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1. Introduction

Who the Policy Affects
1.1This policy is aimed at:

e All members of our Board and of the Committee/Board of any of our
subsidiaries
e Everyone who works or volunteers for us or any of our subsidiaries

1.2 For the remainder of this policy the above will be referred to as “our people.”
About This Policy

1.3 We are a Registered Social Landlord (RSL) [and a Scottish Charity]. We are part
of a sector that has a strong reputation for integrity and accountability to the people
we exist to help and to our Regulators, partners and funders. We must ensure that
the organisation upholds its reputation and that of the sector. Our people cannot
benefit inappropriately from their connection with the organisation.

1.4This 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.

1.5 Our Rules require that we have a policy dealing with payments and benefits!.
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 propriety2. We must ensure there is no
justifiable public perception of impropriety. This policy is based on the SFHA’s Model
Entitlements, Payments & Benefits Policy, which the SHR have confirmed meets their
regulatory requirements and a variant model, commissioned by 8 Associations and
endorsed by a governance expert as being compliant with the Regulatory Standards.

1.6 As we are a Scottish Charity, all of our Governing Body Members must also
ensure that they comply with the Office of the Scottish Charity Regulator (OSCR)
guidance to Charity Trustees3 and charity legislation.]

1.7 This Policy is intended to be a practical document that supports us in meeting
all of the above requirements, ensuring that none of our people benefits (or is seen
to benefit) improperly or inappropriately from their involvement with us, but also

" SFHA (2020) Charitable Model Rules, Rule 38
2 Scottish Housing Regulator (February 2019) Regulatory Framework Standard 5.4
3 Office of the Scottish Charity Regulator (2017) Guidance for Charity Trustees




that they are not unfairly disadvantaged. We expect our people to act in good faith,
and in applying the terms of the policy we will always take this into account.

1.8 As someone who is affected by this policy, you are personally responsible for
ensuring that you are familiar with and comply with its terms*.

1.9 At all times, we expect a common-sense and proportionate 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 Chair or
CEO (if you are a member of the Governing Body) or with your line manager (if you
are a member of staff).

What this Policy Covers
1.10 This policy covers:

e Managing Your Interests
o Registering and Declaring Interests
o Entitlements, Payments & Benefits
e People Connected To You
o Who Else You Should Consider When Declaring Interests
o What You Should Consider
e Use of Our Contractors/Suppliers By Our People

Other Relevant Polices

1.11 The Code of Conduct is linked to this policy. Failure to comply with the terms
of this policy may be regarded as a breach of the Code of Conduct.

1.12 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.

1.13 Our policies relating to the following are also relevant to this document and
must be complied with at all times:

e Allocations

e Repairs and Improvements

e Adaptations

e Procurement

e Training

o Expenses

e Recruitment

e Sale or disposal of our property
e Gifts and Hospitality

4 Code of Conduct for [Board] Members; Code of Conduct for Staff



Please note that this list is not exhaustive and you are required to comply with all of
our policies and procedures.

2. Managing Your Interests

Registering and Declaring Interests

2.1 In order to protect our reputation and demonstrate that we conduct our affairs
with openness, honesty and integrity, we maintain a Register of Interests. You must
record in this register any interests that you or someone connected to you (see
Section 3) has which are relevant to our business and/or our activities. You will be
required to maintain the accuracy of the interests you declare and to confirm
annually that your entry is accurate and up to date.

2.2 Where you have an interest in any matter that is being discussed or considered,
including at a meeting, you must declare your interest and play no part in the
consideration, discussion and decision making; you must withdraw from any part of
a meeting where the interest arises. Our Rules require that any Governing Body
member who has an interest in a matter that is being considered withdraws from all
discussions and plays no part in decision-makings.

2.3 The Code of Conduct which our Governing Body and staff are required to uphold
contain requirements about Declaring Interests that you should comply with at all
times.

2.4 An annual report will be made to our Governing Body on the entitlements,
payments, benefits that have been recorded in the Register(s) by our people.

2.5 The following are examples of the kind of interest that you must declare.
Please note that this list is not exhaustive, and there may be other interests
that you should also declare.

e Tenancy of a property of which we are the landlord.

e Occupancy or ownership of a property which is factored or receives
property related services from us.

e Receipt of care or support services from us.

e Membership of a community or other voluntary organisation that is
active in the area(s) we serve.

e Voluntary work with another RSL or with an organisation that does, or
is likely to do, business with us.

e Membership of the governing body of another RSL.

¢ Being an elected member of any local authority where we are active.

e If you purchase goods or services from us.

e Ifyou purchase goods or services from one of our contractors or suppliers
(see section 4).

5 SFHA (2020) Charitable Model Rules 2020 Rule 38




e Significant shareholding in a company that we do business with (or are
considering doing business with).

e Membership of any other body whose interests and/or activities may
directly affect our work or activities..

e Ownership of land or property in our areas of operation. This excludes
property for the purpose of your own residential use (i.e. there is no
requirement for you to declare any house in which you currently live).

e Unresolved dispute relating to the provision of services in connection
with a tenancy or occupancy agreement or a contractual dispute over the
provision of goods or services with us.

2.6 You should note that in some circumstances, declaration of an interest may
not be sufficient, and that it may be necessary for the organisation to take
additional measures to deal satisfactorily with the situation so as to protect
the probity and reputations of both yourself and the organisation.

Entitlements, Payments and Benefits

2.7 Many of the interests you will be required to declare can be classed as
entitlements, payments or benefits.

2.8 As one of our people, you potentially could be offered benefits over and above
that to which you are contractually entitled (as a result of policy or contractual
terms), such as gifts or hospitality from external parties. Such offers would be as a
direct result of you being one of our people and cannot always be accepted. We
require that any such offers are managed and recorded very carefully to ensure the
highest levels of probity in our organisation. Our people should not benefit — or be
seen to benefit — inappropriately from their involvement with us.

2.9 Apart from payments that our people are entitled to by contract, statute, policy
or other agreement (e.g. salary, expenses), we will only make a payment to, or accept
a payment from, someone affected by this policy in exceptional circumstances.
Appendix A explains the payments we can and cannot make in more detail.

2.10 As we contribute to the economy (ies) of the area(s) we work in and we have
commercial and business relationships with many different companies, contractors,
suppliers and service providers, you must ensure that we are fully aware of any
connection that you or someone you are close to (see section 3) has with any of these
businesses or organisations.

2.11 Some entitlements, payments and benefits we can never permit, and others
we have additional requirements or conditions that must be met before we can
permit.

2.12 Appendix A lists the entitlements, payments and benefits that fall under this
policy, and states:

e Which could be permitted by the organisation
e Which will never be permitted by the organisation



e Which you require to declare in the register of interests

e Any other further requirements the organisation has before permitting

3. People Connected To You

Who Else You Should Consider When Declaring Interests

3.1 Someone ‘closely connected’ to you includes members of your household,
family members and other relatives and your friends.

3.2  As well as considering your own actions, you must be aware of the potential
risk created by the actions of people to whom you are closely connected. Who you
should consider, and our expectations of you to identify and declare such actions are
outlined in Table A. If you are in any doubt about whether or not a declaration is
required, you should consult the Chair, CEO or, for staff, your line manager.

Group

Required Response

1. Members of your household

This includes:

e Anyone who normally lives as part
of your household (whether
related to you or otherwise)

e Those who are part of your
household but work or study
away from home

We expect you to be aware of and declare any
relevant actions of all people in your
household. You must take steps to identify,
declare and manage these.

2. Partner, Relatives and friends

This includes:

e Your partner (if not part of
household)

e Your relatives and their partners
e Your partner’s close relatives (i.e.
parent, child, brother or sister)

e Your friends
e Anyone you are dependent upon
or who is dependent upon you

Where you have a close connection and are in
regular contact with anyone within this
group, we expect you to be aware of and
declare any relevant actions. Under these
circumstances, you must take steps to
identify, declare and manage these actions.

Where you do not have a close connection
and regular contact with someone in this
group, we do not expect you to be aware of or
to go to unreasonable lengths to identify any
relevant actions. However, if you happen to
become aware of relevant actions by such
individuals, then these should be declared
and managed as soon as possible.




What You Need To Consider

3.3

The following are the relevant actions /involvement by those to whom you
are closely connected that you should consider, declare and manage as per
our expectations outlined in Table A (please be aware that this list is not
exhaustive or exclusive):

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

e Where the individual may benefit financially from a company with
which we do business (or are considering doing business with)

e Involvement in the management of any company or supplier with which
we do business (or are considering doing business with)

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

e Application for employment with us.
e Application to join our Board or any of its subsidiaries

e Application to be a tenant or service user of Lochaber Housing
Association or any of its subsidiaries

4. Use of our contractors and suppliers

4.1

4.2

The Lochaber Housing Association Group has a well-earned reputation for
integrity and honesty and is committed to acting with transparency, honesty
and propriety and avoiding any reasonable public perception* of improper
conduct. In order to help us maintain our excellent reputation, it is important
that staff and Governing Body members do not misuse their position to gain
benefits which would not be available to other members of the public.”

4.1.1 * Reasonable public perception is defined as — “How does it look to a
reasonable and objective member of the public who has knowledge of all the
facts?”

At the same time we do not want to see staff and Governing Body members
face unreasonable restrictions which put them at a disadvantage compared to
other members of the public.



4.3

4.4

4.4.1

4.4.2

4.4.3

4.5

Where, in your personal/home life, you need a service from a contractor or
supplier, if it causes no disadvantage or inconvenience to you to avoid using
someone off our approved list, then we would ask that such use is avoided.

However, it is extremely important that where you wish to use one of our
contractors or suppliers (as listed in Appendix B) you take the following steps
to help prevent actual or perceived impropriety:

. Ensure the normal commercial rates are paid for this service and no
preferential treatment, financial or otherwise, is received.
. Make no reference to your role/position in the Association during any

private negotiations, and do not respond to any attempt by a supplier/
contractor to engage with you on the subject.

. Do not approach any suppliers or contractors through the Association,
this includes the use of work email accounts.

. Do not avail or attempt to avail yourself of any preferential rates agreed
by the Association or draw on Association contracts or framework
agreements.

. Make a written declaration that you have not received any advantage or

preferential treatment (financial or otherwise) from the contractor or
supplier as a result of your connection with 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

. Record the transaction in the Register of Payments and Benefits and keep
the entry up to date.

You do not need to record any transactions with a value below (£500), but
should still act within the spirit of this policy and be able to defend your
decision in the light of any complaint or allegation.

For transactions with a value between £500 and £5000, where practical, you
should discuss this in advance with the CEO, Secretary or the Chair (as
appropriate) and follow any guidance. You must record, in the register, your
use of the contractor within 10 days of receiving the goods or service and
receipts provided.

For any transactions in excess of £5000, you must receive written approval
from the CEO, Secretary or Chair (as appropriate) before entering into any
contract. In such cases, you may be required to provide evidence that you
have not received any favourable terms as a result of your connection to us.

Appendix B lists the contractors and suppliers to whom this policy applies.
We have excluded:

o suppliers of low value services such as sandwich shops & other high
street stores
o national chains, utility companies, transport companies, banks and

national telecoms providers etc



4.6

4.8

o contractors or suppliers used so rarely by us that no favour could
realistically be gained.

This Policy also applies to situations where you wish to engage services such
as factoring, maintenance services, small repairs and Care & Repair, normally
provided to the general public by the Association or its subsidiary.

If there is any difficulty in agreeing how the requirements of Section 4 of this
Policy should be applied, a staff member may appeal through the normal
grievance procedure. In the case of Governing Body members, the Chair’s
decision will be final.

5. Review

5.1

5.2

Our Rules require the Board to set our policy on payments and benefits and
keep it under review. This policy has been approved by our Board and is
based on the Model published by the SFHA. It is consistent with the
requirements of our Codes of Conduct for Board members and for Staff. These
Codes have been confirmed by the Scottish Housing Regulator as meeting
their regulatory requirements.

This policy was adopted by our Board on 2nd September 2021. It will be
reviewed not later than September 2024.
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