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STANDING ORDERS 
 
Section One  
 
1.  Scope 
 
1.1 These Standing Orders describe the roles and responsibilities of the 

management committee and individuals that make up the governance 
framework for Wellhouse Housing Association, including membership and 
meeting arrangements. 
  

1.2 They take account of the Rules of Wellhouse Housing Association (WHA), 
relevant legislation and regulatory requirements.  In the event of a conflict 
being identified between the terms of the Standing Orders and the Rules, the 
Rules shall prevail. 
 

1.3 They also provide a framework for the conduct of meetings, delegation of 
authority and reporting arrangements (including financial regulations) for 
WHA to ensure that it is well governed and operates its business in an orderly 
and efficient way. They apply to all meetings of the management committee, 
its sub-committees, and any working groups or advisory panels.   
 

1.4 These Standing Orders will be reviewed at least every three years and cannot 
be amended without the approval of WHA’s management committee. 
 

 
Section Two 
 
2.      Responsibilities of management committee members       
 
2.1 The management committee is the governing body and the lynchpin of the 

governance framework. It is responsible for directing the affairs of the 
organisation and its business. 

 
2.2 The management committee will agree the terms of its remit to ensure that it 

exercises good governance over the affairs of WHA, and meets legislative and 
regulatory expectations.  

 
2.3    The management committee may not exercise any powers which are reserved 

to the association in general meetings, either by its Rules or by statute. 
 
2.4I It is the responsibility of all committee members, in exercising their role as 

committee members, to act in the best interests of the association, and not to 
place any personal or other interests ahead of their primary duty to the 
association. They must seek to ensure that the association acts in a manner 
which is in accordance with its objects, and to act with the care and diligence 
which it is reasonable to expect of a person who is managing the affairs of 
another person. All committee members must accept collective responsibility 
for decisions taken by the management committee. 

 
2.5     Code of Conduct and declarations of interest 
 

The WHA management committee has approved a policy setting out a Code of 
Conduct for governing body members, which applies to all appointed and co-
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opted members of the WHA management committee, and its sub-committees. 
This Code is based on the Model Code of Conduct produced by the Scottish 
Federation of Housing Associations.  

 
2.6 No committee member may take office until they have signed this Code of 

Conduct. Thereafter, all committee members must review and sign the Code 
annually. 

 
2.7  Any management committee or sub-committee member must declare any 

personal or other external interests on an annual and ongoing basis, following 
the process set out in WHA’s Protocol for declaring interests and managing 
conflicts of interest. If any committee member has any conflict of interest in any 
matter about to be discussed at a meeting, they must declare it at the outset, 
and this declaration will be recorded in the minutes. Members will not be 
permitted to remain in the meeting during the discussion of a matter in which 
they have an interest, or to vote on it. 

 
2.8 Subject to decisions relating to the management of conflicts of loyalty and 

conflicts of interest, it may be possible to accept the nomination of someone 
who is closely connected to an existing management committee member to 
become a co-opted or elected member of the management committee. 
However, no two management committee members, who are closely 
connected by family relationship, can become members of the same sub-
committee, working group or advisory panel. 

 
2.9    Payments and benefits 
 

       WHA’s management committee has approved a policy on Entitlements, 
Payments and Benefits, applicable to all committee and sub-committee 
members, and any staff. Committee members and staff must not receive any 
payment or benefit unless it is permitted by the policy. In making any payment 
or conferring any benefit, WHA shall act at all times with transparency, honesty 
and propriety. 

 
2.10   Policies and procedures 
 
          It is the responsibility of WHA’s management committee to determine policies 

and procedures which will operate throughout the association, and the 
frequency with which they are to be reviewed. These policies, and their agreed 
review cycles, are set out in the Schedule of Policies, an updated version of 
which will be approved by the WHA management committee each year. 

 
2.11 Confidentiality and external representation 
 
         All committee and staff members must respect and maintain confidentiality, and 

must ensure that no information about WHA is disclosed to anyone who is not 
entitled to receive it, both whilst an active committee or staff member, and after 
leaving. This includes, but is not limited to, information relating to financial 
information, business plans, strategies and programmes, and prospective 
contracts and targets; information which, acting reasonably, might be expected 
to be regarded as confidential; and reports and information labelled or identified 
as confidential. 

 
2.12  Committee members must always be positive ambassadors for WHA, but must 

not speak in public on behalf of WHA without specific authorisation to do so.  
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Section Three 
 
3.       Wellhouse Housing Association Meeting Arrangements 
 
3.1     Governance structure 
 
         WHA’s governing body is its management committee. The management 

committee has delegated a number of its responsibilities to two standing Sub-
Committees, and may also establish Advisory Panels and Working Groups 
from time to time, to undertake time-limited tasks to support the work of the 
management committee. Delegated authority has also been conferred on the 
staff team employed at the behest of the management committee, led by the 
Director.  

 
3.2  The Director will lead and manage the staff team, to implement the plans, 

strategies and policies approved by the management committee, and direct its 
operations, supported by the management team. It is the responsibility of the 
Director and management team to work effectively with the management 
committee, facilitating good governance. It is the responsibility of the 
management committee to both support and, where necessary challenge the 
Director and management team.  

   
3.3  Role of the WHA Management Committee 
 
  The management committee is responsible for: 

 Providing leadership, control and direction to WHA; 

 Ensuring that WHA achieves its aims and objectives ; 

 Ensuring that WHA complies with all statutory and regulatory requirements. 
 
3.4  Role of the Sub-Committees 

 
  The management committee has established an Audit & Risk Committee to 

advise it and take action in respect of those matters that are described in the 
Committee’s remit.  

 
3.5   The management committee has further established a Staffing Committee to 

advise it and take action in respect of those matters that are described in its 
remit.  

 
3.6 All Sub-Committees report to the WHA management committee. Their remits 

cannot be altered without the approval of the management committee. 
 

3.7 Working Groups and Advisory Panels 
 
  The management committee may, from time to time, establish Working Groups 

and Advisory Panels to support its activities and functions.  When establishing 
a Working Group or Advisory Panel, the management committee will agree a 
specific remit that includes the membership, level of delegated authority and, 
where appropriate, the timescale for its work.  Working Groups should not 
normally exist for a period in excess of twelve months.  The anticipated life-
span for an Advisory Panel will be determined by the Board at the time the 
Panel is established.  The operation of an Advisory Panel will be reviewed at 
least every three years.  

 
3.8  A Working group may co-opt up to two people who are not members of WHA or 

its staff to assist in meeting its remit. Co-opted members of working groups can 
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participate fully in the activities of the group, but may not vote on any matters 
relating to membership of the group.  

 
3.9 The Chair of a Working Group or Advisory Panel must be an elected member 

of the management committee, and be appointed by the management 
committee. Working Groups and Advisory Panels report to the WHA Board. 

 
3.10  Role of WHA management committee members 
 
        The WHA management committee has agreed a role description for its 

members (All management committee members will be required to accept the 
terms of this role description, and agree to meet the expectations and perform 
the duties set out therein. At least annually, the management committee will 
identify the range of skills, knowledge, experience and diversity that it requires 
to fulfil the terms of its remit, and will seek to recruit any additional 
management committee members required to fill any identified gaps. 

 
3.11 Office Bearers 
 
         WHA must have a Chair, a Secretary and any other Office Bearers the 

management committee considers necessary. The committee has decided to 
appoint a Vice-Chair, both to support the Chair in discharging the 
responsibilities of that role, and to act in their stead if she/he is absent or 
unavailable, and also a Treasurer. ` 

 
3.12 These Office Bearers will be controlled, supervised and instructed by the 

management committee. A senior staff member will hold the office of Secretary. 
The remaining Office Bearers must be elected committee members, and 
cannot be co-optees.  

 
3.13  At its first meeting following the AGM, the management committee will elect a 

Chair, Vice-Chair and Treasurer to act for the year ahead. In the period 
between the AGM and the next scheduled meeting of the management 
committee, the incumbent Chair will continue to act in that role “pro-tem”, failing 
him/her, the incumbent Vice-Chair.  In the event that neither the Chair nor Vice-
Chair remains as a member of the management committee following the AGM, 
the elected management committee will meet immediately after the AGM to 
elect office bearers to ensure that the efficient operation of the business of 
WHA is not interrupted. 

 
3.14 The Chair is responsible for the leadership of the management committee and 

ensuring its effectiveness in all aspects of its role and remit. Such powers as 
are required to allow the Chair to properly discharge the responsibilities of the 
office will be delegated to them. Among the responsibilities of the Chair are 
that: 

 

 management committee meetings are conducted effectively; 

 the management committee works effectively with senior staff; 

 decisions and actions arising from meetings are implemented; 

 where necessary, urgent decisions are made under delegated authority for 
the effective operation of WHA between meetings; 

 WHA is represented appropriately at external events; 

 the management committee receives professional advice when it is needed; 

 appraisal of the performance of committee members is undertaken, and the 
Director’s appraisal is carried out in accordance with agreed policies and 
procedures.   
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The Chair can be re-elected, but cannot hold office continuously for more than 
five years.  

 
3.15  The Vice-Chair, in the temporary absence of the Chair of the management 

committee, shall have the authority and responsibilities of the Chair to uphold 
the Rules of WHA, to chair meetings, to act as the main spokesperson and 
representative of WHA and to sign official documents. 

 
3.16   Also at the first meeting following the AGM the management committee will: 

 Appoint the Chair and members of the Audit Committee  

 Appoint the Chair and members of the Staffing Committee 
 

         The Chair of the management committee cannot be appointed as Chair of any 
Sub-Committee. 

 
3.17  The management committee has decided to designate the Director to act for 

the time being in the role of Secretary, and to discharge the duties of the 
Secretary as set out in rule 58.3 of WHA’s Rules. There is no requirement to re-
elect the Secretary from year to year. 

 
3.18  As an employee of the Association, the Secretary may not be a member of the 

management committee or of any of its Sub-Committees. 
  
3.19 Meetings  
 
  The management committee will meet at least six times in each calendar year, 

in accordance with Rule 47.  The committee will agree a schedule of all 
meetings in January each year for the following financial year. 

 
3.20 There will be a summer recess for all committee-related meetings during the 

month of July. Meetings will only be convened during this period in situations of 
considerable urgency.  

 
3.21 The Chair or two members of the management committee can request a special 

meeting of the management committee by writing to the Secretary with details 
of the business to be discussed. No other business may be discussed at such a 
meeting other than the business for which the meeting has been called.  

 
3.22  All meetings will be held in a venue that is accessible. 
 
3.23  Minutes 
 
3.24 The senior officer designated to act as Secretary has responsibility for ensuring 

the preparation and circulation of draft minutes for all meetings of the 
management committee, in accordance with the style and formats set out in the 
approved minute-taking protocol. Draft minutes will be agreed with the Chair of 
the meeting before being distributed to members. 

 
3.25 Responsibility for the   preparation of draft minutes of any sub- committee, 

working group or advisory panel meetings will lie with a  management team 
member, as designated by the sub-committee.   

 
3.26  Draft minutes of meetings will normally be prepared and circulated 

electronically to members at least 7 days prior to the next meeting.   
 
3.27  To be approved as a correct record of the meeting, minutes must be accepted 

by the committee following a motion proposed and seconded by two members 
who were present at the relevant meeting. Once approved, and inclusive of any 
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amendments, the final minute shall be signed by the meeting Chair and 
retained as the official record of the Association. 

   
3.28  Draft minutes of each sub-committee meeting, working group, etc. will be made 

available to the next following meeting of the WHA management committee, 
provided its meeting takes place more than 10 days prior to the date of the next 
scheduled management committee meeting.  

 
3.29  Business at meetings 
 

  At least seven days’ notice of meetings will be given.  The management 
committee may determine the form of the notice to be provided, which can 
include electronic form. Notice of meetings must include an agenda of the 
business to be transacted and all supporting papers. The late circulation of a 
report will not prevent the agenda item being discussed, provided that a 
majority of management or Sub-Committee members present agree. 

 
3.30  All items of business notified on the agenda should normally be the subject of a 

written report. 
 
3.31 Urgent business which has not been notified in advance of the meeting may be 

considered if a majority of those attending agree. 
 
3.32 The Chair and Director will liaise over the preparation of the agenda for 

meetings of the management committee, and the Sub-Committee Chair with 
the relevant senior manager for meetings of Sub-Committees. 

 
3.33  Members of the management committee, Sub-Committees, Working Groups 

and Advisory Panels may propose items for inclusion on the agenda for a 
meeting by contacting the relevant Chair or the Director.  The relevant Chair 
will decide whether the item is to be included and the nature of any supporting 
papers required. 
 

3.34 In the event of the management committee considering matters relating to the 
employment of staff which have the potential to cause formal grievance or 
disciplinary action to be initiated, those members of the Staffing Committee 
who have been appointed to deal with appeals shall withdraw from the 
discussion and take no part in decision-making on the specific issue under 
deliberation. 

 
3.35  Chairing meetings 
 
  Where the Chair is not present 15 minutes after the appointed start of a 

meeting of the management committee, the Vice-Chair will preside or, failing 
him/her, the committee members present will appoint another member, who 
cannot be a co-optee, to act as Chair for that meeting. 

 
3.36  Where the Chair of any Sub-Committee or a Working Group or Advisory Panel 

is not present 15 minutes after the appointed start time, those members 
present may appoint one of their number, who cannot be a co-optee, to act as 
Chair for that meeting. 

 
3.37  The Chair will decide on all matters of order raised at meetings and will 

determine the order of debate.  If any point arises which is not covered in 
WHA’S Rules or Standing Orders, the Chair will give her/his ruling which will be 
final. 
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3.38  The Chair may vary the order of business from that detailed on the agenda. 
 
3.39    Conduct at meetings 
 
           Committee members, when attending meetings, must: 
 

 Conduct themselves in a courteous and business-like manner; 

 Show respect for the authority of the Chair of the meeting; 

 Show respect and consideration towards other committee members, staff 
members and anyone else attending a meeting. 

 
3.40 All speakers must direct their words to the Chair. All committee members must 

remain quiet and maintain order while this is happening. The Chair will decide 
who can speak and for how long. 

 
3.41 The Chair is responsible for ensuring that all members who wish to contribute 

to a discussion are able to do so and that the debate is conducted in an orderly 
and equitable manner. 

 
3.42 A majority of those attending a meeting of the management committee, Sub-

Committee, Working Group or Advisory Panel may require a member to 
withdraw from a meeting if the member is being obstructive or abusive or fails 
to recognise the authority of the Chair. 

 
3.43  Length of meetings 
 
  Meetings will not last for more than two-and-a-half hours, unless a majority of 

those present agree.  In the event that it is agreed that a meeting of the 
committee can continue beyond this time, the total duration cannot exceed four 
hours. 

 
3.44 Committee members may adjourn meetings. The time of a reconvened meeting 

may be agreed as part of the adjournment motion, failing which it will be 
decided by the meeting Chair.   

 
3.45 Staff attendance  
  
  The Director and Management Team will attend all meetings of the 

management committee to advise committee members on the matters under 
discussion.  Staff members cannot vote on any matter being considered by the 
committee and may be asked to leave by the Chair during confidential 
discussions. 

 
3.46  Relevant senior managers will normally attend meetings of Sub-Committees to 

advise members on matters under discussion.   
 
3.47  Attendance of external parties 
 

  The management committee, Sub-Committees, Working Groups and Advisory 
Panels may invite other parties, such as consultants and other advisors to 
attend meetings.  Their attendance will normally be occasional and will be 
confined to a specific item of business. 

 
3.48    Members of the public will not be admitted to management committee, Sub-

Committee, Working Group or Advisory Panel meetings. 
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3.49  Voting 
 
  All matters for decision will normally be decided by a show of hands, unless a 

poll is requested by two or more members.  A simple majority of those 
present and eligible to vote will be sufficient to decide the matter.  Where the 
votes are divided equally for and against the issue, the Chair will have a 
second and deciding vote.   

  
3.50  A member may request that his/her dissent from a specific decision is 

recorded in the minute, provided the request is made at the meeting the 
decision was taken at.  This does not excuse the member from the 
responsibilities of collective responsibility for the decision taken. 

 
3.51   Resolutions duly moved and seconded that do not attract any objection or 

contrary views will be deemed passed without dissent. 
   
3.52  A member may propose a motion or amendment to any matter under 

discussion.  The Chair will decide if the motion or amendment is competent.  
All motions and amendments must be proposed and seconded by members 
eligible to vote on the matter under discussion.  Where only one amendment 
to a proposal is made, the Chair will call a vote on the amendment first.  If 
more than one amendment is proposed, the Chair will determine the order of 
voting until a successful amendment is achieved and then call a vote on the 
amended proposal. 

 
3.53  Openness and confidentiality 
 
 WHA is open about the way it conducts its affairs, and positive about how it 

responds to requests for information. In line with this approach, minutes of the 
meetings of the management committee will be available to the public, once 
they have been approved.  They will be available via WHA’s website. 

 
3.54    Some items and reports considered at committee meetings may require to be 

treated as confidential, for example those relating to individuals or groups of 
individuals, or commercially sensitive.  It is the responsibility of the Director to 
determine whether any item or report due for consideration at an upcoming 
management committee meeting should be designated as confidential, in line 
with WHA policies, and in consultation with the Chair where any judgement 
may be required in relation to such a decision. It will be for the Chair to decide 
at the meeting which, if any, staff members remain in attendance when 
confidential items are discussed. Such items will be the subject of a separate, 
confidential minute, which will not be made available to the public, or the staff 
team. 

 
3.55    It is the responsibility of the Director (acting as Secretary), to ensure that for 

all confidential items considered by the management committee there is a 
clear audit trail of reports and papers and minutes supporting any confidential 
decisions, and that these are filed and stored securely, whether in paper or 
electronic format.  

 
3.56  Information presented at committee meetings shall not divulge personal 

information (such as name, address, scheme details, etc.) relating to an 
individual tenant or service user. 

 
3.57    Urgent decisions 
 
           The Chair has delegated authority to make decisions on urgent matters 

between management committee meetings. Where it is essential for the 
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effective operation of WHA that a decision that would normally be taken at a 
committee meeting has sufficient urgency that it must be taken between 
meetings, the following process will operate: 

 

 The Director, or in her/his absence, the Depute Director or most senior 
manager present will alert the Chair, or in her/his absence the Vice-Chair, 
that an urgent matter has arisen on which a decision under delegated 
urgency procedures, or Chair’s Action, must be taken. 

 The Chair will decide whether the matter requires an urgent decision, and 
whether it can be decided under Chair’s Action, or by reference to the 
management committee as a whole. Matters requiring to be approved by 
the management committee will involve variation from agreed policy or 
business plans; significant expenditure (more than £20,000), or 
unbudgeted expenditure; or actions judged to be high risk.  

 Matters to be decided by Chair’s Action will be set out in writing, with a 
clear recommendation, to be signed as approved and dated by the Chair, 
or Vice-Chair. 

 Matters to be decided by the management committee will be set out in 
writing to all committee members, highlighting any proposed variation 
from policy, plans, budget, etc., clearly identifying costs, risks, and 
recommendations for action. The decision will not be acted upon unless a 
75% majority of committee members confirm their agreement in writing 
(including by email). 

 All decisions made under this urgency procedure will be referred to the 
next following Board meeting for homologation. 

 
3.58 Emergencies 
 
 WHA has approved a Disaster Recovery Plan that sets out the arrangements 

that will apply in the event of a disaster or emergency situation arising.  
Nothing in these Standing Orders will prevent the effective implementation of 
the approved Plan.  Where emergency decisions are required and it is not 
practicable to hold a meeting of the management committee or Office 
Bearers, the Chair and Director will take all necessary decisions to fulfil 
WHA’s responsibilities to service users or partners.  All such decisions and 
actions must be reported to the management committee at the earliest 
opportunity. 

 
3.59    Execution of documents 
 

WHA shall execute deeds and documents in accordance with the provisions 
of the Requirements of Writing (Scotland) Act 1995. The use of the common 
seal is not required. The seal must only be used if the management 
committee decides this. When the seal is used, the deed or document must 
be signed by the Secretary, or a member of the management committee or 
any other person duly authorised to sign on WHA’s behalf, and recorded in 
the seal register.  

 
Section Four 
 
4.      Scheme of Delegation of Authority 
 
4.1    This scheme of delegated authority and the committee remits that form part of 

these standing orders, along with the Financial Regulations, set out the levels 
of authority and responsibility that apply to: 

 

 Management committee 

 Sub-Committees, Working Groups and Advisory Panels 
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 Staff team 
 
4.2    The management committee is responsible for all of the affairs of WHA and for 

all activities carried out on its behalf.  It is recognised that the effective 
operation of WHA’s business depends on appropriate action being taken when 
required, in accordance with agreed policies.  The management committee has 
agreed the following general and specific delegated authorities to ensure that 
the work of WHA is carried out efficiently and effectively and is not 
unnecessarily delayed whilst awaiting decisions that fall within previously 
agreed policies. All matters not specified are reserved to the management 
committee.  

 
4.3    Where authority is delegated to a Sub-Committee and one or more members of 

staff, the authority delegated to staff relates to operational (i.e. day to day) 
responsibility, in accordance with agreed job descriptions. 

  
4.4 General matters 
 
 The Office Bearers (Chair, Vice-Chair and Treasurer) have delegated authority 

to: 

 represent WHA on official business 

 implement WHA’s agreed emergency procedures and disaster recovery 
policy; 

 take decisions on specific issues between meetings, as delegated to one 
or more office bearers by the management committee. 

 
         The Director, in consultation with senior staff, has authority to: 
 

 Ensure the effective operational implementation of WHA’s strategies, 
policies and procedures 

 Represent WHA on official business, consistent with the agreed strategies, 
plans and policies of WHA 

 Carry out all necessary actions on behalf of WHA to comply with legal and 
regulatory requirements, in accordance with WHA’s Rules and these 
Standing Orders 

 
Section Five 
 
5.     WHA Financial Regulations 
 
5.1   Management committee and staff responsibilities with respect to the financial 

management of WHA’s affairs are set out in the approved  Financial 
Regulations. 

 
5.2    WHA’s Financial Year runs from 1 April – 31 March. 
 
5.3  The Finance Manager is responsible for the preparation of a draft budget for 

consideration by the management committee. Overall responsibility for 
compliance with the agreed budget rests with the Director and Management 
Team. 

 
5.4   Minor changes within the budget to individual income and expenditure totals 

which do not affect the overall budgeted outcome, or impact negatively on 
service delivery may be authorised by the Director. 

 
5.5  Processes describing arrangements for certification that expenditure is 

arithmetically correct, approving invoices for payment and signing cheques, 
BACS payment schedules, etc. are set out in WHA’s financial procedures. 
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These procedures are the responsibility of the Finance Manager in consultation 
with the Director, to put in place and update from time to time. 

 
5.6  In the temporary absence of the Director,      will assume the same levels of 

authorisation and cheque signatory delegated authority as the Director.      


