently across the Association, as an integral part of staffing and business 
planning processes and the services we provide.  It recognises that all people are different 
and aims to ensure that we treat each individual with dignity and respect.  To achieve the 
aims of our overall strategy we will take action to address discrimination experienced by 
particular groups, as well as action to promote and achieve diversity in employment, 
governance and service delivery. 
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SECTION 12 
 
NOTIFIABLE EVENTS 
 
12.1 INTRODUCTION 

The Association’s previous policy in relation to Notifiable Events was based on the new Scottish 
Housing Regulator’s (SHR) guidance in April 2012.  The guidance sets out what issues and events 
should be reported to the Scottish Housing Regulator and this updated Policy reflects changes 
introduced by the SHR in February 2016  

12.2 REGULATORY FRAMEWORK 
The Regulator is interested in events which put at risk:  

 the interests or safety of tenants and other service users 
 the financial health of the housing association, 
 public investment or the confidence of lenders 
 the good governance and reputation of an individual housing association or the housing association 

sector 
 

The Regulator aims to apply a risk based and proportionate approach to the way they regulate 
Housing Associations.  As part of this approach they will not collect information routinely on a ‘just 
in case’ basis.  They expect Associations to alert them to certain events as quickly as possible 
after they happen, or before they happen if they can be anticipated.  The purpose of this policy is 
to detail Bridgewater’s policy in relation to informing the Regulator about significant events 
(Notifiable Events) in compliance with the Regulator’s new guidance. 

The SHR’s “Regulation of Social Landlords in Scotland Regulatory Standards and Guidance”, 
establishes the SHR’s expectations of Housing Associations in relation to good governance, 
financial management and service delivery.   

Standard 2 states: 

The RSL is open about and accountable for what it does it understands and takes account of the needs 
and priorities of its tenants, service users and stakeholders.  And its primary focus is the sustainable 
achievement of these priorities. 

In support of this Standard, there is supplementary guidance (2.4) which states: 

The RSL is open, co-operative and engages effectively with all its regulators and funders, notifying them 
of anything that may affect its ability to fulfil its obligations.  It informs the Scottish Housing Regulator 
about any significant events such as a major issue, event or change as set out and required in our 
notifiable guidance. 

12.3 WHAT ARE NOTIFIABLE EVENTS 
The Regulator expects Bridgewater Housing Association to advise them about any significant or 
exceptional issue, event, or change within the organisation and how the Association intends to 
deal with it.  As a general guideline, notifiable events are serious events: 

 That may seriously affect tenant safety or service delivery arrangements; 
 That may significantly threaten the stability, efficient running or viability of the organisation or 
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 That would potentially bring the RSL into disrepute or raise public or stakeholder concern about the RSL 
or the social rented sector. 

 

The SHR acknowledges that the term “serious” or “significant” is difficult to define in a way that 
applies to all RSLs.  It is appreciated that whether an event is serious or significant may depend 
on factors such as the size or complexity of the organisation.  Consequently, the SHR expects 
each RSL to consider the risk and potential impact on the organisation when deciding whether an 
issue is a notifiable event or not.  If staff are unsure whether an event is notifiable, they will contact 
the SHR for advice. 

Guidance from the SHR which can be obtained from their Web Site sets out examples of the type 
of events the Association will alert the SHR to. 

12.4 RESPONSIBILITY FOR NOTIFICATION 
Normally it will be the Chief Executive’s responsibility to notify the Regulator about a notifiable 
event relating to performance and service delivery issues or financial and funding issues.  The 
Chair of the Association should tell the Regulator when the notifiable event relates to a 
governance or organisational issue, for instance if the Chief Executive has left or if there is an 
issue about the Chief Executive or the Governing Body.  Where the Association is due to report to 
the Regulator on a notifiable event, the Governing Body will be made aware of it and how it has 
been or is proposed to be dealt with.  In some cases, the Association may need to notify others, 
for instance lenders, if it is a financial issue.  

The Board will consider the issue of Notifiable Events as a standing item at every Board Meeting. 

12.5 HANDLING A SERIOUS COMPLAINT ABOUT THE CHIEF EXECUTIVE 
The SHR requires the Association to alert them to a serious complaint, investigation or disciplinary 
action relating to the Chief Executive.  The Regulator does not become involved in employment 
matters which is the responsibility of the Governing Body, however the SHR does need to be 
assured that the Governing Body will handle a serious complaint or grievance relating to the Chief 
Executive properly and will get external advice and support to help manage the situation.  The 
SHR’s Web Site provides further guidance in handling such a situation. 

12.6 WHAT INFORMATION DOES THE REGULATOR NEED? 
The Association will submit a notifiable event through the Landlord Portal.  The portal includes a 
template which sets out the necessary information which is: 

 What the significant event is. 
 When it happened or is going to happen. 
 Who is involved and/or affected. 
 What the Association is planning to do or what action we have already taken and; 
 When the governing body was informed/will be informed. 

 

The Association has registered the provision of data to the Regulator for regulatory purposes 
under the Data Protection Act. 

12.7 TIMING OF NOTIFIABLE EVENTS 
The Association will alert the Regulator as soon as an event happens so that they can have an 
early warning of the event.  Where possible the Association will alert the Regulator prior to the 
event taking place but in any event notification will be provided as soon as is reasonably 
practicable.   There will not be a delay until, for instance, after a scheduled meeting of the 
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Governing Body.  However, the Governing Body will have the opportunity to consider the 
information at the first available meeting following notification.   Where something needs to be 
conveyed quickly this will be done by telephone. 

12.8 WHAT THE REGULATOR WILL DO WITH THE INFORMATION 
The Regulator will need to be confident that the Association has an effective strategy in place to 
deal with the event.  If satisfied that it is being handled properly, then in most cases this will be 
sufficient.  The Regulator will assess whether it needs to assist or intervene to protect the interests 
of tenants and others, public investment and the reputation of the housing sector.  The Regulator 
may review the Regulatory Engagement Plan with the Association.   

The Association is responsible for managing our own organisation and dealing with the events 
that occur.  Requiring the Association to tell the Regulator about certain events does not transfer 
that responsibility to the Regulator.  The Regulator needs to be satisfied that the actions the 
Association will take will protect the interests of the organisation.  Where appropriate the 
Regulator will make clear what they expect the Association to do to allay concerns. 

12.9 FAILURE TO NOTIFY THE REGULATOR 
If the Association fails to notify the Regulator, or delay notifying the Regulator about a significant 
event affecting the Association and it comes to the Regulator’s attention by other means, the 
Regulator will ask the Association why we have failed to notify them.  Following this, if the 
Regulator has concerns about the event or the explanation, it will reassess the risk profile of the 
Association and consider if regulatory action is required. 
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SECTION 13 
 
ENTITLEMENTS, PAYMENTS AND BENEFITS 
 
13.1 INTRODUCTION 
 This policy is aimed at people who are: 
 

 Members of our Governing Body and or any Sub Committees, Working Groups. 
 Everyone who works for us. 

 
For the purposes of this policy all of these people are referred to as “our people.” 
 
13.2 About this Policy 

The Association is a Registered Social Landlord (RSL) and a Scottish Charity.  It is part of a 
sector that has a strong reputation for integrity and accountability to the people it exists to 
help and to its Regulators.  The Board must ensure that the organisation upholds its 
reputation and that of the sector.  Our people cannot benefit inappropriately from their 
connection with the organisation. 

 
This policy describes the entitlements, payments or benefits that our people are able to 
receive.  It also describes what is not permitted and the arrangements that we have in 
place to ensure that the requirements of this policy are observed. 
 
The Scottish Housing Regulator (SHR) requires us to have a policy that sets out what 
payments and benefits we permit and to ensure that these arrangements demonstrate 
transparency, honesty and propriety.  We must ensure that there is no justifiable public 
perception of impropriety. 
 
As we are a Scottish Charity, all of our Board Members must also ensure that they comply 
with the Office of the Scottish Charity Regulator (OSCR) guidance to Charity Trustees and 
charity legislation. 
 
This policy is intended to be a practical document that supports us in meeting all of the 
above requirements, ensuring that none of our people benefits improperly or 
inappropriately from their involvement with us, but also that they are not unfairly 
disadvantaged.  We expect our people to act in good faith and in applying the terms of the 
policy we will always take this into account. 
 
As someone who is affected by this policy, you are personally responsible for ensuring that 
you are familiar with and comply with its terms. 
 
At all times we expect a common-sense approach to be applied to the interpretation and 
application of this policy.  If you are unsure about anything relating to benefits, payments 
or entitlements you should consult with the Chairperson or Chief Executive (if you are a 
member of the Board) or with your manager (if you are a member of staff). 

 
13.3 What this policy covers 
 This policy covers: 
 

 Managing Your Interests 
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 Registering and declaring your interests. 
 Entitlements, Payments and Benefits. 
 People connected to you. 
 Who else you should consider when declaring interests. 
 What you should consider. 
 Use of our contractors/suppliers by our people. 

 
13.4 Other Relevant Policies 

The Code of Conduct is linked to this policy.  Failure to comply with the terms of this policy 
will automatically be regarded as a breach of the Code of Conduct. 
 
You are also required to be familiar with and observe the terms of our Anti-Bribery and 
Fraud policy.  We prohibit any attempt to induce the organisation or our people to offer 
preferential services or business terms and we will at all times comply with the Bribery Act 
2010. 
 
Our policies and procedures relating to the following are also relevant to this document 
and must be complied with at all times. 
 

 Allocations. 
 Repairs and Improvements. 
 Adaptations. 
 Procurement. 
 Training. 
 Expenses. 
 Recruitment. 

 
This list is not exhaustive and you are required to comply with all of our policies and 
procedures. 

 
13.5 Managing Your Interests 
  

Registering and Declaring Interests 
In order to protect our reputation and demonstrate that we conduct our affairs with 
openness, honesty and integrity, we maintain a Register of Interests.  You must record in 
this register any interests that you or someone connected to you has which are relevant to 
our business.  You will be required to confirm annually that your entry is accurate and up 
to date. 
 
Where you have an interest in any matter that is being discussed or considered at a 
meeting, you must declare your interest and play no part in the discussion; you must 
withdraw from any part of a meeting where the interest arises. 
 
The Code of Conduct also contains a section on Declaring Interests that you should comply 
with at all times. 
 
An annual report will be made to our Governing Body on the entitlements, benefits that 
have been recorded in the Register. 
 
Entitlements, Payments and Benefits 
Many of the interests you will be required to declare can be classed as entitlements, 
payments or benefits. 
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As one of our people, you potentially could be offered benefits over and above that to which 
you are contractually entitled, such as gifts or hospitality from external parties.  Such offers 
would be as a direct result of you being one of our people and cannot always be accepted.  
We require that any such offers are managed and recorded very carefully to ensure the 
highest levels of probity in our organisation.  Our people should not benefit – or seem to 
benefit – from their employment or involvement with us. 
 
Apart from payments that our people are entitled to by contract, statute or other 
agreement, (e.g. salary, expenses) we will only make a payment to, or accept a payment 
from, someone affected by this policy in exceptional circumstances.  Appendix 11 explains 
the payments we can and cannot make in more detail. 
 
As we contribute to the economies of the areas in which we work in and we have 
commercial and business relationships with many different companies, contractors, 
suppliers and service providers, you must ensure that we are fully aware of any connection 
that you or someone you are close to has with any of these businesses or organisations. 
 
Some entitlements, payments and benefits we can never permit and others we have 
additional requirements or conditions that must be met before we can permit. 
 
Appendix 11 lists the entitlements, payments and benefits that fall under this policy and 
states: 

 
 Which could be permitted by the organisation. 
 Which will never be permitted by the organisation. 
 Which you require to declare in the Register of Interests. 
 Any other further requirements the organisation has before permitting a payment or benefit 

to be made. 
 
13.6 People Connected to You 

As well as considering your own actions, you must be aware of the potential risk created 
by the actions of people to whom you are closely associated.  There are three groups of 
people that you need to consider, outlined in Table A 

 
Group 1 

Members of your household 

Group 2 

People closely associated with 
you 

Group 3 

Others you need to consider 

Anyone who normally lives as 
part of your household, 
whether they are related to 
you or not, including 
spouses/partners who work 
away from home and sons and 
daughters who are studying 
away from home. 

 Parents, parents-in-
law and their partners. 

 Sons and daughters; 
stepsons and step-
daughters and their 
partners. 

 Brothers and sisters 
and their partners. 

 A partner’s parent, 
child, brother or sister. 

 Other relatives (e.g. 
uncles, aunts, nieces, 
nephews and their 
partners). 

 Other friends (e.g. 
someone you are 
acquainted with 
socially, neighbours, 
business. 

 Contacts/associates 
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 Grandparents 
grandchildren and 
their parents. 

 Someone who is 
dependent on you or 
whom you are 
dependent on. 

 Close friends. 
 

 
If you become aware of any action or involvement relating to anyone in the table, then you 
should declare and manage this as soon as possible. 
 
However, we recognise that you will not always be closely acquainted with or in regular 
contact with all of the people listed and we do not expect you to go to unreasonable lengths 
to identify actions or involvement that are covered by this policy. 
 
We do expect you to be familiar with the actions of members of your household (Group 1) 
and of any other people listed in the table above with whom you are closely associated 
and/or in regular contact with and you must take steps to identify, declare and manage 
these. 
 
You are not expected to be aware of the actions of people in Groups 2 and 3 that you do 
not have a close association and or regular contact with.  We do not expect you to research 
into the employment, business and other activities of all persons with whom you are closely 
connected. 
 
When considering actions, you should do so from the point of view of a reasonable and 
objective observer and a common sense approach should be adopted at all times. 

 
13.7 What You Need to Consider 

The following are the actions and involvement by those to whom you are closely connected 
that, you should become aware, we would expect you to notify us by making a declaration 
in the Register: 

 
 A significant interest in a company or supplier that we do business with or which is on our 

approved list.  A significant interest means ownership (whole or part) or a substantial 
shareholding in a business that distributes profits, but does not include where an individual 
has shares in large companies such as banks, utility companies or national corporations, 
i.e. where owning shares would not give the individual any significant influence over the 
activities of that organisation. 

 Where the individual may benefit financially from a company we do business with or is on 
our approved list. 

 Involvement in the management of any company or supplier that we do business with or 
which is on our approved list. 

 Involvement in tendering for of the management of any contract of the provision of goods 
or services to us. 

 Application for employment with us. 
 Application to join our Board or any of our subsidiaries. 
 Application to be a tenant or service user of the organisation. 
 If they are an existing tenant or service user of the organisation. 
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13.8 Use of our contractors and suppliers 

In order to help the Association, maintain an excellent reputation, it is important that staff 
and Board Members do not use their position to gain benefits which other members of the 
public cannot access.  At the same time, we do not want to see staff and Board Members 
face unreasonable restrictions which put them at a disadvantage compared to other 
members of the public. 
 
Where, in their personal/home life, you as a staff or Board Member need a service from a 
contractor, if it causes no disadvantage or inconvenience to you to avoid using one of the 
Association’s contractors then we would ask that such use is indeed avoided.  But the 
Association does not want to unreasonably restrict your choice of contractor.  
Consequently, it is extremely important that where you wish to use one of the Association’s 
contractors you take some particular steps which will help protect both you and the 
Association. 
 
Staff or Board Members should only utilise the services of one of the Association’s 
contractors for their own personal use if: 
 

 The normal commercial rates are paid for this service and no preferential treatment, 
financial or otherwise is received. 

 You report your proposed course of action to the Chief Executive or Chairperson (as 
appropriate) before committing to use the contractor in question and follow any advice 
offered.  In emergency situations you should comply with this policy retrospectively as soon 
as is practicably possible. 

 You make a written declaration that you have not received any advantage or preferential 
treatment (financial or otherwise) from the contractor or supplier arising out of their 
connection to the Association; written quotes should be provided where these would 
normally be sought for the type of work in question and in ALL cases receipts should be 
provided. 

 You record the transaction or agreement in the Register and keep the entry up to date. 
 
Examples of situation that might arise in this context include engaging the Factoring 
Service offered by the Association, (on a voluntary basis) or buying goods or services from 
a connected business such as an architect or building contractor.  A list of contractors can 
be obtained from the Head of Finance. 
 
In the event of becoming involved in a dispute with the Association arising out of such a 
transaction or agreement, you must immediately notify the Chairperson or Chief Executive 
and withdraw from any discussions relating to the service involved. 
 
In the case of Governing Body members, if the dispute cannot be resolved through the 
normal complaints procedures and you remain dissatisfied, you should resign from the 
Governing Body in order to pursue the complaint independently. 
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SECTION 14 

MINUTE TAKING PROTOCOL 

 
14.1 Introduction 

  This Minute-Taking Protocol has been prepared in order to ensure that Bridgewater 
Housing Association complies with its constitutional and regulatory requirements in respect 
of the taking of minutes, and has a consistent and effective style of minute-taking across 
its Board and committee-level meetings, which reflects good practice and supports sound 
governance.  

With respect to constitutional requirements, the Association’s Rules state that: 

‘Minutes of every general meeting, Committee Meeting and sub-committee 
meeting must be kept. Those minutes must be presented at the next appropriate 
meeting and if accepted as a true record, signed by the Chairperson of the meeting 
at which they are presented. All minutes signed by the Chairperson of the meeting 
shall be conclusive evidence that the minutes are a true record of the proceedings 
at the relevant meeting (Rule 62)’ 

Regulatory requirements are set out in the Scottish Housing Regulator’s Regulatory 
Standards of Governance and Financial Management, which includes:  

Standard 4 

The governing body bases its decisions on good quality information and advice and 
identifies and mitigates risks to the organisation. 

It is the Chief Executive’s responsibility to ensure that this minute-taking protocol is 
followed and complied with consistently by all minute-takers of general meetings, Board 
meetings, sub-committee, or other committee-level meetings, in order to meet the above 
requirements. 

14.2 Content of minutes 

Minutes are a permanent record of the proceedings of a meeting. Bridgewater Board and 
committee-level meetings must have a reliable, permanent record kept and accessible to 
future Board and committee members and others entitled to scrutinise them, which 
records and evidences decisions made by the meeting. Minutes taken at all such meetings 
must follow the requirements of this protocol as to their content, to ensure consistency, 
reliability, accuracy and completeness. 

14.3 Headings, attendance and numbering 

  Each set of minutes must be headed with the name of the meeting in bold capitals, e.g. 

           MINUTES OF BRIDGEWATER HOUSING ASSOCIATION BOARD MEETING 

           Details of the meeting venue, date and start time should also be included in the heading. 
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           Headings to describe each agenda item minuted will generally be recorded in bold text. 

Attendance at meetings is recorded by circulation of the Sederunt for those present 
immediately prior to the start of the meeting, but the minutes should also record 
attendance by categories, and those absent who are members of the committee, also by 
categories as follows: 

 Board members present, using full name – the Chair of the meeting should head 
the list, with the role included; any co-optees should appear at the end of the list, 
also with role identified, e.g.: 

          Present:                   Hugh Cameron  Chair 

                                           Heather Stirling   Committee member 

                                           Jim Sheridan   Co-optee 

 Other people who are not Board members who are present from the outset to 
participate in the meeting – these people, who are designated as “In attendance”, 
should have their full name and job title included, or name of firm if they are 
present as an external advisor. The person responsible for taking the minutes 
should be identified as Minute Secretary: 

           In attendance:         Ian McLean   Chief Executive  

                                            Lesley Hughes  Minute Secretary                      

                                            Derek Hogg   Harper McLeod Solicitors 

 Anyone invited to attend the meeting as an observer should have their name 
recorded in the list of those “in attendance”, with their observer status also noted. 

 Apologies for absence should be recorded in its own category, even if there are no 
apologies received. Apologies for any Board and committee meeting should be 
submitted to the Chief Executive; only committee members who have submitted 
apologies should have their apologies noted, e.g.:  

          Apologies:                 None 

Any committee member not present who has been granted a leave of absence should have 
this recorded as a separate category, e.g.: 

          Leave of absence:     Vivienne McKay 

Any committee member who is not present but has not tendered their apologies, or been 
granted a leave of absence should simply be recorded as “absent”, e.g.: 

           Absent:                      None 

Numbering in the minutes will follow the numbering on the meeting agenda. The text 
heading the minute for any particular agenda item will be exactly as it appears on the 
agenda. Should members present consent to an item being taken out of order at the 
meeting, this should be noted in the minutes at the commencement of the relevant item, 
but the minutes should record that item in the same order as it appears on the agenda, 
e.g.: 
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10.       Draft budget 2016/17 

On recommendation of the Chair, the Board agreed that this item should be advanced up 
the agenda, and it was taken after item 3. 

 14.4 Late arrival and early departure  

            When any member, or other person attending the meeting (e.g. a specialist consultant who 
has been invited for a particular item), either arrives after the meeting has started, or 
leaves before it has finished, this should be recorded in square brackets with an 
explanatory note at the appropriate point, e.g.:     [Frank Bradley left the meeting at this 
point]  

14.5 Recording of substantive agenda items                                                                        

There is no right or wrong way to approach recording the discussion of the actual agenda 
items, provided that what is recorded is accurate, and captures the meetings intentions 
and decisions. Bridgewater’s approach to this will be: 

 Minutes will not be a verbatim record of everything said during discussion. They 
should be a brief summary, but capturing all key points. 

 Generally, a minute of an item will be in four parts: 

Part 1 – a brief summary of the purpose of the item by way of introduction, e.g. Members 
were asked to consider a report by the Head of Finance the purpose of which was to 
provide information concerning the current budget.  

Part 2 – a short summary of the discussion, identifying key points made, noting arguments 
for and against the proposal, and any points of clarification. Try to record answers and 
explanations, rather than questions and queries. A summary of reasons leading to a 
decision, or non-decision, should be recorded. Comments should not normally be 
attributed to specific members, unless specifically requested by that member– where this 
is done, the full name should be used, reverting to Christian name only where there is a 
repeat comment from a person already identified, e.g. Members discussed the Budget at 
length, and whilst they were generally supportive of submitting it to SHR in its current form, 
so as to meet the deadline, there was concern about how close the projected interest cover 
came to breaching the RBS covenant in the last two years of the forecast. Willie Robertson 
proposed that cost assumptions should be reviewed, and potential savings found, as a 
matter of urgency. 

Part 3 – any follow-up actions that Board/subcommittee asks management to take arising 
out of the discussion (these will generally be identified by the Chair at the end of the 
discussion) should be separately recorded in bold text e.g. 

Action: Head of Finance to undertake review of cost assumptions underlying 5-
year forecast, to identify savings to improve the margin of comfort for interest 
cover covenant compliance, and report back to the next meeting. 
 
Actions should be as clear as possible about the specific action to be taken; who 
is responsible for taking the action; and the deadline for getting it done. Any such 
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actions will be added to the schedule of outstanding actions and reported to future  
meetings under “Matters arising” until the action is agreed to be completed. 

Part 4 – what is agreed by the meeting should be formally set out in a decision. 
Reports to the meeting will be classified as items for Approval, Noting, Briefing and 
Information and Administration.  Resolutions should reflect the purpose, and 
generally the meeting will: 

“approve” an item only when it is the final authority for the approval of that item; 
“endorse” an item when it is supporting a proposal which requires final approval 
by the Board ,or it is not the final proposal; 
“note” an item that has been provided for information, and does not require formal 
endorsement or approval. By noting an item, the members signify that it has been 
made aware of it, and effectively has no objection to it. 
 
Decisions should stand alone in the minutes, and be recorded in upper case and 
Bold e.g.: 
 
Decision 
The Board APPROVED the attached 5-year financial forecast without amendment 
for submission to the Scottish Housing Regulator by 30 June 2016. 
 
Items may require more than one Decision. Decisions should be written in the 
affirmative, not be open to ambiguity, be as short as reasonably possible whilst, 
where possible, standing alone (i.e. it should make sense to an external reader 
without reference to the discussion which preceded it). Any agreed amendments 
to what is proposed for decision should be recorded. 
 
Decisions are not to be added to the schedule of outstanding Actions for reporting 
to future meetings. 
 
A Board Member may request that their dissent from a specific decision is recorded 
in the minute of that item. 

14.6 Minutes of previous meeting(s) 

            Where it is a normal, scheduled meeting the draft minutes of the previous meeting will be 
presented for consideration and approval. If any amendments to the draft minutes are 
agreed, these should be specifically recorded in the minute. Any resolution to approve the 
minutes should normally be proposed and seconded by a member present at the meeting 
whose minutes are under review. The names of the proposer and seconder must be 
included in the decision.  

  If it is a special meeting, only the specific business referenced in the notice of the meeting 
should be discussed. The minutes of any previous scheduled meeting should not be 
considered at a special meeting. Minutes of any special meeting should be considered at 
the next scheduled meeting. 

 

14.7 Other matters 
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            Minutes should be written in the past tense, as they record what happened at the meeting. 
They should be recorded in an objective but constructive tone and should, where 
appropriate, reflect positively on the Association. 

14.8 End of meeting  

            Once the last item of business is recorded, usually after “Issues which the Chair has agreed 
are urgent”, the time the meeting ended should be recorded, followed by the date of the 
next scheduled meeting. 

14.9 Use of names  

            When recording discussion of substantive agenda items, the following guidelines on use of 
names of contributors should be observed: 

 As discussion is summarised, it is not necessary to attribute all comments recorded 
to a named individual. Generic terms can be used, e.g. “Members agreed that …”; 
“Some members were concerned that …”. 

 Where a contribution is made by the Chair of the meeting, these should be 
attributed to the Chair, e.g. “The Chair proposed that as members were clearly split 
on the issue, a vote should be taken”. 

 Where a member specifically requests that their point should be recorded in the 
minutes, their full name should be used. 

 References to staff members should be by their job title, e.g. “The Chief Executive 
pointed out that … “ 

14.10 What not to include 

 Information not provided at the meeting. However, if there was a request to clarify 
a particular point, the answer, if not available at the time, may be included in 
square brackets: [Post-meeting note: …] 

 Names of persons voting for or against a particular motion, or number of votes 
cast, unless specifically requested. 

 Abbreviations or acronyms, without initially referring to the term in full e.g. Scottish 
Housing Regulator (SHR) 

 Everything that is said, word for word. 
 

14.11 Minute-taking processes and procedure 

Bridgewater’s Secretary has responsibility for keeping the minutes of all meetings of the 
Association and its committees. The Board has delegated this particular responsibility to 
the Chief Executive. 

The Chief Executive has overall responsibility for the preparation and circulation of draft 
minutes for all meetings of the Board.  (in practice this is further delegated to the Office 
Administrator).  Responsibility for minute-taking for any sub-committee or other committee-
level meeting will lie with a Leadership Team  member, as provided in the remit, or 
designated by the relevant committee. 



   
 

Framework of Governance 2017   

 
 

Responsibility for actually taking minutes at the meeting and preparing draft minutes may 
be delegated to another staff member – such a person attending the meeting for this 
purpose will be designated as “Minute Secretary” in the meeting’s attendance details. 

Following each meeting, draft minutes will be prepared by the Minute Secretary as soon as 
possible, normally no longer than a week from the meeting date, following the requirements 
of this protocol as to content. 

These draft minutes will then be referred to the Chief Executive, or responsible leadership 
team member as appropriate, for initial checking and review. Following any amendment, 
the draft minutes will be promptly referred to the Chair of the meeting for final checking 
and amendment, if appropriate. The Chair of a meeting shall agree the draft minutes of 
that meeting for distribution to those attending the next meeting. All checking processes 
must be completed in good time for the agreed version of the draft minutes to be circulated 
to members for the next meeting as part of the circulation arrangements for papers, at 
least 7 days prior to the next meeting. 

The Minute Secretary will add any agreed actions to the rolling Action List for that meeting 
and distribute that updated list to all staff with lead responsibility for taking any of the 
agreed actions, within 7days of the meeting taking place. The Minute Secretary will co-
ordinate any responses received about actions taken, and update the status of each 
outstanding action accordingly, in good time for the inclusion of the updated rolling Action 
List in the papers circulated for the next meeting.  

The minutes should be confirmed at the next scheduled meeting of the Board/committee. 
To be approved as a correct record of the meeting, minutes must be accepted by the 
Board/committee following a motion proposed and seconded by two members who were 
present at the relevant meeting. If there are not two members who were present at the 
relevant meeting, the minutes may still be approved, but the absence of any such members 
should be noted in the minute of the item approving the previous minutes. 

Members are responsible for ensuring the accuracy of the minutes. If felt necessary, 
amendments to the draft minutes should be agreed prior to their formal approval, with all 
agreed amendments recorded as part of the decision to agree and adopt the minutes, e.g. 

  “Subject to Joe Blogs, Board member, being recorded as present, the Board approved the 
minutes as a correct record of the meeting; as PROPOSED by Mike Blogs and SECONDED 
by June Blogs.”, or; 

 “Subject to the replacement at item 4.1 ‘members considered information from 
Renfrewshire Council’, with ‘members requested that the Chief Executive obtain further 
information from Renfrewshire Council’, the minutes were approved as a correct record of 
the meeting; as PROPOSED by Willie Blogs and SECONDED by Joanne Blogs.” 

The Minute Secretary is responsible for preparing a final version of the minutes, including 
agreed amendments, and ensuring that they are signed by the Chair of the meeting that 
approved them. This signed copy will be evidence of the decisions, and will be filed and 
retained in accordance with the requirements of Bridgewater’s archiving processes. 

 

14.12 Confidential minutes 
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All Board and staff members have an obligation to respect and maintain confidentiality, 
and must ensure that no information about Bridgewater is disclosed to anyone who is not 
entitled to receive it. This includes the content of reports and information labelled or 
identified as confidential. 

The Chief Executive is responsible for determining whether any item or report due for 
consideration at an upcoming Board/committee-level meeting should be designated as 
confidential. This should be done in consultation with the Chair of the 
Association/committee where there is any doubt as to whether an item should be 
designated as confidential. 

A separate, confidential minute of any such items will be prepared. If the Minute Secretary 
is excluded from attendance at the meeting for any confidential item, the Chair must 
ensure that an attendee who will be present for such discussions will assume responsibility 
for preparation of the confidential minute. 

Confidential minutes should follow the same approval procedure and signing 
arrangements for open meetings, as set out in section 14.6 above. However, they will not 
be made available to staff, or to anyone outside the Association, except when they are 
reasonably required by relevant statutory bodies e.g. The Scottish Housing Regulator and 
the Charity Regulator, or by the Association’s lenders.  For the purposes of this protocol, 
agents and consultants to the Association are considered to be “inside” the Association 
and may be given access to confidential minutes which are required to carry out their 
duties. 

The Chairperson, Chief Executive, Leadership Team and Minute Secretary will normally 
have access to confidential minutes, once prepared.  Secure filing, retention and archiving 
of confidential minutes will be the responsibility of the Chief Executive, including an audit 
trail of supporting reports and papers. If in any particular circumstance this is not 
appropriate, the Chair must ensure that reliable arrangements for ongoing confidential 
filing of such minutes are made, and that such material will continue to be accessible to 
Board Members when required as appropriate.  

14.13 Assurance and review 

Board members will obtain assurance about the outcome of sub-committee and any other 
committee-related meetings by receiving a draft copy of the minutes of any such meetings. 
Minute Secretaries of such meetings must ensure that draft minutes of any meetings that 
took place more than two weeks before the next scheduled Board meeting are available 
for circulation as part of the normal distribution arrangements for papers. These should 
normally be checked by the relevant committee Chair, but if necessary, unchecked or 
partially checked draft minutes may be used for this purpose. 

The Board will obtain assurance that agreed actions are being followed up and 
implemented by consideration of a rolling report of actions taken and outstanding, 
presented under ‘Matters Arising’ at each meeting.  

The Board will obtain assurance that its Decisions are being properly implemented and 
followed through by receiving a report from the Chief Executive every 6 months, reviewing 
all Decisions taken during that period, and highlighting any that have not been fully 
implemented, or any from an earlier period that are still outstanding.  

14.14 Publication 
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Where possible, all approved minutes will be placed on the Association’s Web Site.  Private 
matters will be redacted.  The Association’s policy on openness provides additional 
information on the publication and circulation of minutes of meetings. 



   
 

Framework of Governance 2017   

 
 

SECTION 15 

WHISTLEBLOWING 
 
15.1 Introduction 

Bridgewater Housing Association is committed to the highest standards of openness, 
probity and accountability.  As employees are often the first to realise that there may be 
something seriously wrong, the Association expects those who have serious concerns 
about any aspect of the Association’s work to come forward and speak up without fear of 
reprisal.  Thus, the Association recognises that it is an important aspect of accountability 
and transparency to provide a mechanism to ensure that no employee, governing board 
member or stakeholder of the Association feel at a disadvantage in raising legitimate 
concerns. 
The Public Interest Disclosure Act, which came into effect in 1999, gives legal protection 
to employees against being dismissed or penalised by their employers as a result of 
publicly disclosing certain serious concerns. 

All employees, governing Board members and Stakeholders working for or acting on behalf 
of the Association are covered by this policy.  The policy also applies to suppliers and those 
providing services under a contract within Bridgewater Housing Association. 

A customer, member of the public or other service user, will be encouraged to raise any 
concerns regarding “Whistleblowing” directly with the Chief Executive, or in writing marked 
“Private & Confidential”  

 
15.2 What is Whistleblowing 

Whistleblowing is where a member of staff raises concern about improper conduct, 
wrongdoing, risk or malpractice with someone in authority either internally or externally e.g. 
a regulator. Officially this is known as making a ‘protected disclosure’. 

Whistleblowing is different from a grievance. Whistleblowing is about conduct that affects 
others: for example, fraud or a failure to comply with health and safety requirements. 
Grievance is where a member of staff has a personal complaint about their own 
employment situation. The Association has a separate grievance procedure for such 
situations which should be followed. The Regulator does not generally have an interest in 
a staff grievance unless there is a wider issue in terms of threats to the interest of tenants 
or other service users, or pose a risk to the viability of the Association. 

 

15.3 Why is it important? 
Problems can arise in any organisation and the best people to identify them are often the 
people who work in the organisation. If any staff member has a concern about the 
Association, reporting this concern early can help ensure that the situation doesn’t become 
worse which could mean taking more time, effort and resources to fix. Reporting concerns 
early would protect the interests of tenants and other service users and other staff 
members too; and in dealing with concerns others members of the public or our 
stakeholders (e.g. our lenders) will have confidence in the organisation. 
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15.4 Role of the Scottish Housing Regulator 
The Regulator’s role is to safeguard and promote the interests of tenants and service users. 
They are interested in any conduct which puts this at risk and could threaten the viability 
or reputation of the Association or the wider sector. 

Regulatory requirements are set out in the Scottish Housing Regulator’s Regulatory 
Standards of Governance and Financial Management, which includes:  

Standard 4 

The RSL conducts its affairs with honesty and integrity. 

The Regulator is the ‘prescribed person’ staff can make a disclosure to about the 
Association’s housing performance, registration, financial well-being and standards of 
governance. 

 

15.5 Scope of policy 
This policy is designed to enable staff and governing Board members of the Association to 
raise concerns internally and at a high level to disclose information that the individual 
believes shows malpractice or impropriety.  A number of policies and procedures are 
already in place, including fraud, bribery, grievance, dignity at work, and discipline. 
However, this policy is intended to cover concerns that are in the public interest and may 
(at least initially) be investigated separately, but might then lead to the commencement of 
other procedures.  Actions and behaviours which we would deem to be unacceptable 
include:  

 

 Failure to comply with Policies and current legislation. 
 Failure to comply with our Code of Conduct for staff and Board members. 
 Fraud. 
 Falsifying records. 
 Offering or accepting bribes or other inducements. 
 Non-disclosure of interests. 
 Breaches of confidentiality. 
 Failure to identify Health and Safety hazards and/or failure to rectify these. 
 Harassment, bullying and violence of any kind in the workplace. 
 Use of discriminating practices or actions. 
 Gross incompetence. 
 Gross negligence of duties and responsibilities. 
 Improper behaviour towards customers or acting on behalf of customers in personal matters, 

particularly financial matters. 
 
The above list is not exhaustive but is intended to indicate types of behaviour and action 
that the Association would find unacceptable and within the scope of this policy. 

 

15.6 Safeguards 
This policy is designed to offer protection to those staff members of the Association who 
disclose such concerns provided the disclosure is made: 

 in good faith. 
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 to an appropriate person/body; and; 
 that the individual has reasonable belief in the validity of the concerns being raised. 

 

The Association will not tolerate any harassment or victimisation (including informal 
pressures) and will take appropriate action to protect the individual when they raise a 
concern in good faith. 

 

15.7 Confidentiality 

All concerns will be treated in confidence and every effort will be made not to reveal the 
individual’s identity if they so wish.  However, at the appropriate time the individual may 
need to come forward as a witness. 

  

15.8 Anonymous Allegations 

This policy encourages individuals to put their names to any disclosures they make.  
Concerns expressed anonymously are much less powerful, but may never the less be 
considered at the discretion of the Association. 

 

15.9 Untrue Allegations 

If an individual makes an allegation in good faith that is not confirmed by the subsequent 
investigation, no action will be taken against them.  However, if the individual makes an 
allegation frivolously, maliciously or for personal gain, disciplinary action may be taken 
against them and this may include dismissal. 

 

15.10 Raising a concern with the Association 
 

First Step 
The individual should raise concerns with their immediate line manager.  This information 
will be passed on as soon possible to the Chief Executive. In the situation where a governing 
Board member has concerns under this Policy, normally this should be directed to the 
Chairperson of the Association. 

Any complaints will be investigated by the Chief Executive unless the complaint is against 
the Chief Executive or is in any way related to their actions.  Where the complaint is related 
to the Chief Executive it should be addressed to the Chairperson who will in turn appoint 
an independent person to investigate the allegations. A separate policy exists for such 
complaints. 

Although the individual is not expected to prove beyond doubt the truth of an allegation, 
they will need to demonstrate that there are reasonable grounds for their concern. 

The earlier the individual expresses their concern, the easier it is to action.  The amount of 
contact between the persons considering the issues and the individual will depend on the 
nature of the matters raised, the potential difficulties involved and the clarity of the 
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information provided.  If necessary, the Association will seek further information from the 
individual concerned. 

Where any meeting is arranged, the individual can be accompanied by a trade union 
representative and also have the meeting off-site if they so wish. 

 

Process 
On receipt of a disclosure the appropriate person will launch an investigation. 

Depending on the circumstances surrounding the investigation appropriate action will be 
taken in accordance with the Association’s existing policies and procedures. 

 

Timescales 
Once the investigator has completed the investigation, the findings will be given to the 
individual who instructed the investigation. They will then write to the person who raised 
the concern as soon as possible and: 

 

- Acknowledge that the concern has been received; 
- indicate how the matter will be dealt with; 
- give an estimate of how long it will take to provide a final response; 
- supply the individual with information on staff support mechanisms; and tell the 

individual whether further investigations will take place and if not, explain why. 
 

15.11 Outcomes of investigations 
Once the investigation has been completed and the report is received by the Chief 
Executive, (or Chairperson if the complaint is against the Chief Executive) a decision on 
what action to take will be considered.  If there are reasonable grounds to substantiate the 
complaint, an appropriate procedure will be invoked. 

This may also include referral to an external body. 

Where an individual feel that their concern has not been dealt with appropriately they can 
appeal the decision internally to the Vice Chair.  If, after appealing internally the individual 
is still not satisfied with the outcome, they can raise the issue with the Scottish Housing 
Regulator. 

 

15.12 Raising concerns to the Scottish Housing Regulator 
The Regulator expects the Association to conduct its affairs with honesty and integrity. It 
further expects the Association to have a Whistleblowing Policy which covers how to raise 
concerns internally. The Association will take any concerns raised seriously and look 
properly into the matters raised. 

Sometimes staff or governing Board members are reluctant to report concerns internally 
because they are worried about repercussions or they have little confidence in the 
organisation’s ability or willingness to deal with the matters. Sometimes this may also be 
about concerns that the organisation hasn’t deal with the matter appropriately. This is 
when contact with the Regulator may be appropriate. 
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The Regulator is a ‘prescribed person’ under the Public Interest Disclosure Act 1998 (PIDA). 
This provides protection to employees, agents and contractors who make a ‘qualifying 
disclosure’ to the Regulator if they make the disclosure in good faith and that they 
reasonably believe the information to be true. This means the person should not be treated 
any less favourably. Recourse could be made to an Employment Tribunal if they suffer a 
loss as a consequence of whistleblowing. 

However, disclosures that are malicious or knowingly untrue are not protected under the 
PIDA. Any employer may take disciplinary actions against a staff member who provides 
information that they know is untrue. Governing Board members are not protected by PIDA 
but the Regulator will handle such concerns in the same way as qualifying disclosures from 
staff. 

Protection for a qualifying disclosure applies to public interest issues involving – criminal 
offence; failure to comply with a legal obligation; miscarriage of justice; threats to an 
individual’s health and safety; danger to the environment; or a deliberate attempt to 
conceal any of these. Legal advice should be taken on whether the protection applies. 

 

Reporting concerns to the regulator: 

 They can be anonymous but this may make it more difficult to take forward or give 
feedback. 

 Confidentiality will be protected as far as possible but there is a chance that some 
information provided might reveal identities. 

 Criminal offences will be passed to the police. 
 

What the Regulator will do: 

 They will ask some questions to help understand the nature and extent of the concerns 
and whether they have been reported internally or to someone else. 

 They will consider carefully what they are being told along with any information they already 
have about the organisation. 
 

Every case is different but a number of things could happen: 

 Take no further action for example, where there is not enough evidence or assurance has 
been given that the governing body has dealt with the matter appropriately. 

 Ask the governing body to investigate the matter (independent advice). 
 Ask the governing body to obtain independent advice or support to help them deal with the 

situation or the Regulator can carry out an investigation. 
 Refer the matter to another regulator e.g. Care Inspectorate or Audit Scotland where the 

matters fall within their remit. 
 Refer the matter to the Police if they think a criminal offense may have been committed. 

 

Engagement with the Association involved will be in confidence. They will tell us about the 
concerns without revealing details of the whistle-blower. This confidence will be maintained 
after the case has been concluded. 

The Regulator may not be able to tell the complainant everything about what they intend 
to do but they will tell them as much as they can.  
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SECTION 16 
 
DECLARATION OF INTEREST 

 

Declarations of interest (DOI) can be raised by Bridgewater employees, Board members or 
prospective employee’s / Board members.  The procedures below outline the different 
types of DOI and how they should be managed.  It should be noted that it is the policy of 
Bridgewater Housing Association that all board members should declare any interest at the 
start of any Board or committee meeting and leave the meeting when the issue is being 
discussed.  

ANNUAL DECLARATION OF INTEREST PROCESS - STAFF 
 

1. On an annual basis, at the end of the financial year, the Office Administrator will 
issue a request to all staff to complete a Declaration of Interest Form Appendix 9. 
At the same time as issuing the form, the Administrator will also distribute the 
approved businesses list, so that staff, when completing the form, can ensure that 
they declare their interest in any of our known businesses. 
 

2. Once staff have completed their section of the form, they will then hand it to their 
line manager for sign off. 
 

3. The line manager will review the form, and if there are any pre-existing declarations 
of interest noted on the form (i.e. those which have already been authorised), the 
manager will note any steps which are being taken to ensure this interest is 
managed and will sign off and return to the Administrator.   
 

4. If there are any new declarations of interest made on the form, that the line 
manager was not previously aware of, the ‘new declaration of interest procedure’ 
as detailed below must be followed before the annual form can be signed off. 
 

5. Line managers will return their completed forms to the Administrator. 
 

6. The Administrator will then ensure that all declarations of interest are recorded on 
the Declaration of Interest Register.  If the Administrator finds that any new 
declarations of interest have arisen, they should contact the line manager to 
ensure the new declaration of interest process is followed. 
 

ANNUAL DECLARATION OF INTEREST PROCESS – BOARD MEMBERS 
 

1. On an annual basis, usually after the Annual General Meeting, the Office 
Administrator will issue a request to all Board Members to complete a Declaration 
of Interest Form.  At the same time as issuing the form, the Administrator will also 
distribute the approved businesses list, so that Board members, when completing 
the form, can ensure that they declare their interest in any of our known 
businesses. 
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2. Once Board Members have completed their section of the form, the forms will be 

handed back to the Office Administrator and collated. 
 

3. The Chair of the Board will review all Board Member forms, and if there are any 
declarations of interest noted on the form, the Chair will note any steps which are 
being taken to ensure this interest is managed, will sign off and return to the Office 
Administrator. 
 

4. The Office Administrator will then ensure that all declarations of interest are 
recorded on the Declaration of Interest Register.   

NEW DECLARATION OF INTEREST PROCEDURE  

1. As per the types of DOI outlined in the policy, if any staff member finds they have a 
new declaration of interest, they must first of all notify their line manager. 
 

2. The Line Manager will then refer to the Entitlements, Payments & Benefits Policy 
for initial guidance. 
 

3. If permission is required in relation to the DOI, the line manager will complete the 
Declaration of Interest – Request for Approval Form – Appendix. 10 Information 
should be completed as follows: 

 
 

a. Date of Request.  
b. Department Making the request – e.g. Technical. 
c. Name of Employee making the request – i.e. the existing member of staff 

affected. 
d. What is the Type of Declaration – e.g. my brother in law is tendering for a 

gardening contract, my daughter has applied for a home with the 
Association and has been shortlisted. 

e. When does this need to be approved by? – It may be that this needs to be 
dealt with quickly so we can offer someone a home to reduce void costs.  
Any time constraints should be noted on here. 
 

4. The completed form will then be emailed to the Office Administrator or in their 
absence the Corporate Services Manager.   
 

5. The Administrator will note on the form from whom we need permission for the 
interest. 
 

6. The Administrator will then seek out the necessary permission, and update the 
second section of the form.  The DOI will be logged on the DOI Register and if 
approved, a link to the authorising email will be noted. 
 

7. The Administrator will then notify the line manager of either the rejection or 
approval of the request. 
 

8. The Line Manager will then ensure the employee who made the original DOI is 
notified. 
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DECLARATION OF INTEREST PROCEDURE – FROM JOB APPLICANTS 

1. On the front of the application form, new applicants are asked to declare any 
interest if they are in close relationship with a current member of staff, a Board 
Member, or they receive services (Factored Owner or Housing support ) from the 
Association. 
 

2. The Office Administrator should check applications to ensure that any DOIs are 
highlighted at the shortlisting stage, so that if there are any major concerns, these 
can be addressed alongside the interview process. 
 

3. If the job applicant is interviewed and becomes the preferred candidate for the role, 
the Office Administrator should follow the New Declaration of Interest Process.  This 
will ensure that approval is given to their appointment and consideration is given 
to how we will manage any conflict of interest. 
 

4. If the DOI is approved, the Office Administrator would update the DOI register and 
then the conclusion of the recruitment can then take place.  PLEASE NOTE THAT 
POSTS WILL BE OFFERED SUBJECT TO THE NEW DOI PROCEDURE BEING 
FOLLOWED AND ANY DECLARATION OF INTEREST BEING APPROVED 
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SECTION 17 

EQUALITY IN EMPLOYMENT AND SERVICE PROVISION 
 

17.1 Policy Statement 

As a significant employer and provider of services in Erskine, Bridgewater Housing 
Association has a key role to play in eliminating discrimination and promoting equality of 
opportunity and good relations between different groups, within its own workforce and also 
within the town of Erskine. 

The Association recognises and values the diverse range of talents, skills, experience and 
perspectives that exist within society and believes that those qualities and attributes 
should be reflected within the composition of its workforce, its employment practices and 
in the planning and delivery of its services. 

This policy sets out the commitment of the Association to provide services that are inclusive 
and accessible and also the measures it will adopt to eliminate discrimination, promote 
equality of opportunity and promote good relations between different groups both within 
and out with the workplace. 

Central to the Association’s policy is the prevention of discrimination, victimisation and 
harassment against service users and employees on any grounds, but particularly in 
relation to the following protected characteristics: 

Age; disability; gender reassignment, marriage and civil partnership; pregnancy and 
maternity; race; religion or belief; sex and sexual orientation. 

In addition, prevention of discrimination, victimisation and harassment in relation to 
marital status, civil partnership status, language, social origin, employment status, political 
belief, trade union membership or activity, or responsibility for dependants is key to this 
policy. 

 

Definitions of each of the above categories are included in Appendix xxx  

 

17.2 Aims of the Policy 

The principal aim is to confirm and publicise the Association’s commitment to equality of 
opportunity and to create a policy framework around strategies and action plans can be 
formulated to; 

 

 Eliminate unlawful discrimination within employment and service delivery practices and 
procedures. 

 Promote equality of opportunity, social inclusion and good relations between persons of all 
equality target groups 
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 Identify and remove barriers to accessing services, information and employment 
opportunities; 

 Develop appropriate measures to increase levels of representation of under represented 
groups; 

 Ensure compliance with the general and specific duties placed upon the Association by 
current and future equality legislation; and 

 Provide relevant workforce training and awareness programmes. 

 

17.3 Scope 

The policy applies to all employees, and those providing services on behalf of and in 
partnership with the Association. 

 

17.4 Implementation 

The policy will be implemented through the strategies and service specific action plans 
established by each department and through work to promote the mainstreaming of 
equality. 

Additionally, the Association will;  

 publish an annual equalities action plan and report on outcomes. 
 Review existing policies and procedures as appropriate. 
 Gather monitoring information and publish this. 
 Assess new or revised policies against the Association’s equalities commitment. 

 

Implementation of the policy will also be supported through other key employment policies such 
as Dignity at Work, Recruitment and Selection, Disciplinary and Grievance, Management of 
sickness absence etc. 

 

17.5 Roles and Responsibilities 

 Leadership Team 

The Association’s Leadership Team has overall responsibility for monitoring the 
implementation of this policy throughout the organisation, both in terms of service delivery 
and employment matters.  They are responsible for ensuring that the policy is effectively 
implemented within their own service area and in accordance with the Equality Action Plan 
etc.  They will ensure that equality matters are integrated into policy development, decision 
making, service planning and employment matters and that policies, practices and 
procedures are appropriately impact assessed and that any resultant changes and 
improvements are implemented. 

Employees 
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All employees have a responsibility to eliminate discrimination, promote equality of 
opportunity and good relations between persons of different groups.  Employees will be 
supported in fulfilling those responsibilities through appropriate training and guidance. 

Partner Organisations, Contractors and Suppliers 

Partners, Contractors and Suppliers of goods and services will be expected to comply with 
the terms of this policy and will be asked to provide evidence on how they are meeting the 
general and specific duties to eliminate unlawful discrimination, promote equality and good 
relations between different group. 

Appendix 14 provides a Glossary of Terms associated with this policy. 
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SECTION 18 
 
HEALTH AND SAFETY 
 
1.  Introduction 

The Association acknowledges that most people working in Housing Associations do not 
live with danger daily such as people on farms, at sea, in coal mines or on oil rigs.  That 
can make us take safety in our surroundings for granted.  Only when someone has a close 
escape or an accident is our complacency challenged and even then our heightened 
awareness is very short lived.  All around us every day there are potential hazards which 
could seriously damage the health and safety and welfare of a member of the public, a 
colleague or ourselves.  Bridgewater needs every person working for it to pay particular 
attention to the health and safety and welfare policies we have adopted.  The Association 
needs everyone to think about safety as a key element of work, not as something to be left 
to experts. 

 
It is our intention to demonstrate an ongoing and determined commitment to improving 
health and safety at work throughout our organisation.  Consequently, we will comply with 
the requirements of health and safety legislation and we will promote best practice and 
comply with the guidance of the Health and Safety Executive and other regulatory bodies. 

 
2.  Regulatory Requirements 

The Scottish Housing Regulator has set out the five Regulatory standards of Governance 
and Financial Management it expects Housing Associations to comply with.  This policy 
relates to: 
 
Regulatory Standard 1 
The Governing body leads and directs the RSL to achieve good outcomes for its tenants 
and other service users. 
 
Specifically, this policy assists the Board to ensure that: 
 
“The RSL’s governance policies and arrangements set out the respective roles, 
responsibilities and accountabilities of governing body members and senior officers and 
the governing body exercises overall responsibility and control of the strategic leadership 
of the RSL”. 

 
3. Management 

The overall development of the Association’s approach to health and safety is the 
responsibility of the Board.  However, the responsibility for administration and 
implementation of the policy lies with the Chief Executive and Leadership Team. 

 
4. Policy 

This policy reflects our commitment to ensuring that health and safety at work is 
paramount to the business and that effective health and safety activities contributes to our 
success.  Our policy focusses on Awareness, Competence and Compliance. 
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4.1 AWARENESS 
All of our people working for and with us have an awareness and understanding of health 
and safety hazards and risk that affect our business. 

 
Resources 
Adequate resources will be provided to ensure all our people, contractors and stakeholders 
are aware of this policy and committed to its effective implementation. 

 
Communication and Consultation 
There will be active open communication and consultation between all our people, 
contractors and stakeholders.  Health and Safety will be integrated into our 
communications, wherever appropriate. 

 
Management Roles and Responsibilities 
Roles and responsibilities for health and safety will be defined as necessary, within job 
descriptions or profiles.  Senior Managers will ensure that: 

 
 Adequate resources are provided for health and safety. 
 Health and safety is adequately assessed, controlled and monitored and; 
 Our people are actively involved on matters that affect health and safety. 

 
Hazard Identification 
We will identify our workplace health and safety hazards.  We will inform our people, 
contractors and stakeholders, as appropriate, of these hazards. 
 
We will require our contractors and stakeholders to identify health and safety hazards that 
may impact on our work activities. 

 
4.2 COMPETENCE 

All of our people working for and with us have the competence to undertake their work with 
minimum risks to health and safety. 

 
Health and Safety Training 
All of our people will be adequately instructed and trained on the health and safety issues 
that affect them and the safe working practices that should be followed.  We will ensure 
the health and safety competence of our contractors and stakeholders. 

 
Behaviour and Culture 
Senior Managers will demonstrate leadership in health and safety.  Senior Management 
will undertake tours to ensure that health and safety issues are identified, assessed and 
managed.  Systems will be in place and people will be empowered to raise health and 
safety concerns with management. 

 
Risk Assessment and Management 
We will assess the risks associated with health and safety hazards in the workplace.  All 
our people will be informed of the health and safety hazards and risks that affect their 
work.  We will take action to prevent, reduce or control risks to an acceptable level and 
reduce the potential for incidents and accidents.  We will require our contractors and 
stakeholders to identify health and safety risks that may impact on our work activities. 
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4.3 COMPLIANCE 
Our work activities achieve compliance with legislation and our people are empowered to 
take action to minimise health and safety risks. 

 
Incident Investigation 
We will investigate and report accidents, incidents and near misses to drive improvement 
in our health and safety management.  Any lessons learned from such events will be used 
to take corrective action to prevent recurrence. 

 
Measure Performance 
We will actively and openly review and report on our health and safety performance against 
published objectives and targets.  Improvement plans will be developed to support the 
delivery of these objectives and targets. 

 
Health and Safety Management System 
We will implement the EVH Health and Safety Control Manual and we will provide all staff 
with a copy of their own Health and Safety Guide 

 
Contractor Improvement 
We will engage and collaborate with our contractors to ensure their; 

 
 Health and safety capability and competence fulfil our expectations. 
 Health and safety performance is monitored and reviewed. 
 Work activities have minimal health and safety impacts on our activities. 

 
5. Delivering our Policy 
 Our policy will be delivered by: 
 

 Generating a culture that does not tolerate threats to health and safety 
 Ensuring the real involvement of all of the people who work for and with us. 

 
 
 
 
 
Signed__________________________Chief Executive 
 
Signed __________________________Chair 
 
 
Date 19th/April/2017 
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SECTION 19 

TENDERING AND PROCUREMENT 
 

19.1 INTRODUCTION 

Bridgewater Housing Association procures in excess of £1m in goods and services 
annually.  To achieve value for money for our customers, effectively managed 
procurements – properly planned and exercised – are essential. 

Procurement is the process whereby the Association acquires goods, services and works 
from third parties.  It includes much that supports the work of the Association and ranges 
from routine items, (e.g. stationary, temporary office staff, furniture or printed forms etc.), 
to complex spend areas (e.g. construction, maintenance, Private Finance, consultants). 

 

19.2 WHY GOOD PROCUREMENT MATTERS 

There are a range of reasons why good procurement matters. 

 Effective procurement is essential for the delivery of good services and good governance.  
The Association spends well over £1m each year on goods and services necessary to 
deliver its services. 

 The Association must apply the highest professional standards when it spends this 
money on behalf of its tenants and other customers, to ensure it gets a good deal and to 
provide appropriate and necessary goods and services to the quality required to meet 
customer’s needs. 

 The procurement process spans a life cycle from identification of the need, through the 
selection of suppliers, to post-contract award management including disposal. 

 There is a duty on the Association to apply the key principles of public procurement.  
These require the delivery of value for money, appropriate quality and service to meet 
business needs and appropriate governance 

 The types of procurement which the Association is involved in is governed by the UK and 
Scottish Government regulations that implement the EU procurement directives.  These 
apply to the majority of procurements with a total value over a specified threshold.  
Procurements which are below these thresholds are not covered by the UK regulations 
but are still subject to EU treaty principles and potentially covered by additional Scottish 
regulations 

 The Association is required to promote sustainable development objectives through 
procurement in a way that is consistent with value for money and the legal framework for 
public procurement. 

 

The Association has developed a detailed Procurement Policy and this is appended at appendix 
xxx 

 

 



   
 

Framework of Governance 2017   

 
 

Appendix 1 (Section 3.4) 

PERSONS WHO ARE NOT ELIGIBLE TO BECOME BOARD MEMBERS OF BRIDGEWATER HOUSING 
ASSOCIATION LTD. 

 

A person will not be eligible to become a Board Member of Bridgewater Housing Association and 
cannot be appointed or elected as such if: 

1. They have been adjudged a bankrupt, has granted a trust deed into an arrangement with 
creditors or his/her estate has been sequestrated and has not been discharged or 

2. They have been convicted of an offence involving dishonesty which is not spent by virtue of 
the Rehabilitation of Offenders Act 1974 or an offence under the Charities and Trustee 
Investment (Scotland) Act 2005 or 

3. They are a party to any legal proceedings in any Court of Law by or against the Association or 
4. They are or will be unable to attend the Board Meetings for a period of 12 months or 
5. They have been removed from the Board of another registered social landlord or charity within 

the previous five years or 
6. They have resigned from the Board in the previous five years in circumstances where the 

resignation was submitted after the date of their receipt of notice of a Special Board meeting 
convened to consider a resolution for their removal from the Board. 

7. They have been removed from the Board in terms of rule 44.4 or 44.5 within the previous 
five years or 

8. They have been removed or suspended from a position of management or control of a charity 
under the provisions of the Law Reform (Miscellaneous Provisions) (Scotland) Act 1990 or 
the Charities and Trustee Investment (Scotland) At 2005 or 

9. They have been removed from the office of charity trustee or trustee for a charity by an order 
made by the Charity Commissioner for England and Wales or Her Majesty’s `high Court of 
Justice in England on the grounds of any misconduct in the administration of the charity for 
which they were responsible or to which they were privy or which their conduct contributed to 
or facilitated or 

10. A disqualification order or disqualification undertaking has been made against them under 
the Company Directors Disqualification (Northern Ireland) Order 2002 (which relate to the 
power of a Court to prevent someone from being a director, liquidator or administrator of a 
company or receiver or manager of company property or being involved in the promotion, 
formation or management of a company or 

11. At an annual general meeting they have served as a Board Member for a continuous period 
of nine years or more and the Board has not resolved to permit them to stand again or 
otherwise be nominated for re-election 

 

A Board Member will cease to be a Board Member if: 

 

1. They resign their position as a Board Member in writing or 
2. They cease to be a member unless they are a co-optee in terms of rule 42.1 or an appointee 

by the Scottish Housing regulator or 
3. They miss four Board meetings in a row without special leave of absence previously being 

granted by the Board either at their request or by exercise of the Boards discretion or 
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4. The majority of members voting at a general meeting decide this.  (the members at the 
meeting may then elect someone to take their place.  If a replacement is not elected at the 
meeting the Board may appoint a Board Member in terms of Rule 41 or 

5. The majority of those remaining Board members present and voting at a Special meeting 
of the Board convened for the purpose, decide to remove them as a Board Member.  The 
resolution to remove them as a Board Member must relate to one of the following issues; 

 Failure to perform to the published standards laid down by the Scottish Federation of 
Housing Associations and/the Scottish Housing Regulator adopted and operated by the 
Association. 

 Failure to sign or failure to comply with the Association’s Code of Conduct for Board 
Members 

 A breach of the Association’s rules, standing orders or other policy requirements 
 They become ineligible as a Board Member in terms of Rule 43 
 They are a co-optee whose period of office is ended in accordance with Rules 39.1 or 42.2 
 They are a Board Member retiring in accordance with Rule 39.1
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Author: Chief Executive   
 

APPENDIX 2  
 
 
 

Board – Terms of Reference 
 
The Association’s Board will comprise up to 15 members, including co-opted members.  It is the governing 
body of the Association and has ultimate responsibility for the activities and reputation of the organisation.  
The Board will generally meet once per month, (the Board may agree a recess at particular times), at the 
Association’s offices.  Specifically, the Board’s terms of reference is; 

 
1. The Board shall oversee, control and direct the duties and the actions of the Chairperson, Vice Chair, 

Secretary, and any other officers of the Association to ensure that these are undertaken in accordance 
with the rules and aims of the Association. 

 
2. The Board shall provide leadership to the Association, setting its values and standards and ensuring that 

its obligations to stakeholders are met. 

3. The Board shall set the Association’s strategic aims, ensuring that the resources to meet these are in 
place, and review performance. 

4. The Board will take objective decisions in the interests of the Association; and in doing so be open about 
what it does and publish information about its activities 

5. The Board shall appropriately delegate authority to the Chief Executive and members of the leadership 
team. 

6. The Board shall scrutinise the performance of the Association in meeting its stated goals and objectives; 
and hold the Chief Executive to account for their performance. 

7. The Board shall ensure that the Association’s budgets and borrowings are undertaken in accordance 
with the Rules, Framework of Governance and Financial Regulations.  

 
8. The Board shall ensure that the AGM and any General Meetings of the Association are called and 

conducted in accordance with the Rules. 
 
9. The Board may delegate any of its powers to sub-committees consisting of such Board members and 

other persons as it thinks fit, which shall in the functions entrusted to them, conform to the instructions 
given to them in writing by the Board.    

 
10. The Board may decide to affiliate to the Scottish Federation of Housing Associations, and to any other 

organisations having objectives similar or relevant to those of the Association. 
 
11. The Board is responsible for ensuring the recommendations or directions made by the Scottish Housing 

Regulator in the course of its regulatory activities are implemented. 
 
12. The Board will meet once a year to discuss with the Chief Executive the strengths, weaknesses, skills 

and performance of the Board over the last year.  The Board will also review the effectiveness of its 
sub-committees and working groups. 

 
13. The Board may decide on the appointment of any of its members or any employee to act as a signatory.  

Such appointments shall be reflected in the Scheme of Delegated Authority. 
 
14. The Board will fulfil its role as outlined in relevant Governance Policies, including monitoring 

performance in handling complaints, and dealing directly with any Whistleblowing reports and 
complaints against the Chief Executive 
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15. The Board, will consider and take the final decision on the recommendations from its sub – committees 

(in accordance with their delegated authority). 
 
16. The Board reserves the right to deal with the following issues:  
 
 Appointment (and if necessary, investigation of complaints against or dismissal of) the Chief 

Executive and other Senior Staff members 
 
 Approval of strategies and plans relating to business growth, including housing development 

proposals. 

 Acceptance of Scottish Government’s annual programme of investment. 

 Approval of the Business Plan and associated documents 

 Approval of the annual budget and accounts 

 The letting of a contract not identified in the investment programme or in the approved budget. 

 Overriding responsibility to ensure fulfilment of the requirements and expectations of the Scottish 
Housing Regulator, including those set out in its   Regulatory Standards of Governance and Financial 
Management,  

 Overriding responsibility to ensure compliance with the requirements and expectations of other 
regulators, such as the Social Care and Social Work Improvement Scotland (The Care Inspectorate) 
and the Office of the Scottish Charity Regulator. 

 The extension or restriction of the scope of the Association’s activities. 

 The review of the effectiveness of the Association’s work and of the standards and levels of 
services provided, including the identification of the need for new or improved services; and the 
review of the necessity for existing ones. 

 
 Approval of all policies. 

 
 Considering and making decisions on proposed payments or benefits to be granted to governing 

body members or employees, ensuring these are taken in accordance with regulatory expectations 
and the associated Code of Conduct.  

 
 Matters reserved to it by Financial Regulations. 

 
 Matters of doubt or difficulty or which involve, or appear likely to involve, major changes in policy. 

 
 Major matters concerning relationships with central government, local authorities, statutory bodies, 

other housing associations and other community organisations. 
 
 Any matter referred to it by a general meeting. 

 
 The reference of any matter to a general meeting. 

 
 The creation and dissolving of sub committees and the referral and delegation of business to them. 

 
 
17 The Board will reserve to itself any matter it deems fit from time to time. 
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1.  GENERAL TERMS OF REFERENCE OF THE SCRUTINY COMMITTEE 
 

1.1  The aim of the to the scrutiny Committee is to establish policies and monitor the 
effectiveness  of  policy,  objectives  and  programmes  in  relation  to  all  of  the 
operational aspects of the Association’s business, with particular emphasis on 
the  quality  and  scope  of  service  delivery,  customer  service,  contractor 
performance and continuous improvement.   

 
2.  COMPOSITION AND MEMBERSHIP 

 
2.1  The  committee  shall  comprise  six  members,  at  least  five  of  which  will  be 

members of the Board.  It will be possible for the committee to co‐opt a suitable 
person, who has sufficient and relevant experience but who is not a member of 
the Board, to assist them in discharging their duties.  The Chair will normally be 
a member of the committee and the committee will normally be chaired by the 
Vice Chair of the Association 

 
2.2  All Board members of the committee will be appointed by the Board, following 

the Annual General Meeting and will serve for no more than three years or such 
other length of time as the Board may determine from time to time.   

 
2.3  A quorum will comprise at least four members of the committee, (excluding co‐

optees) and the committee will meet at least quarterly with such other additional 
meetings as it deems necessary. 

 
2.4  The committee will be serviced by the Leadership Team. 
 

3.  PROCEDURES  

 
3.1  Except as otherwise stated in these provisions, the committee shall determine 

its  own  procedures,  but  will  have  regard  to  the  procedures  established  for 
meetings of the Board. 

 
4.  RESOLUTIONS 

 
4.1  The committee shall  reach decisions by a simple majority of  those voting on the 

issue  in question.    If  the number of  votes  for and against a certain proposal are 
equal, the Scrutiny Committee Chair shall have a casting vote. 

 

5.  MATTERS DEALT WITH BY THE SCRUTINY COMMITTEE 

     
5.1  The  committee  is  responsible  for  the  following  matters  and  any  other  matters 

delegated to it by the Board from time to time: 

 

 To set clear targets and performance indicators relating to the Association’s  
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 operational activities, against which performance can be assessed. 

 To  review  levels  of  customer  satisfaction  against  agreed  benchmarks,  including 
complaints and approve changes to working practices to improve service delivery. 

 Monitor equality of opportunity and opportunities for engagement with customers. 

 To ensure that the Association’s affairs at an operational level are conducted lawfully 
and in accordance with generally accepted standards of performance and propriety. 

 To make  arrangements  for  the monitoring  of  the  Association’s Health  and  Safety 
management. 

 To monitor progress in relation to the Association’s Business Implementation Plan. 

 To monitor progress in relation to the Association’s Improvement and Modernisation 
programme, including compliance with SHQS, EESSH etc.  

 To  make  recommendations  to  the  Board  in  relation  to  significant  service 
changes/improvements and the annual rent review. 

 
6.  REPORTS 
 

6.1  In monitoring the Association’s overall performance and capacity for continuous 
improvement, the committee can expect to consider; 

 

 Annual Return on the Charter (ARC). 

 Report on the ARC. 

 Benchmarking Reports. 

 Improvement Programme Reports. 

 Key Performance Indicator Reports. 

 Business Plan Up‐dates. 

 Business Plan Delivery Plan Progress Reports. 

 Complaints Reports. 

 Welfare Reform Reports. 

 Analysis of particular areas of activity, (such as arrears, repairs, etc.). 

 Compliance with Regulatory Standards of Governance and Financial Management. 

 
7.   THE BOARD 

7.1  The Board delegates its powers to the committee within the context of these 

terms of reference, however the Board retains overall control of and 

responsibility for the actions of the Association.  In order to ensure that all 

members of the Board are as informed as they can be about its Scrutiny 

function the following will be a minimum requirement. 

 

 Meetings of the committee will be scheduled within the normal committee meeting 

planning schedule and at times which allow minutes of committee meetings to be 

presented to the Board timeously. 

 All papers being considered by the committee will be circulated to all members of the 

Board who may raise any issue with the Chair of the committee prior to the meeting. 
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October 2017 

 
1.  GENERAL TERMS OF REFERENCE OF THE AUDIT AND RISK COMMITTEE 
 

1.1  The aim of  the  to  the Audit  and Risk Committee  is  to ensure  that  the Board 
places particular emphasis upon its responsibilities for audit, both internal and 
external and risk management and mitigation, together with the monitoring of 
the Association’s Budgets and  financial performance.   The committee will be 
given maximum discretion  to  determine  its  proceedings within  the  terms  of 
reference set out here.    It  is not an executive committee responsible  for  the 
formulation of policy.  Rather it is responsible for advising the Board on whether 
there is an appropriate regime of control, management and mitigation in place. 

 
2.  COMPOSITION AND MEMBERSHIP 

 
2.1  The  committee  shall  comprise  four members,  at  least  three  of which will  be 

members of the Board.  It will be possible for the committee to co‐opt a suitable 
person, who has sufficient and relevant  financial experience but who  is not a 
member of the Board, to assist them in discharging their duties. The Chair and 
Vice Chair of the Board will not be members of the committee.   

 
2.2  All Board members of the committee will be appointed by the Board, following 

the Annual General Meeting and will serve for no more than three years or such 
other length of time as the Board may determine from time to time.  Similarly, 
the Chair of the committee will be appointed by the Board for a similar duration. 

 
2.3  A quorum will comprise at least two members of the committee, (excluding co‐

optees) and the committee will meet at least quarterly with such other additional 
meetings as it deems necessary. 

 
2.4  The  committee  will  be  serviced  by  the  Head  of  Finance  and  or  the  Chief 

Executive. 
 

3.  PROCEDURES  

 
3.1  Except as otherwise stated in these provisions, the committee shall determine 

its own procedures, but with regard to the procedures established for meetings 
of the Board. 

 
4.  RESOLUTIONS 

 
4.1  The committee shall  reach decisions by a simple majority of  those voting on the 

issue  in question.    If  the number of  votes  for and against a certain proposal are 
equal, the Audit and Risk Chair shall have a casting vote. 
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5.  MATTERS DEALT WITH BY THE AUDIT AND RISK COMMITTEE 

     
5.1  The  committee  is  responsible  for  the  following  matters  and  any  other  matters 

delegated to it by the Board from time to time: 

 

Financial Reporting 
Review and challenge the actions and judgments in relation to the quarterly Management 
and Annual Accounts, paying particular attention to 

 

 Accounting policies, systems, controls and practices. 

 Areas involving significant judgement, estimation or uncertainty. 

 Methods used to account for significant or unusual transactions 

 Compliance with accounting standards. 

 Significant variances from budget. 

 Compliance with legal and regulatory and financial reporting requirements.  

 Consideration of controls to prevent fraud and illegal acts. 

     
External Audit 

    Instruct, monitor and oversee the external audit including: 
     

 Recommend  to  the  Board  for  appointment,  reappointment,  removal  and 
remuneration of the Association’s external auditors. 

 Oversee,  and  at  least  annually  review  the  relationship with  external  auditors  and 
conduct tendering exercises for external audit and appropriate intervals. 

 Discuss  problems  and  reservations  arising  from  the  audit  and  any  matters  the 
external auditor may wish to bring to the committee’s attention. 

 Discuss the nature and scope of the audit and ensure co‐operation with any internal 
audit. 

 Review  any  findings  and  recommendations  of  the  external  audit  and  monitor 
progress in implementing recommendations. 

 

Risk Management 
The committee is responsible for monitoring the Association’s approach to risk management 
and mitigation, including approving periodically the risk management plan, register and map.  
Specifically, this will involve: 

 

 Review  the  Association’s  key  policies  and  processes  for  identifying  and  assessing 
business risks, the management of these risks and an assessment of their robustness, 
appropriateness and effectiveness. 

 

 

 Review the annual risk management plan. 

 Review  any  significant  risk  management  judgements  calls  made  within  the 
Association. 
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 Review  the  status  of  and  significant  findings  from  any  regulatory  inspections  or 
regulatory violations that have occurred in the period. 

 Approval of and an assessment of the adequacy of the levels of professional 

indemnity insurance and other insurance cover maintained by the Association. 

 Review  the  position  of  any  significant  claims  and  circumstances  and  how  the 
associated lessons learned have been fed back into the business of the Association. 

 Deal with matters relating to the Association’s Whistleblowing policy and conduct of 
investigations into any significant whistleblowing matters. 

 Review the Associations risk appetite. 

 Oversight of the culture of quality and integrity within the Board and 

 Review the content of and adherence to the Association’s board code of conduct, 
including conducting any investigations in relation to breaches. 

 

Internal Audit 
The committee will be responsible for determining the programme of internal audit within 
the  Association,  overseeing  its  implementation  and  reviewing  internal  audit  reports  and 
action plans.  This will include: 
 

 Oversee the effectiveness of the Association’s internal audit function, including the 
appointment of internal auditors and the adequacy of resources available. 

 Review and approve the annual work programme of the internal audit work plan. 

 Review and consider any reports by internal audit. 

 Ensure the internal auditor has direct access to the Audit and Risk Committee Chair 
and is accountable to the Audit and Risk Committee. 

 Consider major recommendations of the internal audit investigations, management 
responses and any recommendations for improvement made by the auditors. 

 Commission special investigations in relation to matters of particular concern relating 
to internal control. 

     
6.  REPORTS 
 

6.1  In determining the appropriateness of the Association’s audit functions and control 
regime, the committee can expect to consider, at least, the following reports. 

 

 The Association’s Annual Accounts. 

 The Association’s quarterly Management Accounts. 

 Reports from the Internal Auditor. 

 Reports from the Head of Finance on control issues. 

 Reports from the Chief Executive on risk issues. 

 The Management Letter from the external auditors. 

 Submissions to Regulators on financial matters. 
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7.   THE BOARD 

7.1  The Board delegates its powers to the committee within the context of these 

terms of reference, however the Board retains overall control of and 

responsibility for the actions of the Association.  In order to ensure that all 

members of the Board are as informed as they can be about the audit function 

the following will be a minimum requirement: 

 

 Meetings of the committee will be scheduled within the normal committee meeting 

planning schedule and at times which allow minutes of committee meetings to be 

presented to the Board timeously. 

 All papers being considered by the committee will be circulated to all members of the 

Board who may raise any issue with the Chair of the committee prior to the 

committee meeting. 

 



 
 
Land and Property Management Committee 
Terms of Reference 
 
1. Membership 

 
The committee shall comprise 5 members of the Board, who will be appointed by the Board.  
The committee will have delegated authority to co‐opt to the Board a resident who is either a 
Factored Owner or a resident living in a property, previously owned by the Association or its 
predecessors.  The Chairman of the Board may additionally attend, ex officio, and have full 
voting rights, if they are not a member of the committee in their own right.  The Board will 
elect the Chair of the committee, annually.  A quorum for decisions will be 3 members of the 
committee, excluding the co‐optee. 

 
2. Attendance at Meetings 

 
The committee will be serviced by the Association’s Technical Services Manager, assisted by 
the Association’s Factoring Officer who will deputise for the Technical Services Manager in all 
things related to owners’ issues.  The Chief Executive and other members of staff will attend 
as appropriate. 
 
Meetings will take place at the Association’s offices. 

 
3. Frequency of Meetings 

 
The  committee  shall  meet  not  less  than  four  times  a  year  and  at  such  other  times  as  it 
considers necessary at the direction of the Chair of the committee. 
 
Notice of each meeting confirming the venue, time and date together with an agenda of items 
to be discussed and the relevant papers shall be forwarded to each member of the committee, 
at least 5 working days prior to the date of the meeting. 

 
4. Authority 

 
The committee shall (with the prior approval of the Chair of the committee) have the power 
to employ the services of such external professional advisers as it deems necessary to fulfil its 
responsibilities. 
 
The committee is authorised to seek any information it requires from any employee of the 
Association  to  perform  its  duties.    All  such  requests  shall  be made  through  the  Technical 
Services Manager or Factoring Officer. In all respects the committee acts under the authority 
of  the  Board  and  in  relation  to  the  conduct  of meetings  is  subject  to  the  same  rules  and 
guidance. 



5. Delegated Duties 

 
On behalf of the Board the committee shall  

 

 Develop  and  implement  strategies  to maintain  and,  where  appropriate,  improve  the 
common land and property managed by the Association, in a manner consistent with the 
approved Business Plan and Asset Management Strategy. 
 

 Create a set of service standards to define what factored owners can expect from the 
Association. 
 

 Determine the operational and service delivery requirements of the service, and ensure 
that appropriate resources are deployed to meet or exceed service standards.   

 

 Consider the annual budget requirements of the service before the budget is presented 
to the Audit and Risk Committee. 

 

 Approve for consideration of the Board any additional budget requests.  
 

 Ensure that the Association complies with the Property Factors Act 2011,  the Code of 
Conduct for Property Factors and any other relevant legislation and good practice. 
 

 Approve all policies, and where appropriate, procedures pertaining directly to the service. 
 

 Report to the Board on all contracts which affect the service. 
 

 Report to the Board quarterly on all levels of owner billing, debt recovery and customer 
satisfaction with the service. 
 

 Consider all formal complaints relating to the service and incorporate ‘lessons learned’ 
into policies and procedures. 
 

 Provide  direction  and  oversight  of  the  Association’s  Land  and  Property Management 
Service’s development and improvement. 
 

 
6. Reporting Arrangements 

 
The minute of  the committee meeting shall be made available  to  the next meeting of  the 
Board.  
 
 
 
 



Bridgewater Housing Association Ltd 
Housing Support Services Sub Committee Terms of Reference 
 

1. General Terms of Reference of the Sub Committee 
The aim of the Housing Support Services (HSS) Sub Committee, established by authority of the 
Management Committee, (Board) at their meeting on 27 July 2005, is to put in place policies and 
procedures that will deliver an effective, high quality, cost effective and professional Housing Support 
Service.  The sub-committee will oversee the management and development of the housing support 
service, including monitoring performance of the Housing Support Service Contracts and compliance 
with Care Inspectorate Regulations. 
 
2. Participants 
The Sub Committee will comprise: 
 

o 4 x members of the Board (one of whom will chair the meetings). 
o 1 x member of the Housing Support Service Staff. 
o 1 x tenant who is receiving a Housing Support Service. 

 
A Quorum will require at least 2 members of the Board  

 
3. Officer Involvement 
The Sub Committee will be serviced by the Housing Support Co-ordinator as directed by the Housing 
Services Manager. 
 
4. Specific Terms of Reference 
(a) To consider all policies, strategies and procedures specific to the Housing Support Service. 
(b) Ensure compliance with all Regulatory obligations. 
(c) Monitor the quality of the service, by way of Performance Indicators, the level and quality of 

service being provided. 
 

5. Reports 
In managing the provision of the Housing Support Service, the Sub Committee can expect to consider 
at least the following reports: 
 

o Reports on Key Performance Indicators. 
o Housing Support Contract Review Reports. 
o Care Inspectorate Audit Reports. 
o Service Improvement Reports. 
o Specific Complex General Reports. 

 
6. Role of the Board 
The Board delegates its powers to the Sub Committee within the context of this paper; however, the 
Board retains overall control of and responsibility for the actions of the Association.  In order to ensure 
that all members of the Governing Body are as informed as they can be about the Housing Support 
Service, the following will be a minimum requirement. 
 

o Meetings of the Sub Committee will be scheduled within the context of the normal cycle of 
Board Meetings. 

o All papers being considered by the Sub Committee will be circulated to all committee members 
for information. 

o The minutes of the Sub Committee will be noted by the first available Board meeting. 
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FINANCIAL REGULATIONS 
 
 
 
 

 

Lead Officer:  Head of Finance 
 

Date:  26 July 2017 
 
Review Date:  April 2019 

 

Scottish Social Housing Charter 
Outcomes & Standards: 

 
Regulatory Standards of 
Governance and Financial 
Management: 

Not applicable 
 
 

 
Regulatory Standard 3 ‐ RSLs will manage 
resources to ensure its financial well‐being 
and economic effectiveness. 
 
RS 3.1.‐ The RSL has effective financial and 
treasury management controls and 
procedures, to achieve the right balance 
between costs and outcomes. The RSL 
ensures security of assets, the proper use of 
public and private funds, and access to 
sufficient liquidity at all times. 
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1. INTRODUCTION 

 
1.1 The  Association  must  demonstrate  effective  governance  and  sound  financial 

management  and  must  have  a  robust  policy  and  procedural  framework  that 
complies with legislation, guidance and good practice. 

 

1.2 Our Financial Regulations are based on the current governance/ 
management structure and relationships detailed at the end of these 
Regulations: 

 
 

1.3 The  Association  currently  operates  under  the  Scottish  Federation  of  Housing 
Associations (SFHA) Charitable Model Rules 2013 which are the constitution of the 
organisation. 

 
1.4 The Framework of Governance of the Association details how the business of  the 

organisation  shall be run and includes delegated responsibilities, powers and remits 
of the Board  and each sub committee. 
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1.5 The  financial  regulations  detail  Board,  sub  committee  and  staff  responsibilities 
together with details of generally accepted best practice. They form a part of the 
overall  system  of  financial  and  management  control  and  take  account  of  the 
Scottish  Housing  Regulator’s  (SHR)  Regulatory  Standards  of  Governance  and 
Financial Management. 

 

1.6 Compliance with  the  Financial  Regulations  is  compulsory  for  all  governing  body 
members and staff. It is the responsibility of senior management to ensure that all 
staff are aware of  the existence and content of these regulations. 

 
1.7 Nothing in these Financial Regulations shall override instructions from or conditions 

imposed by the Scottish Government, the SHR, and the Accounting Standards Board 
of the Financial Reporting Council, the Financial Conduct Authority (FCA) and any 
other  appropriate  statutory  organisation  or  any  relevant  current  legislation. 
Nothing  in  the  supporting  Financial  Procedures  or  o t h e r policies  will  override 
the principles embodied in the Regulations. 

 
1.8 The Financial Procedures set out how these regulations shall be implemented. 

 

1.9 A review of the Financial Regulations shall take place at least every 3 years or earlier 
if deemed appropriate by the Board. 

 
2. DEFINITIONS 

 
2.1 In these financial regulations, the following words and phrases have the following 

specific meanings: 
 

Chief Executive The lead officer of the Association 

Senior Staff/Leadership 
Team 

Housing Services, Technical Services and Corporate 
Services Managers and Head of Finance 

Head of Finance  The senior officer in the Finance Team 

Staff  All employees except the Chief 
Executive and senior staff 

The Scottish Housing 
Regulator 

The statutory body responsible for regulation 
of the housing sector in Scotland 

The Financial Conduct 
Authority 

The statutory body responsible for regulation 
of the UK financial sector 

Financial Year  12‐month   period   from   1   April   to   31  March   the 
following next 

 

Other terms are defined when they are first used in the Financial Regulations. 

3. INTERNAL FINANCIAL CONTROL 

3.1 Internal financial control can be defined as the controls established to: 
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 Provide reasonable assurance of the safeguarding of assets against unauthorised 
use  or disposition. 

 Provide reasonable assurance of the maintenance of proper accounting records 
and  the reliability of financial information used in and published by the Association. 

Requirement for Internal Financial Control 

3.2 In addition to our own need for a documented system of internal controls to achieve the 
aims set out above, it is a requirement of the Regulatory Advice Note: Internal Financial 
Controls  and  the  Regulatory  Standards  (issued  September  2014)  for  Registered  Social 
Landlords that we include a statement in our published accounts which: 

 Confirms that the Board acknowledges its responsibility for Internal Financial Control. 

 Includes a description of the key procedures for Internal Financial Control. 

 Confirms that the Board has, in the Financial Year, reviewed the effectiveness of the 
system of Internal Financial Control and reports whether any weaknesses in the system 
of  Internal  Financial  Control  have  resulted  in  any material  losses,  contingencies  or 
uncertainties which require disclosure in the audited accounts. 

 Explains that the system cannot provide absolute assurance against material loss 
or  misstatement. 

 Provides reason for any non‐compliance. 

 Covers  the  period between  the balance  sheet date  and  the date  the accounts 
are  signed. 

3.3 The  External  Auditors  are  required  to  review  this  statement  and  to  report  any 
discrepancies between it and the results of the audit work. 

Responsibility for Internal Financial Control 

3.4 Responsibility for  Internal Financial Control  lies with our Board  in accordance with the 
Regulatory Standards. The Board  is responsible therefore for ensuring that the control 
system defined above is in place, is adhered to and is effective. All Board members and 
staff must adhere to the controls which apply to any situation involving the Association. 
Day  to  day  management  and  implementation  of  controls  is  delegated  to  the  Chief 
Executive,  the  Head  of  Finance  and  other  staff  (as  outlined  in  detail  within  these 
Regulations). 

Key controls 

3.5 The Association will at all times maintain the following key controls: 

 Management accounts will be prepared quarterly for management use and presented to 
the Audit & Risk Sub Committee for information. A full report with supporting narrative 
will be provided to the Board each quarter. 

 The Association will prepare annually its Report and Financial Statements and arrange for 
an external audit to be conducted, within three months of the end of each Financial Year. 
An External Auditor’s Management Letter will be presented to the Board at the same time 
as the Report and Financial Statements. 
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 A budget for each Financial Year will be prepared then discussed and approved by the 
Board before each Financial Year commences. 

 Wherever possible segregation  o f   duties will  be maintained between  initiating, 
actioning and recording  a  financial transaction. 

 All borrowing decisions and changes to banking arrangements will be approved by 
the  Board before being actioned. 

 All  bank  transactions will  be  in  accordance with  delegated  authority  levels  set  out 
at  section 29. 

3.6 These financial controls are described in further detail in the appropriate sections of 
these  Regulations. 

4. BOARD RESPONSIBILITIES 

 
4.1 The Board  has ultimate  responsibility  for  all  aspects  of  the Association's  affairs.  It  is 

responsible  for  the leadership,  strategic  direction and control of the organisation and 
for ensuring it secures good outcomes  for its tenants and service users. 

 

4.2 Statute  requires  the  Board  to  prepare a  Report  and  Financial Statements  for  each 
financial  year  and  it  is  the  Board  that  is  responsible  for  keeping  proper  accounting 
records which disclose with reasonable accuracy at any time the financial position of the 
Association. 

 
4.3 The Board  is also  responsible  for  safeguarding the assets of  the  organisation  and  for 

taking  reasonable  steps  to  prevent  and  detect fraud and other irregularities. 
 

4.4 Board  members  have  a  duty  towards  the  Association,  its  shareholders ,  staff, 
tenants,  other  service  users  and  the  community  in  which  it  operates.  They  must 
therefore  seek  good  quality  information  and  advice  at  all  times  and  ensure  their 
decisions  are  based  on  the  same.  This  advice may  need  to  be  sought from external 
professional advisors where necessary. They must also  ensure they  have  the  skills  and 
knowledge  they  need  to  be  effective  in  their  role.  They  must  at  all  times  seek  to 
identify current and future risks to the Association and plan how they will avoid, manage 
or mitigate the same. 

 

5. AUDIT AND RISK COMMITTEE 

RESPONSIBILITIES  Introduction 

5.1 It is good practice for Housing Associations to establish an Audit (and Risk) Committee. 
The  Financial Reporting Council provides guidance on the role of the Audit Committee 
in  its  publication  ‘Guidance  on  Audit  Committee’  updated  in  April  2016. 
B r i d g ew a t e r   h a s   e s t a b l i s h e d   a n   A u d i t   a n d   R i s k   C omm i t t e e   w i t h  
a d d i t i o n a l   r e s p o n s i b i l i t i e s .     The  Audit  and Risk C o m m i t t e e   is  an 
independent,  sub‐committee  of  the  Association’s  Board.  It  is  appointed  by  and 
responsible to the Board. Its main functions in relation to Audit and Risk are overseeing: 
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 the accounting and internal control systems, 

 the external audit function, 

 the internal audit function and 

 the provision of  the annual  statement of  assurance  in  respect of  financial  control 

systems. 
 

5.2 The composition of the Audit and Risk Committee is as follows: 
 

o The committee shall comprise four members, at least three of which will be 
members of the Board.  It will be possible for the committee to co‐opt a suitable 
person, who has sufficient and relevant financial experience but who is not a 
member of the Board, to assist them in discharging their duties. The Chair and Vice 
Chair of the Board will not be members of the committee.   

 
o All Board members of the committee will be appointed by the Board, following the 

Annual General Meeting and will serve for no more than three years or such other 
length of time as the Board may determine from time to time.  Similarly, the Chair 
of the committee will be appointed by the Board for a similar duration. 

 
o A quorum will comprise at least two members of the committee, (excluding co‐

optees) and the committee will meet at least quarterly with such other additional 
meetings as it deems necessary. 

 
o The committee will be serviced by the Head of Finance and or the Chief Executive. 

 
o The Internal and External Auditors have a right to direct access to the Chair of the 

Audit and Risk Committee and may request a meeting without staff being present. 
 

o The Audit and Risk Committee has the right to receive all information it considers 
necessary from the Association’s staff.  All information received will be treated as 
confidential by Audit and Risk Committee members. 

 
 

 

Accounting and Internal Control Systems 
 

5.3 In relation to accounting, audit and internal control systems, the Audit and Risk 
Committee is responsible for: 

 

 Advising the Board whether an adequate system of accounting and internal control 
exists  and  for  making  recommendations  for  its  improvement.  In  this,  it  will  be 
advised by external and  internal auditors and  the He ad   o f   F i n a n c e .      

 Recommending  whether  the  Board  should  accept  the  External  Auditor’s  annual 
report on the effectiveness and efficiency of the Association’s system of Accounting 
and Internal Financial Control. 

 Recommending  whether  the  Board  should  accept  the  Internal  Financial  Control 
statement  for  inclusion  in  the  Annual  Report  and  Financial  Statement  of  the 
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Association. 
 

6. STAFF RESPONSIBILITIES 

 
6.1 The  Chief  Executive  is  responsible  to  the  Board  for  the  implementation  of  strategic, 

policy and  procedural decisions taken by  the Board and the day to day management of 
the  Association. The  Chief  Executive  is  also  responsible  for  the  promotion  of  the 
organisation and  for co‐ordinating the activities of Senior Staff.  The Chief Executive is 
responsible for ensuring  the Board receives all  information and relevant guidance and 
training which it requires  to meet its obligations. 

 

6.2  The leadership team  are  respons ib le  for  ensur ing  staf f  members  w i th in  
the i r   team understand  their  respective  roles  and  responsibilities  and  for 
monitoring  their  performance against these. They must ensure they and their staff 
are open about,  and accountable for, all they do. They are responsible for  the security 
and control of all  assets,  cash  and materials  relating  to  their  area of operation.  They 
are also responsible for  managing  the  financial  budgets  allocated  to their area of 
responsibility. 

 
6.3   The responsibilities and duties of all staff members shall be contained within a suitable 

job description. The responsibilities and duties of any Agents  or service providers are 
contained within a relevant contract, Minutes of Agreement or Service Level Agreement. 

 
7. ACCOUNTING 

 
7.1 All accounting policies and procedures of  the Association shall be determined by  t he  

Head   o f   F i nance .     These  procedures  must  take  account  of  statute,  regulatory 
requirements,  good practice  and current guidance. 

 

7.2 The  format  of  the  Association's  financial  records  shall  be  determined  by  the Head of 
Finance and must  take  account  of  statute,  audit  and  regulatory  requirements,  good 
practice and current  guidance. 

 

7.3 The allocation of accounting duties should where possible  take account of segregation 
of duties and records should be regularly updated. 

 

7.4 All accounting policies of any statute, regulatory requirements,  good practice and current 
guidance shall be contained within the annual financial statements and shall be reviewed 
annually as part of the approval of the financial statements. Accounting policies shall be 
reviewed by the Audit and Risk Committee and recommended to the Board for  approval 
out with  this  cycle when  changes  are made. 

 
8. AUDIT 

REQUIREMENTS External Audit 

8.1 External  auditors  will  be  appointed  at  each  Annual  General  Meeting  following  a 
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recommendation  by  the  Board  and  in  line  with  the  Association’s  Rules  and  current 
statutory requirements. 

 

8.2 Auditors  will  be  appointed  following  a  tendering  process.  In  accordance  with  good 
practice,  the Association  shall  review  its  external  auditors  every  5  years  unless  the 
service level dictates otherwise. 

 
8.3 The  role  of  the  external  auditors  must  be  clearly  detailed  in  an  Engagement Letter 

provided  by  the  external  auditor.    Preparation  of  the  annual  Report  and  Financial 
Statements shall be the responsibility of   the Association's  Head   o f   F i nance .     A 
year end timetable should be completed  by the Head  o f  F inance  and  agreed with 
the external  auditors  prior  to  commencement  of  the  year  end  statutory  audit.  The 
Repor t   and  Financial  Statements  must  be  in  the  required  format  and  contain  the 
report of the external auditors. In addition, it must contain a  Report from  the Board to 
include  comment  on  past  and  future  developments  together with  a  separate  Board 
report  on the systems of internal financial control.   

 
8.4 Draft audited financial statements will be presented to the Audit and Risk Committee 

for review and recommendation to the Board for approval at an appropriate meeting. 
Final  audited  accounts will  be  laid  before  the Annual General Meeting  to  be  held  no 
later than 6 months after the end of the financial year. 

 

8.5 Final  audited  and  signed  accounts  will  be  submitted  to  the  SHR, lenders, Office of the 
Scottish Charity Regulator (OSCR) and to the FCA within the required timescales following 
the financial year end. 

 

8.6 A  copy  of  the  auditor’s  Management  Letter  and  the  Board’s  response  to  the 
Management  Letter  will  also  be  submitted  to  the  SHR within required timescales. 

 
8.7 The external audit functions shall be overseen by the Audit and Risk Committee and in line 

with good practice the committee may have, if appropriate, a private session  with the 
external  and  a n y   internal auditor at  least once a year,  without senior staff. 

 

Internal Audit 
 

8.8 Internal auditors will be appointed to carry out a rolling programme of  reviews of the 
effectiveness  and  application  of  internal  controls  and  procedures,  including  periodic 
review  of  adherence  to  the  Financial  Regulations  and Financial Procedures. 

 
8.9 Internal auditors will be appointed following a tendering process and will be appointed 

for a maximum of three years (subject to an annual renewal of  the appointment). 
 

8.10 The  annual  internal  audit  programme  shall  be  agreed  by  the  Audit  &  Scrutiny 
Committee  based on current risk  assessments. The internal audit programme shall take 
account of  concerns  or recommendations from the Board, Senior Staff and should be 
driven by the  risk register of the Association. 

 

8.11 The Audit & Risk Committee will review  all internal audit reports and progress reports 
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and  will  monitor  the implementation  of  all  agreed  actions  within  set  timescales.  An 
annual report will be presented to the Board. 

 
8.12 The  internal auditor will have access to all  locations, staff,  records and physical assets 

necessary for the performance of their role. Staff will provide the  internal  auditor  with 
any explanations necessary as part of  their  review. No limitations will be placed on the 
scope  of  their  review.  Any  such  limitations  will  be  reported  to  the  Audit  and  Risk 
Committee  as soon as is practical. 

 

8.13 The internal auditor may be asked to participate or advise in discussions relating  to 
the formulation and installation of new systems, controls and procedures. 

 
8.14 The  internal  auditor  may  assist  in  the  protection  of  the  assets  of  the  Association by 

carrying  out  regular  reviews  of  operations  in  order  to  detect  system weaknesses, 
inefficiencies, fraud, misappropriation and losses due to waste or maladministration. 

 

8.15 The  internal  auditor  will  also  monitor  compliance  with  the  Association’s  Financial 
Regulations and Procedures. 

 
9. FRAUD AND OTHER FINANCIAL IRREGULARITIES 

 
9.1 The primary responsibility for the prevention and detection of fraud and  errors rests with 

the Board. 
 
9.2 To assist in discharging its responsibilities in this area, the Board should receive directly 

any  reports  from  the  internal  auditor  on  all  cases  of  actual,  attempted  or  suspected 
fraud or bribery detected during the normal course of their activities. 

 
9.3 The  Association  will  encourage  any  staff  member  to  report  any  irregularities  to  the 

C h i e f   E x e c u t i v e ,   H e a d   o f   F i n a n c e   o r   Chairperson  o f  t h e B o a r d  as 
outlined  in  the  Association’s  Whistleblowing policy. 

 
9.4 Any matters  arising which  involves, or  are  thought  to  involve,  irregularities  concerning 

cash, property or assets, or any suspected irregularity in the operations of the Association 
which has or could have a financial  impact, shall be reported to the H e a d  o f  Finance.   

 

9.5 The Head of Finance shall escalate any report to the  C h i e f   E x e c u t i v e   who will 
alert the Chairperson. In relevant circumstances all staff may escalate  any report directly 
to a senior staff member or any office bearer. 

 

9.6 The  Ch ie f   E xe cu t i ve   or  Chairperson will  report  any  issue  involving  irregularities  in 
the  Association’s activities to the Board and to SHR, if required, as a notifiable event in 
line  with SHR guidance. 

 
9.7 The  report  will  be  investigated  thoroughly  by  one  or  more  of  the  Senior  Staff team. 

The  internal  auditor  o r o t h e r e x t e r n a l  s p e c i a l i s t  r e s o u r c e may be requested 
to assist  in the investigation. Involvement of Police Scotland shall be decided  upon by the 
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Chief Executive / Chairperson. 
 
9.8 The Association will maintain a register of all  incidents of actual or  attempted fraud or 

bribery.  The  register  will  be  annually  reviewed  by  the  Board  and  signed  by  the 
Chairperson. It will be open at all times to SHR, the internal and external auditors and our 
lenders. 

 

10. BUSINESS PLANNING 

 
10.1 The Association shall have in place a 3 year Business Plan  document (incorporating 30‐

year  income and expenditure, balance sheet and cash‐flow projections) which  sets  out 
the  strategic direction of the organisation. This should incorporate the Business Plan of 
any subsidiary of the Association. 

 

10.2 The  Board is ultimately responsible for the governance and direction of  the Association 
and  it  is  recognised  that  the  business  plan  should  represent  a joint understanding by 
the Board and staff of what the Association wants  to achieve, the choices available and 
the key risks faced. The business plan shall therefore be produced by the Board and  the 
Senior S t a f f  in consultation with staff, tenants, shareholders and other stakeholders  as 
necessary. 

 

10.3 The content of the business plan should recognise and reflect the current SHR’s Business 
Planning Recommended Practice for RSLs. It should include: 

 

 Vision and Values 

 Profile of Association and achievements (including analysis of our customer profile, 
stock, rents, performance and asset management) 

 Analysis of the Operating Environment (using PEST, SWOT and Risk Analysis) 

 Strategic Objectives 

 Annual Delivery Plan 

 Financial Analysis (including scenario planning and sensitivity testing) 
 
10.4 On an annual basis, the Chief Executive will prepare a detailed operational Delivery Plan for 

the  Association, within the framework of the business plan. 
 

10.5 The Ch ie f   Execut i ve   shall  produce a  timetable  to accompany  the business planning 
process  detailing  the  stages,  processes  and  responsibilities  in order  to  achieve  the 
timetable. 

 
10.6 The operational delivery plan will  include performance  targets and KPIs  and shall  feed 

into  the annual budget  setting process and  the risk management procedures. 
 

10.7 On at least a quarterly basis, progress against the delivery plan and targets/ KPIs shall  be 
reported  to  the  committee.  These  reports  shall  be  supported  by  the  management 
accounts,  other section reports and the risk register  to ensure all aspects of the business 
plan  are  linked  together  and  operating effectively. 
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10.8 On  at  least  an  annual  basis  the  achievement  of  strategic  objectives will  be considered 
and reported to the Board. 

 
11. APPROACH TO FINANCIAL FORECASTING 

 

11.1 The Head of Finance is responsible for long term financial planning   
 

11.2 Long term financial  forecasts  shall be prepared  in accordance with timescales noted  at 
clause 8.4 and shall be forwarded to all lenders as well as external and internal auditors 
for  information  and  consideration.  Formal  feedback  shall  be  sought  from  all  parties 
reading the assumptions employed and the financial outturns. 

 

11.3 The  Association  will  prepare  and  submit  5  year  financial  projections  to  SHR  in  the 
prescribed  format  and  within  the  relevant  timescales,  which  have  been presented to 
and approved by the Board, all in accordance with existing guidance from SHR. A copy  of 
this information shall be submitted to lenders and external auditors. 

 
11.4 The  Association shall  undertake  a  review  of its  long‐term  projections  on  an annual 

basis  in order  to ensure that  the projected  annual  position  remains  on  target with  the 
30‐year  income  and  expenditure,  balance  sheet  and  cash‐flow  projections.  A  full  and 
detailed  business  plan  review  shall  be  undertaken  every  three  years  unless 
circumstances  (including  loan  agreement  terms and  conditions)  dictate  that  an  earlier 
review  is  necessary.  Appropriate  sensitivity  analysis must  be  applied  to  the  long‐term 
projections with details  being incorporated into the business plan document. 

 

11.5 The content of the 30 year financial forecasts shall include the  following information as  a 
minimum: 

 

 Details of main assumptions employed and sources of information. 
 Statements of Comprehensive Income for 30 years. 
 Statements of Financial position for 30 years. 
 Cash Flow projections for 30 years. 
 Appropriate sensitivity analysis. 
 Schedules for all income and cost information and assumptions. 
 Supporting narrative to confirm an overview of the projected outturns, any areas 

for further consideration, any areas of concern and any actions required that flow 
from production of the final information. 

 

11.6    While the overall responsibility for this information lies with the Head of Finance, it is 
essential that an appropriate  level of  input from all  senior staff is accounted for 
within the long term financial plans. In particular, the areas  of rent levels,  rent 
increases, investment and maintenance costs, staffing levels and costs  and future 
development activity require agreed input. 

 
11.7   Given  the  impact that  inflation and  interest rates may have on the expected financial 

position, the Head of Finance shall seek information from lenders  regarding  future 
expected  rates  for these areas.  In  addition, any real cost increase assumptions should 
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take account of lender advice. 
 
11.8  The Head of Finance shall produce an annual timetable  to accompany the financial 

forecasting process and this shall take account of: 
 

 Provision of, review and agreement on future maintenance plans. 
 Provision of,  review and agreement on  rental,  staffing and development 

assumptions. 
 Production of draft projections. 
 Management team discussion, review and agreement of draft projections. 
 Reporting to Board for approval. 
 Provision of information to external parties. 
 Feedback to Board from external parties. 

 

11.9   The importance of financial forecasting in relation to the Association’ s overall 
business planning process is recognised and timetables applicable to both processes 
require to be carefully aligned. 

 
12. FINANCIAL PLANNING AND BUDGETING 

Preparation, Review and Approval 

12.1 An  annual  budget  must  be  approved  by  the  Board  prior to the start of  the financial 
year  to  which  it  relates.  The  setting  of  the  annual  budget  forms  part  of  the  annual 
business  planning  cycle  and  will  reflect  the  Association’s  current  business  plan, 
operational plans  and longer term financial forecasts. 

 

12.2 This annual budget will comprise of: 
 

 A clear statement of main assumptions and sources of  information underlying the 
budget. 

 Projected Statement of Comprehensive Income 
 Projected Statement of Financial Position. 
 Projected Cash Flow Statement. 
 Detailed capital budgets for all projects. 
 Monthly cash flow projections. 
 Monthly income and expenditure details. 
 Cost allocation information. 
 Loan covenant compliance performance. 
 Any summary narrative commentary necessary for a clear understanding of the 

budget. 

 
12.3 The  budget will  be  prepared by  the  Head  of  Finance  on  a  roll  over basis each year, 

taking  into account the prior year budget, year to  date variances and any known changes 
linking  to  the Business Plan.  The Head of Finance will put  in place a  timetable which 
will  take  account of: 

 

 Provision of budget planning information from budget holders. 
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 Review of planned, cyclical and major repairs to be undertaken in line with the 30 
year assumptions. 

 Submission of draft budget to Senior Staff and budget holders for review and 
approval. 

 Submission of draft budget to the Audit and Risk Committee for review and discussion 
including the impact of any options or sensitivities where  there is a potential material 
financial effect over the 12‐month period. 

 Amendments as a result of Audit and Risk Committee review. 
 Final approval of the budget by the Board. 

 

Budgetary Control 
 
12.4 Once  approved,  the  budget  shall  be  regarded  as  the  basis  for  authority  to  incur 

expenditure,  subject  to  current  p o l i c ,   the  Scheme  of  Delegation  and  any  specific 
exemptions  agreed  with  the  Board.  It  should  be  recognised  that  changes  in 
circumstances  may  result  in  changes  to  budgeted  expenditure.  Such  changes must  be 
approved by the Board. 

 

12.5 It  is  the  responsibility  of  all  budgets  holders  to  control  relevant  budgets.  Budgetary 
control  will  be  assisted  by  production  of  regular  management  accounts  and 
accompanying narrative reports comparing actual  income  and expenditure with budget 
estimates.  The  H e a d   o f   F i n a n c e   will  report  on  actual  income  and  expenditure 
against  budget: 

 

 On a quarterly basis to the Chief Executive and budget holders. 
 At least quarterly to the Audit and Risk Committee. 

 
12.6 The Head of Finance will ensure that material variances are clearly explained within the 

narrative  supporting  the  quarterly  Management  Accounts.  Explanations  of  material 
variances will be sought from budget holders during the preparation of the management 
accounts where necessary.  Variations of less than £5,000 may be deemed as immaterial 
and may not be reported on specifically. 

 
12.7  The quarterly management accounts should include the effect of likely  future events on 

the financial position, together with details of the currently projected financial position 
of the Association at the year‐end. Cash flow monitoring  and covenant compliance will 
form a part of the management accounts. A copy  of the approved budget and quarterly 
management accounts will be sent to  the Association’s lenders.  

  
12.8   In  emergency  situations,  expenditure  may  be  incurred  beyond  authorisation  levels  by 

obtaining the prior approval of the Chief Executive, who will consult the Head of Finance, 
if  possible,  before  agreeing  to  any  request.  Any  such  expenditure must be  reported 
by  the  H e a d   o f   F i n a n c e   to  the  next  meeting  of  the  Board  for 
h o m o l o g a t i o n .   

 
12.9  Senior  Staff  should  ensure  that  when  reports  are  issued  to  the  Board,  the  financial 

implications of any course of action should be fully detailed. The Head of Finance should 
be  consulted  prior  to  any  report  that  has  material  financial  implications  going  to  the 
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Board. 
 

13. CASH CONTROLS 

 
13.1 Bank  accounts  held  by  the  Association,  details  of  authorised  signatories and  cheque 

signing details are contained within the Association’s detailed Financial Procedures. 
 

13.2 Procedures for the receipt of funds are detailed in the Financial Procedures. 
 

13.3 A  petty  cash  float  not  exceeding  £300  shall  be  held  for  the  purpose  of  making  small 
payments and properly authorised expenses. An appropriate member of the Finance 
Team  has day  to  day  responsibility  for  petty  cash  payments.  Detailed petty  cash 
procedures  are detailed in the Financial Procedures. 

 

13.4 All bank accounts and petty cash accounts must be reconciled to the  relevant books of 
account  by  the  Finance  T e am   on   a  monthly  basis.  These  reconciliations shall be 
reviewed and certified as accurate by the Head of Finance.   

 
13.5 The  Head  of  Finance  shall  be  responsible  for  the  safe  custody  of  all  banking 

documents, including cheques, and cash floats. These should be held within  the office safe 
as set out in the Financial Procedures. 

 
14. DEBTORS CONTROLS 

 
14.1 The Association  acknowledges the requirement to maximise  income collection  in order 

to generate as much income as possible. 
 

14.2 Where external funding for projects is made available to the Association,  all grant claims 
must  be  submitted  timeously  in  order  to  ensure  receipt  of  funds  prior  to payment 
(where allowed) or as soon as possible (in line with grant offer conditions) after  payment 
has been made. 

 
14.3 All  other  sums  due  and  outstanding  to  the  Association  shall be  summarised within the 

quarterly management accounts.  Such  sums shall  include  insurance claims outstanding 
and chargeable repairs. 

 

14.4 Procedures  relating  to  rents  and  other  income  generating  areas  shall  incorporate 
information on debtor control including the basis for monitoring and reporting sums due. 

 

14.5 All  amounts  considered  irrecoverable  must  be  processed   fo l lowing   the  
appropr iate   r ight  of f  po l i cy    
 

14.6 Write off of irrecoverable debts should take place at least annually. 
 
14.7 Responsibility for Debtors control within the Association is as follows: ‐ 
 

(i) Rent arrears, re‐chargeable Repairs, legal expenses, service charges – Housing 
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Services Manager 
(ii) Insurance Claims outstanding, owner occupier debt, new development 

contributions from utilities– Technical Services Manager 
(iii) Contract Funding for Care and Repair – Corporate Services Manager 
(iv) Any other Debtors – Head of Finance 

 

15. ASSET CONTROLS 
 

15.1 The Association shall maintain  a  fixed  asset  register detailing all  furniture,  fittings  and 
equipment  c o s t i n g   i n   e x c e s s   o f   £ 1 0 , 0 0 0   and  other  items  classed  as  capital 
assets,  owned by the organisation. The  register  should  detail  acquisition  date,  disposal 
date,  estimated  useful  life  for  depreciation  purposes  and  cost.  In  addition,  copies  of 
invoices  relating  to  each  asset  purchased shall be contained within the register, which 
may be held in electronic format. 

 

15.2 The  Association  shall  undertake  an annual  review of  the  register  to  verify continued 
ownership  and  existence  of  these  fixed  assets.  This  task  shall be  undertaken  by  The 
H e a d   o f   F i n a n c e . 

 

15.3 Equipment Maintenance contracts and leasing contracts shall be entered  into for such 
fixed assets as appropriate and a separate register shall be held by the Association. 
Details to be inserted on these registers include;  service provider, start date, 
termination date and asset being maintained/leased and cost. This register shall be 
updated on a quarterly basis by The Finance  Officer and may be  held in an electronic 
format. 

 

15.4 Details  of  any  asset/equipment  disposals,  including  details  of  sums  received  (if 
applicable), shall be reported to and authorised by the Board. 

 

15.5 The  Housing  Services  Manager  will  ensure  a  register  of  all  properties  owned  by  the 
Association  is  maintained  and  kept  up  to  date.  The  Head  of   F inance   shall  ensure 
the Association complies with the requirements  of component accounting. The  current 
housing  register  used  by  the Association  will  be  known  as  the  component  accounting 
spreadsheet.  This  holds  records  of all  housing  assets  by  a d d r e s s ,  split  into  relevant 
components.  Component  and  property  replacements  and  disposals,  along  with 
depreciation  charges  of  housing  property  assets  shall  be  updated  on  the 
sp read shee t .   Copy invoices for all replacements will be kept  in a file by the Head  o f  
F inance .      

 
16. PROCUREMENT, CONTRACTS &TENDERING 

 
16.1 All  works,  goods  and  services  will  be  procured  in  accordance  with  the  terms of  the 

Association’ s Procurement Policy. 
 
16.2 Where necessary, quotations or tenders for goods or services will  be obtained, according 

to the financial limits as detailed in the  Procurement Policy. 
 

16.3 Entering contracts and placing orders for works, goods and services will be in accordance 
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with  current  procedures,  in  particular  the  approved  budget  limits  and  section  29  – 
Authorisation Levels. 

 
16.4 Where contracts for new‐build or maintenance projects, or for annual services, provide 

for payment  to be made by  instalments,  the Head of  Finance and  Technical Services 
Manager  shall  keep  records  detailing  the  position  of accounts  on  each  contract, 
together with any  other payments and the related professional fees. 

 

16.5 Payment  to  contractors,  whether  on  account  or  the  final  account,  shall be  made  in 
accordance with the financial procedures. The Quarterly Management Accounts and the 
Quarterly KPI reports will be the basis for monitoring expenditure on contracts. 

 
16.6 The committee  shall be provided with quarterly updates on the progress of all major 

contracts, including a summary of the position of accounts on each contract. 
 

17. ANNUAL MAINTENANCE PROGRAMME 
 

17.1 As part of the financial planning process, the Technical Services Manager will prepare an 
annual maintenance and improvement programme.  This will itemise the works to be 
carried  out  in  the  next  Financial  Year,  analysed  between  reactive  and  planned 
maintenance. 

 
17.2 Approval of the budget by the Board will constitute authority for the relevant staff to 

proceed with the work set out in the annual maintenance and improvement programme 
in accordance with the requirements of section 16 Procurement, Contracts & Tendering 
and section 29 Authorisation Levels. 

18. NEW BUILD HOUSING 

DEVELOPMENT Site Investigation 

18.1 When a site is identified as having development potential, a detailed site investigation 
will be carried out, including an assessment of risks involved in developing the site. A 
report on the site investigation will be prepared for the Board with recommendations 
on whether the development should proceed. No site will be developed without Board 
approval.    If  the  development  is  to  proceed  a  specific  sub  group,  with  appropriate 
delegated authority, will be established by the Board to oversee the progress of  the 
development. 

 

Development Agents 

18.2  The  Association  will  appoint  suitably  experienced  Development  Agents  to  assist  in 
pursuing development opportunities and carry out development administration work. 
Should the Association directly employ its own specialist development staff, the 
responsibilities ascribed to the Development Agent would be taken over by those staff.  

 

  Scheme Agreement 

 18.3  The Development Agent will be responsible for preparing a project proposal for 
submission  to  the  appropriate  local  authority.  As  part  of  this  process,  the  H e a d  



18 

o f   Finance will  prepare  a  full  scheme and  financial  appraisal including a cash flow 
analysis and an estimate of rental  income and private finance required. The 
Development Agent will carry out any necessary negotiations with  the appropriate local 
authority on the project proposal and will liaise with the Head of Finance  to  agree 
the  housing  association  grant  (Affordable  Housing  Supply  Program  Grant  Claims 
(AHSPG)  target.  The  Board  must  approve the project proposal. 

 

Acquisition 
18.3   The acquisition of any land or property is subject to Board approval. Once this approval 

is received, the Development Agent will prepare the HAG Acquisition claim, in liaison 
with the Head of Finance, and submit this to the appropriate local authority  two  weeks 
in advance  of  the  proposed  settlement  date.  The  H e a d   o f   Finance  will be 
responsible for ensuring that the necessary monies  are available at settlement. 

 

Private Finance 
18.4   The Head of Finance will be responsible for ensuring that the necessary private finance 

is  in  place  for  any  development  project  BEFORE  contracts  are  committed  to. 
Where  appropriate, prospective lenders will be invited to tender and the tender 
procedures set  out in the Procurement Policy will be followed. A report will be 
prepared for the Board  on the outcome of the tendering process recommending the 
proposal that represents  best value for money. This assessment will take account of 
factors such as arrangement  fees, loan margin and other costs. 

 

Tender Stage 
18.6   Tenders for development projects will be invited in line with the procedures set out in 

the Procurement Policy. The tender procedures will be followed and a report produced 
for the Board recommending the appointment of consultants and/or contractors. 

 

Progress Monitoring Reports 
18.7   Once the development project is on site, the Development Agents will provide progress 

reports  to  each  Board  meeting  until  full  completion.  The  H e a d   o f   F i n a n c e  
will ensure that details of the reported financial position are  reflected in the quarterly 
management accounts. 

 

Invoices and Payment Certificates 
18.8   All invoices and  payment certificates relevant  to the  development  project will be 

properly checked by the Development Agent and authorised for payment by the 
Maintenance Officer. The Finance Officer will arrange payment  in  line with the 
Association’s payment procedures set out in section 29 Authorising Levels. 

 

Affordable Housing Supply Program Grant Claims (AHSPG) 
18.9  The Development Agent will submit claims for Affordable Housing Supply Program Grant 

Claims (AHSPG) in line with the scheme and programme agreements. The Development 
Agent  will  prepare  all  claims  and  these  must  also  be  signed  and  submitted  by  an 
authorised signatory of the Association. 
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19. BOOKS, REGISTERS AND COMPUTER DATA 

 

19.1 As a minimum requirement the following books and registers must  be maintained by the 
Association: ‐ 

 
 

Books and Registers  Responsible Staff Member 
(a) Cashbook 

 
Finance Officer 

(b) Petty Cash Book 

 
Finance Assistant 

(c) Nominal Ledger 

 
Head of Finance 

(d) Purchase Ledger 

 
Finance Assistant 

(e) Sales Ledger 

 
Finance Officer 

(f) Payroll Records 

 
Finance Officer 

(g) Fixed Asset Register (housing) 

 
Head of Finance 

(h)  Fixed Asset Register (other) 
 

Head of Finance 

(i) Rent Ledger 
  

Housing Services Manager 

(j) Office Inventory 
 

Head of Finance 

(k) Register of Disposals 
 

Head of Finance 

(l) Register of Frauds and Bribery 
 

Chief Executive Officer 

(m) Register of Payments & Benefits 
 

Chief Executive Officer 

(n) Register of Interests 
 

Chief Executive Officer 

(o) Register of Members 
 

Chief Executive Officer 

(p) Register of Gifts & Hospitality 
 

Chief Executive Officer 

(q) Complaints Register  Chief Executive Officer 
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(r) Tender Register/Receipt Book  Technical Services Manager 

 
   

   

19.1 Responsible staff member  refers to  individual having responsibility  for maintenance of 
and administration  relating to each  register.  This  responsibility  may  be  delegated  to 
another staff member by the responsible staff member.  For example, it is expected that 
those registers which are the responsibility of the Chief Executive will be maintained by 
the Office Administrator. 

 

19.2 All  such books and  registers  together with other  relevant papers  or  information may, 
where appropriate, be kept in an electronic format and must be securely stored when 
not in use. 

 
19.3 In conducting its operations, the Association must comply with all aspects  of the Data 

Protection Act.  All such matters are the responsibility of the Chief Executive.   
 
 

 

20. SECURITY 

 
20.1 All Senior Staff are responsible for maintaining proper and adequate  security at all times 

for buildings,  furniture, equipment,  and  other  assets,  and  any cash under  their  direct 
control.  The  Chief  Executive  is  responsible  for  overall  security  and  any  risks  to  the 
Association  must be notified to the CEO immediately. 

 

20.2 All  information held on computer must be backed up on a daily basis and  stored  off  
s ite.  It  is  the  responsibility  of  t he   In fo rmat ion   Cont ro l   and   Techno logy  
Officer to ensure that this task is undertaken. 

 
20.3 Access  to  computer  systems must  be  restricted  by  the  appropriate  use  of passwords 

etc. which should never be shared. 
 

20.4 The  ICT  Officer  will  ensure  that  there  are  adequate  systems  in  place  covering  the 
security  and use of all data (personal and sensitive  information) relating to applicants, 
tenants,  members of staff, contractors and of the public held either in electronic or paper 
format,  to comply with current Data Protection Legislation and good practice.  

 

20.5 The petty cash box will be held in the office safe at all times unless in use. The secured 
c a s h   d e s k   d r a w e r   in  Reception  will  be  emptied  daily,  monies  counted, 
recounted, reconciled and transferred to the fireproof safe. The  keys  to  each box are 
held  by  the Head of Finance in a locked drawer. 

 
20.6 Access to the safe is restricted to: 

 
 Chief Executive  



21 

 Head of Finance 

 Finance Officer 

 Finance Assistant 

 
20.7 Under no circumstances  should other  staff members be given  access  to the safe, told 

the safe combination code, or retain possession of the petty cash or cash desk keys. In all 
cases petty cash and cash desk keys must be retained in the possession of the authorised 
staff member who, under no circumstances, should leave keys unattended. 

 

20.8 A register shall be maintained of all  items held within the safe. Documents should  be 
signed out when  removed by an authorised member of  staff  and signed back in when 
returned. A weekly check should be made by the Finance Officer to  ensure all items are 
present in the safe. 

 

20.9 The loss of office, property or petty cash keys must be notified to the Chief Executive 
immediately.  Any  cheques  received  by  incoming  post  should be recorded on  an 
incoming  mai l  register, and passed to the Finance Officer. 

 

21. INSURANCES 

 
21.1 The  Head  of   F inance  shall  affect  all  insurance  cover on behalf of the Association 

subject to Senior Staff confirming cover requirements. 
 
21.2 All Senior Staff of the Association shall advise the Head of Finance by email of events likely 

to result  in a change to the Association’s insurance requirements. 
 

21.3 The Head of Finance, shall review all insurances during  the year and report to the Board 
thereon. 

 
21.4 The  submission  of  all  insurance  claims  is  the  responsibility  of  the Technical 

Services Manager/Head of Finance. 
 
21.5 The Employer’s Liability  Insurance Certificate will be displayed  in  the  public  reception 

area for each place of business. 
 

21.6 The Association shall ensure, prior to contracts commencing, that written agreement is 
received from external contractors that they shall insure and take  responsibility  for  all 
works  in  progress.  A  copy  of  the  insurance cover  in  place must  be  received by  the 
T e c h n i c a l   S e r v i c e s   M a n a g e r   in  advance  of  such  works  commencing.    All 
approved businesses will comply with the Association’s insurance requirements prior to 
their acceptance on the list. 

 
22. RISK MANAGEMENT 

 
22.1 The Association’s  approach  to managing  risk  is  detailed within  the  Risk Management 

Strategy. 
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22.2 All current activities and proposals  for new  activities will be subject to risk  assessment 
specified in the Risk Management Policy. 

 
22.3 Where  potential  risks  are  identified  the  activity  will  be  included  in  the  current Risk 

Matrix together with measures to manage, avoid or mitigate the risk. 
 

22.4 The  C h i e f   E x e c u t i v e   will  provide  a  report  and  the  current  risk  matrix  to  the 
Audit  and R i s k   Committee at each meeting to update on the key strategic risks to the 
Association and  how they are being managed. 

 
23. VALUE FOR MONEY 

 
23.1 The  Association  shall  seek  to  obtain  value  for  money  in  terms  of  any  fixed  asset 

investments, its contractual commitments and in its day‐to‐day operational activities. 
 

23.2 The  selection  of  an  appropriate  method  of  procurement,  the  use  of  tendering 
procedures, the selection of appropriate financing options and a balancing of quality and 
cost or other appropriate cost benefit analysis shall be  undertaken by the Association in 
its decision making process. 

 

24. TREASURY MANAGEMENT 

 
24.1 All investment of  funds  or  arrangements  for  seeking  and managing  private finance 

shall be undertaken  in accordance with the Association’s Treasury Management Policy. 
 
24.2 Day to day operation of the policy will be delegated to the Head of Finance,  subject 

to any  exceptions as set  out in  the  Treasury Management Policy. 
 

24.3 The Head of Finance will report to the Board on borrowing and investments on an annual 
basis, or more frequently  if required, as specified in the Treasury Management Policy. 

 
25. TRAVEL, SUBSISTENCE & OTHER ALLOWANCES 

 
25.1 All  claims  for  payment  of  car  allowances,  subsistence  allowances,  travelling  and 

incidental expenses shall be authorised and paid  in accordance with  the Association’s 
policies and procedures on Board Expenses and  Staff Expenses. 

 
26. ENTITLEMENT, PAYMENTS & BENEFITS POLICY 

 
26.1 The  giving  and  receiving  of  gifts  and  hospitality  shall  be  in  accordance  with  the 

Association’s Entitlements Payments and Benefits policy. 
 

26.2 All  Board members  and  staff  shall  ensure  that  they declare  any  interest with  regards 
to any aspect of  the Association’s activities as  required by  the Rules and all regulatory 
requirements.  The  Chief  Executive  shall  maintain  the  Register  of  Interests  in 
accordance with  the Association’s Entitlements Payments and Benefits Policy. 
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27. DONATIONS 

 
27.1 The Association’s approach to donations is detailed within the  Donations Policy. 
 

27.2 Approval of donations must be in accordance with the delegation levels set out in 
Section 29 – Authorisation Levels. 

 
28. BENCHMARKING AND PERFORMANCE ANALYSIS 

 
28.1 The Association’s Chief Executive Officer shall ensure that reports will be submitted to 

the Board on the  following frequency/ areas: ‐ 
 
 

After each quarter end ‐ 
 Management accounts. 

 Operational Performance against targets and KPIs. 

 Progress with Annual Delivery Plan. 
 

Annually – 
 

 Comparison of results with SHR published ratios and statistics. 

 Annual Return on the Charter (ARC) and benchmarking results against 
peer  and local RSLs. 

 Loan Covenant compliance. 
 

The Board may consider issues arising from the above in greater detail. 
 

28.2 All  Senior  Staff  are  responsible  for  the  provision  of  information  attaching  to  their 
department  in  line  with  an  agreed  timetable  confirmed  by  the  Ch i e f   E x e cu t i v e  
and included  within the annual delivery plan. Senior Staff when providing relevant data 
or  statistics  summaries  shall  have  available  the  detailed  calculations  or  file 
attachments  that  represent the source of the summary data or statistics provided. The 
information  is   expected  to  be  accurate  and  each  leadership  team 
member  is   responsible  for  the  accuracy  of   their   own  information before 
presenting to the Board. 

29. AUTHORISING LEVELS 

 
29.1 Only  those  staff  with  the  delegated  authority  to  do  so  will  incur  an expenditure 

commitment or authorise a payment. No payments will be made by the Finance Assistant 
or Finance Officer  unless  the  payment  has  been  signed  ‘checked  to  order’  and 
signed as ‘authorised’ by the appropriate  authority. For segregation of duties and 
as an additional control measure these two ‘checks’ should be undertaken by different 
individuals.    The  Finance  Team  will  not  process  invoices  which  have  not  been  so 
authorised and will carry out an audit of 5 invoices per month to determine the level 
of knowledge attached to the checking to order and authorising invoices.  

 

29.2 The Board approves budgets prior to the beginning of  the financial year and staff have 
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delegated authority to spend within these budgets subject to  p o l i c y   F i n a n c i a l  
P r o c e d u r e s   and  the  current  Scheme  of  Delegated Authorities. 

 

29.3 There are three levels of procedures involved in authorising expenditure. 
 

a) Approving the commitment to spend 
b) Certification that the expenditure is arithmetically correct 
c) Approving the invoice after goods or services received 

 

Authority levels and delegated parties for b) & c) are set out within the Financial 
Procedures. 

 
29.4 Approval of Commitment to Spend (including entering contracts) 
 

Expenditure (excluding properties, including IT, copiers, leasing etc.) 
 

Up to £50,000  Head of Finance/Corporate    
Services Manager

Up to £100,000  Chief Executive
Over £100,000  Board

 
Staff Appointments, Salaries & Staff Costs 

 
Creation of new posts incurring  additional 
expenditure 

Board

Creation of new posts not incurring additional 
Expenditure 

Chief Executive

Temporary Contracts  Chief Executive
Salary Reviews  Board
Staff Expenses – Leadership Team  Chief Executive
Staff Expenses staff  Leadership Team
Board Expenses  Head of Finance
Chief Executive Expenses  Head of Finance.  Chair to 

counter sign every quarter 

Overtime  Chief Executive

Compromise Agreements  Board (with legal advice) 

 

Property Maintenance Costs 
 
Repairs and voids; general maintenance up to £1,000 
 

Maintenance/factoring 
assistant 

Repairs and voids; general maintenance up to £2,500 
 

Maintenance 
coordinator; property 
maintenance 
officer/clerk of works 

Repairs and voids; general maintenance over £2,500  Technical Services 
Manager 
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Ex gratia and compensation payments relating to repairs and 
maintenance activities within the scope of policy or statute up 
to £200 

Technical Services 
Manager  

Ex gratia and compensation payments relating to repairs and 
maintenance activities within the scope of policy or statute 
between £200 and £500 

Chief Executive 

Over £500  Board 

 

Development, planned maintenance and improvement work (capital expenditure). 
     

Purchase of a property  Board 

Development spend within approved contract sums  Chief  Executive 

Component replacement and cyclical maintenance within 
approved contract sums 

Technical Services 
Manager 

Contract variations up to £5,000  Technical Services 
Manager 

Contract variations up to £20,000  Chief Executive 

Contract variations over £20,000  Board 

 
Factoring 

 

Repairs; general maintenance up to  £500 
 

Maintenance/factoring 
assistant 

Owner occupiers  refunds up to £500  Factoring Officer 

Repairs; general maintenance; £2,500 
 

Factoring Officer 

Legal and debt collection services up to £1,000  Factoring Officer 

Legal and debt collection services up to £2,500  Technical Services 
Manager  

Legal and debt collection services above  £2,500  Chief Executive  

Ex gratia and compensation payments relating to repairs and 
maintenance activities within the scope of policy or statute up 
to £200 

Technical Services 
Manager 

Ex gratia and compensation payments relating to repairs and 
maintenance activities within the scope of policy or statute 
between £200 and £500 

Chief Executive 

Over £500  Board 
 

Office Administration & Other General Expenses 

 
Up to £1,000  Leadership Team 

Up to £5,000  Head of Finance & 
Corporate Services 

Up to £20,000  Chief Executive 
Over £20,000  Board
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Housing Management 

 
Tenant Refunds up to £500  Housing Officer 
Over £500  Housing Services Manager
Legal Fees per case up to £1,000  Housing Officer 

All costs up to £5000 Housing Services Manager
All costs up to £20,000  Chief Executive 
All costs over £20,000 Board

 

Donations 
 

Up to £250  Chief Executive 

Over £250  Board

Up to £500 (Care and Repair Hardship Fund only)   Corporate Services 
Manager 

Over £500  Board 

 
 

30. AUHORISED SIGNATORIES 

30.1 The following is the list of signatories authorised to act in each area: 
 
 

BACS Payment List   

Prepared by  Finance Assistant 

Authorised by  Finance Officer 

   

BACS Payment (Online) Banking   

Prepared by  Finance 
Assistant/Finance 
Officer 

Authorised by  Head of 
Finance/and one 
other Manager 
who is a bank 
signatory or Chief 
Executive 

   

Cheque Payments   

Prepared by  Finance 
Assistant/Finance 
Officer 

Authorised by  Head of 
Finance/Other 
Manager who is a 
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bank 
signatory/Chief 
Executive 

Grant Offers   

Authorised by  Chief Executive 

   

HAG Claims   

Prepared by  Factoring 
Officer/Finance 
Officer/Technical 
Services Officer 

Authorised by  Chief Executive 

   

Private Finance Drawdown   

Prepared by  Head of Finance 

Authorised by   Chief 
Executive/Board 

   

Scottish Government Grants   

Prepared by  Chief 
Executive/Technical 
Services Manager 

Authorised by  Chief 
Executive/Board 

 

 

30.2 A copy of  all  sample  signatory must be  retained by the  Finance Officer and should be 
used to verify signatures and should be updated any time there  is a change of 
authorised staff/ agents. 

 
31. BUDGET HOLDERS 

31.1 The following is the list of budget holders responsible for each area of budget: 

 
Employee Costs    Chief Executive  
Board Expenses  Chief Executive  
Consultants  Chief Executive 
Staff Recruitment  Corporate Services Manager
Advertising and Promotion  Corporate Services Manager
Donations  Chief Executive/Corporate 

Services Manager 
General Legal Fees – Owner occupiers Technical Services Manager
General Legal Fees – Tenants  Housing Services Manager
Other Fixed Assets  Head of Finance/Corporate 

Services Manager 
New Build Projects  Chief Executive 
Staff/Board Training  Chief Executive 
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Subscriptions  Head of Finance 
Loan Payments  Head of Finance 
Bad Debts – Tenants  Housing Services Manager
Bad Debts – Owners  Technical Services Manager
Bank Charges  Head of Finance 
Component Replacement Costs  Technical Services Manager
Reactive Maintenance Technical Services Manager
Void Costs  Technical Services Manager
Major Repairs Cyclical Technical Services Manager
Maintenance  Technical Services Manager
Estate Management  Housing Services Manager
Tenant Participation  Housing Services Manager
Wider Action  Housing Services Manager
Office Repairs  Technical Services Manager
Equipment Purchase/Leasing/Maintenance Head of Finance/Corporate 

Services Manager 
Printing and Stationery  Head of Finance/Corporate 

Services Manager 
Postage  Head of Finance  
Rent and Rates  Head of Finance 
Telephone  Head of Finance/Corporate 

Services Manager 
Insurance  Head of Finance/Corporate 

Services Manager 
General Expenses  Head of Finance 
Audit Fee (Internal and External)  Head of Finance 
Heating, Lighting and Cleaning  Head of Finance 

 

32. Amendment of Financial Regulations 

 
Authority to amend Financial Regulations 

32.1 Only the Board has authority to make material changes to the Association’s Financial 
Regulations.  Minor amendments, necessary for operational purposes can be authorised by 
the Head of Finance. 

Reasons for Change 

32.2 Amendments to Financial Regulations may be required for the following reasons: 
 
 

 Changes   in   statute,   regulatory   guidance,   rules,   standing   orders,   or   delegated 
authorities which contradict or otherwise require a change in the Financial Regulations; 

 Recommendations from Internal or External Auditors; or 

 Operational experience of the Association. 
 
Source of Amendment 
32.3 Amendments to the Financial Regulations may be proposed to the Board by: 
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 A Board member 

 The Chief Executive 

 The Head of Finance  
 

32.4 Board members must receive a report clearly articulating the proposed change(s) and why 
the changes are being sought. 

 

32.5 Amendments to the Financial Regulations are subject to the usual Board voting 
p r o c e d u r e s  as set out in the Rules . Any amendments approved have immediate 
effect unless the Board resolves otherwise. 
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Please sign below that you have read and understood the Financial 
Regulations 

 
 

 

BOARD MEMBERS   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   
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STAFF MEMBERS   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   

Signature   Date   
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and economic effectiveness. 
 
RS 3.1.‐ The RSL has effective financial and 
treasury management controls and 
procedures, to achieve the right balance 
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public and private funds, and access to 
sufficient liquidity at all times. 

 
 
 
 

Board Approval: 
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Financial Procedures 
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4. Loan Agreement Compliance 
5. Receipt of Monies 
6. Invoices/Orders 
7. General Ledger 
8. Report & Financial Statements 
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11. Petty Cash 
12. Salaries/Expenses 
13. Board Expenses 
14. Maintenance/Repairs 
15. Re‐chargeable Repairs 
16. Insurance Claims 
17. Component Accounting 
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1. INTRODUCTION 

 
1.1  In  order  to  facilitate  the  efficient  and  effective  operation  of  the Association  in matters 

relating  to  finance  and  also  to minimise  risk  in  accordance with  our  Risk Management 
Policy, a series of financial controls have been established.  This is also to ensure compliance 
with  Standard  3  of  the  Scottish  Housing  Regulator  (SHR)  Regulatory  Standards  of 
Governance and Financial Management. 

 
1.2  These procedures sit below the Association’s Financial Regulations.  They incorporate basic 

elements of financial control which exist in most organisations, as well as those which may 
be peculiar to Bridgewater Housing Association. 

 
1.3  All members of staff and Board will  be made  aware  of  these  controls  and must  comply 

with  them.  Awareness  of  these controls will form part of the induction for new staff and 
Board members. 

 
1.4   These procedures shall be reviewed and updated as necessary by  the Head of Finance in 

conjunction with  the  L e a d e r s h i p   T e a m .   T h e   u p ‐ t o ‐ d a t e   v e r s i o n  
w i l l   b e   a p p r o v e d   b y   t h e   B o a r d   w h e n   t h e y   c o n s i d e r   t h e  
A s s o c i a t i o n ’ s   F i n a n c i a l   R e g u l a t i o n s   e v e r y   t h r e e   y e a r s .  

 
1.5   In  addition,  consultation with  the  Head  of  Finance  must take place for all transactions 

which have (or may have) a material financial effect,  including any maintenance, purchase 
or leasing agreements. 

 
1.6   It is essential that the Chief Executive be notified  immediately  of  any  event  which  has, 

or  may  have,  material  financial  implications for  the Association. 
 
1.7   Staff will be expected, within reason, to familiarise themselves with these procedures and 

ignorance of them will not necessarily be a defence in the event of disciplinary action being 
taken.  In the event of  failure to follow agreed Procedures, action may be taken against 
the  offending individual(s) under the Association’s Disciplinary Procedures (for staff) / Code 
of Conduct (for Board). 

 

2. BUDGET PROCESS 
2.1  In  setting  the  budget  of  the  Association  annually,  a  Budget  Statement  should  be 

prepared to detail the rationale and workings behind the budget. This will be referred 
to  as  the Budget Statement  and  this will  be  retained  by  the H e a d  o f   F i n a n c e   and 
used throughout the year to support effective budgetary  control. The value of the Budget 
Statement  and  detailed  review  of  the  quarterly  management  accounts by all budget 
holders as  a management  tool  should be  recognised and under no circumstances should 
the  organisation  be  operating  without  regular  and  critical  review  of  its  financial 
performance against its approved budget. 

 
2.2  In preparing the Budget Statement, appropriate consultation and discussion with all Teams 

in the organisation must  take  place  and  guidance  from  the  Scottish  Housing  Regulator 
must be recognised and considered. 
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2.1 The Head  of  F inance  shall  issue a formal and detailed budget information  request in 

October of each financial year to budget holders.  The Chief Executive  has  responsibility 
for  ensuring  the  supply  of  information  by  all  budget  holders  to  the  Head  of 
Finance within agreed timescales. 

 
2.2 Budget holders have been determined across  the Association as set out  in the Financial 

Regulations. Budget holders  are responsible for providing detailed information to  inform 
the  annual  setting  of  budgets. They  are  also  responsible  for monitoring  actual  income 
and expenditure against their allocated budget codes and providing detailed  information 
to  the Finance Team with regards any variances. 

 
2.3 The Board shall  consider a draft budget for the year n o l a t e r t h a n December of  each 

year that will  include the  indicative  annual  rent  increase  p r o p o s a l  that will  be  the 
basis  of  consultation  with  tenants.  The  Board  will  approve  the  final  budget  including 
the  detailed  supporting  budget  book  in  February  of  each  year.  The  final  budget 
document  approved  for  the  year  must  contain  the  Budget  Statement  with  the 
appropriate  supporting  narrative,  including  details  of  main  assumptions  employed, 
material changes  from the previous year,  covenant  compliance review and detailed cash 
flow projections. 

 

2.4 The approved budget will also be rolled into the current Business Plan of the Association  to 
ensure  that  the medium and  long  term funding assumptions of  the  Association  remain 
current. 

 
2.5 To assist the process of cost allocation within the Association, all senior staff members may 

be required to complete time allocation sheets from time to time as required by  the Head 
of Finance.   
 

2.6 On f i n a l  approval  of  the annual budget, a copy shall be sent to external auditors  and 
all funders. 

 
2.7 Management Accounts shall  be  issued  quarterly  to  budget  holders. Budget holders  are 

expected  to  formally  explain  variances  to  the  Head   o f   F i nance   to  allow  the 
preparation of the detailed quarterly management accounts and related Board report. 

 

2.8  All  budget  holders  should  be  aware  of  the  budgets within  their  control and should 
have  in  place  effective  tools  for managing  their  budgets  throughout  the  year.  Any 
requirements  to  exceed  a  budget, even within allowed limits,  should  be  drawn  to 
the  attention  of  the  Chief Executive/Head of Finance  immediately and a report may 
be submitted to the Board.  All overspends outwith allowed limits will be reported to 
the Board. 

 
2.9   Management accounts will be prepared on a quarterly basis and shall compare  the 

estimated and actual income and expenditure for the period to date. Any material 
variances must be highlighted and explained to Board with the covering  report issued 
within the management accounts.   
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2.10   The quarterly management accounts should include the effect of likely future events 

on  the  financial  position  together  with  details  of  the  currently  projected  financial 
position  of the Association at the year‐end. 

 
2.11  The following process and timetable will be observed, led by the Head of Finance to 

produce the approved annual budget of the Association  Budget: ‐ 
 
 

Task  Owner  Timeline 

Budget submission request issued to Budget Holders  Head of Finance  Start of 
October 

Budget submissions to Head of Finance  
Draft budget presented to Chief Executive.

Head of Finance 
Head of Finance 

End of October
December

   
Consider and approve draft budget for consultation  Audit & Risk 

Committee
January 

Tenant Consultation on rent increase proposed in draft
budget 

Housing
Services Team   

January 

Final Budget updated to reflect any changes and 
rent  increase  decision and formal approval 

Board  February 

 
3. TENDERING 

 

3.1 Full details of the Association’s approach to procurement for works and services and 
the related detailed tendering process can be found in the Procurement Policy.   

 

Tendering Procedure 

 

3.2  Where  tendering  is  required  in  line with  the Procurement Policy,  tenders will  all  be 
returned to the Association by a specified date and time to reduce the risk of collusion 
taking place. The only exception  to  this  is where partnership working  is  taking place 
and the tenders are returned to the organisation leading the process. 

 

3.3 All tenders received by post will be received unopened and stamped with the date and 
time of  receipt.  They  should  then  be  held  in  a  secure  place  until  the  agreed  tender 
opening. All hand  delivered tenders will be issued with a receipt acknowledging that the 
tender has been  received within the agreed timescale.  If the tenders are received via the 
PCS website via the vault,  these will  remain  in the electronic vault until  the appointed 
time of opening.   

 

3.4 Tenders  received  late  will  only  be  opened  at  the  discretion  of  the  tender  opening 
board comprising the Chair, Chief Executive and one other Senior Team Member.  They 
may  consider  this  where  insufficient  tenders  have  been  returned  or  the  tender was 
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received within a short time after the closing time but prior to the tender  opening taking 
place.  Tenders  received  after  the  tender  opening  process  has  taken  place should be 
returned to the contractor unopened. 

 

3.5 A separate tender  opening meeting  should be  held with  one  committee member  and 
the  relevant  staff  member  present  to  open  and  record  the  tender  returns.  Where 
consultants have been used to prepare tender documentation they should be invited  to 
witness the tender opening. 

 
3.6 Where full tendering procedures have taken place but the work is likely to fall within  that 

for  Quotations,  the  tender  should  be  recorded  in  the  tender  register  as  normal, 
however  the  tenders  may  be  opened  by  2  staff  members.  This  would normally be a 
member  of  the  Leadership  Team  and  the  staff  member  in  charge  of  that  particular 
procurement exercise. 

 
3.7 All tender openings will be recorded in the Association's bound tender register. This  will 

contain the following information: 
 

 Details of the tender. 
 Date and time of opening. 

 Names of those present. 

 Names of contractors issued with tender documents. 

 Names and prices of tenders received. 

 Signed by the tender opening board. 
 

Tender Acceptance Process 
 

3.8 It will be a condition of all quotations and tenders that the price will remain open for a 
period of 3 calendar months (or 90 days) for acceptance. 

 
3.9 The lowest 3 tenders will be checked for arithmetical errors or omissions. Where 

errors have occurred, the contractor will be notified and asked to alter their 
submission accordingly and this will then be reassessed against the other tenders. 

 

3.10 If the Association is unable to accept the tender prior to the expiry date, the 

company must be notified and asked to hold its price. If the company indicates that a 
price increase will be levied due to the delay, the Association must assess this against  the 
price submitted by the other tenderers. If this alters the order of the tenders, the 
Association may approach the other contractors to compare their respective price 
increases (if any). 

 

3.11 Once the Association is in a positon to accept the successful tender, this will be done  by 
a formal exchange of letters. Standard letters for acceptance should be used. 

 

3.12 The Association will also provide feedback to all contractors tendering notifying them  of 
the range of prices received and in the case of quality/price assessments details of  the 
scores and prices. The other tenderers will not be named in this feedback. 
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3.13 Members of the Leadership Team have authority to approve contracts in line with the 

Association’s Tender and Procurement Policy. 

 

4. LOAN AGREEMENT COMPLIANCE 

 
4.1   In order to ensure  the  proper  monitoring of compliance with the  terms of  loan 

agreements with lenders, the Head of Finance must ensure that the following clauses and 
their contents are widely understood  by both  the  Board  and  Senior  Staff  and  that 
processes are put in place to ensure adherence: ‐ 

 
 

 Information 

 Covenants 
 Valuations 

 Default 
 
4.2  The  H e a d   o f   Finance shall  have  o v e r a l l   responsibility  for  ensuring the monitoring 

and submission of financial information to the Chief Executive, Board  and  Audit  &  R i s k  
Committee including:  budgets,  quarterly  management  accounts,  annual accounts, 
covenant monitoring, revisions of long‐term projections and statutory  returns 

 

4.3  All Senior Staff and Board members of  the Association have a duty of responsibility 
regarding  full  awareness  and  adherence  to  the  terms  of  and  conditions  of  all  Loan 
Agreements with all lenders. 

 
 

5. RECEIPT OF MONIES 
 

5.1  The Head of  F inance will ensure that appropriate  processes are  in place  for the 
timely  and  accurate  recording  of all  monies  due  to the Association  through the 
raising of invoices. These should generally be raised  by the Finance Officer. 

 
5.2  Any  cheques/BACS receipts  together  with  the  remittance  vouchers  should  be  passed 

to  the  Finance Officer  who should  enter  the details onto  the  appropriate  c a s h  
b o o k   prior  to  banking.  Amounts  received  should  be matched  to the  corresponding 
sales invoice in a timely manner. 

 
5.3  Payments  collected  of rent,  factoring, deposits,  rechargeable repairs and other 

sources of  income at  the office counter should always be issued either an electronic 
or manual receipt. 

 

5.4  Where an electronic receipt cannot be given, a receipt book will be held in the Cash 
Office. All staff required to cover Cash office will  be fully trained in the procedures for 
receipting payments. 
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5.5  Any  and  all  such  sums  received will  be  entered  onto  the Daily  Cashing up Sheet  held 
in  the  cash  office. Once  payment  is  taken, the payment will then be placed 
immediately in the secured cash  drawer. At the end of the evening once daily procedures 
have been run on the system, any cash etc. payments in the cash drawer will be counted 
by the cashier and then a re‐count will be undertaken by another member of the finance 
team.  

 
5.6  All cash received should be securely stored in the safe prior to banking. 
 
5.7  When the Association utilises its own staff for banking purposes, it is performed by two 

members of staff.  A member of the Finance Team and one  other  staff  member. A Bank 
pay in form will be completed by the Finance Officer and   the  bank   rece ip t  
checked  when   the   s ta f f  members   re turn .  

 
5.8  In line with the Association’s Insurance Policy, no more than £12,000 in cash can be held 

in the safe at any one time. Funds should be monitored by the Finance Officer to ensure this 
level is not breached. If a breach seems likely, then the Finance Officer must bank the 
funds available. In order to comply with the  Association’s Insurance Policy no more than 
£1,000 can be taken to the bank at one time  and 2 members of  staff must  take  it  to  the 
nearest branch.  Prior  to any cash being  banked, the cash sum requires to be matched 
with the pay in book total, usually by the  Finance Officer. 

   
5.9  All Finance and designated staff are trained and authorised to accept electronic 

payments, using the Associations payment electronic systems. 
 

5.10  Cash should not be left unattended. Once a cash payment has been received and checked 
it must be placed immediately into the secured cash drawer. 

 

6. INVOICES/ORDERS 
 

6.1 All  invoices  received  by  post  shall  be  date stamped  by  Reception  and  passed  to  the 
Finance team who will grid stamp it, enter a supplier reference, check the additions on the 
invoice and pass it to the relevant person to check to order and then to be passed to the 
budget head to be passed for authorisation.   

 
6.2 On satisfactory receipt of the goods or services, the relevant budget holder will pass this to 

the  Finance Assistant for her/him to record this receipt against the invoice when received. 
 
6.3 On  receipt  of  the  invoice,  this will  be matched  to  the  receipt  of  goods  by  the  Finance 

Assistant.  The invoice will then be circulated to be ‘checked  t o   o r d e r   and  agreed’. 
The  ‘payment  authorised’  section of the  grid  stamp  should  be  certified  by  the  relevant 
budget holder and returned to the Finance Assistant for posting to Sage Accounts and for 
the Finance Assistant to prepare payment. 

 

6.4 All Asset Management  invoices shall be supported by a works  order.  Invoices received 
in  respect  of  repair  related  expenditure,  require  to  be  entered  into  t h e   Hou s i n g  
Managemen t  S y s t em  b y   t h e  T e c hn i c a l  A s s i s t a n t  a nd  match up with the 
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details  on  the works order and be authorised and approved for payment in line with  the 
Financial Regulations. 
 

6.5 Only  those  with  appropriate  delegated  authority  as  set  out  in  the  Financial 
Regulations  have the authority to request purchase orders or issue maintenance 
orders, within  their set thresholds.  

 
6.6 A list of approved suppliers is in place and shall be revised annually, and approved 

by  the Board. Goods and services should be ordered from the approved suppliers 
wherever  possible.  Approval  should be sought from  the  Chief Executive where a 
non‐approved supplier is to be utilised. Purchase invoices will be processed onto the 
purchase ledger in a timely manner.  Prior  to  processing  any  purchase  invoice,  it 
will  be  reviewed  for  financial  accuracy and  application of the correct VAT rate.   

 

6.7 The Finance Assistant will  review all  invoices to ensure they are  supported by an 
appropriately matched order and there are no discrepancies between  the  order 
and the invoice. 

 
6.8 Where  supplier  statements are  received,  supplier  statement  reconciliation will 

be  carried out on at least a monthly basis by the Finance Assistant, along with 
an Aged Creditors Listing to identify  any overdue invoices. 

 
6.9 In  exceptional  circumstances, where work  is  authorised  and  commissioned  by 

the  Board,  a  senior member  of  staff  shall  normally  certify  that  relevant work 
has been  carried  out  by  signing  the  “Invoice  checked  t o  o r d e r   and agreed” 
section  of  the grid stamp.  The “payment authorised” section of the grid stamp 
shall be signed by  the delegated  Board member or Chief Executive Officer. 

 

7. GENERAL LEDGER 

 
7.1 Monthly journals shall be posted in a timely manner by  the Finance Officer and 

Head of Finance.  
 

7.2 Details  of  all  Journals  made  can  be  viewed  at  all  times  within  t h e  Financial 
systems. 

 
7.3 Bank  postings  are made  on  a  regular,  at  least monthly basis  to  reflect  receipts 

and  payments,  including  those  paid  via  standing  order,  direct  debit,  and  inter 
account bank  transfer. 

 
7.4 A formal month end process and timetable is set out in Section 8. This will be led 

by the  H e a d   o f   F i n a n c e . This will include the year end process to close 
down the ledger,  after the final accounts have been agreed. 

 

8. REPORT AND FINANCIAL STATEMENTS 
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8.1 At  the  end  of  each  financial  year,  the  following process  and  timetable will  be 
observed  led by the Head of Finance to produce the audited  and approved Report 
and Financial Statements of the Association: 

 

Task  Owner  Timeline 

Budget owners to ensure invoicing of completed services/ works  Budget holders  By 31 March 

End of accounting year – books close (enter lock date on Sage of 31 
March). 

Head of 
Finance 

Mid April  

Date agreed with External Audit for visit  Head of 
Finance 

By 31 March 

Trial balance on all accounts prepared  Head of 
Finance 

Mid‐April 

All account adjustments (accruals, pre payments etc.) input and 
full reconciliations complete 

Head of 
Finance 

By  mid‐ 
May 

Draft Report and Financial Statements prepared  Finance 
Consultant 

By end of May

External Audit visit  External Auditors  Complete 
by mid‐
June 

Audited Report and Financial Statements and Management letter 
to Audit & Strategy Committee for full review 

External 
Auditors 

End of 
July/Start of 
August 

Audited Report and Financial Statements and Management letter 
to Board for approval 

Head of 
Finance 

End of 
July/Start of 
August 

Report and Financial Statements and External Auditors Report laid 
before the Annual General Meeting 

External 
Auditor 

August 
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Audited Financial Statements Return to the Scottish Housing 
Regulator 

Head of 
Finance 

30  September

 

9. BACS/ CHEQUE/PAYMENTS 

 
9.1 A  payment  run  shall  be  performed  on  a  weekly  basis  by  the  F i n a n c e  

Assistant. A listing of all invoices due for payment shall be produced by  preferred 
payment method (BACS, cheque, etc.). Wherever possible suppliers will be  paid 
by BACS, however a cheque payment can be made as an exception. 

 
 

9.2 The  payment  listing  along  with  all  relevant  purchase  invoices  shall  be  passed  to  the 
F i n a n c e   O f f i c e r   t o   review.  The  BACS  listing  shall  b e   s i g n e d   a s  
c h e c k e d   b y   t h e   F i n a n c e   O f f i c e r   a n d   be  retained on  file  to 
evidence this authorisation. The payment listing and purchase invoices will then be passed 
to the Head of Finance to be checked and authorised for payment. 

 
9.3 Payment  shall  be  prepared  via  online  banking  by  the  Finance  Assistant  and  a  BACS 

authorisation report issued to the Head of Finance who will f irst authorise the report via 
online  banking, before being second authorised by another manager who is also a bank 
signatory. A final BACS report should  then be printed off via online banking by the Finance 
Assistant which should match the original BACS report. 

 
9.4 Cheque payment will  rarely be supported by the Association. Payment recipients will  in 

most  cases  be  required  to  operate  a  bank  account  and  receive  payments  by  BACS 
transfer. In exceptional cases, where a cheque  is  required,  it  shall  be  presented  for 
signature to the defined authorised signatories together with authorised invoices for 
inspection. All cheques must require two signatures. 

 
9.5 Purchase  invoices  shall be marked as paid when  this process  is  complete to ensure  no 

invoice can be paid twice. The authorised BACS listing and purchase invoices will be held 
electronically  on  the  secure  finance drive  and  a  paper  version  also  prepared  for  audit 
purposes. 

 
9.6 Cheques  should  be  issued  to  the  payee  together  with  a  remittance  advice.  BACS 

payees should always receive  a remittance. This will be emailed assuming where we hold 
email addresses on file. 

 
9.7 Cheques issued should run in numerical order. 
 
9.8 In  the  event  that  no  invoice  is  available  e.g.  petty  cash,  rent  refund  etc.,  a  completed 

cheque/BACS request voucher must be available and be fully authorised in accordance  with 
the  invoice  procedures.  It  is  the  responsibility  of  the  Officer  requesting  payment  to 
complete the cheque/BACS request voucher. 
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9.9 The  Association  currently  operates  the  following  current  account  with  Royal  Bank  of 

Scotland for all  BACS and cheque payments: ‐ 

 
Sort code:      83‐26‐22 

Account No:  0 0 1 3 9 3 4 3  

 
9.10 Payments  to  creditors  shall  be  made  in  accordance  with  any  contractual  obligation. 

Where no contractual obligation exists, payment should normally be made within 30 days. 
 
9.11  In the event of the Association being notified of a supplier or other payee  change  of 

bank details, the Finance  Assistant  will  be  responsible  for  ensuring that the request is 
legitimate. The Finance Assistant must  always ensure dual verification of any change by 
making telephone/email contact with  creditor using only their existing contact details, 
rather than any provided at time of  notification. Change  request must be fully verified 
verbally and  in writing before any  payment is made to a new account. This dual 
verification process should also be used for  new  suppliers,  i.e.  ensuring  separate 
verification  of  payment  details  before  any  payment is made. Any  discrepancies will be 
reported immediately to the Chief Executive  a n d or Head of Finance.   

 
10. CREDIT CARD 

 
10.1 The  Association  has  c r e d i t   c a r d s   ( MasterCard)  with  t h e   R o y a l   Bank  of 

Scot land  held  in  the  names  of  the  Technical  Services Manager,  the  ICT  Officer  the 
Corporate Services Manager and the Housing Services Manager.  A separate policy determines 
the use and limitations of the credit card.   

 

10.2 The  credit  card  is  held  for  use  in  limited  circumstances  and  any  item  which  can  be 
purchased  through  the  Invoices/Orders  system described at  section 6  above  should  be 
used. All items purchased should be for business purposes only. Under no  circumstances 
will any personal purchases be permitted. Purchases on the credit card  will  be  reviewed 
on  a  monthly  basis  by  the  Finance  O f f i c e r   to  identify  where  this  principle has not 
been adhered to. Any concerns should immediately be brought to the attention of the Head 
of Finance or the Chief Executive of the Association. 

 

11. PETTY CASH 

 
11.1 The  petty  cash  levels  shall  be  maintained  at  no  more  than £300  at  any  one  time. 

Payments  from  Petty  Cash  are  where  it  is  not  possible  to  follow  the  Invoices/Orders 
process set out in Section 5 above. 

 
11.2 The expected petty cash usage is for the following items: 
 
 Gas/Electricity top ups in void properties limited to a maximum of £50 per 

household 
 Reimbursement of sundry expenses limited to a maximum of £50 
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 Sundry office supplies, such as tea/coffee/milk 
 Other minor items deemed as acceptable for reimbursement by petty cash by the Chief 

Executive  or Head of Finance.  
 
11.3 All petty cash disbursements must be accompanied by a Petty Cash  V o u c h e r  and the 

receipt and should be signed by the parties receiving payment and approved  by the Head 
of Finance.  The petty  cash voucher must contain details of what the expense relates to 
and must be dated  as at time of payment. 

 
11.4 At no time should the petty cash fund be used by  any  Staff/ Board member  for  purposes 

other than expenditure wholly and necessarily incurred on official business. 
 
11.5 The  person  responsible  for  the  handling  of  petty  cash  and  associated  records  is  the 

Finance  Assistant.  They  have  sole  responsibility  for  cash  disbursements, but when 
absent this would be the Finance Officer.  

 
11.6 It  is  essential  that  the  petty  cash  box  remains  in  the  safe  unless  cash 

deposits/disbursements are being made. Only  the Chief Executive, H e ad  o f  F i n a n c e  
a nd   t h e   F i n an c e   T e am   have access to the safe. 

 
11.7 The petty cash levels shall be reconciled to the petty cash records on a monthly basis  by 

the  Finance  Assistant. Any  variances  shall  be  investigated  immediately and reported to 
the Head of Finance.   

 
11.8 Petty  cash  transactions  shall  be  posted  e l e c t r o n i c a l l y   through  the financial system 

on  a  monthly basis as a cash payment and journal. 

 
11.9 The Finance Assistant shall, on a monthly basis, reconcile the petty  cash  balance  to  the 

petty  cash  book,  and  to  the  petty  cash  nominal  code  o n   the  system.  Any  variances 
shall  be  investigated and rectified  in a timely manner.  The Finance Officer will review 
this  reconciliation  and  certify  its  accuracy,  evidencing  this  through  signature  of  the 
reconciliation. Certified petty cash reconciliations shall be  retained in electronic format on 
within the secure Finance drive. 

 
 

12. SALARIES/EXPENSES 

 
12.1 Bridgewater Housing Association  is  a member  of  EVH  and  is  bound by  their  terms  and 

conditions  of  employment.  EVH  is  responsible  for  agreeing  wage  deals  and  issue  an 
Annual Pay Award schedule detailing all grades of pay from effective date. 

 
12.2 The Board will approve any annual pay award, (subject to EVH advice).  Temporary salary 

increases or additional increments may be approved by the Chief Executive. (except their 
own  which  must  be  approved  by  the  Board).    Any  permanent  grade  increases  will  be 
approved by the Board.  Any changes in salary amounts due must be confirmed in  writing 
to the individual staff member with a copy of the letter  being retained in the  personnel 
files. 
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12.3 Any  request  for  overtime  should  be  approved  by  Chief Executive  in  advance  and  any 

claim  should be accompanied by an overtime form signed by  the  individual  requesting 
payment and authorised by their line manager.  
 

12.4 Any  request  for  reimbursement  of  expenses/mileage  costs  should  be  accompanied  by 
an expenses claim form signed by the  individual  requesting payment and authorised  in 
accordance with the Financial Regulations. Receipts should be provided where  possible. 

 
12.5 All sickness absences of over 5 working days require a fit note from the employee’s GP  to 

cover ongoing absence. 
 

12.6 All sickness absences of less than 5 working days require completion of a self‐  certification 
sickness form. 

 
12.7 For the purposes of statutory sick pay, the Head of Finance must be made  aware of all 

absences from work arising from sickness. 
 
12.8 Salary processing is the responsibility of the Finance Officer. 
 
12.9 Salary payments are due on the 28th  day of the month and shall be processed to ensure 

adherence with this timetable direct to individual bank accounts via BACS. 

 
12.10 The Head of Finance shall check the BACS listing each month with the Finance Officer to evidence 

this review and  thus authorising the  Finance Officer to process the payroll payment via 
online banking.  The Finance Officer shall process the payment and the Head of  F inance 
will counter authorise the report via online banking, along with second authoriser who is a 
Manager that is a bank signatory.  A final BACS report should then be  printed off via online 
banking which should match the original BACS report. 

 
12.11 The Finance Officer is responsible for submission of all PAYE and RTI returns in accordance 

with statutory timetables. 
 
12.12 The Finance Officer is responsible for the on line Pension  submission. 
 
 

12.13 Any member  of  staff  claiming mileage  or  using  their  car  for  Association  business must 
provide  proof  of  appropriate  insurance  cover  for  business  use  and  provide  a  copy  of 
his/her driving licence. 

 

13. BOARD EXPENSES 

 
13.1 All  claims  for  reimbursement of expenses must be accompanied by  an expenses  claim 

form  signed  by  the  individual  requesting  payment  and  countersigned  by  the  Head  of 
Finance 

 
13.2 Receipts must be obtained and attached with any claim made, if the claim is for  loss  of 
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earnings, a letter from the employer should be obtained. 
 
13.3 Whilst it is preferred that payment is by BACS or cheque, it is recognised that payments  via 

petty cash may be required to ensure Board members are reimbursed for costs that  they 
have met personally as soon as possible. 

 
13.4 No cheque signatory may sign a cheque payable to themselves. 
 
13.5 Where  payment  is  made  to  a  3rd  party  in  respect  of  childminding/caring  expenses, 

proof  of payment must be provided. 
 
13.6 All expenses paid will be available for inspection by the Chief Executive and  Board 

members. 
 
13.7 Payment of expenses shall be made in accordance with the Board Expenses policy. 

 
14. MAINTENANCE/REPAIRS 

 
14.1 The  annual  budget  setting  process  will  allocate  the  level  of  funds  available  for  day  to 

day, cyclical and major repair maintenance works. 
 
14.2 At the commencement of each financial year the Technical Services Manager will prepare 

a list of approved contractors for Board approval which verify the  following: ‐ 
 

 Contractor name 

 Trade 

 Contract duration (start/ end) 

 VAT status 

 Verification that valid insurance documents have been received 

 Equal opportunities and Health & Safety compliance 

 Any known conflicts of interest with Board/ staff members 
 
14.3  The Technical Services Manager will maintain  detailed  project accounts  for  all major 

works, development works or where contractor payment is in instalments.  
 

14.4  The Technical Services Manager is responsible for ensuring that expenditure remains 
within  budget and managing any significant variances. They are also responsible for 
providing sufficient explanation  to  the Head of  F inance   for management account 
purposes. The Technical Services Manager must ensure that all contractors hold up to 
date and valid  insurance cover. 

 
14.5  Any significant variance in project costs from the approved budget must be flagged to 

the Chief Executive as  soon as they are known and  should be highlighted on  the 
quarterly  Management Accounts  to  the Chief Executive  and  the Board as well  as  the 
impact on  the  annual budget. 
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14.6  All contracts for maintenance, replacements and repairs should be conducted in line 
with the Association’s Procurement Policy unless it is necessary to carry out the work 
immediately  and  through  direct  instruction in  order  to  prevent danger  to life, 
limb or property. 

 
14.7  Projections of cyclical maintenance/major repair works must be compiled under  the 

control of the Technical Services Manager.  The Association will have  a  r o l l i n g  
3‐year  investment programme and 30‐year  planned maintenance  assumptions  within  
its  Business  Plan,   which   will    be    reviewed    a n d    r o l l e d  f o r w a r d  annually in 
order  to allow incorporation of the financial effects into the  revised long term financial 
projections. 

 
14.8  There may be circumstances when the Board may wish to deviate from the approved 

budget. Any decisions made must be recorded in the minute of the meeting and any 
subsequent  variances  from  the  original  budget  shall  be  noted  through  the  normal 
quarterly management accounts. 

 

15. RE‐CHARGEABLE REPAIRS 

 
15.1 The  Rechargeable  Repair  Policy  explains  what constitutes a   rechargeable repair . 

The Rechargeable Repair Policy discusses how rechargeable repairs will be managed. 
 
15.2 Procedures  relating  to  the  recording  and  receipt  of  funds  for  rechargeable  r e p a i r s 

activity are noted within the receipt of monies financial procedure in Section 5. 
 
15.3 The Housing Services Manager will ensure that the recording and pursuit of rechargeable 

repairs is detailed in the quarterly KPI report. 
 

14.4  Debt recovery of all outstanding balances will be pursued by the relevant  Housing 
Officer. 

 
14.5  The Technical Services Team has  the  responsibility  for  the  issue of  timeous  recharge 

repair  accounts for their customers where applicable. 
 

16. INSURANCE CLAIMS 

 
16.1 The  submission  of  all  insurance  claims  r e l a t i n g   t h e   R e p a i r s   a n d  

Ma i n t e n a n c e   S e r v i c e   is  the  responsibility  of  the  T e c h n i c a l   S e r v i c e s  
M a n a g e r .  All  other  claims  is  the  responsibility  of  the  Head  of  Finance.  
Claims must be submitted within 30 days of the incident occurring. 

 

16.2 The  T e c h n i c a l   S e r v i c e s   M a n a g e r   will  advise  and  liaise with  the loss  adjuster 
on  property  claims,  the  H e a d   o f   F i n a n c e   m u s t   be  made  aware, at the outset, 
of any material issues and be kept informed regarding progress. 

 
16.3  It is the responsibility of any inspecting officer to identify works that are subject to a 
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claim and this will be intimated to the Technical Services Manager. 
 
16.4  Copies  of  all  claims  should  be  retained  in  an  Insurance  Claims  folder which  should 

contain  a  summary  sheet  detailing  date  of  incident,  date  of  claim,  address, claim 
amount, payment received and date of receipt. Responsibility for this task lies with  the 
T e c h n i c a l   S e r v i c e s   M a n a g e r .  

 

 

17. COMPONENT ACCOUNTING 

 
17.1 The  “Statement of Reporting Practice 2010” details what is required to be compliant with 

the  C o m p o n e n t   A c c o u n t i n g   order. It also provides guidance on how to 
meet the “Financial Reporting Statement 15” on depreciation of fixed assets. 

 
17.1 Programmes of   work   that   will   be   capitalised   will,   be   determined   annually  within 

the  annual  budget.  Although priorities may  change  throughout  the  year,  any  changes 
must be agreed and approved by the Board. 

 

17.2 Some  information  on  replacements/disposals  are  available  via  the  Nominal  Ledger.  
Details of any components replaced within large contracts in the year are detailed in the 
contract spreadsheets held by the Technical Services Manager.  This  includes the date of 
renewal/disposal and amounts. 

 

17.3 The   Head of Finance is  responsible  for  maintaining  the  component records,  updating 
annually.  The  H e a d   o f   F i n a n c e   should  ensure  the  accuracy of changes annually. 

 
17.4 Component  replacements, disposals and  the depreciation  charge are made  through  t h 

e appropriate system on an annual basis. A Journal File Report is then  produced which 
provides the above details. Once verified  the data  is  then  input  into  the nominal  ledger.   

 
17.5 Copy  invoices  for  all  replacements  must  be  kept  in  the  component  accounting  file 

within Finance. 



 

Appendix 
 
Delegated Authority to Staff 
 
1. Introduction 

Authority is delegated to staff members on four levels linked to their grade, expertise and 
operational area. 

 
Even with delegated authority granted to them, a member of staff has a duty to seek advice 
before exercising the authority in appropriate cases, (e.g. where a problem could be foreseen).  
In exceptional circumstances a senior manager may not allow an exercise of delegated 
authority.  Similarly, in exceptional circumstances e.g. 

 
 Urgent health and safety issue needs prompt resolution. 
 Failing to act would result in significant cost to the Association e.g. flooding to the 

Server Room. 
 
1. Introduction 

Responsibility for putting Bridgewater’s policies into practice, and managing the organisation 
and service delivery is delegated to the staff team, under the leadership of the Chief Executive.  
This Scheme of Delegated Authority sets out what decisions the Board needs to make, and 
what decisions and activities it has delegated to the staff team in the following areas: 

 

 Strategy and Policy. 
 Governance. 
 Membership. 
 Risk Management and Audit. 
 Staffing and Employment. 
 Housing Management Services. 
 Day to Day Repairs and Maintenance Services. 
 Planned and Cyclical Maintenance. 
 Development. 
 Finance including expenditure limits. 

 

In all day to day operational matters, the Chief Executive and Leadership Team of Bridgewater 
Housing Association are authorised and empowered to manage the Association and its 
operations even where certain activities are not specifically mentioned in this scheme of 
delegated authority.  Where responsibility is delegated to the staff team, the Board receives 
regular reports on various areas of Bridgewater’s activities including relevant performance 
information. 

The Chief Executive may require any member of staff to seek his authority to do something 
even where this scheme of delegated authority gives the staff member power to do it. 

 

 



 

2.   Strategy and Policy 

 

Activity, Approval or Decision 

 

Authority Comments (if any) 

Approval of the policy of Bridgewater Board Including material changes to 
existing policy and the scope of 
Bridgewater’s activities 

Approval of the Business Implementation Plan 
and any other plans or documents that fall within 
the strategic role of the Board  

 

Board The Chief Executive and 
Leadership Team members 
have delegated authority to 
implement the BIP and other 
strategies approved by the 
Board. 

 

Approval of the business plan of any subsidiary 
organisation 

 

Board The Board will also maintain 
oversight of the performance 
of subsidiary organisations. 

 

Monitoring the overall financial, organisational 
and service performance of Bridgewater 

 

 

Board The Chief Executive and 
Leadership Team will provide 
the Board with regular reports 
in relation to all aspects of 
performance.  These will 
usually focus on areas of 
under-performance.  

Implementation of the Tenant Engagement 
Strategy, meeting the requirements of the 
Scottish Social Housing Charter and actively 
seeking the views of tenants and other 
customers.   

Chief 
Executive/Housing 
Services Manager 

All Leadership Team members 
have responsibilities in their 
particular activities. 

 

 

 

 

 

 

 



 

3.   Governance of Bridgewater 

Activity, Approval or Decision 

 

Authority Comments (if any) 

Approval/refusal of applications for membership of 
Bridgewater. 

Board  

Appointment of Bridgewater’s office bearers. 

 

Board  

The establishment and dissolution of sub committees; 
approval of their remits and delegated powers; and 
appointment of their members. 

 

Board  

Filling any casual vacancies on the Board, and 
appointment/replacement of co-opted members of the 
Board. 

 

Board  

Removal of committee members, where permitted by 
the Rules. 

 

Board  

Consideration of any matter referred to the Board by a 
General Meeting of Bridgewater’s members; and 
reference of any matter to a General Meeting. 

 

Board  

Approval of the creation or dissolution of subsidiaries, 
and appointment of directors to subsidiaries and other 
bodies. 

 

Board  

Approval of Bridgewater’s delegated authority 
arrangements, Framework of Governance and Financial 
Regulations. 

 

Board  

Dealing with appeals where customers have a right of 
appeal. 

Board Staff will attempt to 
resolve matters in the 
first instance 

 



 

4.   Membership 
  

Activity, Approval or Decision 

 

Authority Comments (if any) 

Reviewing/revising membership policy. 

 

Board  

Granting/refusing membership, signing and 
issuing shares. 

Board  

 

 Processing membership applications and 
all related administration 

 Keeping and updating share registers 
 All administration and cancellation of 

shares as allowed for in the rules 

 

Corporate Services 
Manager 

 

 

 

5.   Audit and Risk Management 
 

Activity, Approval or Decision Authority Comments (if any) 

Approval of the Risk Management 
Policy and Strategy  

Board following 
recommendation from 
Audit and Risk 
Committee 

 

Oversight of implementation of the 
Risk Management Policy and 
Strategy 

 

Audit and Risk 
Committee 

 

Appointment of external and internal 
auditors 

Board following 
recommendation from 
Audit and Risk 
Committee 

 

Issue of external/internal auditor’s 
Letter of Engagement and approval 
of approach/programme 

Audit and Risk 
Committee 

 

Approval of internal audit needs 
assessment and programme of 
internal audit 

Audit and Risk 
Committee 

 

Review external/internal auditor 
recommendations and the external 
auditor’s Management Letter, and 

Audit and Risk 
Committee 

 



 

Activity, Approval or Decision Authority Comments (if any) 

monitor implementation of all 
agreed recommendations 

Instructing investigations into 
suspected irregularities or failures in 
management and control systems  

Audit and Risk 
Committee 

The Audit and Risk Committee will 
have delegated authority to instruct 
investigations and to obtain any 
external or internal support or advice 
as it thinks is needed. 

Implementation of the Risk 
Management Policy and Strategy 

 

Chief Executive and 
Leadership Team 

 

All routine liaison with the external 
and internal auditors 

Head of 
Finance/Chief 
Executive 

 

Implementation of auditors’ 
recommendations and submission of 
reports to the Audit Committee 

Head of 
Finance/Chief 
Executive 

 

 

6.   Staffing and Employment  

Activity, Approval or Decision Authority Comments (if any) 

Approval of any proposed 
increases or reductions in 
staffing establishment 

Board  

Employment of temporary staff Chief Executive/Corporate 
Services Manager 

For periods of up to 24 months 
and within salaries budget 

Appointment of Bridgewater’s 
Chief Executive  

 

Appointment of Management 
Team Members 

Board 

 

 

Chief Executive 

The Board will appoint a panel 

 

Chairperson participates in 
interviews and outcome is 
reported to next meeting of the 
Board  

Performance appraisal of 
Rosehill’s Chief Executive 

Chairperson/Vice Chairperson  

Approval of Bridgewater’s 
conditions of service and pay 
structures 

Board These will normally be based on 
standard Employers in 
Voluntary Housing 
documentation 



 

Activity, Approval or Decision Authority Comments (if any) 

 

Staff re-grading and salary 
increases, out with 
Bridgewater’s established 
policies  

 

Chief Executive’s remuneration 

Board 

 

 

 

 

In accordance with policy 

Within agreed budget otherwise 
Board approval required 

 

 

Board 

Health and Safety Policy and 
monitoring of compliance 

Scrutiny Committee The Association will establish a 
Staff/Board working group to 
deal with operational matters 

Advertising job vacancies 
(established and temporary 
posts)  

 

Chief Executive/Corporate 
Services Manager 

The Chief Executive/Corporate 
Services Manager are also 
responsible for 
reviewing/revising job 
descriptions where no affect on 
grade.  The Chief Executive may 
advertise jobs within the 
existing staff complement 
unless he intends to 
recommend to the Board that 
the post is deleted or 
grade/salary altered 

Recruitment and selection of 
staff below senior staff level 
including promotions and 
temporary posts 

Chief Executive and Leadership 
Team 

Within budget constraints 

 

The appointment of a 
temporary senior member of 
staff is delegated to the Chief 
Executive. 

Issuing of employment 
contracts, permanent and 
temporary 

Chief Executive/Corporate 
Services Manager 

 

All operational human 
resources management issues 
which fall within the conditions 
of service and Bridgewater’s 
established policies 

Chief Executive/Leadership 
Team 

 



 

Activity, Approval or Decision Authority Comments (if any) 

Payroll and pensions 
administration and payment of 
staff expenses and overtime 
payments 

Head of Finance The Chairperson will be 
responsible for monitoring the 
Chief Executive’s expenses.  All 
staff payments will be 
authorised by the Chief 
Executive/Head of Finance.   

Grievances and disciplinary 
action 

 

Chief Executive and 
Leadership Team 

Cases requiring Board 
involvement will be dealt with 
by the Audit and Risk 
Committee 

Operational management of 
Bridgewater’s responsibilities 
as an employer in relation to 
health and safety 
management  

Chief Executive/Corporate 
Services Manager 

 

The Chief Executive can 
authorise expenditure over or 
outwith the budget to comply 
with Health and Safety policy or 
legislation up to a limit of 
£10,000 so long as there is a 
demonstrably urgent and 
compelling need to do so, and 
report to next Board meeting 

 

7.   Housing Management Services 

Activity, Approval or Decision Authority Comments (if any) 

Approval of housing 
management service policies 

Board  

Approval of the granting of 
tenancies or other tenancy-
related matters covered by 
Bridgewater’s policy on 
payments and benefits and 
regulatory guidance 

Board  

Initiating court action and 
enforcement of decrees for 
eviction 

 

Housing Services Manager The Board will receive regular 
reports on pending and 
enforced evictions.    

Approval of annual rent 
increases 

Board  

Calculation of and setting rents 
for new properties 

Housing Services Manager In accordance with rent setting 
policy 



 

Activity, Approval or Decision Authority Comments (if any) 

Approval to enter into 
management agreements or 
leases involving heritable 
property with third parties 

 

Board Temporary leases with another 
RSL for decant purposes is 
delegated to the Housing 
Services Manager. 

 

 

 

The operational management of all aspects of housing services has been delegated by the Board 
to staff.  The officer with lead responsibility is the Housing Services Manager, who is accountable to 
the Board through the Chief Executive.  The Housing Services Manager has delegated authority for 
all operational matters such as, but not restricted to: 

 

1) Development of policies for approval by Board.    Interpretation and implementation of the 
policies and service plans approved by the Board.  Development and implementation of all 
formal procedures. 

2) Management of empty properties. 
3) The allocation of properties, unless prior Board approval is required under the terms of 

Bridgewater’s policy on payments and benefits. 
4) The provision of accommodation for homeless persons, under Section 5 of the Housing 

(Scotland) Act 2001. 
5) The granting of Scottish Secure Tenancies, Short Scottish Secure Tenancies and any other 

forms of occupancy agreement approved by Board. 
6) All matters relating to the management of tenancies. 
7) The provision of tenancy support and sustainment services. 
8) The management of leases and management agreements with third parties.   
9) Making all statutory payments to tenants and any discretionary payments within the terms of 

Bridgewater’s policies. 
10) All matters relating to the collection of rents, and service charges, including arrears recovery, 

subject to prior Board approval of the annual rent increase. 
11) Implementation of the Tenant Engagement Strategy, meeting the requirements of the Scottish 

Social Housing Charter and actively seeking the views of tenants and other customers. 
12) All matters relating to neighbour relations and anti-social behaviour.  This includes applications 

for Anti Social Behaviour Orders, although any such applications will be reported to the Board.   
13) Implementation of the Estate Management Policy and all expenditure relating to estate 

management services, within any budget approved by the Board. 
14) Preparation and issue of all information and publicity materials regarding service standards 

and performance.   
15) Assessment of customer complaints and appeals, including the preparation of reports where 

complaints and appeals are referred to the Scottish Public Services Ombudsman. 



 

8.   Day to Day Repairs and Maintenance Services 

Activity, Approval or Decision 

 

Authority Comments (if any) 

Approval of annual budget/programme for repairs 
and planned maintenance works 

Board  

Approval of applications from contractors to join 
Bridgewater’s approved list 

Board     

Adding contractors to Bridgewater’s approved list 
on a trial basis.  Removing contractors from the 
list who do not perform to Bridgewater’s 
requirements. 

Chief Executive Adding contractors for a period 
not exceeding six months 
without a review.  If they meet 
requirements retain until next 
formal review. 

Approval of tender acceptance for contracts in 
excess of £15000  

Board  

Approval of procurement methods for day to day 
maintenance contracts 

Board Board approval required only if 
alternatives to competitive 
tendering are to be used 

 

 

The operational management of all aspects of day to day repairs and maintenance services has been 
delegated by the Board to staff.  The officer with lead responsibility is the Technical Services Manager, 
who is accountable to the Board through the Chief Executive.  The Technical Services Manager has 
delegated authority for all operational matters such as, but not restricted to: 

 

1) Implementation of the policies and service plans approved by the Board. Interpretation and 
implementation of the policies and service plans approved by the Board.  Development and 
implementation of all formal procedures.   

2) Instructing all repairs and maintenance works, within the budgets approved by the Board and in 
accordance with the Financial Regulations. 

3) Implementation of gas servicing programme and all related matters including quality audits. 
4) Instructing all works including those of an emergency nature.  
5) Selection of contractors from Bridgewater’s approved lists. 
6) Approval of tender acceptance for contracts less than or equal to £15000 
7) Tenant recharges for the cost of repairs. 
8) Quality management and inspections. 
9) Preparation and issue of all information and publicity materials regarding service standards and 

performance.   
10) Statutory and discretionary payments to tenants, including settling claims, on an ex-gratia basis, 

up to £150 (with prior approval of the Chief Executive) 
11) Approval/refusal of tenant requests to carry out alterations and improvements. 
12) Authorising decoration etc. allowances in line with policy 



 

13) Action required in respect of health and safety management, equal opportunities and other 
legal obligations. 

14) Assessment of customer complaints and appeals, including the preparation of reports where 
complaints and appeals are referred to the Scottish Public Services Ombudsman. 

15)  Tenant engagement in relation to all aspects of day to day repairs 

16)  Meeting the requirements of the Scottish Social Housing Charter
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9.  Planned and Cyclical Maintenance 
 

Activity, Approval or Decision 

 

Authority Comments (if any) 

Approval of Planned Maintenance (Major 
repairs) and cyclical maintenance 
programmes and any revisions 

 

Board  

Approval of procurement strategy and 
methods 

Board  

Appointment of Consultants and contractors Board And in line with the 
Associations Financial 
Procedures 

Approval of tender acceptance Board In line with Financial 
Procedures 

Approval of contract expenditure more than 
7.5% over the approved contract sum 

 

Board  

Settlement of Contractual claims 

 

Board  

Approval of replacement building elements 
and specifications 

 

Board  

 Signing of works contracts 
 All contract administration  
 Checking of invoices, fee notes and 

certificates before they are referred to 
Finance for payment 

 Approval of additional contract 
expenditure not more than 7.5% of the 
approved contract costs 

Technical Services 
Manager 

 

Where these matters relate 
to works already approved 
by the Board 

 
The operational management of all aspects of planned and cyclical maintenance services has been 
delegated by the Board to staff.  The officer with lead responsibility is the Technical Services 
Manager, who is accountable to the Board through the Chief Executive.  The Technical Services 
Manager has delegated authority for all operational matters such as, but not restricted to: 
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1) Development of policies for approval by the Board. Interpretation and implementation of 
the policies and service plans approved by the Board.  Development and implementation 
of all formal procedures. 

2) Interpretation and implementation of the cyclical and planned maintenance policies, plans, 
strategies and programmes approved by the Board. 

3) Authorising applications for statutory permissions and consents. 
4) Signing of works contracts. 
5) Appointing professional consultants; supervision and performance review. 
6) Liaison with Bridgewater’s professional consultants, contractors and statutory authorities, 

as required. 
7) Issuing client instructions to Bridgewater’s professional consultants and contractors, as 

required.   
8) Monitoring contract costs and progress. 
9) Ensuring Bridgewater’s properties meet the SHQS, EESSH and any other similar standards 

which apply to Bridgewater’s houses. 
10) Ensuring properties are covered by a valid EPC where required. 
11) Regular property condition surveys. 
12) All matters relating to stage three adaptations including grant claims and advising on grant 

levels sought. 
13) Approving invoices, fee notes and certificates before they are referred for payment and 

agreeing final accounts. 
14) Ensuring compliance with Bridgewater’s health and safety obligations, including the 

preparation of health and safety plans and files and CDM regulations in particular. 
15) Assessment of customer complaints and appeals, including the preparation of reports 

where complaints and appeals are referred to the Scottish Public Services Ombudsman. 
16) Tenant engagement relating to all aspects of planned/cyclical maintenance 
17) Meeting the requirements of the Scottish Social Housing Charter 
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10.   Development 
 

Activity, Approval or Decision 

 

Authority Comments (if any) 

Approval of project procurement strategy/ 
methods  

Board  

Purchase of land and buildings for 
development 

Board  

Approval of housing mix and project briefs for 
development projects 

 

Board  

Selection and appointment of consultants 
and contractors where costs are more than 
£15000 

 

Board  

Approval of tender acceptance and 
acceptance of grant offers and offers of 
private finance 

 

Board Technical Services Manager 
has authority to accept grant 
offers in relation to disabled 
adaptations 

Approval of additional contract expenditure 
above 7.5% of the approved contract sum  

Board  

Settlement of contractual claims Board  

Delegated to staff: 

 

Selection and appointment of consultants 
and contractors  

 

 

Technical 
Services 
Manager 

In line with Financial 
Procedures 

Approval of additional contract expenditure 
not more than 7.5% of the approved contract 
sum 

Technical 
Services 
Manager 

In line with Financial 
Procedures 
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The operational management of property development activities has been delegated by the Board 
to staff.  The lead officer is Bridgewater’s Technical Services Manager, who is accountable to the 
Board through the Chief Executive.  The Technical Services Manager has delegated authority for 
all operational matters such as, but not restricted to: 

 

1) Development of policies for approval by the Board. Interpretation and implementation of 
the policies and service plans approved by the Board.  Development and implementation 
of all formal procedures. 

2) Authorising applications for statutory permissions and consents. 
3) Signing of building contracts. 
4) Appointing professional consultants, supervision and performance review. 
5) Liaison with Bridgewater’s professional consultants, contractors and statutory authorities, 

as required. 
6) Issuing client instructions to Bridgewater’s professional consultants and contractors, as 

required.   
7) Monitoring contract costs and progress. 
8) Drawing the Boards attention to any circumstances covered by 7) and 8) where 

development contracts are affected by material delays and/or cost increases in relation to 
the approved programme and contract sum. 

9) Making grant submissions approved by the Chief Executive 
10) All matters relating to Wider Role Activities 
11) Approving invoices, fee notes and certificates before they are referred for payment and 

agreeing final accounts. 
12) Approval of home loss or disturbance payments. 
13) Submission of applications for Section 107 “specific consent” from the Scottish Housing 

Regulator and compliance with the Regulatory Standards of Governance in respect of 
disposals covered by SHR “general consent”. 

14) Ensuring compliance with Bridgewater’s health and safety obligations, CDM regulations 
including the preparation of health and safety plans and files. 

15) Assessment of customer complaints and appeals, including the preparation of reports 
where complaints and appeals are referred to the Scottish Public Services Ombudsman. 

16) Tenant engagement relating to all aspects of property development 
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11.   Financial Decision-Making 

Activity, Approval or Decision Authority Comments (if any) 

Approval of Bridgewater’s 
annual budget, and any 
subsequent revisions 

Board  

Approval of management 
accounts 

Board  

Approval of financial 
projections 

 

Board  

Approval of private funding, 
grant offers and the granting 
of security over 
Bridgewater’s assets 

Board  

Approval of financial 
regulations and policies 
including cheque signatories 

Board  

Approval of all returns to the 
Scottish Housing Regulator 
where the information is not 
taken from an already 
approved source. 

Board  

Expenditure within approved 
budget subject to the limits 
specified in Bridgewater’s 
financial regulations, 
policies and procedures 

Chief 
Executive 

 

Emergency Expenditure Chief 
Executive 

The Chief Executive or Head of Finance can authorise 
emergency expenditure both out with or in excess of 
the approved budget, with the agreement of the 
Chairperson, until Board approval is received.  This 
may only happen in circumstances where expenditure 
must be authorised to ensure services to tenants are 
not interrupted; in cases involving severe damage to 
property, the decanting or temporary relocation of 
families including any associated expenditure, and/or 
where there is a serious threat to the health and safety 
of people and the matter cannot wait until the next 
scheduled Board meeting.  The attached pro-forma will 
be completed and signed by the Chairperson as an 
audit trail.  This will prevent any misunderstandings 
arising. If the Chairperson is unavailable attempts 
should be made to obtain the agreement and 
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Activity, Approval or Decision Authority Comments (if any) 

signature of another office-bearer.  If it is not possible 
to obtain a signature the Chief Executive should 
ensure that the form is signed by any other Committee 
member. 

 

Insurance Claims Head of 
Finance 

Head of Finance or the relevant Leadership Team 
member, including accepting settlements.   (The Board 
will receive an annual report on insurance claims by 
the Head of Finance.  Ad hoc reports may be submitted 
if, in the opinion of the Chief Executive, the nature of 
any claims made or received requires this.) 

 

Treasury Management 
Transactions 

Head of 
Finance 

In conjunction with the Chief Executive 

Signing of Cheques/Internet 
payments 

Cheque 
Signatories 

In accordance with Financial Regulations 

 

 

 

The operational management of all aspects of Bridgewater’s finance services has been delegated 
by the Board to staff.  The lead officer is Bridgewater’s Head of Finance, who is accountable to the 
Board through the Chief Executive.  The Head of Finance has delegated authority for all operational 
matters such as, but not restricted to: 

 

(Financial delegations are recorded in further detail in Bridgewater’s Financial Regulations.)   

 

1) Development of policies for approval by the Board. Interpretation and implementation of the 
policies and service plans approved by the Committee.  Development and implementation of 
all formal procedures. 

2) Budget preparation, in consultation with the Chief Executive and Leadership team. 
3) Preparing Bridgewater’s management accounts, annual accounts, and other reports 

necessary for the control of Bridgewater’s income and expenditure, or to meet 
statutory/regulatory requirements. 

4) Maintaining accounting systems, procedures and records, in accordance with Bridgewater’s 
financial regulations and with the relevant accounting principles and Regulatory Standards. 

5) Monitoring and complying with bank covenants. 
6) Making all financial returns to the Scottish Housing Regulator. 
7) Authorisation of payments, following approval by the manager or staff member with 

operational responsibility for the goods or services concerned. 
8) The collection, security, banking and recording of all income received by Bridgewater. 
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9) Maintenance and control of Bridgewater’s bank accounts (including payments and the moving 
of monies by electronic means), in accordance with Bridgewater’s financial regulations. 

10) Procurement of insurance cover required by Bridgewater. 
11) Maintaining records of all assets owned or leased by Bridgewater. 
12) Executive decisions relating to investments and cash management, in accordance with 

Bridgewater’s rules, financial regulations and treasury management policy. 
13) Payroll administration, control of petty cash and the payment of expenses to Bridgewater’s 

employees and Board members.   
14) Overseeing arrangements for security, custody and control of Bridgewater’s property. 
15) Administration of taxation payments, including those relating to VAT, PAYE and national 

insurance. 
16) All financial matters relating to factoring including arrears control and collection. 
17) Assessment of customer complaints and appeals, including the preparation of reports where 

complaints and appeals are referred to the Scottish Public Services Ombudsman. 
18) Tenant Engagement relating to all relevant aspects of Finance 
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Financial Delegation Limits for Budgeted Expenditure 

 

 

Expenditure in excess of Bridgewater’s approved annual budget 

 

1. The limits apply to budgeted expenditure only.  If an item of expenditure will cause Bridgewater 
to exceed the overall approved budget, the Board’s approval is needed.  If this happens, the 
Chief Executive or the Head of Finance have authority (with the agreement of the Chair) to 
approve expenditure in excess of the budget, until such time as Board approval is obtained.  A 
clear audit trail will be kept. 

 

Key principles 

 

2. The procedures are based on the principle that payments will always be authorised by the 
Finance team, before they issue a cheque or make an internet payment).   

 

3. Before that, payments need to be approved by a staff member with authority to do this.  
 

4. The arrangements in the following tables are designed to ensure that there is a degree of 
separation between the ability to commit expenditure and approval of invoices for payment.  In 
some cases, this means that payment claims will be counter-signed by another member of 
staff, before they are authorised for payment by the Finance team.   
 

Absence of staff members 

 

5. In the absence of a member of staff to whom financial authority has been delegated, their 
authority shall be exercised by a more senior member of staff.  In the Chief Executive’s 
absence, the Head of Finance will exercise any powers delegated to the Chief Executive.  
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Financial Limits 

 

1.  Day to day repairs 

Financial Limit 

(based on actual/estimated 
cost) 

Commitment of 
expenditure 

Approval of Payment 
Claim/Invoice 

Pre-Approved by 

£700 Repairs 
Assistant 

Technical Services 
Officer 

Not required 

£700  to £2000 Technical 
Services 
Officer/Factoring 
Officer 

Technical Services 
Manager 

Not required 

£2,000 to £50,000 Tech Services 
Manager 

Head of Finance Not required 

£50,000 to £100,000 Tech Services 
Manager 

Head of Finance Chief Executive 

Above £100,000 Board Head of Finance Chief Executive 

* This applies only to ordinary day to day reactive repairs expenditure . 

 

2.  Contracts Expenditure (Cyclical Development and Planned Maintenance) 

 

Financial Limit 

(based on actual/estimated 
cost) 

Commitment of 
expenditure 

Approval of Payment 
Claim/Invoice 

Pre-Approved by 

Contract value < £2,000 

 

Technical 
Officer/Factoring 
Officer 

Technical Services 
Manager 

Not Required 

Contract value  £2,000-
£50,000 

Technical 
Services 
Manager 

Head of Finance  

Contract value £50,000-
£100,000 

Tech Services 
Manager 

Head of Finance Chief Executive 

Over £100,000 Board Chief Executive  

Additional contract expenditure 
up to 7.5% 

Technical 
Services 
Manager 

Head of Finance  
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Additional contract expenditure 
more than 7.5% 

Board Head of Finance Chief Executive 

Number of estimates as per, Procurement Policy 
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3.  Housing Services Expenditure 

 

Financial Limit 

(based on actual/estimated 
cost) 

Commitment of 
expenditure 

Approval of Payment 
Claim/Invoice 

Approval of Payment 
Counter-signed by 

> £1,500 

 

Housing Officer Housing Services 
Manager 

NA 

Disturbance 
Claims/Discretionary Payments 
including settling claims up to 

 

,£150 

 

>Greater than £150 

 

 

 

Housing Officer 

 

Housing 
Services 
Manager 

 

 

 

Housing Services 
Manager 

Chief Executive 

 

 

 

NA 

 

NA 

 

4.  Administration and General Expenditure  

Financial Limit 

(based on actual/estimated 
cost) 

Commitment of 
expenditure 

Approval of Payment 
Claim/Invoice 

Approval of Payment 
Counter-signed by 

Petty cash payments <£50 

 

n/a Office Administrator Not required 

Petty cash payments >£50 n/a Office Administrator Head of 
Finance/Chief 
Executive 

Other expenditure < £500 Office 
Administrator 

Chief Executive 

Head of Finance 

Not required 

Other expenditure > £500 and 
< £15,000 

CEO CEO Head of 
Finance/CEO 

Other expenditure > £15,000 Board CEO CEO 

 

These financial limits do not apply to the payment of salaries, pension contributions, PAYE, 
taxation payments etc.  The Finance Manager is responsible for the administration of all such 
matters.  
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EMERGENCY EXPENDITURE 

AUTHORISATION 

 

Describe the event which requires emergency expenditure:- 

 

 

 

 

 

 

Why is it necessary to incur expenditure right now? 

 

 

 

 

 

 

Describe how the money will be spent:- 

 

 

 

 

 

What is the expected total amount to be spent? 

 

 

 

 

 

Confirm if it has been/will be possible to obtain estimates or quotes in advance:- 
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I confirm that the above situation requires immediate expenditure outwith or in excess of an 
approved budget or more than my delegated authority. 

 

Signed: 

 

 Date:  

Position: 

 

 

 

I confirm that I have given authority for the above expenditure to be incurred and that this matter 
will be reported to the next meeting of the Management Committee. 

 

Signed: 

 

 Date:  

Position: 

 

 

 

 



 
 
 
 
 
 
 

BRIDGEWATER HOUSING  
ASSOCIATION LTD 

RISK MANAGEMENT  
FRAMEWORK 
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Introduction 
1. This document sets out our approach to risk management and outlines the key objectives, 

strategies, and responsibilities for the management of risk across the organisation. It applies to 

all of our people and should be applied consistently across the organisation. It will be supported 

by training and guidance to ensure that as an organisation we are 'risk aware' but not 'risk 

averse'. 
 

Overview of Risk Management 

2. We are committed to achieving the aims defined in our Rules, Business Plan and other strategic 

plans.  In so doing, we realise that we will face a variety of risks. 

3. Bridgewater regard risk as a quantifiable level of exposure to the threat of an event or action 

that could adversely affect our ability to achieve our objectives successfully. The task of 

management is to respond to these risks effectively so as to maximise the likelihood of 

Bridgewater achieving its objectives and ensuring the best use of resources. 

4. We use risk management to systematically identify, record, monitor and report risks to our 

Board, (through the Audit and Risk Committee), to enable Bridgewater to meet its objectives 

and to plan actions to mitigate risks. The five key aspects to our risk management process are 

illustrated in Exhibit 1. 
 

 

Exhibit 1 

Risk management process 
 

 
 
 

 

Identify 
risks 

 
 

Report risks 

 
Analyse & 
assess 

Monitor & 
control 

 
Respond & 
manage 
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Policy Statement 
5. We are committed to ensuring that the management of risk underpins all of our business 

activities and that robust risk management procedures are in place throughout the 

Association. The application of this policy and strategy will enable us to identify, assess and 

respond to a changing risk profile. 

6. We have a responsibility to manage risks and support a systematic approach to risk 

management including the promotion of a risk aware culture. 

7. The Association acknowledges that the application of risk management practices cannot and 

will not eliminate all risk exposure. H o w e v e r ,  t hrough the application of the risk 

management approach identified in this framework, we aim to achieve a better understanding 

of the risks faced by - and the implications for the organisation - and so inform our decision-

making. 

8. We recognise that risk, as well as posing a threat, also represents opportunities for developing 

innovative ways of working. There are also risks associated with not looking for, or taking, 

opportunities when they arise. Innovation and best practice should be shared across the 

Association and we want to be 'risk aware', but not 'risk averse'. 

9. The importance of risk management is set out in the Business Plan, the Framework of 

Governance and other supporting documentation such as the Asset Management Plan etc. 

10. We expect the leadership team to take action to manage and mitigate the effects of those risks 

that are considered to be in excess of Bridgewater’s risk appetite. Where a risk is deemed to 

be significant and/or in excess of Bridgewater’s risk appetite it will be highlighted in the 

Association’s risk register along with the controls and actions being taken to mitigate the risk. 

11. The active, ongoing commitment and full support of the Board through the work of the Audit 

and Risk Committee and the Leadership Team is a necessary and essential part of this 

policy. The Chief Executive and the Leadership Team will ensure that effective mechanisms 

are in place for assessing, monitoring and responding to any risks arising. 

12. The Risk Management Group acts as a 'Risk Forum'. Its role includes reviewing, challenging 

and agreeing which risks should be escalated for inclusion in the risk register. 

13. All of our people are expected to have a good understanding of the nature of risk within 

Bridgewater and the organisation's risk appetite. Also, those acting on behalf of the 

Association must accept responsibility for risks associated with their activities. 
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Risk Management Approach 
Risk Management Objectives 

14. The following objectives form the basis of our Risk Management framework: 

 Promote awareness of business risk and embed the approach to its management 

throughout the organisation. 

 Seek to identify, assess, control and report on any business risk that will undermine the 

delivery of Bridgewater Housing Association’s business priorities, at a strategic and 

operational level. 
 

Risk Management Vision 
In order to achieve our vision of being a,  
 

“customer focused organisation which delivers the best 
affordable housing and services to people who need them 
most”. 

15. We must have strong governance and management arrangements in place. Effective risk 

management is a core component of these arrangements. 

16. We will identify the risk and its cause at the earliest opportunity; assess the potential impact 

on the organisation and put in place controls to mitigate the risk. 

17. Additionally, we will seek to obtain assurance that the controls relied on to mitigate the key 

risks are effective.  
 

Risk Management Culture 

18. We recognise the value of an effective risk management culture. Systems and processes are 

dependent on the people operating and supporting them. They are also dependent on reflecting 

the environment within which they operate. Our approach to risk management therefore focuses 

on all of these aspects. We will: 

 review the Business Plan on an annual basis. 

 review the Bridgewater risk register on a quarterly basis. 

 integrate risk management with planning at strategic and operational levels. 

 implement and monitor risk management arrangements across the organisation. 

 welcome independent review of our arrangements, including internal and external audit. 

 devolve responsibility for risk ownership and management as appropriate. 

 ensure that designated individuals receive the necessary training, ongoing support and 

advice in connection with risk management. 

 ensure that all of our people understand our approach to, and their role in, risk 
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management. 
 

Risk Management Structure 

19. In order to ensure that risk management is embedded within the organisation as a whole, as 

well as management responsibilities for risk management identification and control, the 

organisation will establish a Risk Management Group, made up of an appropriate 

representative of each team who will feed into the Leadership Team.  This process is 

described in the section on Risk Universe.  Additionally, to ensure that we have a full 

understanding of the risks we face and their implications, risks will be identified and assessed 

at three levels: 

 Corporate: Those risks that, if realised, could have a significant detrimental effect on 

Bridgewater’s key business processes and activities. 

 Operational: Those business risks that, if realised, could have a significant detrimental 

effect on a particular departmental activity. 

 Project: Those business risks that, if realised, could have a significant detrimental effect 

on the outcome of a particular project. 
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Risk Registers 
Bridgewater's 'Risk Universe' 

20. Risk registers are a key management tool. A risk register supports the identification, 

assessment and monitoring of risk. Risk registers also provide useful information on risk trends, 

action planning and offer a means of sharing of lessons / good practice across the organisation. 

21. Bridgewater's risk universe i.e. the level to which risks should be captured and recorded in risk 

registers is summarised in the Exhibit 2: 
 
 
 

 

Exhibit 2 

Risk management universe 
 

 
 
 
 
 

 

Board

Audit and Risk
Committee 

Leadership Team

Housing 
Services 

Risk
Management Group

Technical 
Services 

Finance  ICT
Corporate 
Services 
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Responsibilities 

22. The Bridgewater Board through its Audit and Risk Committee has ultimate strategic 

responsibility for the management of risk. 

23. The Chief Executive has overall operational responsibility for risk management for Bridgewater. 
 

24. The Bridgewater Leadership Team has day to day responsibility for the systems of internal 

control, including risk management. All staff should be risk aware. The key roles and 

responsibilities in relation to risk are summarised in Appendix 1. 

25. The Risk Register follows a standard format (Appendix 2) and includes the following elements: 

 gross risk assessments of likelihood and impact 

 active and monitoring controls in place to mitigate the gross risks 

 net risk assessments of likelihood and impact and any changes 

 further actions or monitoring required to reduce risk including; how the planned actions 

will manage the risk, timescales, action owners and risk review dates 

 target risk and target mitigation date 

 risk owner. 
 

26. The Risk Management Group has responsibility to advise the Leadership Team of changes to 

risk. 
 

Risk Register 

27. Corporate: This part of the register reflects the most significant risks that have the potential 

to prevent the Association as a corporate body, from delivering its objectives set out in the 

Business Plan.  The Association’s Leadership Team maintains and updates the risk register, 

with support from the Risk Management Group (RMG). 

28. Operational: Departments maintain their own risk registers which reflect the specific risks 

associated with their activities.  These will be incorporated into the Corporate Risk Register 

29. Project: Separate risk registers are maintained for each major project. These cover significant 

pieces of work and improvement/New Build/Development projects etc.  These too will be 

incorporated into the Corporate Risk Register.  Consequently, the Association will operate with 

one Risk Register. 
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Risk Management Process 
Risk Identification 

30. Risk identification is an ongoing activity, with individual risks and the impact and/or likelihood 

of risks materialising changing regularly. Risk identification is the process of determining what 

risks might prevent us from delivering our objectives, whether these are strategic or 

operational. 

31. Risks can be triggered/ identified from a number of sources including: 

 changes to the operating environment/ periodic horizon scanning 

 planning (at strategic, and operational levels) 

 Learning from things that have gone wrong 

 monitoring of performance 

 existing forums (board, audit and scrutiny committee, leadership team, 

departmental teams, project group meetings) 

 risks identified by internal/ external audit. 
 

32. It is important, therefore, that risk features as a standing agenda item on leadership team 

meetings, departmental and working groups across Bridgewater.  Any risks identified should be 

reported for inclusion in the relevant section of the risk register.   

 
Risk Analysis and Assessment 

33. Once a risk is identified the risk is assessed. Risks should be assessed consistently across 

B r i d g e w a t e r  considering – likelihood of the risk occurring, and if that risk was to occur, 

what the impact (i.e. consequences) on the organisation would be. 

34. Likelihood will be categorised on a scale of 1 to 5 with one being rare and five almost certain. 

Impact will also be assessed on a scale of 1 to 5 with one being insignificant and 5 being 

severe.  Likelihood and impact are multiplied together to obtain a total gross risk score as 

illustrated in Exhibit 3. 
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Exhibit 3 

Risk scoring 

 
  LIKELIHOOD 

IMPACT Multiplier Rare Unlikely Possible Likely Almost 

Certain 

Multiplier   1 2 3 4 5 

Severe 5 5 10 15 20 25 

Major 4 4 8 12 16 20 

Moderate 3 3 6 9 12 15 

Minor 2 2 4 6 8 10 

Insignificant 1 1 2 3 4 5 

 
 

 

 
 
 

35. A table setting out what is meant by Insignificant, Minor, Moderate, Major and Severe 

classified by different types of events such as financial, regulatory, business continuity and 

reputational is included at Appendix 3. 



Page 12 Bridgewater Housing 
Association Ltd 

Risk management process
 

 

 

Risk Appetite 

36. Risk appetite is an expression of how much risk the Association is prepared to take. 

Those involved in risk evaluation and prioritisation should, when considering risk, discuss 

and express the risk appetite as they see it. 

37. The risk register format steers risk owners into considering risk appetite when updating a risk 

entry. They need to consider the risk score before and after existing mitigating action but also 

the final tolerable risk status (i.e. what they are aiming for in terms of status for that particular 

risk). 

38. Bridgewater’s risk appetite is summarised in Exhibit 4. 
 
 
 

 

Exhibit 4 

Risk appetite 

 
 

Risk Rating Net risk assessment Risk appetite response 

High 20 - 25 Unacceptable level of risk exposure which 

requires action to be taken urgently.  

Medium 12 - 16 Acceptable level of risk but one which 

requires action and active monitoring to 

ensure risk exposure is reduced. 

Low 1 - 10 Acceptable level of risk based on the 

operation of normal controls. In some cases 

it may be acceptable for no mitigating action 

to be taken e.g. net risk< 4. 
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Risk Response 

45. Based on risk scores there are four response options: 

 Terminate - in this situation the risk is terminated by deciding not to proceed with an 

activity. For example, if a particular project is very high risk and the risk cannot be 

mitigated it might be decided to cancel the project. Alternatively, the decision may be 

made to carry out the activity in a different way. 

 Transfer - in this scenario, another party bears or shares all or part of the risk. For 

example, this could include transferring out an area of work or by using insurance. 

 Treat - this involves identifying mitigating actions or controls to reduce risk. These 

controls should be monitored on a regular basis to ensure that they are effective. 

 Tolerate - in this case, it may not always be necessary (or appropriate) to take action 

to treat risks, for example, where the cost of treating the risk is considered to outweigh 

the potential benefits. If the risk is shown as 'green' after existing mitigating actions, 

then it can probably be tolerated. 
 

Risk Mitigation 

46. These are the controls and actions put in place to reduce the likelihood of the risk occurring, 

or minimise the impact of the risk if it does occur.  An internal control system incorporating 

policies, processes, business continuity arrangements and other aspects of the Association’s 

operations should, when taken together: 

 enable the organisation to respond appropriately to business risks 

 help ensure the quality of internal and external reporting. This requires the maintenance 

of proper records and processes that generate the flow of timely, relevant and reliable 

information, and 

 help ensure compliance with applicable laws and regulations, and also with internal 

policies. This would include, for example, having formal written procedures and policies 

applied consistently across the organisation supported by training for staff. 

47. The residual risk which remains after taking account of the relevant mitigations is the net risk. It 

is also good practice to define 'target' risk which, in simple terms, is the tolerable level of risk 

that the organisation should aim for. 

48. The risk register format requires active and monitoring controls to be identified to inform the 

net risk assessment. The risk register also prompts for additional actions where the net risk is 

above the target risk. 
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Risk Escalation 

49. This is a process which ensures that significant risks are escalated to the appropriate person 

or group. This is necessary to ensure the appropriate decisions and/or actions are 

implemented to mitigate the risk. 

50. It is key to the risk escalation process that risk information is made available to the right people 

in a timely way. There is no restriction on what may be escalated for action, however the key 

criterion is that some form of intervention is required from more senior management. 

51. It is the responsibility of individual risk owners to raise risks which they believe require action by 

a higher authority. It should be emphasised though that we want to discourage people from 

escalating risks that they should be dealing with themselves. High risk issues should be 

escalated through the hierarchy that makes up the risk universe so that they are captured in                

the register for information purposes. However, responsibility for addressing the risk may still 

remain with the originator. 

52. Risks should feature as a standard agenda item at leadership, team and working group 

meetings. Discussions on risk should include: 

 new or emerging issues and risks 

 evaluation and criticality of new or emerging issues and risks 

 decisions required and by whom 

 mitigating actions, action owners, timescales and review points 

 ownerships of new risks 

 review of existing risks and the effectiveness of the current controls in place 
 

53. Risks should be discussed, evaluated and escalated upwards, as appropriate, through the risk 

universe to ensure that the most significant risks (and mitigating actions) are reflected in the risk 

register. 
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Monitoring and Reporting 
Arrangements 
Monitoring Risks 

54. Risk management is an ongoing process that needs to be embedded in everyday activity. The 

process must be reviewed on a regular basis to remain effective. It is the responsibility, 

therefore, of each risk owner to review risks on a regular basis and identify whether any revisions 

are required. The revision may involve a re-assessment of impact and likelihood or planned 

mitigating actions. 

55. As previously stated, it is important that risk is included as a standing item on the agenda for 

t h e  l e a d e r s h i p  a n d  d e p a r t m e n t a l  teams and working groups so that risks can 

be identified and captured. As a minimum, on a quarterly basis the Chief Executive will seek 

assurance from individual leadership team members that the risks in their assigned areas are 

being adequately monitored and action is being completed as agreed in formal action plans. 

56. Through the Risk Management Group (RMG) risks will also be reviewed on a quarterly basis.   

This group will link directly with the Leadership Team and will advise them on which risks to 

escalate / de-escalate for inclusion or deletion from the risk register. 
 

Action Planning 

57. In situations where a risk is classified as 'to be treated', and scores either 'amber' or 'red' then 

t h e  r e g i s t e r  s h o u l d  i n c l u d e  an action plan. The action plan is the mechanism 

whereby: 

 the risk owner records the actions to be taken 

 the controls that need to be put in place / strengthened 

 the action owner, and 

 the timescale for implementation. 
 

58. Additionally, the action plan should indicate whether planned actions are aimed at reducing 

the likelihood and / or the impact of the risk. Action updates should be provided at least 

quarterly to Risk Management Group (RMG) of any changes in the risk profile. The RMG in 

turn would update the risk register for the Leadership Team to consider and approve, including 

any additional actions required to further reduce risks. 
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Reporting and Assurance Arrangements 

59. Bridgewater’s risk management framework will be supported through agreed reporting and 

assurance arrangements. This is to ensure that the key risks and their owners are clearly 

identified that mitigation and specified actions are appropriate and that actions are being 

carried out. The arrangements, include: 
 

Corporate level 

60. Bridgewater’s Board will review and approve risk management policies and strategies. It will 

take advice from the Audit and Risk Committee on these matters. 

61. On a routine basis the Audit and Risk Committee will receive updates on the risk 

management framework and risks. Reporting will include: 

 the risk management framework and the Association’s approach to risk 

 the Risk Register including associated action plans for the higher rated risks, and 

 reports on the changing risk profile within the Association including areas of increasing 

risk, where controls are not considered to be effective and horizon scanning for areas of 

possible future risk. 

62. The Audit and Risk Committee will also review the Risk Register at each meeting and where  

appropr i a te  will receive an annual report on risk management from the internal auditors. 

The committee will also consider input from other sources of assurance as appropriate. 

63. In its annual written report to the Association’s Board, the Audit and Risk Committee will 

include its review of risk management and an updated version of the Risk Register. 

64. The Leadership Team will maintain and regularly review (and update) the Risk Register of the 

key risks facing the organisation. The Leadership Team while retaining ultimate responsibility 

for updating the risk register will delegate the detailed review work to the RMG. 
 

Departmental level 
65. Each Manager will review risks and actions in mitigation of risk on a regular basis as an integral 

part of the management of their part of the business and actively with their team so as to 

ensure that everyone is involved and has a say in risk identification and risk management and 

mitigation.  They will also ensure that risks identified at a Departmental level are communicated 

to the RMG. 
 

66. The RMG, after considering feedback from Departments, will update the risk register and 

provide the Leadership Team with an overview of the risk profile across the Association.   
 

Project level 

67. Risks associated with projects will be reviewed by the project sponsor or officer responsible 

for maintaining the project risk register depending on delegated authority. Risks identified in 

project risk registers will be reviewed and considered by the relevant D e p a r t m e n t a l  

T e a m  and will feature as part of the overall review of the Departmental risk register. 
 



Bridgewater Housing 
Association Ltd 

Page 17

Monitoring and reporting arrangements
 

 

Risk Management Maturity Model 

68. A key aspect of monitoring and reporting progress is the establishment of a Risk Maturity 

Model. This model provides senior management with a snapshot of where the risk processes 

and principles Bridgewater employs have led to changes and progression in risk management. 

It provides assurance that risk management processes are fit for purpose and also identifies 

areas where further improvement is required. Bridgewater’s risk maturity model is attached as 

Appendix 4. 

69. The risk maturity model will be reviewed annually by the external auditor with findings discussed 

by the Leadership Team (via the RMG). The Leadership Team would then propose any actions 

to raise 'maturity' in areas of poorer performance for consideration by the Audit and Risk 

Committee and subsequent approval by the Association’s Board. 
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Appendix 1: 
Responsibilities 

 

Level Role & responsibilities Frequency 

Leadership Team 

Bridgewater Board  Setting the tone at the top for risk 
management throughout the organisation 

 Approving the overall risk management 
arrangements including the appetite for risk 

 Considering reports on the operation of risk 
management arrangements via reports from 
the Audit and Risk Committee, the Chief 
Executive and through consideration of the 
annual assurances report from the External 
Auditors.   

Annually 

Audit and Risk Committee  Scrutinising the Association’s risk 
management framework 

 Reviewing the strategic processes for risk, 
control and governance  

 Monitoring the effectiveness of risk 
management arrangements 

 Scrutinising the Association’s approach to 
risk tolerance (i.e. risk appetite) 

 Review the risk register 

 

Annually 
 
 
 
 
 
 
 
 
 
Quarterly 
 
 

Chief Executive  Owners of the risk register and responsible for 
ensuring its completeness and accuracy 

 Reviewing and challenging ‘red’ (high) risks 

 Ensuring that there is ownership for all 
significant risks by a member of the 
Leadership Team 

 Approving and recommending to Audit and 
Risk 

Quarterly 
 
 
 
 
 
 

As required 



Appendix 1: Responsibilities

Bridgewater Housing 
Association Ltd 

Page 19

 

 

 
 

Level Role & responsibilities Frequency 

  Committee draft risk policies & strategies 

 Determining the Associations overall 
approach to risk and risk tolerance 

 Reviewing corporate risks including response 
approach (Terminate /Transfer/Tolerate /Treat) 

 Preparing corporate business plans 
incorporating risks and planned mitigating 
actions 

 Reviewing risk maturity model 

 

Leadership Team  Risk owners for specified risks 

 Responsible for implementing the risk policy, 
strategy and assurance framework within their 
areas of responsibility and accountability 

 Fostering a culture of risk management and 
risk awareness 

 Preparing plans incorporating risks and 
planned mitigating actions 

 Ensuring that all identified risks are captured in 
the risk register  

 Actively manage risks through identification of 
mitigating controls, taking action and regularly 
discussing and reporting on risks 

 Nominating and appointing membership of 
the RMG to co-ordinate risk management 
activity within their areas of responsibility 

 Risk being a standing item on Departmental 
meetings. 

Ongoing 

Risk Management Group 

Role of Risk 

Management Group 

(RMG) 

 Contribute to and review the risk register,  

 Reviewing and challenging ‘red’(high) risks 
based on management information: trends, 
horizon scanning, areas of increasing risks, 

Quarterly 
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Level Role & responsibilities Frequency 

         where controls are not effective 

 Challenging progress against risk action plans 
holding those to account for agreed actions 

 Advising the leadership team on risks to be 
escalated for inclusion in the risk register 

 Ensuring proper follow-up actions are 
being implemented where risk exposure 
remains high despite mitigating controls 

 

 
 

 
Ongoing 

Members of the Risk 

Management Group 

(RMG) 

 Supporting Bridgewater’s risk management 
framework 

 Being a key reference point for staff in 
providing support and advice on risk 
management 

 Maintaining and updating Department risks in 
the risk register 

 Working with other members of the group to 
ensure consistency of approach across the 
organisation 

 

Ongoing 

Other staff 

Risk owner - the 

designated individual to 

manage and monitor risks.  

 Maintaining all aspects of risk assigned to 
them including the actions needed to mitigate 
risk and maintaining an action plan 

 Obtaining Chief Executive support where 
necessary (e.g. deciding on target risk 

 Liaising with RMG to ensure that the 

Ongoing 



Appendix 1: Responsibilities

Bridgewater Housing 
Association Ltd 

Page 21

 

 

 
 

Level Role & responsibilities Frequency 

  risk register is kept up to date 

 Escalating risks where appropriate 

 

Working groups  Ensuring that risks is appropriately considered 
at meetings and minuted 

 Facilitate the sharing of best practice and 
lessons learnt. 

Per timetabled 

meetings 

Colleagues  Following the Association’s risk 
management framework (including firms 
appointed by Bridgewater). 

 Understanding risk and being aware of the role 
of risk owners & the RMG  

 Good understanding of the part they play in 
delivering the Association’s risk 

management framework 

 Being risk aware and reporting potential risks 

Ongoing 

Internal audit 

Internal audit  Internal audit work is undertaken on the major 
risks faced by the organisation and the 
effectiveness of associated controls is 
assessed. 

 Independent assurance is provided more 
generally on the management of risk. 

Part of annual 

audit programme 

of work 
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Appendix 2: Risk register format 
 
 
 

 Risk Description Gross Risk Controls in 
Place 

Net Risk Previous net 
risk/change 

Planned actions  
and timescales 

Target Risk and 
Mitigation 

Risk Owner 

  L I  Total  L I Total     
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Appendix 3 - Risk impact descriptions 
Description Financi

al 
Injury or Illness Asset Loss Business 

Continuity 

Reputational Corporate 

Objectives 

Regulatory 

& Legal 

Insignificant <£25k Minor injury, or illness, 

f irst aid, no days lost 

Minor damage 

to single asset 

<0.5 days Minor media 

interest 

<2.5% 

variance 

Act or Omission 

resulting in Legal or 

Regulatory breach 

causing insignificant 

impact loss  

Minor £2

5k 

– 

Minor injury, or illness, 

medical treatment, days 

lost 

Minor damage 

to multiple 

assets 

0.5>1 day Headline media 

interest 

2.5-5% 

variance 

As above 

Causing minor loss 

Moderate £50k-
£100k 

Moderate injury, medical 

treatment, hospitalisation, 

<14 days lost, RIDDOR 

reportable 

Major damage 

to single or 

multiple assets 

1>7 days Headline media 

interest causing 

public 

embarrassment 

5-10% 

variance 

As above 

Causing moderate loss 

Major £100

k-

£15

Single death, extensive 

injuries, long-term illness 

(>14 days) 

Significant loss 

of assets 

7>30 days Short-term 

media 

campaign 

10-25% 

variance 

As above 

Causing major loss 

Severe >£150k Multiple deaths or severe 

disabilities 

Complete loss 

of assets 

>30 days Sustained 

media 

campaign 

>25% 

variance 

As above Causing 
catastrophic loss and 
Legal or regulatory 
supervision
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  Risk Governance Risk identification & 

assessment 

Risk mitigation & 

treatment 

Risk reporting & review Continuous 

improvement 

Enabled Risk management and 

internal control is fully 

embedded into 

operations. All parties 

play their part and have 

a share of 

accountability for 

managing risk in line 

with their responsibility 

for the achievement of 

objectives. 

There are processes for 

identifying and 

assessing risks and 

opportunities on a 

continuous basis. Risks 

are assessed to ensure 

consensus about the 

appropriate level of 

control, monitoring and 

reporting to carry out. 

Risk information is 

documented in a risk 

register. 

Responses to the risks 

have been selected and 

implemented. There are 

processes for evaluating 

risks and responses 

implemented. The level 

of residual risk after 

applying mitigating 

controls is accepted by 

the organisation, or 

further mitigations have 

been planned. 

High quality, accurate and 

timely information is 

available to operational 

management. The board 

reviews the risk 

management strategy, 

policy and approach on a 

regular basis e.g. 

annually, and review key 

risks, emergent & new 

risks, and action plans on 

a regular basis. 

The organisational 

performance 

management 

framework drives 

improvements in risk 

management. Risk 

management is a 

management 

competency. 

Management 

assurance is provided 

on the effectiveness of 

their risk management 

on a regular basis. 

Managed Risk management 

objectives are defined 

& managers are trained 

in risk management 

techniques. Risk 

management is written 

into performance 

There are clear links 

between objectives and 

risks at all levels. Risk 

information is 

documented in a risk 

register. The 

organisation’s risk

There is clarity over the 

risk level that is 

accepted within the 

organisation’s risk 

appetite. Risk responses 

are appropriate to satisfy 

the risk appetite of the 

The Board reviews key 

risks, emergent and new 

risks, and action plans on 

a regular basis. It reviews 

the risk management 

strategy, policy and 

approach on a regular

The organisation’s risk 

management approach 

and the Board’s risk 

appetite are regularly 

reviewed and refined in 

light of new risk 

information reported. 
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  Risk Governance Risk identification & 

assessment 

Risk mitigation & 

treatment 

Risk reporting & review Continuous 

improvement 

  expectations of 

managers. 

Management and 

executive level of 

responsibilities for key 

risks have been 

allocated. 

appetite is used in the 

scoring system for 

assessing risks. All 

significant projects are 

routinely assessed for 

risk. 

organisation have been 

selected and 

implemented. 

basis (annually). The 

Chief Executive requires 

interim updates from 

delegated managers on 

individual risks for which 

they have personal 

responsibility. 

Management 

assurance is provided 

on the effectiveness of 

their risk management 

on an ad hoc basis. 

The resources used in 

risk management are 

becoming quantifiably 

cost effective. KPIs are 

set to improve certain 

aspects of risk 

management activity 

e.g. number of risks 

materialising or 

surpassing impact – 

likelihood expectations. 

Defined A risk strategy and 

policies are in place 

and communicated. 

The level of risk taking 

that the organisation 

will accept is defined 

and understood in 

some parts of the 

organisation, and it is 

used to consider the 

There are processes for 

identifying and 

assessing risks and 

opportunities in some 

parts of the organisation 

but not consistently 

applied in all. All risks 

identified have been 

assessed with a defined 

scoring system. Risk 

Management in some 

parts of the organisation 

are familiar with, and 

able to distinguish 

between, the different 

options available in 

responding to risks to 

select the best response 

in the interest of the 

organisation. 

Management have set up 

methods to monitor the 

proper operation of key 

processes, responses, 

and action plans. 

Management report risks 

to the Chief Exec where 

responses have not 

managed the risks to a 

level acceptable to the 

The Board gets 

minimal assurance on 

the effectiveness of risk 

management. 
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  Risk Governance Risk identification & 

assessment 

Risk mitigation & 

treatment 

Risk reporting & review Continuous 

improvement 

  most appropriate 

responses to the 

management of 

identified risks. 

Management and 

executive level of 

responsibilities for key 

risks have been 

allocated. 

information is brought 

together for some parts 

of the organisation. Most 

projects are assessed 

for risk. 

  Board.  

Aware There is a scattered, 

silo-based approach to 

risk management. The 

vision, commitment 

and ownership of risk 

management have 

been documented. 

However, the 

organisation is reliant 

on a few people for the 

knowledge, skills and 

the practice of risk 

management activities 

on a day-to-day basis. 

A limited number of 

managers are trained in 

risk management 

techniques. There are 

processes for identifying 

and assessing risks and 

opportunities, but these 

are not fully 

comprehensive or 

implemented. There is 

no consistent scoring 

system for assessing 

risks. Risk information is 

not fully documented. 

Some responses to the 

risks have been selected 

and implemented by 

management according 

to their own perception 

of risk appetite in the 

absence of a board- 

approved appetite for 

risk. 

There are some 

monitoring processes and 

ad hoc reviews by some 

managers on risk 

management activities. 

Management does not 

assure the Board on 

the effectiveness of risk 

management. 
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Naive 

 
 
No formal approach 

developed for risk 

management. No 

formal consideration of 

risks to business 

objectives, or clear 

ownership, 

accountability and 

responsibility for the 

management of key 

risks. 

 
 
Processes for identifying 

and evaluating risks and 

responses are not 

defined. Risks have not 

been identified nor 

collated. There is no 

consistent scoring 

system for assessing 

risks. 

 
 
Responses to the risks 

have not been designed 

or implemented. 

 
 
There are no monitoring 

processes or regular 

reviews of risk 

management. 

 
 
Management does not 

assure the Board on 

the effectiveness of risk 

management. 
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Appendix 11 

Entitlements, Payments and Benefits 

EXAMPLE  PERMITTED FURTHER ACTION NECESSARY BEFORE THIS WILL BE 
PERMITTED 

HUMAN RESOURCES AND RECRUITMENT

All entitlements arising from your 
contract of employment with us, 
including (but not restricted to): 
 

 Payment of salary to staff 

 Access to car or travel loans or 
salary advances where specified in 
the employment contract 

 Pension and or private health care 
provided as part of the 
remuneration package 

 Performance related pay or bonus 
awarded in accordance with 
contractual terms 

 Books and equipment in 
connection with employment or 
training in accordance with agreed 
policies and or contractual terms 

 Reimbursement of professional 
fees 

Yes  Any entitlement in terms of your contract is always 
permitted without the need to record in the register 
of interests.  There are Human Resources processes 
in place for this purpose. 

Payment to a member of the 
governing body for their role as a 
governing body member, in 
accordance with the terms of their 
letter of appointment 

No   

All payments made in accordance with 
the terms of our expenses policy 
including: 

 Payment of permitted out of 
pocket expenses 

 Reimbursement of travel costs 

Yes  Entitlements in connection with your role as one of 
our people are set out in our expenses policy are 
always permitted and do not need to be declared 
provided claims are made in accordance with our 
procedures. 

Provision of a loan by the organisation 
to one of our people 

No  This is not permitted unless in connection with the 
contractual terms of employment.  We cannot make 
any other loans to individuals. 

Redundancy or voluntary severance 
payment 

Yes  We can make a redundancy payment to an 
employee in line with the terms of their contract or 
 
We can make a voluntary severance payment to an 
employee which is outside the terms of their 
contract of employment provided that: 
 

 It arises directly from a decision to terminate 
the employee’s contract of employment 
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 Payment is approved by the Board 

 That the total sum of the non‐contractual 
payment and benefit does not exceed, in the 
opinion of our employment adviser, the total 
cost of a successful application by the employee 
to a court or tribunal (including the likely level 
of compensation that might be awarded by a 
court or tribunal and associated costs to the 
organisation to participate in the tribunal) 

 Payment does not exceed the equivalent of one 
year’s salary for the employee 

 That this payment is instead of (rather than 
addition to) any redundancy entitlement. 

An offer of employment (temporary or 
permanent) to someone who is closely 
connected to a member of staff 

Yes  This is permitted as long as: 
 

 There has been an open recruitment 
exercise in accordance with our policy that 
you have not played any part in and 

 You have no direct or indirect line 
management or supervision responsibility 
for the post and 

 The offer of employment complies with our 
policy and is approved by the Chief 
Executive or in his absence, the Chair. 

 You record your connection to the 
successful applicant in the register within 
five days of their acceptance of the offer. 

The offer of employment to someone 
who is or has been in the last twelve 
months a member of the governing 
body. 

No  This cannot be permitted. 

The offer of employment to someone 
who is related to a member of the 
Board 

Yes  This is permitted as long as: 
 

 There has been an open recruitment exercise in 
accordance with our policy 

 The governing body member has no 
involvement in the process 

 The connection between them is recorded and 
managed 

 They do not meet the criteria to be included 
with Group 1 or 2 or people in the first bullet 
point of Group 3 of the policy. 

Appointment to the Board of someone 
who is related to a staff member 

Yes  This is permitted as long as 
 

 The connection between them is recorded and 
managed 

 They do not meet the criteria to be included 
within Group 1 and 2 or the first bullet point in 
Group 3 of the policy 
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Appointment of one of our staff 
members to the governing body 

No  This is not permitted in line with our Rules 

Nomination to join the governing body 
from people who are connected to a 
serving member 

No  This cannot be permitted in accordance with the 
Associations Rules. 

OUR PEOPLE AS TENANTS OR SERVICE USERS 

The offer of a tenancy or lease in one 
of our properties to one of our people 
or to someone closely connected to 
them. 

Yes  This is permitted as long as: 
 
It is in accordance with our published allocations 
policy and 
Neither the applicant or anyone connected to the 
applicant is involved in any way or in any part of the 
allocation process and 
The offer is approved by the governing body in 
advance and 
The tenancy is recorded as an interest in the 
appropriate register within five days of the tenancy 
commencing 

Where one of our people (or someone 
connected to one of our people) is a 
tenant or service user and receives a 
repair, improvement or adaptation to 
their home. 

Yes  Repairs carried out in accordance with our policy do 
not need to be recorded. 
 
Adaptations must comply with our policy and be 
approved by the Chief Executive or in his absence a 
member of the Leadership Team.  The adaptation 
should be recorded in the register of interests within 
five days of approval. 
 
Improvements must be carried out as part of an 
approved programme and in accordance with our 
policy.  The person affected should declare their 
interest if and when the programme is being 
discussed and the improvement recorded in the 
register within five days of completion. 

Where one of our people (or someone 
connected to one of our people) is a 
tenant and receives payment of a 
decoration allowance, tenant 
reward/incentive as part of an agreed 
scheme or prize. 

Yes  Payment of decoration allowances or 
incentive/reward payments must be made in 
accordance with our policies and procedures and 
recorded in the register within five days of receipt. 
 
Prizes or rewards in competitions open to all 
tenants in the same community (e.g. garden 
competitions) can only be given if the selection 
process for giving the award has been carried out by 
someone who is independent.  Receipt of the award 
and the circumstances surrounding it must be 
recorded in the Register within five days of receipt. 

TRAINING AND EVENTS 

Attendance at training events or 
seminars or opening events hosted by 
other RSLS 

Yes  There is no requirement to declare and record in the 
Register. 
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The organisation paying for 
accommodation in connection with 
attendance at relevant conferences or 
events that you are attending on 
behalf of or in connection with  your 
role with us. 

Yes  Accommodation that is part of a conference or 
training package does not need to be recorded in 
the register, but attendance will be recorded on the 
relevant individual training plan. 
 
Residential conferences are important in ensuring 
that our people have the necessary skills, knowledge 
and experience to make an effective contribution to 
our activities. 

Attendance by you at events to mark 
awards, achievements or other 
significant milestones relevant to our 
business. 

Yes  The governing body must approve attendance prior 
to the event taking place and will only do so if: 
 

 The organisation, or one of our people, (because 
of their role with us) has been nominated for an 
award or 

 Attendance is in recognition of achievement of 
or in pursuit of appropriate business 
development or 

 We can demonstrate that attendance or 
participation is directly related to furthering our 
aims and objectives 

 
Where we ask you to represent us at such an event, 
this should be recorded in the register along with 
any associated costs (including travel, 
accommodation and the costs of attendance at the 
event) within five days of attendance. 
 
The total costs should not exceed £500 per person 
and we will make all the arrangements in advance. 

GIFTS AND HOSPITALITY 

Gifts received from tenants and 
external sources  

Yes  Small gifts (e.g. box of chocolates, pens, folders 
mugs) an be accepted if: 
 

 The value does not exceed the limits set within 
the gifts and hospitality policy 

 You do not receive more than one such gift from 
the same source in a 12‐month period 

 You record receipt of the gift in the register 
 
You should not normally accept other gifts and 
should decline any gifts with a value of more than 
the limit set within our policy unless to do so would 
cause offence or otherwise damage our reputation.  
In these cases, you must: 
 
Advise the donor that the gift will be donated to 
charity or will form part of our annual charity fund 
raising activities 
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Record the gift and the action taken in the register 
within five days. 
 
You should also record any offers that you decline 
and the reasons for this in the register within five 
days. 
 
Gifts obtained from stalls at Conferences and 
Seminars are deemed to be deminimis, can be 
accepted and do not require to be recorded 

Gifts given from us to one of our 
people or received by one of our 
people from external sources to mark 
special occasions 

Yes  Gifts from the organisation to our people can be 
permitted in cases where it is to mark a special 
occasion or significant event including: 
 

 Family events (e.g. marriage, milestone birthday, 
birth of a child) 

 Retirement 

 Leaving the organisation 
 
These must be recorded in the relevant register and 
the value of such gifts will be in accordance with the 
limits set within any long service retirement policy or 
our policy on gifts and hospitality. 
 
This does not include collections by our people using 
their own personal funds to make special occasions.  
These are always permitted with no requirements to 
declare 

Hospitality associated with our 
business and that of its partners 

Yes  Modest hospitality, such as a sandwich lunch or 
networking event is permitted and does not have to 
be recorded. 
 
All other hospitality up to a value set within the 
hospitality policy is permitted but must be recorded 
along with an estimated value within five days of 
attendance. 
 
You should not accept invitations with a value that is 
greater than £50 unless you have prior approval 
from the governing body.  The type of hospitality 
offered will also be taken into consideration e.g. We 
will not normally accept invitations to sporting 
events, concerts, golf tournaments etc. 
 
In this case the reason for acceptance must also be 
included in the register and signed by the Chief 
Executive. 

Our people seeking donations from our 
contractors/suppliers when fundraising 
for charity or prizes. 

Yes  This is permitted provided 
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Approval is gained from the Chief Executive prior to 
making any approach. 
Any donations received are recorded in the register 
 
We recognise our social responsibility and promote 
charity fundraising by the organisation and our 
people.  We have a separate policy which sets out 
our approach to supporting other charities. 

PROCURING GOODS AND SERVICES 

The organisation entering into a 
contract with an organisation where 
one of our people or someone 
connected to them has significant 
control. 

No  This is not permitted in almost all circumstances.  
We could only consider this where; 
 
The person affected by this policy is not involved in 
any part of the procurement process or decision 
The appointment is approved by the Board which is 
satisfied that the appointment is reasonable in the 
circumstances 
There is no reasonable alternative (because of 
geography or the specialist nature of the goods or 
services) 
 
In such circumstances the appointment would be 
recorded in the register along with details of the 
process followed. 

The purchase of land or other assets 
from anyone who is or has been in the 
last 12 months one of our people or 
who is connected to one of our people. 

No  This cannot be permitted in almost all cases. 
 
The only exception would be if you were referred to 
us under the Scottish Governments Mortgage to 
Rent scheme where this would be permitted 
provided; 
 
Our policies and procedures are followed 
The prospective seller plays no part in the decision 
to purchase the property or the processing of the 
transaction by the organisation 
It is declared and recorded in the register within five 
days upon conclusion 

The purchase of goods/services from 
our suppliers/contractors by one of our 
people 

Yes  This needs to be carefully managed as outlined in 
our policy 
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APPENDIX 

 

BI - ANNUAL DECLARATION OF INTEREST FORM 

 

 

Surname and initials___________________________________________ (Please print) 

 

Board Member / Employee – please delete as appropriate 

 

Where based_________________________________________________ (Employees only) 

 

Job Title_____________________________________________________ (Employees only) 

 

 

To: All Employees and Board Members 

 

Declaration of Interest (DOI) 

 

As per our Entitlements, Payments & Benefits policy, we have a legal duty under the Housing 
(Scotland) Act 2001 to ensure that our staff and Board members have no conflict of interest 
between their personal circumstances and the work of the Association.  

 

The Process; 

 

         

 

 

 

 

 

 

If your circumstances change during the year, it is your responsibility to tell us about a potential 
conflict of interest.  Examples of these could be where you or a close friend, or family member: 

Step 1. 

Complete this form  

Step 2. 

Pass to your line 
manager to check, 
sign & return  

Step 3. 

All DOI will be 
recorded in the DOI 
Register and reported 
to SMT  
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 Is a tenant of Bridgewater? 
 Receives Housing Support or Factoring Services from Bridgewater 
 Is an employee or Board member of Bridgewater? 
 Works with a supplier of goods or services for Bridgewater 

 

For our protection and yours, we need to be clear that when we award contracts, we have not been 
influenced by friendship or family relationships.  We also need to avoid any perception that there 
has been any influence in the award of these contracts from people we employ. 

All staff who award contracts must declare any such connection with anyone who seeks to sell 
goods or services to us.  This includes consultants, contractors and other suppliers.  This is to 
ensure that your relationship with them does not influence whether or not suppliers or contractors 
are appointed.  If you are in doubt, please ask for guidance. 

This also includes appointing staff.  If you are involved in recruitment to a post, you must declare 
any family connection or friendship with anyone applying for the post. 

 

STEP 1 - Please answer every question on this form. 

 

1. Are you a close relative of a member of staff, a Tenant of Bridgewater, a Housing Support 
Service User of Bridgewater, a Bridgewater Factored Owner, a Board member or someone 
who works for a third party providing direct services to Bridgewater or its customers? 

 

Yes   No  

 

If yes give the name of your close relative  

 

Details of Relationship ………………….……………………………………………………… 

 

Work position held by close relative  

 

Does he/she work/live at the same work location as you? (Staff only)  

 

Is there a line management relationship between you and your relative? (Staff only)  

 

If yes, give details  
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Note: A "close relative" is any relative by blood or marriage who is so close that there is a 
real risk of influence – for example a grandparent, grandchild, parent, child, brother, sister, 
uncle, aunt, nephew, niece, spouse, in laws or any other person who is closely related to 
your family.  The Scottish Housing Regulator expects the same principle to apply to people 
with a "close relationship" (e.g. those who are living together). 

 

2. In the last year have any of your family or friends worked for any organisation which sells 
goods or services to Bridgewater which may cause a conflict of interest?  Or do they have 
a significant financial interest, for example a large shareholding in a private company which 
trades with us? 

 

 Yes   No  

 

 If yes please give particulars: 

 

   

   

 

3 Have you ever been employed in a private capacity by a customer of Bridgewater? 
 

 Yes   No  

 

 If yes, please give particulars:    

 

   

   

  

4. In the last year have you knowingly used or employed for private purposes any person or 
company who sells goods or services to Bridgewater?   

 

 Yes   No  

 

 If yes, please give details:   
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5. More generally, please supply details of all bodies in which you have an interest which 
could have an influence on your role as an employee or Board member as: 

 

 a Director or other officer of a business trading for profit, or 
 

 an official or elected member of any statutory body 
 

   

   

   

  

6. Are you a tenant or Service User of Bridgewater?  
 

 Yes   No  

 

 

 If yes, please give your address.  

   

   

   

 

7. Personal Relationships  
 

 Any personal relationships which develop between staff members, customers and Board 
members are not in themselves a breach of our policy.  However, we need to avoid any 
conflict of interest that may arise from such a relationship.  Examples might include line 
management, dealing with grievance or disciplinary matters, or anything else where having 
a relationship with someone might be thought to create a conflict of interest.  In the case 
of tenants, it includes anything directly affecting their tenancy or in the case of Service 
Users it includes anything directly affecting the provision of their Care & Support.  

 

 You are therefore asked to declare any such relationship where a conflict of interest may 
arise. 

 

 Where a relationship is declared then Bridgewater will if possible make adjustments  
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to manage the perceived conflict of interest.  When this is not possible, a decision will be 
made using the criteria outlined in the Entitlements, Payments & Benefits Policy to remove 
the perceived conflict of interest.  Confidentiality and sensitivity will be observed in dealing 
with the above. 

 

 Please declare anything which relates to the above. 

 

 ……………………………………………………………………………………………………… 

 

 ……………………………………………………………………………………………………… 

 

8. Do you issue any contracts to organisations seeking to trade with Bridgewater which may 
be influenced by a personal relationship? 

 

Yes   No  

 

If yes please complete  

 

Name of Business or individual who have 
been invited to tender. 

 

 

 

Name of Business or Individual to whom 
Contract may be/has been granted. 

 

 

Relationship to Business or Individual.  
Please give details of your interest and 
involvement. 

 

 

 

 

 

Signed   Date
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Staff - please return this form to your line manager for review and signature, they will then forward 
to the Office Administrator.    

 

Board Members – please return this form to the Office Administrator, who will then liaise with the 
Chair to review. 

 

STEP 2 Line Manager Review 

 

Is there a potential conflict of interest declared in this form?    Yes   No  

 

Please outline below the reason for this potential conflict, the discussion you have had with the 
employee and the actions that you have put in place to minimise the conflict. 

 

…………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………… 

 

Signed……………………………………….Dated…………………………………………………….. 

 

SECTION TO BE COMPLETED BY Office Administrator  

 

STEP 3 FOLLOW UP ACTION (including review of actions above) 

 

…………………………………………………………………………………………………………… 
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…………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………………… 

 

Signed………………………………………Dated……………………………………………………… 

 

 

STEP 4 - RECORDING IN THE DECLARATION OF INTEREST REGISTER 

 

Date Recorded in the DOI Register ………………………………………………………………… 

 

 

Signed……………………………………………….……………………………………………………… 
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DECLARATION OF INTEREST - REQUEST FOR APPROVAL FORM 
 
SECTION 1 – REQUESTING AUTHORISATION 
 

DATE OF REQUEST  

DEPARTMENT / AREA MAKING 
REQUEST 

 

NAME OF EMPLOYEE / BOARD 
MEMBER MAKING 
DECLARATION 

 

WHAT IS THE TYPE OF 
DECLARATION? 

 
 
 
 
 
 
 

WHEN DOES THIS NEED TO BE 
APPROVED BY? 

 

SECTION 2 – APPROVING THE DECLARED INTEREST 
 

WHO SHOULD APPROVE THIS 
REQUEST? 

 

APPROVED / REJECTED  

DATE APPROVAL / REJECTION  
GRANTED 

 

REASON FOR REJECTION        IF 
APPLICABLE 

 
 
 

HAS REQUESTEE BEEN 
NOTIFIED OF DECISION? 

 

GOVERNANCE SIGN OFF 
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Appendix 

Equality Issues 

Glossary of Terms 

Age 

Age discrimination is as detailed in the Equality Act 2010.  This covers all ages subject to the 
following exemption: 

Where there is an objectively justifiable age limit in relation to a particular service or employment 
matter. 

Disability 

The definition of “disability” contained in the Equality Act 2010 has been adopted. 

The Act defines disability as: 

 “a physical or mental impairment, which has a substantial and long-term adverse effect 
on a person’s ability to carry out day-to-day tasks”. 

Gender Reassignment 

Gender reassignment includes someone who intends to undergo, is undergoing or has 
undergone a process (or part of a process) for the purposes of reassigning the person’s sex by 
changing physiological or other attributes of sex as defined in the Equality Act 2010. 

Marital Status 

This covers married persons, as specified in the Equality Act 2010. 

Civil Partnership Status 

This covers partnerships created under the Civil Partnership Act 2004. 

Pregnancy and Maternity 

Protection against discrimination for pregnant women or those on maternity leave is provided by 
the Equality Act 2010. 

Race 

As well as race this includes, colour, nationality and ethnic or national origins, as defined in the 
Equality Act 2010.  

Racism is conduct t, words or practices which advantage or disadvantage people because of 
colour, culture or ethnic origin, as defined in the Stephen Lawrence Inquiry report. 

Religion or Belief 

Religion or belief discrimination is as detailed in the Equality Act 2010.  This covers any religious 
belief or similar philosophical belief.  It also covers those without religious or similar beliefs. 

Sex 

Sex discrimination applies to men and women as detailed in the Equality Act 2010. 

Sexual Orientation  
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This is defined as; 

 Orientation towards persons of the same sex (lesbian and gay men) 
 Orientation towards persons of the opposite sex (heterosexual) and 
 Orientation towards persons of the same sex and the opposite sex (bisexual) as defined 

in the Equality Act 2010. 

Language 

This covers community languages and British Sign Language, in service provision.  In 
employment, all reasonable efforts will be made to accommodate additional language 
requirements. 

Social Origin 

This covers caste, class and other social groupings, not covered under “race” 

Employment Status 

This includes people who have worked or work part time or full time, people who have been or 
currently are unemployed and people who have followed non-traditional employment patters. 

Political Belief 

Political views, ideals, activities or background.  Where a post is politically restricted in terms of 
the Local Government and Housing Act 1989 and the Local Government Officers (Political 
Restrictions) Regulations 1990, restrictions will apply to the political activities of post holders. 

Trade Union Membership or activity 

Trade union membership or non-membership.  Participation in legitimate Trade Union activities 
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1 Overview of Procurement Policy 
 

This Procurement Policy sets out the procedures which Bridgewater Housing Association Limited 
(referred to in this Policy as “BWHA”) will follow when procuring contracts for the supply of services, the 
supply of goods and material and / or the execution of works. 

 
All procurements undertaken by BWHA must have regard to the terms of the Procurement Strategy set 
out at Appendix 1 to this Policy and the values, objectives and goals set out in the Strategy. 

 
This Policy must be interpreted in accordance with the fundamental general principles of equal 
treatment, non-discrimination, transparency and proportionality. 

 
This Policy is subject to the over-riding provisions of European Union, United Kingdom and / or Scottish 
legislation. It is also subject to any EU Commission, UK Government or Scottish Government guidance 
on public procurement that may be issued from time to time. 

 
All BWHA employees shall comply with the terms of this Policy. Failure by any employee to comply with 
the terms of this Policy may result in disciplinary action. 

 
This Policy may be suspended either in whole or in part by a decision of the Board in respect of the 
proposed award of any contract upon the joint recommendation of the Chief Executive and the Chairperson, 
provided there are special circumstances justifying the suspension. 

 
Any query regarding the application or interpretation of this Policy should be made in the first instance 
to the Technical Services Manager. 

 
2 Objectives of this Procurement Policy 

 
The objectives of this Policy are to: 

 
 Ensure that BWHA maximises value for money when procuring contracts; 

 
 Ensure that BWHA complies with all legal and regulatory requirements governing procurement 

and related best procurement practice when procuring contracts; 
 

 Ensure that procurement accords with the requirements of BWHA’s policy in respect of payments 
and benefits; 

 
 Maximise opportunities to jointly procure services on a collaborative basis with colleagues in 

other local registered social landlords and related organisations 
 

 Ensure that expectations of tenants, factored owners, other customers, staff, colleagues and 
other key stakeholders are met and continually exceeded; and 

 
 Ensure that BWHA makes best use of the commissioning process and that there is sufficient 

flexibility to ensure expenditure can be increased and decreased as necessary within the 
financial year. 
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3 Related BWHA policies and procedures 

 
This policy should be read in conjunction with the following BWHA policies and procedures: 

 
Financial Regulations 

Financial Procedures 

Payments and Benefits Policy 

In the event of any conflict or inconsistency between the terms of this Policy and any provisions in any 
of the above policies relating to public procurement of contracts, this Policy shall take precedence. 

 

4 Overview of Procurement Procedures 
 

When procuring contracts for goods, services or works, BWHA must comply with the Public Contracts 
(Scotland) Regulations 2015 (“the Regulations”) and the Procurement Reform (Scotland) Act 2014 
(“the Act”). 

 
BWHA is subject to a two-tier procurement regime, in terms of which the Regulations will apply to contracts 
with a value which meets or exceeds the relevant EU thresholds (£164,176 for supplies or services and 
£4,104,394 for works) and the Act will apply to contracts with a value below such EU thresholds but 
with a value which is equal to or greater than the thresholds set out in the Act (£50,000 for supplies or 
services and £2,000,000 for works). 

 
The procedure for the award of any contract depends upon the estimated value of that contract. The 
relevant threshold values and the associated procurement procedure that must be applied are detailed 
in the table below. 

 
All values are exclusive of VAT and relate to the full life of the contract (including any potential 
extensions or renewals). 

 
Contract Type Contract Value Procurement Procedure 
Works £4,104,394 and above OJEU Procedure under the 

2015 Regulations – please refer 
to Section 5 

Supplies / Services £164,176 and above OJEU Procedure under the 
2015 Regulations – please refer 
to Section 5 

Works £2,000,000 to £4,104,394 Regulated procurement under 
the 2014 Act – please refer to 
Section 6 

Supplies / Services £50,000 to £164,176 Regulated procurement under 
the 2014 Act – please refer to 
Section 6 
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Works / Supplies / Services Up to £50,000 
(Supplies/Services)  or 
£2,000,000 (Works) 

Unregulated procurement – 
please refer to Section 7 

Social and Other Specific 
Services 

£589,148 and above OJEU Procedure under the 
Light Touch Regime under the 
2015 Regulations – please refer 
to Section 8 

 

The prescribed threshold values set out in the above table will be automatically revised in accordance 
with any subsequent amendment to the threshold values set by the EU Commission for supply, services 
or works contracts (the next amendment being due to take effect from 1 January 2018). 

 
All other financial limits specified in this Policy shall be subject to review from time to time. BWHA 
employees will be notified promptly of any change to the relevant values. 

 

5 Regulated Procurements under the Public Contracts (Scotland) 
Regulations 2015 

 
5.1 Overview of the Regulations 

 
The Regulations apply to the following types of contract: 

 
 contracts for goods or services with an estimated value of £164,176 (excluding VAT) or more; 

 
 contracts for works with an estimated value of £4,104,394 (excluding VAT) or more; and 

 
 contracts for certain health, social and other services with an estimated value of £589,148 

(excluding VAT) or more – please see section 8 of this Policy for further detail on procurement 
of these types of contract. 

 
The above types of contract must be advertised in the Official Journal of the European Union (“OJEU”) 
and publicly procured in accordance with one of the defined procedures set out in the Regulations, which 
will include a formal standstill period before a contract can be entered into with the successful tenderer. 

 
Certain categories of services are exempt from the full terms of the Regulations. In addition, certain 
contracting arrangements are exempt from the terms of the Regulations and such arrangements do not 
need to be publicly procured – please see section 9 of this Policy for further detail on procurement of 
these types of contract. 

 
Any procurement which is subject to the terms of the Regulations must comply with general principles 
of: 

 
 transparency – contract procedures must be transparent and contract opportunities 

should generally be publicised; 
 

 equal treatment and non-discrimination – potential suppliers must be treated equally; 
 

 proportionality – procurement procedures and decisions must be proportionate; and 
 

 mutual recognition – giving equal validity to qualifications and standards from other 
Member States, where appropriate. 



6 | P a g e 

Contracts under the Regulations must be awarded on the basis of the "most economically 
advantageous tender". 

 
The "most economically advantageous tender" means the tender offer that is most economically 
advantageous from BWHA's point of view having regard to the subject matter of the contract and including 
matters such as: 

 
 quality; 

 
 price; 

 
 technical merit; 

 
 aesthetic and functional characteristics; 

 
 environmental characteristics; 

 
 running costs; 

 
 cost effectiveness; 

 
 after-sales service; 

 
 technical assistance; 

 
 delivery date; and 

 
 delivery period or period of completion 

 
(all as may be considered appropriate in relation to any particular contract). 

 
Contracts which are subject to the Regulations cannot be awarded on the basis of lowest price only and 
must be awarded on a mix of price and quality. 

 
Requirements under the Regulations cannot be artificially split to avoid the application of the Act and/or 
the Regulations (e.g. a single requirement for services with a value of £200,000 cannot be the subject 
of two separate contracts of £100,000 each). 

 
Where a proposed contract is “mixed”, e.g. if it contains both works and services / supplies or services 
and supplies, it should be classified according to the main subject of the contract. 

 
If the mixed contract comprises both services and supplies, or services covered by both the main regime 
and services covered by the Light Touch Regime (please see section 8 of this Policy), the main subject 
of the contract is determined by reference to which part of the contract has the greater value. 

 
A flowchart and guidance note has been included at Appendix 1 to this Policy to assist BWHA staff 
in determining which statutory requirements apply to a particular procurement. 

 

5.2 Procurement of contracts under the Regulations 
 

An overview of each of the most relevant procedures under the Regulations is set out in this section of 
the Policy. 

 
Each of these procedures is subject to certain minimum timescales. A guidance note has been included 
at Appendix 2 to this Policy to assist BWHA staff in determining the minimum timescales which apply to 
a particular procurement procedure. 
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In relation to all procedures under the Regulations: 
 

 A specific tender notice must be placed in the supplement to the OJEU, via Public Contracts 
Scotland, and consideration given as to whether it would be appropriate to also advertise in a 
suitable professional/trade journal or the press; 

 

 One committee member and a senior officer will be present during the opening of all 
submitted tenders; 

 
 Following the contract award decision, BWHA must notify the successful and unsuccessful 

bidders of the contract award decision. Unsuccessful bidders must be given information on the 
scores they obtained, the reasons why they obtained those scores and the “characteristics and 
relative advantages” of the successful bidder’s tender submission compared to their own tender 
submission; 

 
 A mandatory “standstill” period must be observed between the date of the notices informing 

tenderers of the outcome of the procedure and awarding the contract; 
 

 If contract award notices are issued electronically, then the standstill period starts on the day 
after the date of issue of the contract award notices and ends at midnight on the tenth day from 
that day; 

 
 If contract award notices are issued by post, then the standstill period starts on the day after 

the date of issue of the contract award notices and ends at midnight on the fifteenth day from 
that day; 

 
 If the last day of the standstill period is not a working day, then the standstill period must be 

extended to include the next working day. For example, if the ten or fifteen-day standstill period 
ends on a Saturday, then the period must be extended until the next Monday; 

 
 Once the applicable standstill period has expired, BWHA may enter into a contract with the 

successful tenderer; 
 

 Following completion of the tender procedure, BWHA must publish a contract award notice in the 
OJEU, via the Public Contracts Scotland website; and 

 
 Any complaint about, or challenge to, a BWHA contract award procedure or any situation which 

could be reasonably expected to lead to such a complaint or challenge must be notified to the 
Ch ie f  Execu t i ve  immediately on the relevant BWHA staff member becoming aware of it. If 
a challenge is raised within the standstill period relative to a particular contract, all 
correspondence in relation to the challenge must immediately be passed to the Board for 
review.  This may also be a notifiable event to the SHR. 

 
 

5.3 Procurement procedures under the Regulations 
 

5.3.1 Open Procedure 
 

The open procedure is a single stage procedure in terms of which all interested parties may submit a 
tender in response to the contract advertisement. 
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There is no separate pre-qualification stage in the open procedure, although tenderers will be required 
to complete a document known as a European Single Procurement Document ("ESPD") as part of their 
tender submission. 

 

Use of the ESPD under the Open Procedure 
 

The ESPD is a standard-form document, which will include a range of mandatory and discretionary 
grounds for exclusion. Bidders will need to confirm in their completed ESPD that none of the mandatory 
and discretionary grounds for exclusion applies to them and / or their organisation 

 
The ESPD may also include a number of “pass / fail” questions or questions in relation to which a 
minimum score must be achieved and bidders will be required to achieve a “pass” or the minimum score 
in relation to these questions in order for their tender to be fully evaluated by BWHA. 

 
The ESPD has replaced the requirement for suppliers to provide up-front evidence or certificates by 
allowing them to self-declare that they meet certain selection and exclusion criteria. Bidders will be 
asked to provide proof that they meet the mandatory minimum criteria at a later stage in the tender 
process. 

 
By law, a winning bidder has to submit all of the required certificates and documentation, before they 
are awarded a contract. BWHA can ask bidders to submit their evidence at any point in the procurement 
process, if this is necessary to ensure that the process is carried out properly. 

 
In an open, or one-stage, procedure, the successful bidder will be asked to provide their supporting 
evidence at the point of contract award but before any contract is entered into. 

 
If, following review of supporting evidence submitted by a successful bidder, a bidder is found to have 
misrepresented itself, then BWHA will need to consider the following: 

 
 If BWHA identifies that a bidder is actually in one of the situations which is a mandatory ground 

for exclusion, or if it does not meet one of the minimum selection criteria, then BWHA must 
exclude that bidder from the competition. Depending on the nature and stage of the competition, 
that may mean either that it proceeds without that bidder, or that competition should be re- 
evaluated without that bidder’s tender; 

 
 If BWHA identifies that a bidder is in one of the situations which is a discretionary ground for 

exclusion, then BWHA will need to consider whether or not to exclude that bidder. The decision 
to exclude must be made in line with the general principles of transparency, proportionality, 
equality of treatment and non-discrimination; and 

 
 If the issue is more administrative in nature (e.g. mistakes in providing the documentation), then 

BWHA will have the option of inviting the bidder to supplement or clarify the documentation 
provided. 

 

Clarification of tenders under the Open Procedure 
 

Under the open procedure, BWHA can ask tenderers to clarify aspects of their tenders following 
submission. However, material changes to the terms of tenders are not permitted and BWHA may not 
negotiate with tenderers after submission of tender responses. 

 

When to use the open procedure 
 

The Open Procedure is suitable where tenders will be easy to evaluate and / or when there are only 
likely to be a limited and manageable number of tenders to evaluate. 
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As all interested parties may submit a tender, the open procedure is unlikely to be appropriate where 
there is any complexity in the evaluation process for practical reasons or where BWHA anticipates 
a significant volume of responses and wishes to limit the number of tenderers invited to the tender stage 
of the process. 

 

5.3.2 Restricted Procedure 
 

The restricted procedure is a two stage procedure in terms of which all interested parties may submit 
an expression of interest in response to the contract advertisement. 

 
BWHA then issues an ESPD to interested parties and follows a pre-qualification stage – only those 
candidates which meet BWHA’s selection criteria (as set out in the ESPD) will be short-listed and invited 
to the tender stage of the process. 

 
A minimum of five suppliers must be invited to tender (unless fewer suitable candidates have met the 
selection criteria and these are sufficient to ensure genuine competition). 

 

Use of the ESPD under the Restricted Procedure 
 

The ESPD is a standard-form document, which will include a range of mandatory and discretionary 
grounds for exclusion. Bidders will need to confirm in their completed ESPD that none of the mandatory 
and discretionary grounds for exclusion applies to them and / or their organisation 

 
The ESPD may also include a number of “pass / fail” questions or questions in relation to which a 
minimum score must be achieved and bidders will be required to achieve a “pass” or the minimum score 
in relation to these questions in order for their tender to be fully evaluated by BWHA. 

 
The ESPD has replaced the requirement for suppliers to provide up-front evidence or certificates by 
allowing them to self-declare that they meet certain selection and exclusion criteria. Bidders will be 
asked to provide proof that they meet the mandatory minimum criteria at a later stage in the tender 
process. 

 
By law, a winning bidder has to submit all of the required certificates and documentation, before they 
are awarded a contract. BWHA can ask bidders to submit their evidence at any point in the procurement 
process, if this is necessary to ensure that the process is carried out properly. 

 
In a restricted, or two-stage, procedure, the successful bidder will be asked to provide their supporting 
evidence at the point of short-listing. 

 
If, following review of supporting evidence submitted by a successful bidder, a bidder is found to have 
misrepresented itself, then BWHA will need to consider the following: 

 
 If BWHA identifies that a bidder is actually in one of the situations which is a mandatory ground 

for exclusion, or if it does not meet one of the minimum selection criteria, then BWHA must 
exclude that bidder from the competition. Depending on the nature and stage of the competition, 
that may mean either that it proceeds without that bidder, or that competition should be re- 
evaluated without that bidder’s tender; 

 
 If BWHA identifies that a bidder is in one of the situations which is a discretionary ground for 

exclusion, then BWHA will need to consider whether or not to exclude that bidder. The decision 
to exclude must be made in line with the general principles of transparency, proportionality, 
equality of treatment and non-discrimination; and 

 
 If the issue is more administrative in nature (e.g. mistakes in providing the documentation), then 

BWHA will have the option of inviting the bidder to supplement or clarify the documentation 
provided. 
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Clarification of tenders under the Restricted Procedure 
 

As is the case under the open procedure, BWHA can ask tenderers to clarify aspects of their tenders 
following submission. However, material changes to the terms of tenders are not permitted and BWHA 
may not negotiate with tenderers after submission of tender responses. 

 

When to use the restricted procedure 
 

As there is a short-listing phase, the restricted procedure is likely to be more appropriate than the open 
procedure for procurements where there is likely to be significant supplier interest and a large volume 
of expressions of interest or where BWHA needs to limit the short-list of tenderers to those with specific 
expertise and experience in a particular area or sector. 

 
As contracting authorities are unable to negotiate with tenderers, the restricted procedure should only 
be used where BWHA is able to adequately specify its needs. 

 
For more complex procurements, BWHA should either: consider using one of the more complex 
procurement procedures described at sections 5.3.3 and 5.3.4 of this Policy; or undertake a suitable 
market testing exercise to identify what solutions may be appropriate prior to issuing a contract notice. 

 
5.3.3 Competitive dialogue procedure 

 
The competitive dialogue procedure is suitable for more complex and / or high value procurements. 
Interested parties can submit an expression of interest in response to the contract notice. 

 
BWHA may then carry out a short-listing exercise (using an ESPD) and only those meeting BWHA’s 
selection criteria will be invited to dialogue. 

 
A minimum of three suppliers must be invited to dialogue (unless fewer candidates have met the 
selection criteria and these are sufficient to ensure genuine competition, that is, at least two). 

 
BWHA then enters into a dialogue with bidders to develop one or more suitable solutions to meet its 
needs. There is no set format that the dialogue must follow, it will usually consist of a series of meetings 
with each tenderer with each meeting focusing on different aspects of the procurement, for example: 
financial; technical; and legal. 

 
However, whichever format is used, BWHA should be careful to ensure that all tenderers are treated 
equally and are given the same opportunities to access relevant information. 

 
During the course of the dialogue BWHA is able to reduce the number of bidders provided that it confirms 
it intends to do so in the contract notice or invitation to participate in dialogue. If BWHA does choose to 
down select, it should ensure that at least two tenderers remain in the dialogue until it concludes. 

 
When an appropriate solution(s) has been identified, BWHA will conclude the dialogue phase and invite 
final tenders. BWHA may require all final tenders to be based on one solution identified during the course 
of the dialogue or allow each tenderer to submit a bespoke final tender. 

 
Following receipt of final tenders, BWHA evaluates the tenders and selects the best tender based on pre- 
specified award criteria. 

 
Under the Regulations, contracting authorities may carry out further negotiations with the highest- 
scoring bidder, following an evaluation of the final tenders “to confirm financial commitments or other 
terms contained in the tender in order to finalise the terms of the contract” as long as this does not 
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materially change the essential aspects of the procurement or risk distorting competition or causing 
discrimination. 

 

When to use the competitive dialogue procedure 
 

The competitive dialogue procedure will be suitable where: 
 

 the needs of BWHA cannot be met without adaptation of readily available solutions; 
 

 the contract includes design or innovative solutions; 
 

 the contract cannot be awarded without prior dialogue and negotiation because of specific 
circumstances related to the nature, the complexity or the legal and financial makeup of a 
requirement or because of risks attaching to them; 

 
 the technical specifications cannot be established with sufficient precision by the contracting 

authority with reference to a standard or common technical specification or technical reference; 
and / or 

 
 only irregular/unacceptable tenders have been submitted in response to a previous 

procurement run using the open or restricted procedure and BWHA needs to have the option 
to dialogue and negotiate with tenderers. 

 
5.3.4 Competitive with negotiation procedure 

 
The  competitive  with  negotiation  procedure  is  suitable  for  more  complex  and  /  or  high  value 
procurements. 

 
This procedure is a “hybrid” procedure because, as with the restricted procedure, it allows BWHA to 
award a contract on the basis of an initial tender. 

 
However, like the competitive dialogue procedure, it also enables BWHA to negotiate with tenderers who 
submitted an initial tender, and any subsequent tenders, until it decides to conclude those negotiations. 
There is no limit to the number of negotiation and tender stages. 

 
Once BWHA is satisfied that it has completed its negotiation exercise with each bidder, it must 
formally close the negotiation phase and invite final tender submissions. 

 
Final tenders are then submitted and evaluated and the contract is awarded. 

 
Unlike for the competitive dialogue procedure, the Regulations do not provide for any clarification or 
negotiation of the final tenders or the winning tender. 

 

When to use the competitive with negotiation procedure 
 

The competitive with negotiation procedure will be suitable where: 
 

 the needs of BWHA cannot be met without adaptation of readily available solutions; 
 

 the contract includes design or innovative solutions; 
 

 the contract cannot be awarded without prior negotiation because of specific circumstances 
related to the nature, the complexity or the legal and financial makeup of a requirement or 
because of risks attaching to them; 
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 the technical specifications cannot be established with sufficient precision by the contracting 
authority with reference to a standard or common technical specification or technical reference; 
and / or 

 
 only irregular/unacceptable tenders have been submitted in response to a previous 

procurement run using the open or restricted procedure and BWHA needs to have the option 
to dialogue and negotiate with tenderers. 

 

6 Regulated Procurements under the Procurement Reform (Scotland) Act 
2014 

 
6.1 Overview of the Act 

 
The Act applies to the following types of contract: 

 
 contracts for goods or services with an estimated value of £50,000 (excluding VAT) or more; 

and 
 

 contracts for works with an estimated value of £2,000,000 (excluding VAT) or more. 
 

Such contracts must be advertised on the Public Contracts Scotland website and publicly procured in 
accordance with the terms of the Act, which imposes general obligations on contracting authorities to 
treat economic operators equally and without discrimination and to act in a transparent and 
proportionate manner. 

 
Any procurement which is subject to the terms of the Act must comply with general principles of: 

 
 transparency – contract procedures must be transparent and contract opportunities should 

generally be publicised; 
 

 equal treatment and non-discrimination – potential suppliers must be treated equally; and 
 

 proportionality – procurement procedures and decisions must be proportionate. 
 

Requirements under the Act cannot be artificially split to avoid the application of the Act (e.g. a single 
requirement for services with a value of £50,000 cannot be the subject of two separate contracts of 
£25,000 each). 

 
Where a proposed contract is “mixed”, e.g. if it contains both works and services / supplies or services 
and supplies, it should be classified according to the main subject of the contract. 

 
A flowchart and guidance note has been included at Appendix 1 to this Policy to assist BWHA staff 
in determining which statutory requirements apply to a particular procurement. 

 
Specific statutory duties under the Act 

 
There are a number of specific statutory duties under the Act which will apply to the procurement of any 
contracts which are subject to the terms of the Act or the Regulations. 

 
The principal statutory duties under the Act are as follows: 

 
The sustainable procurement duty 
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BWHA must consider, before starting a procurement competition, how, by the way in which it conducts 
the procurement process, it might improve the economic, social and environmental well-being of the 
authority’s area, how it might facilitate the involvement of small and medium enterprises, third sector 
bodies and supported businesses and to consider how it can promote innovation. 

 
Having considered and identified how these aims might be achieved, the Act requires BWHA to 
conduct its procurements in a way designed to secure the improvements identified. 

 
Annual procurement strategy 

 
The Act requires BWHA to prepare and publish an annual procurement strategy for each year in which 
it considers its total expenditure on regulated procurements will exceed £5,000,000. 

 
If  it is  obliged  to  prepare  an annual procurement strategy,  BWHA must also  prepare  an  
annual procurement report. 

 
Contracts Register 

 
BWHA must keep and maintain a contracts register which must include details of all contracts 
entered into by BWHA following a regulated procurement under the Act. 

 
In relation to each contract, the contracts register must contain the following information: 

 
 the date of award; 

 
 the name of the contractor; 

 
 the subject matter of the contract; 

 
 the estimated value of the contract; 

 
 the start date of the contract; 

 
 the end date provided for in the contract (disregarding any option to extend the contract) or, 

where there is no date specified, a description of the circumstances in which the contract will 
end; 

 
 the duration of any period for which the contract can be extended. 

 
BWHA may delete an entry in its contracts register only after the contract to which it relates has 
expired or been terminated. 

 
BWHA must make the information contained in its contracts register publicly available on the internet 
and by such other means as it considers appropriate. 

 
BWHA may withhold an entry or part of an entry in the contracts register if it considers that making 
it publicly available would: 

 
 impede law enforcement or otherwise be contrary to the public interest; 

 
 prejudice the commercial interests of any person; or 

 
 prejudice fair competition between economic operators. 

 
Community benefit requirements 



14 | P a g e 

 

The Act requires that, for any regulated procurement with an estimated value equal to or greater than 
£4,000,000 (excluding VAT), BWHA must consider whether to impose community benefit requirements 
as part of the contract delivery before carrying out the procurement. 

 
BWHA must include in the contract notice relative to the procurement a summary of the community benefit 
requirements it intends to impose or, if it is not going to include any community benefit requirements, 
the reasons for not including any such requirements. 

 
6.2 Procurement procedures under the Act 

 
There are no specific prescribed procurement procedures or timescales under the Act but BWHA may, 
if appropriate, use any one of the procurement procedures under the Regulations described in section 
5 of this Policy for procuring contracts which are subject to the terms of the Act. 

 
In relation to advertising of contract opportunities which are subject to the terms of the Act, the contract 
notice, tender documentation and contract documentation must be published on the Public Contracts 
Scotland website. 

Tenderers should be advised to submit any clarifications through the Public Contracts Scotland website 
and these clarifications and answers will be available to all bidders to ensure transparency and 
anonymity. 

Tenderers will be advised to only submit their tender submissions through the Public Contracts Scotland 
website. 

Following completion of the procurement procedure, a contract award notice must be published on the 
Public Contracts Scotland website. 

 
 

7 Unregulated Procurements – Contracts which are below threshold value 
 

Contracts with an estimated value below the thresholds set out in the Regulations and the Act 
do not require to be procured in accordance with the terms of the Regulations or the Act but must 
be procured in accordance with the requirements of this section 7 of this Policy. 

 
Contracts with an estimated value below the above prescribed thresholds do not need to be 
advertised in OJEU or publicly procured in terms of the Regulations but contracting authorities 
must, if the contract is of “cross border interest” (i.e. of interest to suppliers in other EU member 
states) ensure a degree of advertising and follow a procedure leading to the award of the 
contract which is sufficient to enable open competition and comply with general principles of 
equal treatment, non-discrimination and transparency. 

 

Estimated value of contract Procedure to be followed 

Below £4001 works and 
£1001services 

[Work may be authorised within individual officer limits and contractor 
may be directly engaged  without any form of public procurement 
exercise], but must reflect the policy objectives set out in section 2. 

Between £25,001 and £50,000 
works and £5,001 and 
£10 000 services

[Minimum of three competitive quotations to be invited.  Lowest 
priced contractor to be appointed.] 
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Between £5000 and £50000 
works and between £5000 and 
£10000 services 

[Minimum of three competitive quotations to be invited using
standardised documentation and processes (for example, a 
specification and return date to be sent to all contractors being asked 
to provide costs). Lowest priced contractor to be appointed.] 

Between £50000 and £2m works 
and between £10000 and £50000 
services. 

[Formal tender process to be followed with at least three competitive 
tenders invited.  Contractor evaluated as being the most economically 
advantageous to be appointed.] 

 
 

8 Regulated Procurements under the Light Touch Regime under the 
Public Contracts (Scotland) Regulations 2015 

 
8.1 Overview of the Light Touch Regime 

 
The "Light Touch Regime" is a specific statutory regime under the Regulations which applies to 
certain types of services contracts for social, health, healthcare and certain other services, which 
are listed in Schedule 3 to the Regulations. 

 

8.2 Procurement of contracts under the Light Touch Regime 
 

Different procurement procedures apply to procurement of the relevant types of contract covered by 
the Light Touch Regime, depending on their value. 

 

Light Touch Regime contracts valued at or above the EU threshold 
 

Where a relevant service contract is valued at or above the EU threshold of £589,000, BWHA must: 
 

 publish a Contract Notice or Prior Information Notice (PIN) if used as a call for 
competition on Public Contracts Scotland for onward transmission to the OJEU; 

 

 Publish a Contract Award Notice (these can be grouped quarterly); 
 

 Apply reasonable and proportionate time limits to any stages of the procurement; and 
 

 Assess successful bidder(s) to identify any instances where mandatory exclusion grounds may 
apply. 

 
There is no set procedure laid down for the conduct of procurement processes under the Light Touch 
Regime other than the requirements above general requirements and BWHA has a degree of discretion 
to use the tools, techniques and procedures of their choice when following the Light Touch Regime. 

 
Accordingly, the approach to procurement of contracts under the Light Touch Regime may be 
determined on a case by case basis, provided that, in each instance, the procedure adopted is 
proportionate and appropriate to the scale and type of procurement process being conducted. 

 
As a minimum requirement, the procedure adopted should cover essential information such as 
timescales, evaluation methodology and any scope for change / change management procedures. 

 
It must be developed in line with any internal governance requirements and in accordance with the 
principles of transparency and equal treatment. Any award of a contract under the Light Touch Regime 
must be made on the basis of the "most economically advantageous tender" and not based on price 
alone. 
Light Touch Regime contracts valued below the EU threshold 
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Where a relevant service contract is valued below the EU threshold of £589,000, but its value is at least 
£50,000, BWHA has discretion to directly award a contract without undertaking any form of public 
procurement exercise. 

 
If BWHA chooses to undertake some form of public procurement exercise, then this exercise should 
be undertaken in accordance with the terms of the Act. 

 
BWHA must publicise the award of any Light Touch Regime contracts valued below the EU threshold on 
Public Contracts Scotland and must include these contracts in its contracts register. 

 
 

9 Framework Agreements 
 

Rather than conducting a stand-alone procurement procedure in respect of a particular requirement, 
BWHA may consider procurement through Framework Agreements i.e. the IFLAIR framework agreement. 

 
What is a framework agreement? 

 
The IFLAIR framework agreement is an ‘umbrella agreement’ that sets out the terms (particularly relating 
to price, quality and quantity) under which individual contracts ("call-offs") can be made throughout the 
period of the agreement (which will be a maximum of 4 years). 

 
Framework agreements can be set up for one contracting authority to use or can be set up for a number 
of contracting authorities to use.  Currently the IFLAIR Framework includes the “contracting authorities” 
of:  Bridgewater, Linstone, Paisley, Barrhead, Williamsburgh, Ferguslie Park, Oaktree, Cloch, and Arklet 
Housing Associations. 

 

Other pre-procured frameworks which BWHA may be able to access include frameworks established by 
Buying Solutions, Procurement for Housing and the Scottish and UK Governments. 

 
Framework agreements are either concluded with a single supplier or with multiple suppliers. Often, 
framework agreements, such as the IFLAIR agreement, are divided into lots. 
 
Bridgewater will consider establishing procurement frameworks for any works, supplies or services it 
may require, including working collaboratively with other social landlords and public bodies in pursuit of 
value for money. 

 
Do framework agreements need to be advertised in OJEU? 

 
If the value of all the potential call-offs under the framework agreement is estimated to exceed the EU 
thresholds, then the framework agreement should be advertised in the OJEU. However, the individual 
call-offs do not then need to be re-advertised. 

 
Please note that under the Act, contract award notices do require to be published on Public Contracts 
Scotland in respect of call-off contracts with a value of more than £50,000 for goods or services or £2 
million for works. 

 

How are call-offs awarded under a framework agreement? 
 

If the framework agreement is awarded to one provider, then BWHA can simply call-off the requirement 
from the successful supplier as and when it is needed. Where the framework is awarded to several 
suppliers, there are two ways in which call-offs might be made: 

 
 Where the terms laid out in the framework agreement are detailed enough for the purchasing 
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authority to be able to identify the best supplier for that particular requirement, then the authority 
can award the contract without re-opening competition; or 

 
 If the terms laid out in the framework agreement are not specific enough for the purchasing 

authority to be able to identify which supplier could offer them best value for money for that 
particular requirement, a further mini-competition would be held between all the suppliers on 
the framework agreement who are capable of meeting the need. 

 
Advantages of framework agreements 

 
If a framework agreement has been properly concluded, BWHA does not require to follow the full 
OJEU/2014 procurement Regulations procedures in respect of each procurement which is the subject 
of a call-off, thus reducing costs and timescales and increasing cost certainty.. There are also potential 
benefits of economies of scale. 

 

Potential disadvantages of framework agreements 
 

Framework agreements may be relatively unresponsive to change – there may be new suppliers and/or 
new solutions within the market that were not included when the framework agreement was initially set 
up. 

 
Framework agreements tend to apply a "one size fits all" approach, which may make it difficult for BWHA 
to satisfy our own procurement objectives through use of a framework agreement which has been 
procured by a third party and may not have been tailored to BWHA's particular requirements.  However, 
there is no obligation to use Framework Agreements and Bridgewater will pursue other procurement 
routes if these are seen as being more advantageous to the Association. 

 
10 Exceptions to the requirement to publicly procure a contract 

 
There are certain exceptional circumstances in which tenders are not required for the procurement of 
contracts for supplies, services or works which are above the applicable threshold value under the 
Regulations or the Act, including: 

 

 where the tender may only be awarded to a particular supplier for technical or artistic reasons 
or where a particular supplier has exclusive rights, including, but not limited to, intellectual 
property rights, which mean they are the only supplier capable of meeting BWHA’s requirements; 

 
 where BWHA has already entered into a contract with a supplier and requires additional services 

or works to be supplied which were not included in the original contract but which, through 
unforeseen circumstances, have become necessary; 

 
 where BWHA wants a supplier with which it already has a contract to provide new works 

or services which are a repetition of works or services carried out under the original contract 
and such new works or services were provided for in the original contract notice; or 

 
 where (but only if it is strictly necessary) for reasons of extreme urgency brought about by 

events unforeseeable by BWHA, the time limits for one of the standard procurement procedures 
cannot be complied with. 

 
The above exceptions may only be relied upon in limited circumstances and are subject to a range of 
specific conditions. Staff must obtain the approval of the Board  and obtain appropriate legal 
advice before relying on any such exception. 

 
11 Renewals, extensions and changes to existing contracts 
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A proposed extension, renewal or amendment to an existing contract may be considered equivalent to 
the award of a new contract if it constitutes a material change. 

 
If a change to an existing contract has the effect of creating a new contract, BWHA may need to undertake 
a new competitive tender process in accordance with the Regulations or the Act. 

 
Material changes to a contract are those which demonstrate the intention of the parties to renegotiate 
the essential terms of the original contract. Amendments to a contract may be regarded as “material” 
where they: 

 
 introduce conditions which, had they been part of the initial award procedure, would have 

allowed for the admission of tenders other than those initially admitted or would have allowed 
for the acceptance of a tender other than the one initially accepted – in other words, the new 
conditions would have potentially changed the participants in and / or the outcome of the 
original procurement process – examples include extensions or price increases; 

 extend the scope of the contract considerably to encompass services not initially covered; and 
/ or 

 
 change the "economic balance" in favour of the contractor in a manner not provided for in the 

terms of the original contract – in other words, they make changes which improve the 
contractor’s position or alter the balance of risk under the contract in favour of the contractor – 
examples include extensions or price increases or agreeing to renegotiate a contract in a way 
which relieves a contractor of an obligation. 

 
The Regulations restrict BWHA’s ability to modify publicly procured contracts. 

 
If any member of BWHA staff is considering modifying any terms of a publicly procured contract, then 
they must first consult with and obtain the written approval of the B o a r d  and, if considered 
necessary, obtain appropriate legal advice. 
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Appendix 1 
 

Choice of procurement procedure 
 

Guidance on Procurement Flowchart 
 

The attached flowchart has been designed for BWHA staff members to determine what statutory 
requirements apply to procurements. 

 
The relevant legislation is as follows: 

 
 Procurement Reform (Scotland) Act 2014 – the “Act”; and 

 
 Public Contracts (Scotland) Regulations 2015 – the “Regulations”. 

 
Even where a procurement does not fall under the requirements of either the Act or the Regulations, 
staff must ensure that bidders are treated equally and non-discriminatorily and that BWHA acts in 
a transparent and proportionate manner (the “Principles”). 

 
Type of contract: 

 
 Goods or services. 
 Works. 

 
Goods or services: 

 
BWHA staff must consider the estimated total value of a contract before commencing any procurement 
exercise. The following must be taken into account: 

 
 any amounts payable as part of an option or renewal; 
 the estimated value upon commencement of the procurement; and 
 the total estimated value of any lots. 

 
Estimated total value of contract is < £50,000 – neither the Act nor the Regulations apply, please 
procure contract in accordance with one of the procedures set out in section 7 of the Procurement 
Policy. 

 
Estimated total value of contract > £50,000 but < £164,176 – the Act applies, go to section 6 of the 
Procurement Policy. 

 
Estimated total value of contract > £164,176 but < £4m – the Regulations apply, go to section 5 of the 
Procurement Policy. 

 
Estimated total value of contract > £4m – the Regulations apply and the Act (community benefits) apply, 
please see sections 5 and 6 of the Procurement Policy. 

 
If the services to be procured are health or social care services, please go to section 0 of the 
Procurement Policy. 

 
Works: 

 
BWHA staff must consider the estimated total value of a contract before commencing any procurement 
exercise. The following must be taken into account: 

 
 any amounts payable as part of an option or renewal; 
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 the estimated value upon commencement of the procurement; 
 the total estimated value or any suppliers and services necessary for executing the works, 

provided by the RSL to the contractor; and 
 the total estimated value of any lots. 

 
Estimated total value of contract < £2m– neither the Act nor the Regulations apply, please procure 
contract in accordance with one of the procedures set out in section 7 of the Procurement Policy. 

 
Estimated total value of contract > £2m but < £4,104,394 – the Act applies, go to section 6 of the 
Procurement Policy. 

 
Estimated total value of contract > £4m but < £4,104,384 – the Act (community benefits) apply, go to 
section 6 of the Procurement Policy. 

 
Estimated total value of contract > £4,104,394 – the Regulations apply and the Act (community benefits) 
apply, go to section 5 of the Procurement Policy. 

 
Procurement of goods, services or works under the Act (“regulated procurements”) 

 
The sustainable procurement duty applies: 

 
BWHA must consider and prepare a report on how the procurement can: (i) improve social, economic and 
environmental wellbeing of BWHA's area; (ii) facilitate the involvement of SMEs, third sector bodies and 
supported business in the procurement process; and (iii) promote innovation; and 

 
the procurement process must be carried out with a view to securing the above improvements. 

Publication of contract notice (excluding call‐offs under framework agreement unless the call-off is 
above the thresholds) and contract award notice on PCS. 

 
Where BWHA decides to exclude a supplier from participating in a procurement process before a tender 
has been submitted, it must notify that supplier of the decision and include: (i) the names of the excluded 
suppliers; (ii) the exclusion criteria used; and (iii) BWHA's scoring (if any) used against the criteria. 

 
Upon deciding to award a contract, BWHA must notify all unsuccessful tenderers of the name of the 
successful tenderer, the award criteria used, and BWHA's scoring against those criteria, of the 
unsuccessful tenderer and the successful tenderer. 

 
Requirement for technical specifications to be set out in the tender documents. 

 
Procurement of works under the Act (community benefits) 

 
The requirements set out in section 4 above and the Principles apply. 

 
Before undertaking the procurement, BWHA must consider whether to impose community benefit 
requirements as part of the procurement. Community benefit requirements relate to training and 
recruitment, availability of sub-contracts, or improvements to the economic, social or environmental 
wellbeing of BWHA's area. 

 
The contract notice must contain: 

 
 a summary of the community benefit requirements intended to be included in the 

contract; or 
 a statement of reasons for not including any community benefit requirements. 
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Where requirements are included in a contract, the contract award notice must state the benefits which 
BWHA considers to be derived from the requirements. 

 
Procurement of goods or services under the Regulations 

 
The Principles apply. 

 
The tender requires to be published in the Official Journal of the European Union (“OJEU”) and one of 
the defined procedures set out in the Regulations must be followed: 

 
 open or restricted procedure; 
 innovation partnership; 
 competitive procedure with negotiation; or 
 competitive dialogue. 
 Specific requirements include: 
 technical specifications to be set out in the tender documents; 
 tender documents must be available electronically and free of charge from the date of 

publication of the contract notice; 
 mandatory and discretionary grounds for excluding tenderers – maximum turnover requirement 

of two times the value of the contract; 
 selection and award criteria; and 
 self-declaration for tenderers under the European Single Procurement Document. 

 
Procurement of goods, services or works under the Regulations and the Act (community 
benefits) 

 
The requirements in sections 5 and 6 above apply. 

 
Framework agreements 

 
If a framework agreement is required, the procedures set down in the Regulations apply. The term of 
a framework agreement must not exceed four years, including any extensions. 

 
Single supplier framework agreement – a contract based on that agreement must be awarded in 
accordance with the framework agreement and the RSL may write to the supplier to supplement its 
tender as necessary for the award of such a contract. 

 
Multi-supplier framework agreement – there are specific provisions within the Regulations in terms of 
awarding contracts under the framework agreement, either without or by reopening competition. 

 
Dynamic purchasing systems 

 
This type of procurement is completely electronic and is governed by the Regulations. 

 
Health or social care services 

 
If the total estimated value of the contract is < €750,000 (current equivalent value in sterling is £589,148) 
then the RSL may award a contract for health or social care services without seeking offers. 

 
However, if the total estimated value of the contract exceeds €750,000 (current equivalent value in 
sterling is £589,148) then the procurement is subject to the lighter touch regime under the Regulations, 
which set out certain principles for procurement contracts of this nature. 
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Procurement strategy 
 

Where BWHA's total value of regulated procurements is £5m or more within a financial year,  a 
procurement strategy must be prepared and published online before the start of that financial year in 
accordance with the Act. If BWHA's total value of regulated procurements is less than £5m but it becomes 
apparent during the course of the financial year that this threshold will be exceeded, BWHA must prepare 
and publish online a procurement strategy for that financial year. 

 
The strategy must set out: 

 
 how procurements will help achieve BWHA's purposes and value for money; 
 BWHA's general policy on community benefits, consulting and engaging with stakeholders, 

payment of living wage by suppliers, promoting health and safety compliance by suppliers, etc; 
and 

 how BWHA will ensure suppliers are paid (and pay their sub-contractors) within 30 days 
of invoice. 

 
Annual report 

 
If BWHA has prepared (or revised) a procurement strategy for a financial year, an annual procurement 
report on regulated procurements must be prepared, published online and include: 

 
 a summary of the regulated procurements that have been completed during the year covered 

by the report; 
 a review of whether those procurements complied with BWHA's procurement strategy; 
 to the extent that any regulated procurements did not comply, a statement of how BWHA intends 

to ensure that future regulated procurements do comply; 
 a summary of any community benefit requirements imposed as part of a regulated procurement 

that were fulfilled during the year covered by the report; 
 a summary of any steps taken to facilitate the involvement of supported businesses in regulated 

procurements during the year covered by the report; and 
 a summary of the regulated procurements BWHA expects to commence in the next two financial 

years



 



Appendix 2 

Procurement timescales 

Choice of 
procedure 

Standard timescales Options for the
Association to 
reduce 
timescales 

Tenders
submitted 
electronically 

Requirement is 
urgent and 
longer time limit 
is impractical as 
a result 

PIN  published no more
than 12 months and no 
less than 35 days from 
despatch of contract 
notice 

Open Despatch of contract 
notice to receipt of 
responses – 35 days 

 
Standstill period – 10 
days if notice issued 
electronically / 15 days if 
by other means 

  5 day reduction Period reduced to 
15 days 

Period reduced to 15 days

Restricted Despatch of contract 
notice to receipt of 
responses – 30 days 

 
ITT to receipt of tenders 
– 30 days 

 
 
 
 
 

Standstill period – 10 
days if notice issued 
electronically / 15 days if 
by other means 

 
 
 
 
 
 

May agree time- 
limit with 
tenderers – in 
absence of 
agreement 
minimum period 
is 10 days 

 
 
 
 
 
 

5 day reduction 

Period reduced to 
15 days 

 
 
 
 

Period reduced to 
10 days 

 
 
 
 
 
 

Period reduced to 10 days 

Competitive 
dialogue 

Despatch of contract 
notice to expressions of 
interest – 30 days 

 
Standstill period – 10 
days if notice issued 
electronically / 15 days if 
by other means 

       

Competitive  with 
negotiation 

Despatch of contract 
notice to expressions of 
interest – 30 days 

 
ITN to receipt of tenders 
– 30 days 

 
 
 
 
 
 

Standstill period – 10 
days if notice issued 
electronically / 15 days if 
by other means 

 
 
 
 
 

May agree time- 
limit with 
tenderers – in 
absence of 
agreement 
minimum period 
is 10 days 

 
 
 
 
 

5 day reduction 

 
 
 
 
 

Period reduced to 
10 days 

 
 
 
 
 

Period reduced to 10 days 
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Table 1 

Please refer to the following sections of the policy for procedures and value thresholds: 
 

Section 4  Provides and overview of the Regulations and the Act 

Section 5  Regulated Procurements under the Public Contracts (Scotland) 
Regulations 2015  ( i . e .   t h e   O J E U   R e g u l a t i o n s )  

Section 6  Regulated Procurements under the Procurement Reform (Scotland) Act 
2014  ( i . e .   t h e   A C T )  

Section 7  Unregulated Procurements – Contracts which are below threshold value 
(Section 7 value thresholds apply) 

Section 8  Regulated Procurements under the Light Touch Regime under the Public 
Contracts (Scotland) Regulations 2015 

Is the contract for the 

supply of GOODS or 

SERVICES? 

The contract is ‘WORKS’ 

Is the ESTIMATED 

VALUE <£2,000,000 

The contract is subject to the ACT 

including Community Benefit 

requirements – refer to Section 6 of the 

Policy 

UNREGULATED ‐ Neither the ACT nor 

the REGULATIONS apply –refer to 

Section 7 of the POLICY

 

The contract is subject to the ACT– refer 

to Section 6 of the Policy 

No 

No 

No 

Yes 

No 

Yes

No

The contract is subject to the 

REGULATIONS 

No Yes 

Yes 

The contract is subject to the LIGHT TOUCH 

regime under the REGULATIONS 

The contract can be awarded without 

competition but outcome must be 

published‐ refer to section 8 of the POLICY 

Is the total ESTIMATED VALUE < 

€750,000 (current sterling 

equivalent) 

Yes

Yes

Yes

Is the ESTIMATED VALUE 

(incl vat) > £4,000,000 but 

<£4,104,394?  

Is the ESTIMATED VALUE (incl vat) > 

£2,000,000 but < £4,104,394? 

Is the contract for 

HEALTH or SOCIAL 

CARE services? 

 

Is the ESTIMATED VALUE 

(incl vat) > £50,000 but < 

£164,176? 

No 

Key 

Works  

Goods/Services

Health or Social

Unregulated

No

No

Yes

Is the ESTIMATED VALUE 

(incl vat) > £164,176 but 

<£4,000,000?  

Yes 

Yes

Yes 

Is the ESTIMATED 

VALUE (incl vat) < 

£50,000 

The contract is subject to the 

REGULATIONS. Contracts exceeding 

£4m are also subject to the Community 

Benefit requirements of the ACT ‐ refer 

to Sections 5 & 6 of the Policy 
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