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Introduction  
This Guide provides information to help you in your role as a member of our Governing Body.  It 
forms part of the Induction Pack for new Management Committee members and it’s also a useful 
reference for more experienced members.   You can also access information about us by visiting 
our website, the Management Committee section of the Association’s Intranet and by asking 
your fellow Management Board members and senior staff.  Being a Management Committee 
member is a big responsibility and it takes a while to feel confident, so please don’t be reluctant 
to ask for an explanation or more information.  Useful contact details are at the end of this Guide. 
 
Cordale Housing Association 
As a group partner in one of Scotland’s leading housing associations, we are committed to 
achieving excellence in everything we do through our focus on sustainable homes, flexible 
services and vibrant communities.  Cordale Housing Association is a community based housing 
association and registered charity operating in the Renton area of West Dunbartonshire. Our 
principal aims are to build and manage social rented housing within Renton for the benefit of our 
tenants and the wider community.  
We are also committed to ensuring the strength of our organisation through effective 
governance, financial management and risk management systems.  We provide a 
comprehensive range of tenancy and support related services that aim to meet the specific 
needs of our diverse tenants and other customers.  Our core customers are people in housing 
need who access our wide range of social rented accommodation.   
Our primary source of income is from tenants’ rents.  We aim to provide the highest possible 
standards of service whilst keeping rents affordable: this means that we are committed to 
delivering value for money across all of our business activities – keeping costs low through 
effective procurement and careful performance management and paying staff competitive 
salaries that attract and retain skilled and experienced people. 

 
We report our activities to our members and tenants in regular newsletters, via our website and 
through our Annual Performance Report that is published in October.  We are required to report 
our performance in meeting the Scottish Social Housing Charter to the SHR annually in May.  
 

 
In April 2014, Cordale Housing Association in Renton, West Dunbartonshire, which owns and 
manages 520 houses, became a wholly owned subsidiary of the Caledonia Group.  There is an 
Intragroup Agreement between Cordale and Caledonia that details the governance and 
operational arrangements between the two organisations. Caledonia has a strategic role whilst 
Cordale retains its operational independence. Both organisations retain their own Committee of 
Management who make decisions at a local  
 

 

 

 

 

 

 

 



3 

 

 Governing Body Members Guide 

 
 

 

 

 

 

What do RSLs do? 
Housing associations have been active in Scotland for almost fifty years and collectively own and 
manage over 270,000 houses1.  Their formal title is ‘Registered Social Landlord’ (RSL).   

The sector is very varied – some housing associations own less than 500 houses whilst others 
are responsible for more than 15,000 (the biggest Scottish RSL owns and manages over 40,000 
houses).  All housing associations are independent organisations that are responsible for their 
own activities, funding and performance.  Some are part of a group structure – this means that 
they have a legal connection with other organisations that might also be landlords or which might 
provide related services such as repairs and maintenance or training or advice and support. 

Housing associations provide housing, mainly for rent, for people across Scotland.  We let our 
houses on Scottish Secure Tenancies (SST) and our housing stock meets the Scottish Housing 
Quality Standard (SHQS) and the Energy Efficiency Standard for Social Housing (EESSH).  
Housing associations are part of the social rented sector (along with councils) and provide 
homes for people who are in housing need; they are committed to supporting sustainable 
communities that people want to live in.  Some housing associations are active in a specific 
geographical area (e.g. part of a city or town or a rural area) whilst others specialise in providing 
housing for particular groups of people (such as older people or people with particular needs).  
Although the majority concentrate on providing good quality rented housing, many also provide 
low cost housing for sale and shared equity. Some combine their housing services with the 
provision of support, either by themselves or in partnership with other organisations.  Housing 
associations do more than just let and maintain houses: they are active in the communities that 
their tenants live in, providing and supporting a wide range of other activities such as: 
 
• Welfare advice – helping people make sure they are accessing all the financial support 

they are entitled to; promoting financial inclusion through accessible banking and offering 
advice and support on dealing with debt;  

• Energy advice – providing help and assistance to reduce energy costs for tenants 
• Employment and training initiatives – for example, offering apprenticeships and training in 

partnership with construction and maintenance companies 
• Care and Repair – helping older and disabled people to remain independent in their own 

homes by providing schemes that help with repairs, maintenance and adaptations 
• Factoring – providing maintenance and repairs services to owners who live in flats in areas 

where the housing association is active 
• Green Initiatives – supporting sustainability and re-cycling initiatives within communities, 

such as community growing projects and allotments; renewable energy initiatives and 
furniture recycling projects 

Effective partnerships are critical to the success of housing associations – key partners include 
the local authority, Scottish Government, banks, regulators, other landlords and, of course, our 
tenants and the communities in which we are active.   

 

 

                                                           
1 2013 Housing Statistics 
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RSLs are ‘registered’ with the Scottish Housing Regulator which was established by the Housing 
(Scotland) Act 2010.  Its’ objective is to safeguard and promote the interests of current and future 
tenants, homeless people and other people who use services provided by social landlords.  We 
are required to meet the SHR’s regulatory requirements for governance and financial 
management (see section 7).   

Housing associations do not trade for profit and all of the income that they generate is used to 
meet their running costs and invest in their current and future activities.  Most housing 
association are Registered Societies, although some are companies limited by guarantee; many 
are also Scottish Charities and are registered with the Office of the Scottish Charity Regulator 
and those that provide support or care are registered with the Care Inspectorate.  Housing 
associations that provide debt advice are registered with the Financial Conduct Authority.  So our 
sector is very heavily regulated and we must demonstrate compliance with the requirements of 
all of our regulators as well as our funders.  

What the Governing Body Does 
We refer to our governing body as the Management Committee.  Management Committee 
members are not paid for their contribution, although out of pocket expenses are reimbursed. 

The Management Committee operates at a strategic level and delegates responsibility for the 
day to day management and running of the organisation to staff, through the Area Director.  The 
Management Committee has agreed a Scheme of Delegation and Standing Orders that set out 
the responsibilities that it retains and those that are delegated either to staff or to sub-
committees.  The Standing Orders also makes provision for emergency arrangements and 
establishes a procedure for decision-taking between committee meetings.   

Governance is the term used to describe the arrangements that a housing association has to 
lead the organisation, provide strategic direction and effective control.  Good governance 
ensures that the Association’s objectives and standards are clear; that the organisation is well-
run and that performance is good and monitored effectively; it also means that a sensible 
approach to risk is adopted and that high ethical standards are applied.  Good governance 
depends on a constructive relationship between the Management Committee and senior staff: 
each have their own distinct responsibilities that complement the other and the Management 
Committee is responsible for ensuring that there is an effective relationship in place – the Chair 
is specifically responsible for maintaining an effective relationship with the Area Director.  The 
Management Committee is the employer of our staff. 

The Management Committee main responsibilities are to: 

• Lead the Association 
• Promote and uphold our values 
• Set our strategy and direction 
• Agree the annual budget and ensure financial viability  
• Take account of tenants’ views in respect of rents and services 
• Monitor performance 
• Manage risk  
• Ensure legal, constitutional and regulatory compliance 
• Promoting and demonstrating good governance   
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The Management Committee is also responsible for ensuring that we maintain effective 
relationships with our partners, although day to day responsibility is delegated to staff.  The 
Management Committee is responsible for ensuring that the requirements of our Codes of 
Conduct for Management Committee members and for staff are upheld.  The Management 
Committee must also ensure that it has the necessary range of skills, knowledge and experience 
to fulfil its role and that our staff have the skills, qualifications and expertise to deliver what is 
required of them.  From time to time the Management Committee will require external 
independent and/or professional advice e.g. from accountants, lawyers, surveyors etc. 

Staff support the Management Committee by providing professional advice and expertise: they 
are responsible for providing the Management Committee with high quality information and 
advice to make decisions and for implementing the Management Committee’s decisions 
effectively.  Staff are responsible for the day to day management and operation of the 
Association – for implementing policies, making decisions, managing our relationship with 
tenants and service users, dealing with complaints and queries, liaison with partners, funders 
and regulators.  Staff are also responsible for consulting with tenants e.g. administer through our 
Tenant Participation Strategy. 

Our Rules set out the requirements of the Management Committee and the duties of the Chair 
and Secretary.  Our Management Committee should not have less than 7 members and not 
more than 15.  We review the range of skills, knowledge and experience that the Management 
Committee requires on an annual basis to ensure that we have access to the necessary 
expertise and experience to meet our objectives.  Where gaps are identified, we try to address 
them through training and/or recruitment.  We publicise the particular skills we need in advance 
of the AGM. 

Our Management Committee meets ten times a year – Papers are issued a week in advance by 
post and you are encouraged to raise any queries you might have in advance with the relevant 
officer to ensure that any additional information is available.  New Management Committee 
members have the opportunity to discuss the papers with their mentor in advance of the 
meeting. 

In order to ensure that the Management Committee operates as efficiently as possible, we have 
established two sub-committees.  These are the Audit Committee and Remuneration 
Committee and they are able to consider issues in more detail than is possible at Management 
Committee meetings.  The remits for these sub-committees describe their role and 
responsibilities and set out any powers they have to make decisions and commit expenditure.  
Sub-committees can only act in accordance with the responsibilities that are delegated to them 
by the Management Committee and their remits form part of the Association’s Standing Orders 
Policy.  Sub-committee decisions must be reported to the next Management Board meeting.  
The Management Committee may also establish working or task groups to progress specific 
issues such as new initiatives or a review of service delivery. 
 
The Role of a Management Committee Member 
Management Committee members are usually appointed for a three year term following 
elections at the AGM.  Management Committee members appointed in this way must be 
members of the association. Members of the Association are people who are interested in and 
support our activities; they may be tenants or residents in our communities.   
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Up to one third of the number of elected members can be co-opted to the Management 
Committee: co-opted Management Committee members do not need to be members of the 
Association and can only serve until the next AGM; then they must stand down but may, if they 
are a member, stand for election. 

As a member of the Management Committee you must always act in the best interests of 
Cordale Housing Association and you must not be influenced by any personal, business, 
financial or other interests.  You are required to declare any such interests and manage them 
appropriately.  In order to be a member of the Management Committee, you must sign and agree 
to uphold our Code of Conduct.  You must also accept collective responsibility for decisions that 
the Management Committee has taken (provided the decision has been taken properly and is in 
accordance with our rules, policies and procedures). 

All Management Committee members are expected to use their skills, knowledge and 
experience for the benefit of the association.  Some members will offer life experience whilst 
others will bring professional expertise: it is essential that our Management Committee has an 
appropriate range of skills, knowledge and experience. 

Every Management Committee member shares the same level of responsibility regardless of 
their background: a Management Committee member who is a lawyer or accountant, for 
example, has the same level of responsibility as someone who has no professional qualifications 
or who is not in employment.  These responsibilities are set out in a role description. 

Management Committee members are expected to: 

• Attend and be well prepared for meetings  
• Contribute effectively to discussions and decision making 
• Contribute to annual reviews of our performance, activities and progress 
• Take part in training and other learning opportunities 
• Take part in an annual review of the effectiveness of our  governance  
• Participate in an annual review of your individual contribution to our  governance 
• Maintain and develop your knowledge of relevant issues and the wider housing sector 
• Represent  Cordale Housing Association positively and effectively  
• Respect and maintain confidentiality of information 
• Treat colleagues with respect and foster effective working relationships within the 

Management Committee and between the Committee and staff 
• Be aware of and comply with the restrictions on payments and benefits  
• Register any relevant interests as soon as they arise and comply with our policy on 

managing conflicts of interest. 
To support you in your role, new Management Committee members are expected to take part in 
an Induction Programme which offers opportunities to meet staff and find out more about what 
we do as well as identifying an experienced member of the Management Committee who will act 
as your mentor for the first year.   

All Management Committee members are expected to participate in training to keep their 
knowledge up to date: this might take the form of:  

 



7 

 

 Governing Body Members Guide 

 
 

 

 

 

• Briefings provided by staff  
• In-house training from an external source 
• Attendance at conferences and events 
• Reading publications and journals 
• On-line research 
 
Members of the Management Committee elect the Chair of the Association (who must be an 
elected Management Committee member).  The Chair has additional responsibilities which are 
described in the Chair’s Role Description and which include:  

• Leading the Management Committee and sub-committees constructively, providing 
direction and managing meetings effectively 

• Developing  and maintaining  a constructive and positive working relationship between the 
Chair and Area Director and between sub-committee convenors and senior staff 

• Upholding the Code of Conduct and promoting good governance; ensuring that any 
breaches are investigated appropriately 

• Ensuring that the Association’s business is conducted effectively between meetings and 
that emergency decisions are taken appropriately when required 

• Ensuring that the Management Committee has access to the range of skills, knowledge 
and experience necessary for the achievement of the Association’s aims and objectives 
and for the fulfilment of the Management Committee responsibilities 

• Ensuring that the Management Committee has access to the necessary advice, 
information and support to fulfil its responsibilities and that, where appropriate, external 
and/or specialist advice is sought 

• Providing support to new and experienced Management Committee members by 
promoting access to relevant induction, training and development opportunities  

 
All Management Committee members are expected to contribute positively to our governance by 
being well prepared for meetings, willing to contribute your views and opinions and ensuring that 
we are seen to operate to the highest standards of governance, integrity and probity. 

Each year, every Management Committee member is expected to take part in a review of your 
individual contribution to our governance.  This is carried out by the Chair and is used to inform 
the development of annual training and development programmes for the Management 
Committee and its members.  Our Rules and Code of Conduct require Management Committee 
members to participate in this process, which is also a regulatory requirement.  We also use this 
process to help us plan for the future by identifying the skills, knowledge and experience that the 
Management Committee has and those areas that we might want to strengthen, for example 
because experienced Management Committee members are planning to end their involvement 
with us.   
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The Responsibilities of Being a Management Committee Member 
Being a Management Committee member is a voluntary role which carries legal responsibilities 
that are the same as those of a company director. These include: 

• Using your skills, experience and judgement to help make the business successful 
• Following the company’s rules and ensuring it meets its legal obligations 
• Making decisions for the benefit of the company, not yourself 
• Declaring any personal interests 
• Ensuring that the company keeps accurate records 
• Making sure the accounts present and ‘true and fair view’ of the company’s finances 
• Complying with the law (e.g. health and safety; employer responsibilities) 

These responsibilities are reflected in the role description and in the Code of Conduct that you 
must sign annually.   

We are also a Scottish Charity: this means that Management Committee members are Charity 
Trustees with legal responsibilities which include: 

• Acting in the charity’s best interests at all times 
• Ensuring that the charity’s activities comply with its aims and objectives 
• Acting with care and diligence 
• Complying with all relevant legislation 
• Ensuring that the charity fulfils its reporting obligations to the Office of the Scottish Charity 

Regulator (OSCR), including the submission of an annual return and accounts 

Our Group Governing Body Code of Conduct is the framework that reflects these duties.  It 
contains seven principles: 

Selflessness: You must act in our best interests at all times and must take decisions that 
support and promote our strategic plan, aims and objectives.  Members of the governing body 
should not promote the interests of a particular group or body of opinion to the exclusion of 
others 

Openness: You must be transparent in all of your actions; you must declare and record all 
relevant personal and business interests and must be able to explain your actions 

Honesty: You must ensure that you always act in the best interests of the organisation and that 
all activities are transparent and accountable 

Objectivity: You must consider all matters on their merits; you must base your decisions on the 
information and advice available and reach your decision independently 

Integrity: You must actively support and promote our values; you must not be influenced by 
personal interest in exercising your role and responsibilities 

Accountability: You must take responsibility for and be able to explain your actions, and 
demonstrate that your contribution to our governance is effective 
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Leadership: you must uphold our principles and commitment to delivering good outcomes for 
tenants and other service users and lead the organisation by example 

It is a condition of being a Management Committee member that you sign and uphold the terms 
of the Code of Conduct.  You must be able to demonstrate that you receive no benefit or 
preferential treatment because of your involvement with us; this applies to our staff too.   

This restriction does not mean that you should be unfairly disadvantaged, however we apply 
specific procedures to any decision or transaction that a reasonable and objective person might 
think you have a personal interest in, but to which you are entitled.  So, if you or someone you 
are close to has applied for one of our houses and you meet our allocations criteria, you will not 
be prevented from accepting a tenancy, as long as the allocations policy and procedures have 
been followed and you have played no part in any of the consideration.  You should be aware, 
however, that we cannot offer employment to anyone who is closely associated with a current or 
recent Management Committee member. 

If you, or someone you are close to, have any personal, financial or business interests that are 
relevant to our activities, you must declare them and record them in our Register of Interests.  If 
you or someone you are close to have any such interests that conflict with ours, you will be 
required to manage them appropriately – in some circumstances, this may mean that you cannot 
continue to be a Management Committee member.   

You must declare any interests as soon as you are aware of them and you should keep your 
register entries up to date at all times.  The table below describes the people who are or might 
be considered to be closely associated with you: 

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 
• Grandparents, 
grandchildren and 
their partners 
• Someone  who 
is dependent on you 
or whom you are 
dependent on 
• Close friends 

Other relatives (e.g. 
uncles, aunts, 
nieces, nephews & 
their partners) 
 
Other friends (e.g. 
someone you are 
acquainted with 
socially, neighbours, 
business 
contacts/associates) 
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If you become aware of any action or interest involving any of the people in the table above that 
are relevant to our activities, we expect you to declare and manage it appropriately as soon as 
possible.  We expect you to always know about any such interests involving people in Group 1 
and also in relation to anyone in Groups 2 and 3 that you are in regular contact with. 

In the event of a matter being discussed by the Management Committee in which you have 
declared an interest, you must leave the meeting whilst the discussion is taking place and you 
must not play any part – or seek to play any part – in making the decision. 

We have a policy that describes how you should respond to any offers of gifts or hospitality: you 
should decline any hospitality or gifts that exceed the value permitted in our policy and you 
should record all offers – whether accepted or not – in the appropriate register.  Examples of 
hospitality that is permitted include attending events associated with our business activities, 
conferences and training events, events hosted by our partners that are relevant to our business.  
Examples of hospitality that should be declined include invitations to sporting events or social 
occasions that have no relevance to our business.  Where we receive gifts from suppliers or 
other partners (e.g. at Christmas) these are raffled at the office or scheme concerned with the 
proceeds being donated to selected charities.  For the avoidance of doubt, we do permit the 
acceptance of small gifts as gestures of thanks or appreciation provided these are recorded in 
the register; we normally expect these to be shared with colleagues. 

Engaging with Tenants and Other Customers 
The Regulatory Framework requires the Management Committee to lead and direct the housing 
association to achieve good outcomes for tenants and other service users and to seek out and 
take account of the needs, aspirations, views and priorities of tenants and other customers in 
reaching decisions and agreeing strategy.  We are required to make information widely available 
about our services, performance and plans.   

Our performance in respect of complying with these requirements is measured, in part by our 
performance in meeting the expectations of the Tenants’ Charter.  The Scottish Social Housing 
Charter is a statement by Scottish Ministers of the standards that tenants and other service 
users can expect from their social landlords.  It is used by the SHR to assess and report on 
social landlords’ performance in providing housing services.   

All RSLs are required to meet the requirements of the Charter, which was introduced by the 
Housing (Scotland) Act 2010.  Landlords have been required to monitor and report on their 
performance against the Charter since April 2013.  All RSLs must submit an Annual Return on 
the Charter (ARC) to the SHR by 31 May each year.  The ARC contains statistical and 
performance information about the standards and outcomes that the charter contains.  These fall 
into seven categories: 
 
• Equalities:  making sure that all customers’ needs are met and that people are treated 

fairly 
• Customer and Landlord Relationship: ensuring that customers find it easy to 

communicate with us and to participate in decisions about services 
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• Housing Quality and Maintenance: our compliance with the Scottish housing Quality 
standard (SHQS) and other standards, ensuring that are houses are in good condition 
when allocated and that repairs are carried out well at times that suit customers 

• Neighbourhood and Community: ensuring that neighbourhoods are well maintained and 
tenants feel safe living in them 

• Access to Housing and Support: the availability of information about housing options, 
allocations and progress of applications; the ease of applying for a house and the 
availability of information and support to sustain tenancies; the role of councils in meeting 
the needs of homeless people 

• Getting Good Value from Rent and Service Charges: providing services that customers 
believe deliver continually improving value for money; affordability and the provision of 
information about how rent is spent 

• Services to Other Customers (this applies mainly to local authorities and their services to 
gypsy travellers) 

The SHR publishes information on individual landlords’ performance against the Charter in 
August each year; landlords are required to publish reports for tenants that show their 
performance by October.  We consulted with tenants on the format of our Annual Performance 
Report on the Charter and took account of their views in developing its style and content (which 
must meet regulatory requirements too). 

A key expectation of the Charter is that landlords compare their performance with that of other 
landlords: consequently, many housing associations carry out benchmarking either by being 
members of a formal benchmarking club or through less formal groups of similar organisations 
which share information.  All RSLs are expected to carry out regular tenant satisfaction surveys 
which include specific questions relating to the landlord’s performance against the Charter.  
These surveys are carried out every three years. 

We seek feedback from tenants about their experience of the range of services that we provide, 
including repairs and maintenance services – their satisfaction with the process for reporting a 
repair and the availability of information about what would happen  as well as satisfaction with 
the quality of work carried out and the courtesy of tradespeople.  This information is reported to 
the Management Committee annually. 

We maintain a comprehensive website which we promote as the first point of contact with 
anyone who wants to find out about us or the services we offer.  Our website includes 
information about our policies and procedures.   We publish a tenants’ newsletter every three 
months which is available to download from the website and is also delivered to every tenant, 
service user and member.   We use the newsletters to tell customers how their views have 
influenced our services and how we provide them. 

Anyone who is dissatisfied about any aspect of our service can make a complaint – our 
complaints policy meets the requirements of the model produced by the Scottish Public Services 
Ombudsman.  The Management Committee receives reports about complaints and their 
outcomes four times a year. 

Funding  
The Management Committee is responsible for ensuring that the housing association is 
financially viable and that our financial affairs are conducted in accordance with the law and 
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regulatory requirements.   To carry out this responsibility, the Management Committee receives 
regular reports and there is a Group Audit Committee to oversee and monitor our financial 
affairs.  Amongst other responsibilities, the Audit Committee reviews the auditors’ reports, 
monitors internal financial controls and risk assessment, oversees the internal audit programme 
and makes recommendations to the Management Committee. 

The main source of income for housing associations is the rent paid by tenants.  The remainder 
comes from factoring services that we provide to owners and from grants that we receive for 
specific projects and initiatives.  

We review our rents annually and are required to consult with tenants on the proposed increase: 
our rent policy and budget planning processes anticipate a rent freeze. Continuing on from the 
previous year’s rent freeze  The SHR has recently emphasised the importance of ensuring that 
rents are affordable to our tenants and has indicated that it may seek to take regulatory action if 
rents increase beyond a level that is regarded as affordable.  

Approximately 63% of our tenants receive either full or part Housing Benefit to help with their 
rent payments.  At present the Housing Benefit claimed by tenants is paid directly to us by the 
relevant local authorities which means that we are sure of receiving this income on a regular 
basis. 

Recent changes to the welfare benefit system mean that the proportion of our tenants having 
responsibility to pay some of their rent themselves has increased, primarily as a result of the 
‘bedroom tax’, although the full impact of this has been negated by Discretionary Housing 
Payments to cover the shortfall. In order to prepare for the changes to the welfare benefit system 
and for the move to universal credit we have extended the range of advice services that we offer 
to our tenants to ensure that they have access to comprehensive information and support to 
enable them to make their claims.   

 

We anticipate that the move to universal credit and, perhaps more significantly, the ending of 
direct payments from local authorities to landlords, may adversely affect our income stream and 
increase the work that we have to do to ensure that we collect the all the rent that is payable.   
We aim to support tenants by providing information and advice as well as practical assistance in 
an effort to make sure that paying rent is regarded as a priority. We are making information 
available to tenants groups about the impact that rising arrears caused by non-payment will have 
on our ability to maintain services at their current level. 

We provide factoring services to 21 properties in neighbourhoods where we are landlords.  We 
generate income to cover the costs of providing this service which contributes to maintaining 
neighbourhoods as places where our tenants feel safe and want to live.   

As well as funding our annual programme of repairs, cyclical and planned maintenance, we have 
to repay loans that we took out to fund the building and improvement of our housing stock.  We 
have a loan portfolio which identifies our total borrowings and the lenders and we report to the 
Management Committee on our compliance with the terms of these loans on a quarterly basis.  
We are required to make an annual loan portfolio return to the SHR.  It is essential that we meet 
the terms of these loans to avoid any penalties or breaches that could have a serious impact on 
our financial strength.  These conditions are known as ‘loan covenants’ and our compliance is 
monitored on an ongoing basis by our finance team who report to the Management Committee 
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and to our funders.  

Regulatory Requirements 
We are required to comply with the SHR’s Regulatory Standards of Governance and Financial 
Management2.  There are six regulatory standards: 

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

• The RSL is open 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 

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

• The governing body bases its decisions on good quality information and advice and 
identifies and mitigates risks to the organisation’s purpose 

• The RSL conducts its affairs with honesty and integrity 
• The governing body and senior officer have the skills and knowledge they need to be 

effective 
 

In addition to these standards of governance and financial management, the SHR has 
established constitutional standards: these set out what must be included in our rules.  Amongst 
other things, they describe the duties of the Chair and eligibility for membership; establish 
requirements to have a Code of Conduct in place and specify that Management Committee 
members must participate in annual reviews of their individual effectiveness.  Additionally, the 
SHR’s standards require that any Management Committee member who is seeking to continue 
as a member having already been a Management Committee member for nine years or more 
must have their nomination for re-election approved by the Management Committee.  Our Chair 
cannot hold office for more than five years.  All of these requirements are reflected in our Rules. 

The SHR uses the statistical and performance information that all RSLs are required to submit 
annually to determine the level of engagement that it has with each individual organisation.  
Where it determines that medium or high engagement is appropriate, the SHR publishes a 
Regulation Plan which sets out the reasons for their engagement, describes any issues that they 
are specifically interested in or concerned about and identifies the additional reporting 
requirements on the landlord.   Escalations in the level of regulatory engagement can constitute 
a breach of a RSL loan covenant. 

Our regulatory engagement level is low.  As a result of the publication of a Regulation Plan, 
some landlords may be required to produce and implement an action plan and the SHR will 
monitor their progress in achieving its outcomes and targets.  All Regulation Plans can be 
accessed on the SHR website. 

All RSLs are required to notify the SHR about specific events that may involve some risk to 
tenants and/or its financial well-being and/or its reputation or that of the wider sector.  These 
notifiable events include: 

                                                           
2 Regulatory Standards of Governance and Financial Management 2012 www.scottishhousingregulator.gov.uk  

http://www.scottishhousingregulator.gov.uk/


14 

 

 Governing Body Members Guide 

 
 

 

 

 

• Breach of the Code of Conduct 
• Resignation of the Chair/CEO or other senior staff 
• Fraud or attempted fraud 
• Serious complaint, allegation or investigation 
• Serious incidents (such as a fire) 
• Major organisational change 
• Breach of legislation (e.g. health and safety) or regulatory standards 
• Breach of financial covenants 
• Failure of governance 

The SHR requires to be notified at the earliest opportunity of any notifiable events; those 
involving governance or organisational issues must be notified by the Chair.  All notifiable events 
must be reported to the Management Committee. 

The SHR can take action in the event of a RSL failing to meet required standards or where it 
believes there is a threat or risk to the interests of tenants and service users.  Intervention can 
take several forms, including: 

• Increased regulatory engagement 
• Requirement to prepare and implement an agreed Action Plan 
• Formal Improvement Notice 
• Requirement to co-opt Management Committee members with the approval of the SHR 
• Requirement to appoint a Special Manager with the approval of the SHR 
• Suspension or removal of Management Committee Members or agents 
• Restrictions on the activities of a RSL pending or following Inquiries 
• Inquiries 
• Direction to transfer of assets to another RSL 

Policies 
As a member of the Management Committee, you are responsible for approving the policies and 
procedures that we work to.  Some of these policies are specifically importance to our 
governance.  These are:  

• Rules  
• Corporate Plan 
• Risk Management Policy 
• Treasury Management Policy 
• Standing Orders and Scheme of Delegation 
• Formal statements of the roles and responsibilities of Management Board members and 

office bearers 
• Remits for the Management Committee, sub-committees and working groups 
• Code(s) of Conduct for Management Committee and Staff 
• Policy on payments and benefits 
• Induction and support policy for new Management Committee members 
• Framework for annual review of the Management Committees collective skills, knowledge, 

experience etc  
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• Formal process for the annual review of individual Management Committee members’ 
contributions to RSL’s governance 

• Formal process for the appraisal of the Chief Executive/Director 
• Annual statement of recruitment priorities for elections at AGM 
• Policy for recruitment, training, support and development of Management Committee 

members 
• Complaints policy and process 
• Whistleblowing policy 

These policies can be found in the Management Committee section of the Association’s Intranet.  
Alternatively, hard copies can be obtained from the Executive Officer (see contact details below). 

More Information 
If there is anything that you want to know more about, please ask: 

 
Carol-Ann Burns 
Executive Officer 
Direct Dial: 01389 721216 
Email: carol-annburns@cordalehousing.org.uk 
 
 
Contact Details 

Management Team 

Name Title Email Address Direct Dial No. 
Barry Johnstone Area Director barry.johnstone@caledoniaha.co.uk 01389 721216 
Kevin Nixon Area Housing 

Manager 
kevin.nixon@caledoniaha.co.uk 01389 721216 

Alec Drain Area Maintenance 
Manager 

alec.drain@caledoniaha.co.uk 
 

01389 721216 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:barry.johnstone@caledoniaha.co.uk
mailto:ron.hunter@caledoniaha.co.uk
mailto:alec.drain@caledoniaha.co.uk


16 

 

 Governing Body Members Guide 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

List of Acronyms and Terminology 

Attached at Appendix 1 is a document that sets out definitions of abbreviations, word and phrases 
commonly used in the social housing sector in Scotland. 

 

APPENDIX 1 

A 
 
Abortive Fees 
Fees charged for work on a project which does not go ahead. 
 
Accessible Housing 
Housing designed to be used by everyone without any special adaptations having to be carried out. 
 
Accountability 
The principle that individuals or organisations, especially publicly-funded projects or agencies, are 
responsible for their performance and actions and may be asked to explain or justify them. An RSL also 
shou ld be accountable to tenants and local communities. 
 
Accounting Order 
Legal requirements for the format and content of an RSL’s annual accounts. 
 
Accounts Commission 
The body responsible for the external audit and reports on the performance of local authorities. Audit 
Scotland usually carries out the audits on behalf of the Accounts Commission. 
 
Acquisition 
The buying of land or property. 
 
Adaptations 
Alterations to the homes of tenants who are disabled or have a sensory impairment.  Adaptations 
help tenants to remain in their existing home. 
 
Added Value 
The distinctive benefits that an activity or funding can bring, in addition to the direct outputs of 
spending – for example the wider community or health benefits created by housing expenditure or the 
local value of an apprentice recruited as part of a maintenance contract. 
 
Ad hocs 
Works which are unique to an individual project or development site and which would not be covered by 
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normal cost limits. The costs of the work may be eligible for a Housing Association Grant. 
 
Adjudication 
A quick and relatively informal procedure for resolving disputes between builder and client. 
 
Adopted Road 
A road constructed by a developer, such as an RSL, but afterwards maintained by the council. 
Sometimes a road which is not maintained by the council is called a non adopted road. 
 
Advisory Conciliation and Arbitration Service (ACAS) 
ACAS works with employers and employees to help prevent and resolve employment disputes before 
they reach Employment Tribunals. 
 
Affordable Housing 
Housing that is affordable to people on modest incomes. Affordable housing is usually social housing or 
subsidised low cost home ownership (for example, shared ownership or shared equity) or subsidised mid 
market rent housing. 
 
Affordable Housing Investment Programme (AHIP)  
Scottish Government funding for affordable housing.  As well as funding for RSLs the AHIP also provides 
funding to individuals, private developers and councils. In the cities of Glasgow and Edinburgh only, 
management of the AHIP has been passed to the local authority. 
 
 
 
 
Affordable Rent 
A rent which is within the means of households in low paid employment. The most common measure of 
affordability is whether households in low paid employment can pay rent without needing to receive 
housing benefit. 

 
Agency Agreement 
An arrangement where one organisation carries out services on behalf of another.  For example, one RSL   
may carry out development services or housing management services for another RSL in return for a fee. 
 
Alcohol and Drug Partnership 
These partnerships have been set up in every council area to integrate services to tackle substance 
misuse. They include councils, Police, NHS and voluntary organisations. 
 
Allocation 
Offering a tenancy to a housing applicant under the allocations policy. 
 
Allocations Policy 
The published rules which an RSL uses to let its houses. 
 
Amenity Housing 
Flats or houses with special modifications for people with particular needs, but not supported by a 
warden. For example, amenity housing for older people may have bathroom handrails, non-slip 
flooring and repositioned electrical sockets. 
 
Annual Accounts 
RSLs are required to produce an audited set of accounts following the end of their financial year. The 
accounts will include details of income and expenditure; a balance sheet; notes to the accounts; and the 
external auditor’s opinion on the accounts. 
 
Annual General Meeting (AGM) 
A meeting of an RSL’s members, which must be held once a year. The timing is specified in the RSL’s 
constitution.  AGMs are used to receive the RSL’s annual accounts and annual report, and to hold 
elections for any vacant places on the management committee or board. 

 
Annual Returns 
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The annual accounts must be returned to the Scottish Housing Regulator and, if an RSL is an Industrial 
and Provident Society, to the Financial Services Authority. If the figures must be submitted in a standard 
form within a fixed period from the end of the financial year. The returns are signed by the RSL’s 
secretary. RSLs which are companies limited by guarantee must send an annual return to Companies 
House. RSLs which are charities must send an annual return to the Office of the Charity Regulator. 
 
Annual Return on the Charter (ARC) 
A standard document which RSLs must submit to the Scottish Housing Regulator every year, setting out 
details of their organisation, houses and service performance. The ARC must be approved by the 
management committee or board before being sent. 
 
Anti Social Behaviour 
Behaviour which causes alarm, distress or annoyance to other people. It includes unruly behaviour in 
the street, nuisance neighbours, and environmental antisocial behaviour (like graffiti, littering and 
dog fouling). 
 
Anti Social Behaviour Order (ASBO) 
A court order to protect the public from behaviour causing alarm or distress. Councils and RSLs, in 
consultation with the police, can apply to the courts for an ASBO. An ASBO contains conditions 
prohibiting the person named in it from doing anything specified in the order. This can include verbally 
abusing named persons or entering named areas. The minimum age at which a person may be subject 
to an ASBO is 12. An interim ASBO allows the court to issue a temporary order until the case for the 
ASBO is heard. 
 
 
 
Appraisal 
A process for evaluating how a member of staff has performed in relation to their work objectives, and 
for identifying training needs. Many RSLs also use appraisals for management committee or board 
members. The term “appraisal” may also be used when referring to development projects or 
maintenance contracts – see Scheme Appraisal. 
 
Arbitration 
Referral to an independent person, when the parties to a contract are unable to resolve a dispute. 
Arbitration can apply to disputes on building contracts, or to disputes between an RSL and a council 
about the housing of people who are homeless. 
 
Architect 
The architect, as well as being the designer, is often the lead consultant who takes instructions from the 
client RSL, co- ordinates the activities of the design team and represents the RSL during the building and 
defects liability period. 

 
Architect’s Brief 
Instructions to the architect by the client RSL. 
 
Architect’s Certificate 
Documents issued by the architect to value work done by contractors. In a Design and Build scheme 
the architect is replaced by an Employer’s Agent who is usually a Quantity Surveyor. 
 
Architects Instruction (AI) 
An instruction issued by the architect usually to make a change to the contract. The instruction must be 
in writing. 
 
Assets 
The accounting term used to describe the items which an RSL owns. 
 
Assured Tenancy 
Tenancies mainly used in the private rented sector. 
 
Auditor 
Someone who carries out an audit. 
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Audit Scotland 
Audit Scotland checks that public money is spent properly, efficiently and effectively. It carries out, or 
arranges, the external audit of councils on behalf of the Accounts Commission. It also measures the 
performance of councils and checks that they are getting Best Value from the money they spend. 
 
 
B 
 
Bad Debt 
An unpaid debt which cannot be recovered. For example, rent arrears at the end of a tenancy may 
become a bad debt if the tenant cannot be traced. Normally an amount is set aside in the accounts to 
cover the costs of forecast bad debts. 
 
Balance Sheet 
A statement of the assets and liabilities of an RSL at a fixed point in time.  Annual accounts always 
include a balance sheet. 
 
Balancing Quality and Price 
A technique used when making procurement decisions. Instead of just accepting the lowest tender (the 
cheapest price), a scoring system is used to assess how well each contractor, consultant or supplier 
meets the RSL’s quality standards. The aim is to identify the proposal that will provide the best overall 
value for money, based on both price and quality. 
 
 
 
Barrier Free Housing 
A term for housing which is designed to be accessible to people with a range of needs. See Housing 
for Varying Needs. 
 
Base Rate 
This is the main interest rate in the UK. It is set by the Bank of England and other interest rates are 
based on it. 
 
Below the Tolerable Standard (BTS) 
A term describing a building which does not have standard amenities and/or is not structurally sound. 
 
Benchmarking 
A method which RSLs can use to assess and improve their performance by comparing themselves to 
others, typically of a similar size. It can involve the use of performance indicators. 
 
Best Value 
Best value means achieving continuous improvement in performance, based on the cost and quality of 
services, and the views of service users. Local authorities have a legal duty to achieve best value. 
Performance Standards for Social Landlords place a similar obligation on RSLs. 

 
Bill of Quantities 
A document prepared by a quantity surveyor giving a description of work to be carried out in a 
contract. The document is issued to a builder who inserts prices against each item of work. The priced 
document forms a tender. 
 
Block Insurance Policy 
A single insurance policy covering a number of houses, usually an RSL’s entire housing stock. This is 
easier to administer than individual insurance for each house. 
 
Board 
The members of an RSL elect a number of Directors who form the Board (or Management 
Committee).  Members of the Board have responsibility for overseeing the work of the RSL. This 
includes establishing and reviewing policies; approving and monitoring budgets; terms and 
conditions for staff; and accounting for the performance of the RSL. 
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Break Costs 
These are charged by lenders when the borrower changes the terms of the loan agreement – for 
example by repaying the loan early or delaying repayment of part of the capital. 
 
Bridging Finance 
Finance which is needed to cover a short term funding gap before long term funds are available.   RSLs 
can arrange bridging finance through a short term loan from their bank or by using their own reserves. 
 
Brief 
Instructions given to professional consultants such as architects, quantity surveyors and lawyers. The 
brief specifies what services are required and the duties expected. 
 
Brownfield Site 
Land which has previously been used for any purpose and is no longer in use for that purpose. It may 
include contaminated land. Compare with Greenfield Site, which is land which has never been 
developed. 
 
Budget 
A financial plan drawn up before the start of each financial year, to estimate income and expenditure 
on different activities. Budgets must be monitored carefully over the course of the year. Committees or 
boards often decide that staff will have authority to spend money up to the levels approved in the 
budget.  But if expenditure above the budget is needed, the staff may have to come back to the 
management committee or board for approval. 
 
 
Building Contracts 
Contracts entered into between an RSL and a building contractor. The contract lays out all the conditions 
both parties must adhere to, for example the type of materials to be used and the cost of the contract. 
 
Building Warrant 
This refers to the warrant that must to be obtained from the council, for technical matters such as the 
structure, physical strength and specification of any proposed building works. 
 
Building Standards Regulations 
Regulations made by the Scottish Government to ensure that the construction, alteration, extension or 
demolition of buildings complies with certain minimum standards. 
 
Business Plan 
A document which sets out an RSL’s aims and objectives and financial plans for a specific period in the 
future. This is a key document for raising private finance for housing developments and stock 
transfers. 

 
C 
 
Capital Expenditure 
Money used to buy assets. For example, the cash required to build or refurbish properties. This does not 
include ongoing maintenance or running costs: these costs are known as revenue costs. 
 
Care and Repair 
A scheme to help older or disabled people to remain in their own home by providing assistance with 
housing repairs, improvements or adaptations . Care and Repair schemes 
are often managed by RSL’s, with funding support from local authorities. 
 
Care Inspectorate 
Regulates a wide range of social care services, including housing which has support attached to it.  RSLs 
which provide supported housing (including sheltered housing) will receive regular inspections of their 
services by the Care Inspectorate. 
 
Care in the Community 
A Government initiative to help people move out of hospitals and other institutions into more 
mainstream accommodation with access to community based care and support services. 
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Cashflow Projection 
An estimate of income and expenditure over a period of time: for example, the anticipated income and 
expenditure on a development project, or for an RSL’s whole business. 
 
Certificate of Practical Completion 
Document issued by the architect to certify that building work has been completed in a satisfactory 
manner. 
 
Charities 
To be a charity in Scotland, an organisation must be approved by the Office of the Charity Regulator.  It 
must have only charitable purposes and it must provide public benefit. There may be advantages in terms 
of tax and rates relief. 
 
Chartered Institute of Housing (CIH) 
A professional body for people who work in housing. 
 
Chartered Institute of Personnel and Development (CIPD) 
A professional body for people working in human resources and training. 
 
Chartered Institute of Public Finance and Accountancy (CIPFA) 
A professional body for accountants and a leading authority on accountancy and financial management 
for the public services. 

 
Choice-based Lettings 
Alternatives to the traditional points-based systems used for allocating social housing, aiming to give 
applicants a greater degree of choice in selecting a house. Available properties are advertised and people 
can decide which suit their needs and apply for them, with the applicant with highest priority under the 
scheme getting the home. 
 
Claim for Loss and Expense 
A financial claim made by a building contractor against an RSL. Claims can arise because there has 
been a delay or disruption to the contract.  The responsibility for making a decision about a claim rests 
with the architect (see also Ascertainment and Extension of Time) although the Quantity Surveyor will 
also play a major role in determining the value of the claim. 
 
Clerk of Works 
The person employed by an RSL who is responsible for inspecting and checking a building contractor’s 
work while it is being carried out. 
 
Collateral 
Another word for security for a loan. 
 
Collateral Warranty 
An agreement used in design and build contracts to provide an RSL with a contractual link to the 
contractor’s consultant. This protects the RSL if there are defects in a building arising from negligence by 
the consultant or if the contractor ceases to trade. 

 
Common Housing Register (CHR) 
An arrangement that allows anyone looking for social housing within a given area (usually a local 
authority area) to complete just one application form and to receive joined up information and advice 
about their housing options. Tenants are then selected by landlords participating in the CHR from a 
single pool of applicants. This makes the process of applying for housing easier. 
 
Common Repairs 
Repairs to the parts of a property that are the joint responsibility of a number of owners. Common 
parts are generally found in buildings that contain flats and are usually defined in the Title Deeds for 
the property.  The cost of common repairs is shared among the owners of the building. 
 
Committee 
The members of an RSL elect a number of Directors who form the Board (or Management 
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Committee).  Members of the Board have responsibility for overseeing the work of the RSL. This 
includes establishing and reviewing policies; approving and monitoring budgets; terms and 
conditions for staff; and accounting for the performance of the RSL. 
 
Community Business 
A locally owned and managed organisation which provides services and creates jobs and training 
opportunities in a community. It operates in a commercial, business-like way but focuses on building the 
local economy and using profits for local benefit.  Also known as a social enterprise. 
 
Community Care 
The provision of services and support in their own homes to people with particular needs. For example, 
older people or people with learning disabilities 
 
Community Health Partnerships 
These partnerships coordinate and plan the delivery of health and social care services in local 
communities. They are called Community Health and Care Partnerships in some parts of Scotland. 
 
Community Plan 
A strategy for the provision of public services within a council area. 
 
Community Planning 
The process of planning and delivering local public services targeted to the needs of communities. Local 
authorities are required to work in partnership with other public bodies (called the community planning 
partnership) and to ensure communities are actively engaged in decision making about local services. 
 
Companies House 
The official UK Government register of UK companies. RSLs which are companies limited by guarantee 
must send an annual return to Companies House. 
 
 
Company 
An organisation registered under the Companies Acts, which has a separate legal identity from its 
members. A company can be limited by shares (the usual form for a trading or profit-making company) or 
limited by guarantee (the usual form for a not for profit company, such as an RSL). 

 
Company Limited by Guarantee 
A Company Limited by Guarantee does not have a share capital or shareholders (like a profit-making 
company). Instead it has members (or guarantors) who undertake to contribute a nominal amount 
(normally £1) in the event of the winding up of the company. 
 
Competence 
A description of the skills needed to carry out a job or role, or to obtain a qualification. 
 
Competitive Tenders 
Bids submitted by a number of contractors or consultants to provide services in accordance with a 
specification or brief. 
 
Compromise Agreement 
A legally binding agreement between an RSL and an employee upon the termination of employment. 
The RSL may provide the employee with compensation, in return for the employee agreeing not to 
pursue rights they may have under employment legislation, such as making a claim against the RSL at 
an employment tribunal. 
 
Compulsory Purchase Order (CPO) 
Legal powers to purchase land or buildings, without the agreement of the owner. Councils can use a CPO 
(following agreement from the Scottish Government) if an owner occupier refuses to co-operate in 
certain types of essential housing renewal works. 
 
Conflict of Interest 
A situation in which an individual’s personal interests or circumstances could affect their independence 
or the way they carry out their duties. In an RSL, conflicts of interest can arise for both governing body 
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members and employees. Every RSL should have a clear policy on declaring and managing conflicts of 
interest.  Some conflict of interest situations are also covered by the law.  See Schedule 7. 
 
Constitution 
The legal and procedural framework which governs the way an organisation works.  For RSLs, the 
constitution is the Rules of an Association or the Memorandum and Articles of Association of a company. 
 
Construction Design and Management Regulations (CDM) 
These were introduced to improve health and safety in the construction industry. They place 
obligations on RSLs to employ a Construction Design and Management Co-ordinator and consider 
health and safety over the lifetime of projects. 
 
Construction Design and Management Co-ordinator 
A consultant employed to ensure that all building and maintenance projects comply with the health 
and safety rules set out in the Construction and Design Management Regulations. 
 
Consultant 
A professional who is engaged to carry out a particular task for a fee.  It is good practice to provide 
consultants with a clear brief, setting out what services are needed. 
 
Contaminated Land 
A term used to describe land which has been polluted, making it unfit for development without action 
being taken to remove the pollution. 
 
Contingency Sum 
An estimated sum included in a building contract to cover the costs of unforeseen work. 
 
 
 
 
Contract Compliance Return 
The document submitted to the Scottish Housing Regulator by RSLs which have purchased houses 
through the Community Ownership Programme.  The document provides information about the RSL’s 
performance in relation to the transfer agreement. 
 
Corporation Tax 
A tax which RSLs must pay on any financial surpluses they make. RSLs which are charities or fully 
mutual housing co- operatives are exempt from corporation tax. 
 
Council of Mortgage Lenders (CML) 
The trade association for the mortgage lending industry in the United Kingdom. 
 
Counsel’s Opinion 
Written legal advice obtained from an advocate or Queen’s Counsel on a point of law.  Counsel’s opinion 
is generally sought by a solicitor to clarify specific legal issues. 
 
Creditor 
A person or business to which money is owed. 

 
Credit Unions 
Local financial co-operatives owned and managed by their members. They offer savings and low 
interest loans to members. 
 
Current Assets 
An accounting term to describe cash held by an RSL, or items which will be turned into cash. These could 
include cash in the bank; investments; money owed to the RSL by its debtors; future income from the 
sale of houses which are being improved for sale. 
 
Current Liabilities 
An accounting term to describe amounts of money owed by the organisation in the short term. 
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Cyclical Maintenance 
Planned works which are carried out to repair or renew major building components. This includes 
items such as painting window frames regularly and gas safety checks. These works are carried out 
regularly, although the frequency will depend on the type of work involved. For example, gas safety 
checks must be carried out every year, whereas painting window frames might be carried out every 5 
years. 
 
 
D 
 
Data Protection 
Legal obligations relating to the collection and processing of personal information about individuals, for 
example tenants and applicants for housing.  The law on data protection also provides individuals with 
legal rights to see personal information which is held about them. 
 
Day to Day Repairs 
These are routine repairs or emergency or urgent repairs which cannot be left to the cycle of planned 
maintenance without posing a threat to the safety, health and security of the tenant, or the 
deterioration of the building. 
 
Dayworks 
A method of valuing construction or repair works, based on the time and material required to complete 
the work. To keep good control over costs, dayworks are usually restricted to relatively minor items. 
 
Debtor 
A person or business who owes an RSL money, such as rent arrears or unpaid factoring charges. 
 
 
 
 
Decanting 
The process of rehousing residents on a temporary basis, during the improvement or repair of their 
homes. 
 
Deed of Conditions 
A legal document which sets out the rights and responsibilities of the various owners and factors in a 
tenement or multi-storey building. Normally sets out the share of common repairs for each individual 
property. 
 
Defects Liability Period (DLP) 
The period after practical completion of a project when the contractor is responsible for making good 
any faults which are due to defective materials or work. The period is usually 12 months. 
 
Deferred Interest Mortgage 
Money borrowed on the basis that a proportion of the interest during the early years is added to the 
mortgage (loan) and recovered in the later years. 
 
Delegation 
Delegation helps organisations work more effectively. It involves passing responsibility for agreed aspects 
of decision-making from the management committee or board to sub committees and staff. To avoid 
misunderstandings, a written scheme of delegation is often used to set out what decisions have been 
delegated. Decisions are reported back for information. 

 
Department of Work and Pensions 
The UK Government department responsible for employment, pensions and welfare matters, 
including housing benefit. 
 
Depreciation 
The loss in the value of fixed assets over time which reflects the fact that they lose value as they get 
older. 
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Design and Build 
A method of procuring a building project. The client RSL sets out its requirements and appoints a 
contractor who is responsible for building the project and also for all aspects of the design. The 
architect and other design consultants are employed by the contractor and respond to his or her 
instructions, not those of the RSL. The Employer’s Agent acts as watchdog for the RSL, to make sure its 
requirements are met. 
 
Design by Consultants 
A method of procuring a building project.  An architect is appointed as lead consultant. He or she works 
up a variety of design solutions to suit the client RSL.  Competitive tenders are usually obtained after the 
design phase. When appointed the contractor is responsible for completing the project in accordance 
with the contract. 
 
Design Team 
The group of professional consultants responsible for progressing a development project. The 
design team is normally led by the architect and may also include a planning supervisor, quantity 
surveyor and structural engineer. 
 
Designated Reserves 
Reserves which are set aside within an RSL’s accounts for a particular purpose, for example, major 
repairs. 

 
Development Allowances 
Figures used in the calculation of Housing Association Grant. Development allowances reflect the costs 
incurred by RSLs in devising and implementing development projects. They are a source of income for 
RSLs for its costs in developing a project. 
 
 
 
 
 
Development Finance 
A general term for the funding of an improvement or new build project from start to completion. It may 
include capital grants from the Scottish Government or other sources, contributions from other owners 
and private finance. 
 
Development Period Risk 
The range of uncertainties which could affect a development contract. This includes the possibility of 
costs being greater than expected, or other adverse circumstances which prevent the contract from 
proceeding as planned. 
 
Development Trusts 
Independent, community-owned, not-for-profit organisations which are concerned with the 
sustainable economic, environmental and social regeneration of their local community. They raise 
money through activities such as trading, providing services or owning local assets, and reinvest profits 
in their local community as well as building local skills and capacity. 
 
Direct Labour Organisation (DLO) 
Employees who carry out building or repair works which would otherwise be carried out by building 
contractors. Some councils and RSLs have their own direct labour teams. 
 
Disclosure Scotland 
An agency of the Scottish Government which can carry out checks on the criminal and other records of 
individuals. These disclosure checks are required where employees or volunteers are working with 
children and young people or vulnerable adults. 
 
Discounted Cash Flow (DCF) 
A financial appraisal technique commonly used in stock transfers. It is used to adjust the value of income 
and expenditure over a long period of time, to take account of changes in the “time value” of money.  For 
example, £1 today is worth more than £1 a year from today because today’s pound could be used to earn 
income.  Also, inflation means that £1 a year from today will buy you less than £1 today would. 
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District Valuer (DV) 
The valuer who advises organisations with public responsibility of the value of property. The District 
Valuer is now part of an organisation called the Valuation Office Agency (an executive agency of HM 
Revenue and Customs). The District Valuer is generally used when RSLs are purchasing land or 
property with Housing Association Grant. In some cases, another independent professional valuer can 
be used. 
 
Domestic Sub-Contractor 
In most building contracts, the appointed contractor can sub-let parts of the work subject to the 
approval of the architect. When the contractor is free to choose, the selected sub-contractor is said to be 
a domestic sub-contractor. See also Nominated Sub-Contractor. 
 
 
E 
 
E-learning 
Structured training, where the training materials are accessed through the internet and websites. 
 
Employer 
Most RSLs employ staff and consultants. The management committee or board has responsibility for 
meeting all the legal requirements in terms of their staff. Although members are voluntary, they have all 
the statutory obligations of a paid board of directors to act as responsible employers. Day-to-day 
responsibility for managing staff is normally delegated to the director or chief executive. 
 
Employer’s Agent 
In design and build contracts, the design team work for the contractor directly. The Employer’s Agent is 
normally a Quantity Surveyor, appointed to represent the RSL in its role as employer under the building 
contract. 
 
Employer’s Liability Insurance 
Insurance which covers the RSL if an employee is injured at work. 
 
Employment Tribunal (ET) 
Employment Tribunals are independent judicial bodies that hear claims about matters to do with 
employment. These include unfair dismissal, redundancy payments and discrimination. 
 
Energy Performance Certificate (EPC) 
These are now required by RSLs to show the level of energy efficiency in their properties. 
 
EVH 
EVH is an employers’ organisation for voluntary housing and other social employers in Scotland. It 
provides support services and assistance for voluntary committees and boards on staff structures, 
conditions of service, salaries, employment law advice, collective bargaining and training. 
 
Equality Act 2010 
The Equality Act 2010 replaced 116 pieces of equality legislation. It introduced a new public sector duty 
bringing together the current duties relating to gender, race and disability, while also extending 
coverage to sexual orientation, age and religion or belief.  
 
Equality and Human Rights Commission 
The Equality and Human Rights Commission champions equality and human rights for all. It works to 
eliminate discrimination, reduce inequality and protect human rights. 
 
Equality Groups 
Often used to describe the six areas on which equality work is focused – age; gender; disability; 
ethnicity; faith and sexual orientation.  Also known as equality themes or strands. 
 
Equality Impact Assessment 
A systematic method of testing that policies provide equal opportunities for equality groups. Can be 
used for individual equality groups – or across all six. These are required in public authorities and are 
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good practice in RSLs. 
 
Equity Stake 
A stake in a property taken by an individual purchasing under a shared equity scheme. 
 
Estate Management 
The management of common areas and the environment around properties, to make a neighbourhood 
an attractive, well-maintained and safe place to live. To achieve this, landlords often work closely with 
local residents and with other organisations such as the Police and local council. It is also known as 
Neighbourhood Management. 
 
Extension of Time 
An extension of the original contract period awarded by the architect, due to reasons which are beyond 
the contractor’s control. It can have cost implications. 
 
External Audit 
By law, RSLs must produce audited annual accounts. The accounts follow an agreed format and they are 
audited by an approved independent firm of accountants (the external auditors). The audit involves 
checking the RSL’s financial systems and transactions to ensure that the accounts present “a true and fair 
view”. 

 
 

F 
 
Factoring 
The process of managing property in multiple ownership. In tenements, RSLs often act as the factor on 
behalf of all the property owners. Factoring can also apply to the common areas in estates where 
footpaths, play areas and landscaped areas have not been adopted by the council. 
 
 
Feasibility Study 
A study carried out prior to purchase of a site or houses to determine the financial viability of a proposed 
project. A feasibility study may also be carried out to determine whether demolition or improvement 
should be carried out in an area. 
 
Fee Negotiation 
In certain circumstances the fee level can also be negotiated with a preferred consultant. When 
negotiating fees, RSLs should have regard to guidance on procurement and European Union rules on 
procurement. 
 
Fee Tendering 
Invitation to a number of consultants to submit a fee quote for providing services. 
 
Final Certificate 
The certificate issued by the architect at the end of the defects liability period when he or she is 
satisfied that all works detailed in a building contract have been completed and all defects made good. 
 
Financial Covenants 
These are included in the conditions of a loan agreement which can require an RSL to meet agreed 
financial requirements. For example, there may be an agreement that there would be a limit on any 
further borrowing, or that the lender is informed of changes in senior staff. 
 
Financial Regulations 
A document which sets out the rules for the management and control of an RSL’s finances. 
 
Financial Services Authority (FSA) 
The FSA is an independent body that regulates the financial services industry in the UK. 
 
Fixed Assets 
The accounting term for the items owned by an RSL, for example its houses. The value of fixed assets 
appears on the balance sheet of the RSL. 
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Framework Agreement 
A 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 (normally a maximum of 4 years). Framework agreements are typically used 
where the RSL knows they are likely to have a need for particular products or services, but are unsure of 
the extent or schedule. 
 
Freedom of Information 
Legal rights which members of the public have to see information held by Scottish public authorities. 
The law on freedom of information applies to the Scottish Government, councils and other public 
bodies. RSLs are  currently exempt from the law on freedom of information, but they are nevertheless 
expected to make information freely available about all non-confidential aspects of their work. 
 
Free Reserves 
Assets (like cash and property) which are not earmarked for a specific purpose, do not have a loan or grant 
over them and have not been used as security for other borrowing. Having free reserves can help an RSL 
deal with risks or unforeseen events that occur. 
 
Fuel Poverty 
The situation where a household cannot afford to keep warm. A household is considered to be in fuel 
poverty if, in order to keep the home sufficiently heated, it would have to spend more than 10% of its 
income (including housing benefit or income support for mortgage interest) on all household fuel use. 
 

 
 
 
 
 
 

G 
 
Gearing 
An accounting term for the level of an RSL’s debts compared with the value of its assets. Sometimes 
lenders ask RSLs to work within a certain gearing level. This is because a higher level of debt in relation 
to the value of the assets may increase the risk of the RSL failing to maintain loan repayments. 
 
Governance 
The arrangements for leadership, direction and control of an RSL. The management committee or board is 
responsible for making sure that the RSL achieves its aims and serves the best interests of its service 
users, local communities and the public.  Governance is also about promoting the right kind of values, to 
make sure that the RSL is accountable to its stakeholders. 
 
Grant Planning Target (GPT) 
Each  RSL with a development programme being funded by the Scottish Government is given a target for 
how much grant will be available to them in any year. The grant planning target is normally based on 
the RSL’s Strategy and Development Funding Plan. In Glasgow and Edinburgh only, the issue of Grant 
Planning Targets is the responsibility of the council. 
 
Grants to Improve the Physical and Social Environment  
These are available to RSLs and others to improve the environment around housing and to provide other 
amenities to complement housing investment. 
 
Greenbelt 
A planning term for land which a councils has decided is not to be developed. 
 
Greenfield Site 
A planning term to describe land which has not previously been developed. Contrast with Brownfield 
Site. 
 
GRO Grant 
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Grants paid to private developers to build houses for sale. GRO Grants  are used to introduce housing for 
sale in areas with little or no private housing, or in areas where lower income households are priced out 
of the market.  In some areas, GRO Grant projects are built alongside RSL projects, to provide a choice of 
housing for rent and for sale. 
 
Group Structure 
A legal arrangement where more than one organisation is linked through a parent/subsidiary 
relationship. 

 
 

H 
 
Habitation certificate 
A notice issued by a local authority which must be obtained before letting new dwellings. 
 
Health and Safety Executive (HSE) 
This body oversees and enforces the Health and Safety at Work Act.  It aims to prevent death, injuries 
and ill health in Britain’s workplaces. It also enforces the Construction and Design Management 
Regulations and regulations relating to gas safety. 
 
Heritable Security 
Security over a property or building which is granted to a lender such as a bank or building society, in 
return for a loan over the property or building. 
 
Highlands and Islands Enterprise (HIE) 
The economic development agency for the Highlands and Islands of Scotland. HIE’s activities include 
delivery of business support services, provision of training and learning programmes, assistance for 
community and cultural projects, and measures for environmental renewal. 
 
 
 
Historic Scotland 
An agency of the Scottish Government which promotes the retention and care of historic buildings. It 
gives grants for work on historic buildings. 
 
Houses in Multiple Occupation (HMO) 
The only or main residence of three or more people who are not related. HMOs require a licence from 
the local authority and it is a criminal offence to operate an HMO without one. 
 
Housing Association Grant (HAG) 
The capital grant paid to an RSL by the Scottish Government and (in the case of Glasgow and Edinburgh) 
by local authorities towards the costs of providing new or improved housing. 
 
Housing Association Grant Subsidy Target Benchmarks 
 Each project has a maximum level of grant agreed at the time that it is first considered by the Scottish 
Government. If the cost per unit is higher than the national benchmark, then the scheme will be 
subject to additional scrutiny to make sure that it represents value for money. 
 
Housing Benefit 
A means-tested benefit payable to low-income households for housing costs. Payment is made by the 
Department of Work and Pensions through local authorities. 
 
Housing Co-operative 
A housing co-operative is a housing organisation that is owned and managed by the members of the co-
operative. Most housing co-operatives are Fully Mutual, where only tenants or prospective tenants may 
be members, and only members may hold a tenancy. This means that decisions are made by the people 
who are affected by them. Non-mutual housing co-operatives allow people who aren’t members to take 
up tenancies. 
 
Housing for Varying Needs (HfVN) 
Design guidance which all RSLs receiving Housing Association Grant funding are required to meet. The 
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purpose of the guidance is to ensure that houses are designed to standards which make them accessible 
to people with a range of needs, to remove the previous distinction between housing designed for 
“general needs” and “special needs”. 
 
Housing Need 
A measure of the number of households in an area who lack their own housing or live in housing which 
is unsuitable or inadequate.  It can also refer to categories in an Allocations Policy which allow 
prioritisation of groups of applicants. 
 
Housing Renewal Area 
An area designated by a local authority for housing improvements because it has a concentration of 
houses that are below the Tolerable Standard or in serious disrepair, or if the appearance or state of 
repair of any houses in the area is adversely affecting the amenity of the locality. 
 
Human  Resources (HR) 
The management and development of the people employed by an organisation to achieve its aims. HR 
is a broad term covering many different activities, including personnel management, training and 
development, terms and conditions of employment, pensions, health and safety at work, recruitment 
and disciplinary and grievance process. 
 
 
I 
 
Income and Expenditure Account 
A standard accounting statement produced by an RSL in its annual accounts, showing the total income 
and expenditure generated by day-to-day operations over the year. The management committee or 
board will also monitor income and expenditure throughout the year, using the budget and 
management accounts. 
 
 
 
Independent Tenant Adviser (ITA) 
The individual or organisation appointed to advise and inform tenants whose homes are the subject of a 
large scale voluntary transfer proposal. 
 
Insolvency 
The situation where the assets of any company or society, including RSLs, are  insufficient to pay its debts 
when they fall due. 
 
Inspection 
The Scottish Housing Regulator supervises the activities of RSLs (and the landlord and homelessness 
functions of councils). During an inspection, the Regulator examines a landlord’s services and 
management to check they are meeting performance standards, legal and professional 
requirements and the needs of tenants and service users. 
 
Inspector 
A member of the Scottish Housing Regulator’s inspection team. 
 
Internal Audit 
An assessment of how well risks are being managed and whether internal controls, such as policies and 
procedures, are working as intended. 
 
Internal Financing 
The use of an RSL’s cash reserves to finance or part finance a development. This is only recommended if 
the funds already exist to carry out all foreseeable repairs to existing property including major repairs. 
 
Internal Management Plan 
A strategic plan produced by an RSL to set out its aims and priorities, normally over a 3 year period. 
 
Investment Income 
Interest received on cash deposited with a bank or building society or interests or dividends received 
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from permissible investments. 
 
Investors in People (IIP) 
An accreditation system for organisations which achieve certain standards in managing and supporting 
staff training and development and achieving organisational goals through the process. 
 
 
J 
 
Jobbing Rates 
A contractor’s charge per hour for works carried out. 
 
Joint Consultative Committee (JCC) 
The name given to a staff/member committee which is set up to discuss issues related to terms and 
conditions of contract. 
 
Joint Tenancy 
A tenancy held equally by two (or more) people, for example, married couples or partners.  Each person 
accepts responsibility for the tenancy and can be held individually liable for all the obligations of the 
tenancy, including the entire rent. 
 
 
K 
 
Key Performance Indicator (KPI) 
A high level performance indicator.  KPIs are the indicators which an RSL has decided are the most 
important to the organisation. They can also be used to help compare performance with other RSLs. 
 
 
 
L 
 
Land Bank 
Land held for future development or resale. 
 
Large Scale Voluntary Transfer (LSVT) 
The process of transferring the ownership of tenanted public sector homes to another landlord. The most 
common types of LSVT are from a council or from the former Scottish Homes to an RSL. 
 
Lead Consultant 
The lead consultant co-ordinates and integrates the work of the other consultants. 
 
Let 
The allocation of a house to a tenant. 
 
Liabilities 
Money that is owed – or will become owed – to someone else. 
 
Life Cycle Costing 
A method of predicting when major building components will need to be repaired or replaced, and how 
much this will cost. Examples could include renewing or replacing roofs, windows, kitchens and 
bathrooms. Life cycle costing should be used to inform financial planning, for example to make sure 
future rent levels will allow properties to be maintained to the required standards. 
 
Lifetime Homes 
A term used to describe homes which meet, or can easily be adapted to meet, the changing needs of 
households over time. 
 
Liquidation 
When a company ceases to trade because it is no longer financially viable and a liquidator is 
appointed. 
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Liquidated and Ascertained Damages (L & A Damages) These damages are discretionary, but can be 
applied if the contractor fails to complete a project on time. The building contract will contain a formula 
for calculating the amount of any damages. 
 
Loan Period Risk 
The financial consequences if an RSL cannot repay loan charges on any money it has borrowed to build 
or refurbish houses. 
 
Loan Portfolio Returns 
A submission to the Scottish Housing Regulator which gives details of an RSL’s loans from private 
lenders. 
 
Local Housing Strategy  (LHS) 
Local authorities are required to prepare outcomes focused local housing strategies. They should have a 
clear focus on strategic outcomes for housing and related support needs. The local housing strategy 
feeds into and supports the local authority’s Single Outcome Agreement. The strategy should address 
the prevention and alleviation of homelessness, meeting housing support needs and fuel poverty issues. 
 
Local Housing Organisation (LHO) 
An RSL (or part of an RSL) which is delivering services under contract to Glasgow Housing Association. 
 
London Inter Bank Offered Rate (LIBOR) 
This is the interest rate that banks charge to each other. 
 
Low-cost Initiative for First-Time Buyers (LIFT) 
The Scottish Government’s Low-cost Initiative for First-Time Buyers (LIFT) funds a number of programmes 
aimed at helping households into home ownership, including Shared Equity, Shared Ownership, Gro 
Grants for Owner Occupation and Rural Home Ownership Grants 
 
Low Cost Home Ownership (LCHO) 
A collective term for all of the different methods used by RSLs to promote affordable home ownership. 
 
Low Demand Housing 
Homes that people do not want to live in and are therefore difficult to rent or sell, either due to the 
unpopularity of an area or the condition or type of housing. 
 
 
M 
 
Major Repairs 
Works to replace or repair building components which have come to the end of their economic life, or 
which are defective. Major repairs might also be needed as a result of changes in the law or building 
regulations. 
 
Management and Maintenance Allowances 
These are the figures used in the grant calculation by the Scottish Government as estimates of RSLs’ 
running costs. 
 
Management Committee 
The members of an RSL elect a number of Directors who form the management committee (or 
board). Members of the management committee have responsibility for overseeing the work of the 
RSL. This includes establishing and reviewing policies; approving and monitoring budgets; terms and 
conditions for staff; and accounting for the performance of the RSL. 
 
Management Letter 
A letter from the Auditor highlighting areas for improvement in financial controls. 
 
Margins 
The portion of loan interest which represents the lender’s profit. 
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Market Rent 
Rents set according to what people are prepared to pay. 
 
Market Value 
The price which a loan or property will achieve if sold on the open market. 
 
Master Plan 
A document that describes in words, pictures and maps an overall long-term development vision for 
an area. Master planning is often used for public consultation on development proposals or to 
provide a guide for later detailed planning applications. 
 
Match (or matched) funding 
When making an application for grant funding – for example to the Lottery or European Funds – you may 
be asked to make a contribution to the total cost (either by the RSL or its partners). This is often called 
match or matched funding. 
 
Memorandum and Articles of Association 
The constitution of an RSL which is a company limited by guarantee. The Memorandum and Articles 
describe the RSL’s objectives and powers. If an RSL does anything which is at odds with its Memorandum 
and Articles, it may be acting illegally. 
 
Membership 
Every  RSL must have a membership policy. Members are, in effect, the owners of the RSL. The 
management committee or board is usually elected by the membership. 
 
Mid Marke tRent 
Housing for mid market rent is targeted at households on modest incomes. Mid market means 
between social rents and market rents. Grants are now available to RSL subsidiaries to provide mid 
market rent housing. 
 
Minute of Agreement 
Any agreement between two or more parties that has been recorded in writing. For example, an 
agreement between an RSL and an owner occupier in a rehabilitation scheme. 
 
Mission Statement 
A statement of an RSL’s overall aims, usually agreed by the management committee or board as part of 
the internal management plan. 
 
Missives 
An agreement by exchange of letters, usually relating to buying or selling land or houses. Missives 
are concluded when both parties agree in writing. 
 
Mixed Communities 
The idea that new communities need to be planned so that they incorporate a range of incomes, home 
ownership and rental types, ages, and household sizes. 
 
Mortgage 
A loan secured over property belonging to the RSL. 
 
Mortgage to Rent 
A part of the Home Owner’s Support Fund.  It helps people who are in danger of having their homes 
repossessed to stay in their home as tenants of an RSL. 
 
Mortgage to Shared Equity Scheme 
A part of the Home Owner’s Support Fund.  It is a variation on the Mortgage to Rent scheme where the 
owner retains part of the equity in the property. 
 
Multi Agency Public Protection Arrangements (MAPPA)  
This guidance sets out a coherent approach for all those involved in managing the risk posed by sexual 
and violent offenders. The intention is to assess, plan and manage offenders who pose a risk to the 
community. 
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N 
 
National Accommodation Strategy for Sex Offenders (NASSO) 
The strategy for housing known sex offenders in the community. It sets out the roles and 
responsibilities of councils, housing providers (including RSLs) and the Police. 
 
National House Building Council (NHBC) 
An organisation which offers certification and extended warranty on new build projects. 
 
National Housing Federation 
The English equivalent of the Scottish Federation of Housing Associations. Welsh and Irish Federations 
also exist. 
 
National Housing Trust 
This is a Scottish Government initiative managed by Scottish Futures Trust which will enable the 
provision of mid market rent housing by private developers, supported by council borrowing. 
 
National Minimum Wage Regulations 
Legal requirements on minimum wage rates. The Regulations cover all workers above compulsory 
school leaving age. There are different minimum wage rates for different age groups of workers. The new 
rates are published annually every October. 
 
National Outcomes 
These are 15 outcomes which the Scottish Government wants to achieve in the next 10 years. These 
provide a structure for the development of Single Outcome Agreements by community planning 
partnerships. 
 
 
 
 
Net Book Value 
The book value of a fixed asset after deducting grants and depreciation. 
 
Nomination 
An arrangement between an RSL and the local council to identify prospective tenants for vacant 
properties. It is common for RSLs to invite nominations from their local authority for up to 50% of any 
vacant houses, although there are variations in different parts of the country. 
 
Non-qualifying Costs 
Development costs for which grant funding is not allowable. 
 
Notifiable Events 
The Scottish Housing Regulator expects RSLs to notify them of any significant or exceptional events or 
changes. These include removals or resignations of board or management committee members or 
senior staff; serious complaints; major organisational change; fraud; and serious financial loss. 
 

 
O 
 
Office of the Scottish Charity Regulator (OSCR) 
The regulator of Scottish Charities. There is an agreement in place setting out the respective roles of 
OSCR and the Scottish Housing Regulator in relation to RSLs which are charities. 
 
OJEU Notice 
A notice placed in the Official Journal of the European Union, if an RSL is procuring goods and services 
above a certain value. 
 
Outcomes 
Outcomes are the changes that you bring about as a result of your work. For RSLs the outcomes will 
include people benefiting from new and improved housing. But there may also be improvements in 
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people’s health, safety or employability as a result. The Scottish Government and COSLA are promoting 
a more outcomes focused approach to planning and monitoring performance, including the use of 
Single Outcome Agreements for each community planning partnership. 
 

 
P 
 
P45 
Statement of earnings given to an employee by an employer on leaving a job. 
 
P60 
Statement of pay given to an employee by an employer each year at the end of the tax year (April). 
 
Partnership Working 
A range of organisations working together in a co-ordinated way to achieve a set of agreed aims and 
outcomes. 
 
Partnering 
A business relationship involving an RSL and a building contractor.  It usually involves the RSL and the 
contractor agreeing to work together as a team with common goals, to avoid confrontation, and to 
make the construction process more efficient and effective. 
 
Performance Indicator 
A measure of whether an organisation is achieving its objectives. Performance indicators can be 
compared with a pre-set standard (a benchmark) or with other organisations. See also Key Performance 
Indicator. 
 
 
 
 
 
Performance Management 
The process of setting outcomes and targets to achieve improvements, and monitoring the results 
achieved. 
 
Performance Standards for Social Landlords 
Guidance which sets the standards for all social landlord and homelessness services in Scotland. Used as a 
framework for performance management by social landlords and for inspections by the Scottish Housing 
Regulator. 
 
Planned Maintenance 
Maintenance works which are planned to take place in future, rather than in response to a problem 
which occurs. This relates mainly to work such as replacing windows, external doors, kitchens and 
bathrooms. 
 
Planning Permission 
Planning is a way of deciding the best use of land and buildings for the good of the community. 
Planning permission from the local council is needed for new buildings; alter an existing building; or 
change the use of a piece of land or a building. 
 
Policy 
A statement of intent or standards approved by an RSL’s management committee or board. 
 
Positive Action in Housing (PAiH) 
Positive Action in Housing is a Scottish wide charity working with communities, housing providers, 
voluntary organisations and faith groups to enable everyone to have an equal chance to live in good 
quality, affordable and safe homes, free from discrimination and the fear of racial harassment and 
violence. 
 
Positive Action Training in Housing (PATH) 
A training scheme which supports people from minority ethnic groups seeking to work in social 
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housing. 
 
Practical Completion 
The date when a project is complete and ready for occupation. Normally only minor snagging would 
require to be carried out after practical completion has been certified.  A practical completion certificate 
is issued by the architect or supervising officer and it states the duration of the defects liability period. 
 
Pressured Area Designation 
Scottish Ministers can designate any part of a local authority area as a ‘pressured area’, where the 
demand for social housing outstrips supply. The result of the designation is to suspend the right to buy 
for certain tenants living in the area for a period of up to five years. 
 
Private Finance 
Money borrowed over a period of time to fund development costs not covered by a grant from Scottish 
Government or other sources. The borrowing is from the private sector, such as a bank or building 
society. 
 
Probationary Tenancies 
The use of Short Scottish Secure Tenancies to give an occupier a short tenancy where the applicant or a 
household member has been evicted from a tenancy due to anti social behaviour or is subject to an 
ASBO. 
 
Procurement 
The process of purchasing goods or services, ranging from office supplies to major building works. For 
development projects, RSLs can choose from a range of procurement routes, including traditional 
competitive tendering and design and build. 
 
Professional Indemnity Insurance 
This insurance is held by consultants and protects the client against negligence by the consultants. 
 
Project Brief 
A document issued by the client setting out the requirements for a development project. The project 
consultants must use the brief when they work up detailed proposals. 
 
Public Finance 
Used to describe funding provided by the Scottish or UK Government. 
 
Public Liability Insurance 
Insurance cover which is needed by RSLs if a member of the public suffers injury.  Situations leading to a 
claim against an RSL could include things like falling masonry or an accident 
in the RSL’s office premises. 
 
 
Q 
 
Quality Management System (QMS) 
A system for ensuring that a process or service delivers a product of the desired quality. For example, 
many contractors use quality management systems to make sure the process of carrying out building or 
repair works meets the required quality standards. 
 
Quantity Surveyor (QS) 
The consultant responsible for the cost aspects of a project, from start to finish. As part of the design 
team, the QS will offer advice on contract conditions and will often assist with the production of the 
specification. 
 
Quorum 
The minimum number of members who must be present at a management committee or board 
meeting, or at a general meeting before business can commence. Detailed provisions are contained in an 
RSL’s Rules or its Articles of Association. 
 
R 
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Reactive Maintenance 
Also called responsive maintenance or day-to-day repairs. This is maintenance work carried out as the 
problem arises and is reported to the landlord. This type of repair cannot be foreseen - such as fitting a 
new door after a break-in. 
 
Registered Tenants Organisation (RTO) 
A tenants’ organisation which has been registered by an RSL and which represents the interests of 
tenants within a defined geographical area. Registration gives a tenants’ organisation a recognised 
legal status and rights to be involved in the RSL’s activities. RSLs are  legally required to carry out an 
assessment of the resources required to implement tenant participation. This may include funding 
and other types of support provided to registered tenants organisations. 
 
Registration 
In order to become an RSL, it is necessary to register with the Scottish Housing Regulator. Both Industrial 
and Provident Societies and Companies can register with the Regulator providing they meet the criteria 
set out in the Housing (Scotland) Act 2001 and additional guidance set by the Regulator. 
 
Registered Social Landlord (RSL) 
An organisation which has the primary purpose of providing affordable rented housing and which is 
registered with the Scottish Housing Regulator. 
 
Re-lets 
Lets made to the second or subsequent tenant of a house. Distinguished from new lets which are 
made when the house is first built or modernised. 
 
Rent Arrears 
Rent which has not been paid and is overdue. 
 
 
Rent Guarantee 
Normally tenants who transfer to an RSL through large scale voluntary transfer receive a written 
undertaking that their rents will not increase by more than a certain amount over a specific period of 
time. 
 
Rent Policy 
The basis on which an RSL sets  its rents. The rent policy should contain both the general principles 
behind the RSL’s rents and describe how individual rents will be set. 
 
Report on Tenders 
A formal report, normally prepared by the quantity surveyor, describing the tenders received for a 
project, highlighting any omissions or errors, and recommending a tender for acceptance. 
 
Reserves 
Accumulated surpluses which have been retained by an RSL. Reserves are shown in the balance sheet 
within an RSL’s annual accounts and they may be designated for specific purposes such as major repairs. 
 
Revenue 
An accounting term for income and expenditure associated with an RSL’s day-to-day operations. 
Expenditure on development projects is termed capital expenditure. 
 
Right to Buy 
Some council and housing association tenants have a legal right to buy their home at below its market 
value. The precise details of who is eligible has become complex and can depend on a range of factors 
including who the landlords is; where the house is located; and when the tenancy started. 
 
Right to Compensation for Improvements 
Compensation which RSL tenants may be entitled to receive if they have carried out improvements to 
their homes since September 2002. The main qualifying conditions are that the RSL has  given its 
permission for the improvement works and that the tenancy has ended. 
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Right to Repair 
A legal right which allows tenants to instruct another contractor or to receive compensation if their 
landlord fails to complete certain types of repairs within a specified period. 
 
Risk Management 
The systems an RSL has  for identifying things which could go wrong; assessing the impact these things 
could have on the organisation (such as on its finances or its reputation); and taking precautions to 
reduce the likelihood or impact of things going wrong (for example by only employing contractors of 
proven financial standing or by taking out insurance). 
 
Rules 
The constitution of an RSL which is an Industrial and Provident Society. The Rules describe the RSL’s 
objectives and powers. If an RSL does  anything which is at odds with its Rules, it may be acting illegally.   
 
Rural Home Ownership Grants (RHOGs) 
Grants paid by the Scottish Government that are available to individuals on low incomes in rural areas. 
The grant helps people to build their own home or buy a home that is for sale in the open market. 
 
 
S 
 
SAP rating (short for Standard Assessment Procedure) 
A measure of the thermal efficiency of a house. Houses with a low SAP rating cost more for tenants to 
heat and make less efficient use of energy. 
 
Schedule 7 
Part of the Housing (Scotland) Act 2001. It places restrictions on payments and benefits to people who 
are management committee or board members or employees of an RSL, and their close relatives.  
 
 
 
Schedule of Rates 
A schedule listing all or most of the jobs likely to be instructed to maintenance contractors on a day to 
day basis, with a rate set for each type of job. 
 
Scheme Appraisal 
An appraisal carried out for development projects, to assess how all types of income and expenditure 
stack up financially. This would include the costs of producing the building, future rental income, 
management and maintenance costs and borrowing repayments. 
 
SCORE (short for Scottish Continuous Recording System) 
A system for collecting statistical information about all lets by RSLs in Scotland, including information 
about tenants. Similar systems are in place for Shared Ownership and Shared Equity. 
 
Scottish Enterprise 
The agency responsible for economic development, training and employment initiatives in lowland 
Scotland. 
 
Scottish Federation of Housing Associations (SFHA) 
A membership body which aims to represent all RSLs in Scotland. Any RSL may become a member. Its 
main activities are policy development and guidance, training, research and representation to the 
Scottish Government and the Scottish Housing Regulator on housing issues. 
 
Scottish Government 
The devolved government for Scotland, being responsible for most of the issues of day-to-day concern to 
the people of Scotland, including health, housing, education, justice, rural affairs, and transport. 
 
Scottish Housing Quality Standard (SHQS) 
A requirement placed on landlords to ensure that their housing stock meets specified physical quality 
standards by 2015. The main features of the Standard are that dwellings must meet the Tolerable 
Standard; be free from serious disrepair; be energy efficient; be provided with modern facilities and 
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services; and be safe, healthy and secure. RSLs are required to produce detailed financial and 
investment plans for meeting the Standard. 
 
Scottish Housing Regulator 
The regulatory body for all social landlords in Scotland. The Regulator protects the interests of tenants, 
as well as people who face homelessness and those who have bought their house from a council or 
housing association. 
 
Scottish Minor Works Contract 
A standard form of contract for small contracts. 
 
Scottish Public Services Ombudsman (Ombudsman) 
A free, independent service which members of the public can use to make complaints about public 
services. The Ombudsman’s remit includes dealing with complaints about RSLs, after the RSL’s own 
complaints procedure has been used. 
 
Scottish Secure Tenancy (SST) 
A unified form of tenancy introduced by the Housing (Scotland) Act 2001 for tenants of local authorities 
and RSLs. The vast majority of RSL tenants now have this form of tenancy agreement, or a Short Scottish 
Secure Tenancy. 
 
Scottish Social Housing Charter 
This Charter sets out what social landlords should aim to achieve in performing housing activities. 
 
Section 5 Referrals 
Under section 5 of the Housing (Scotland) Act 2001, local authorities can refer to RSLs people who they 
have assessed as homeless and in priority need for permanent rehousing. RSLs are obliged under the law 
to provide accommodation, unless they can demonstrate good reason for not doing so. 
 
 
 
Section 66 Disposal 
Part of the Housing (Scotland) Act 2001. It requires RSLs to obtain consent from Scottish Housing Regulator 
before disposing of property.  Disposal includes leases other than a normal residential lease. RSLs should 
maintain a register of disposals. 
 
Secure Tenant 
A tenant who has a Scottish Secure Tenancy. 
 
Secured by Design 
A UK-wide scheme to encourage consideration of crime prevention and security issues when 
buildings are being designed. RSLs submit their building designs and specifications to police 
architectural liaison officers prior to construction, with Secured by Design accreditation being 
awarded where the buildings meet required standards. 
 
Security 
A term used in relation to loans. When borrowing money, an RSL offers security to the lender. This means 
that if the RSL did not repay the loan, the lender would be able to force a sale of the assets to recover the 
debt.  A fixed charge is where specific assets are offered as security and a floating charge is where all of 
the RSL’s assets are offered as security. 
 
Self-assessment 
Under “Performance Standards for Social Landlords”, RSLs are expected to regularly assess their own 
performance in providing services, to identify areas for improvement. 
 
Service Level Agreement 
An agreement between someone providing a service and someone using the service. It sets out clearly 
issues like the services to be delivered; the standards to be achieved; performance monitoring; and 
what to do in the case of a problem. 
 
SHARE 
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A national organisation delivering training and development mainly to staff and committee members of 
RSLs in Scotland. 
 
Shared Equity 
There are two forms of the shared equity scheme. The New Supply Shared Equity (NSSE) scheme 
allows RSLs to build new homes or buy direct from the developer, which are then bought by owners 
who generally pay between 60-80% of the price. The remaining cost is funded by the Scottish 
Government. When the property is sold the Scottish Government receives the relevant share of the 
sale price. New Supply Shared Equity with private developers is also being piloted by Scottish 
Government. 
 
Shared Ownership 
RSLs cannot build new homes for outright sale, but they can build new homes for part ownership and 
rent. The aim is to encourage those who cannot afford outright ownership, but who can afford more 
than an affordable rent, to become part owners. The private owner must buy at least 25% (but can buy 
50% or 75%) of the value of the house initially, but can buy more later. A rent is paid on the portion of 
the house remaining in the RSL’s ownership. The sharing owner is responsible for all maintenance to 
their home. 
 
Sheltered Housing 
Groups of self contained homes linked to a warden who provides specialist support to all of the 
tenants. In very sheltered housing, a higher level of support is provided to tenants, along with meals. 
 
Short Scottish Secure Tenancy (SSST) 
This may be used by RSLs for example where a tenant has previously been involved in anti-social 
behaviour, or where a tenancy is being provided on a temporary basis for someone needing housing 
support services, or where properties are leased by the landlord from another body. Must be granted for 
a minimum of six months. 
 
 
 
Site Investigation 
Tests to establish ground stability and whether there is any contamination on a development site. 
 
Snagging 
Minor defects under a building contract.  Snagging items are identified at practical completion or 
during the defects liability period and must be rectified by the contractor. 
 
Social Enterprise 
A business which trades in the market for an explicit social purpose. Social enterprises have clear social 
aims; are socially owned (non-profit-distributing); and have income from sales or contracts. 
 
Social Housing 
Housing provided by not for profit organisations such as councils and RSLs.  Rents (sometimes called 
social rents) are below market levels, and houses are usually let based on housing need as set out in the 
landlord’s allocations policy. 
 
SORP 
Stands for Statement of Recommended Accounting Practice, which provides a standard framework for 
the completion of annual accounts. 
 
Specification 
A document describing works and fitments to be used in a building contract. 
 
Staircasing 
The term used to describe the increase in the proportion of a shared ownership home owned by the 
sharing owner. A minimum of 25% must be owned by the sharing owner and he or she can buy further 
25% shares or “tranches” to reach full ownership. 
 
Stakeholders 
A broad grouping with an interest in, or influence over, an activity or a project.  Stakeholders can be 
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either individuals, such as tenants, or organisations. 
 
Standing Orders 
Standing orders set out procedures for conducting business at board or management committee 
meetings. 
 
Stock Condition Survey 
Regular survey of the condition of housing stock, looking at energy efficiency as well as structure, 
fabric, weatherproofing and provision of amenities and utilities. 
 
Stock Valuation 
Using the discounted cash flow technique, it is possible to convert a 30 year cashflow into a single 
figure which reflects the value to the landlord of all of the income and expenditure associated with 
the houses. 
 
Strategic Planning 
Decision-making relating to the long term future direction of an organisation. 
 
Structural Engineer 
The consultant responsible for the design of the structural elements of a building from foundations 
through to roof joists. His or her design will be in the form of drawn information and written 
specifications. 
 
Sub Committee 
A committee set up by the management committee or board. Sub committees are usually responsible for 
particular aspects of the organisation’s work, such as development, housing management and finance. 
Many RSLs use  sub committees to ensure that business is managed more effectively. 
 
 
 
 
Sub-Contractor 
A person or firm appointed by the contractor to carry out a portion of the total works. See also Domestic 
Sub-Contractor and Nominated Sub- Contractor. 
 
Subsidiary 
An organisation which is wholly or partly owned by another organisation (the parent organisation) 
and which is controlled by the parent. The parent must either be a member of the subsidiary and 
control the composition of its management committee or board; or hold more than half of the shares 
issued by the subsidiary. 
 
Succession 
Succession can occur following the death of a tenant.  A tenancy may pass to someone else living in the 
house when a tenant dies, if they meet certain conditions. 
 
Supported Accommodation 
Accommodation where care or other services are provided to allow residents to live as independently as 
possible within the community. 
 
Supporting People 
A policy and funding framework for housing support services. RSLs can receive Supporting People 
funding from local councils, to provide support services which help vulnerable people to live 
independently in the community. 
 
Sustainable Communities 
Sustainable communities are places which meet the different needs of existing and future residents, 
provide a good quality of life, and offer all residents opportunity and choice. Many RSLs work in 
disadvantaged areas, so contributing to the development of a sustainable community is often one of 
their key aims. 
 
Sustainable Development 
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Sustainable development is an approach which seeks to meet present needs without compromising 
the ability of future generations to meet their own needs. Measures such as energy efficiency, 
modernising existing buildings, and building on brownfield sites are practical examples of sustainable 
development. 
 
Sustainable Housing 
This is housing whose construction and occupation is kind to the environment, for example through 
using renewable energy sources, high insulation levels or locally sourced or recycled materials. Where 
the aim is mainly to reduce carbon emissions, this is also referred to as low or zero carbon housing. 
 
SVQ 
Scottish Vocational Qualification given by the Scottish Qualifications Authority (SQA). 
 
 
T 
 
Tenancy Agreement 
Legal document or contract between landlord and tenant setting out the rights and responsibilities of 
each. 
 
Tenant Participation 
Tenants taking part in decision-making processes and influencing the decisions which landlords take 
about housing policies, housing conditions and housing services. It should involve landlords and tenants 
working together to share information, ideas and power. 
 
 
 
 
 
 
 
Tender 
A formal offer by a contractor to carry out works for a price within a certain period of time and subject to 
any other conditions specified by the employer. 
 
Tender Register 
A formal record to show that correct procedures have been followed in the opening of all tenders 
submitted by contractors or consultants. 
 
Tenure 
A description of the ownership of a property and the status of its occupant - such as owner-occupied; 
social rented or private rented. 
 
Tenure Diversification 
Term used to describe the process of introducing different forms of tenure to an area. It is usually used to 
describe the introduction of owner-occupation into an area where most people rent their homes. 
 
Title Deeds 
Title deeds are documents showing ownership, as well as rights, responsibilities, securities or 
mortgages on the property. 
 
Tolerable Standard 
A basic standard which a property must reach to make it fit to live in. See also Below  the Tolerable 
Standard. 
 
Tranche 
Another word for an instalment of grant or loan. It is also used to describe the percentage of a property 
owned by the owner of a shared ownership property. 
 
Tranching Up 
The purchase of a further percentage (or tranche) of his or her home by the owner of a shared 
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ownership property. 
 
Transfer of Engagements 
A legal process where one RSL transfers all of its assets and liabilities to another RSL and the two 
organisations merge. The permission of the Scottish Housing Regulator is needed for the transfer to 
take place. 
 
Transfer of Undertakings Protection of Employment Regulations, 1981 (TUPE)  
European Union regulations which protect the employment rights of employees of businesses which are 
transferred to another owner. The TUPE Regulations apply to all transfers of staff or service. 
 
Treasury Management 
The management of borrowings and investments. 
 
 
V 
 
Vacant Possession Sale 
The sale of a property which is empty at the time of sale. 
 
Valuations 
During the building of a project the contractor receives regular payments for the value of work 
carried out and materials on site. These valuations are certified by the architect, before the 
contractor is paid. 
 
Value Added Tax (VAT) 
A tax on goods and services. An RSL must register with Revenue and Customs if its income from 
taxable supplies exceeds a certain figure.  Income from rents is not taxable. 
 
 
 
Variable Interest Loan 
A loan which does not have a fixed rate of interest, but where interest rates rise and fall in line with an 
agreed index. 
 
Void 
A property without a tenant. Voids occur in the period between one tenant leaving and another taking 
over the tenancy. Normally organisations try to keep the void period as short as possible to limit rent 
loss. 
 
 
W 
 
Whistleblowing 
Telling an outside authority about possible misconduct by individuals or organisations. Workers are 
protected from reprisals or victimisation if they ‘blow the whistle’ about wrongdoing. 
 
Wider Role (also referred to  as Wider Action) 
Action by RSLs which goes beyond basic housing services, to provide opportunities and a better quality of 
life for local people.   For example, services which improve community safety, health, access to training or 
jobs, access to money advice, or which help increase people’s skills and confidence. RSLs often work in 
partnership with other organisations to develop wider role projects. 
 
Work life balance 
Helping employees to achieve a balance between their home and working lives. Employers’ legal 
obligations include providing paid annual leave; observing working time regulations; approving 
unpaid leave to care for children or other dependents; and considering employee requests for 
flexible working. Many RSLs adopt additional measures to promote work life balance, for example 
health promotion in the workplace. 
 
Works Order 
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An instruction to a contractor detailing works required to a particular property. 
 
Working Time Regulations (WTR) 
Legal rights which protect employees from working excessive hours. The Regulations cover matters 
such as the average number of hours per week an employee can work; rest breaks during working 
hours; and entitlement to days off and paid holidays. 
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