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Terms of Reference – Board Members 

Summary  
The purpose of the Board is to direct the Association’s affairs, day-to-day management being delegated to 

the Chief Executive.  All Board members share responsibility for its decisions.  Each should act only in the 

interests of the Association and not on behalf of any constituency or interest group.  In addition to these 

terms of reference, the Board must comply with the Association’s Board Code of Conduct. 

The Board has the overall responsibility, both under the Association’s Governing Rules and the 

requirements of the Housing Corporation, to control the business of the Association so that it achieves its 

objectives.  The essential functions of the Board are formally recorded in the Association’s Rules and 

include duties to define and ensure compliance with the values and objectives of the Association, and to 

satisfy itself that the Association’s affairs are conducted lawfully and in accordance with generally accepted 

standards of performance and propriety.  However, given the severe constraints on the Board’s time, 

substantial delegation is inevitable. 

Board Retained Responsibility  
The Board retains responsibility for the areas set out below: 

Objectives and Strategy 

The Board is responsible for defining the strategy and objectives of the Association.  In particular it will 

approve the Mission Statement, Business Plan and Annual Budget.  The Board will approve the overall 

scope and parameters of any funding bid to the Housing Corporation or any other body. 

Financial Control  

The Board will approve the annual cash flow and budget and such longer term financial forecasts as are 

included in the Business Plan.  The Board will approve the borrowing and investment strategy and will 

determine the parameters within which the officers can enter into commitments within that strategy.  The 

Board will approve the annual accounts and recommend the appointment of the auditors.  It will consider 

an annual report on control issues including any auditors’ management letter. 

Control Structure  

The Board will approve all changes to financial standing orders and statements of delegation.  The Board 

appoints the Chief Executive but may delegate responsibility to a panel of Board members.  The Board may 

decide to do this in conjunction with or through a consultant.  The Board is responsible for ensuring that 

the Association operates within a clearly defined control environment including the setting of the risk 

strategy and the monitoring of identified risks. 

Key Decisions 

The Board will approve the following key decisions: 

¶ All new initiatives that are not within the agreed plans 

¶ All borrowings that are outside the scope of the approved financial strategy 

¶ The Association’s rent policy 

¶ All stock transfers and property disposals 

¶ Other major decisions not specifically delegated 
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Performance Monitoring  

The Board will monitor performance against the annual plan and key performance indicators on a quarterly 

basis.  The Board will undertake an annual strategic review which will include assessment of performance 

in relation to business plan objectives as well as key performance indicators.   

It will also include a review of 

¶ the main changes in the external framework within which the Association operates 

¶ the impact of any changes on the Association’s work 

¶ the effectiveness of the Association’s internal control arrangements. 

Legal and Statutory  

The Board is responsible for ensuring that 

¶ Accounts are to be delivered in the statutory form and on time.  

¶ The Association must remain solvent. 

¶ The Association must always act within its powers. 

¶ Annual returns are to be made to the Financial Services Authority and the Housing Corporation on 

time 

Policy 

The Board is dependent on staff implementing policies and it should therefore be satisfied that the policies 

and procedures together with the staffing structure can deliver the services adequately and effectively.   

The Board will ensure that necessary policies are in place for all the main areas of the Association’s work, 

approve policies drawn up by staff and undertake a programme of review of existing policies.  The Board 

will have clear procedural documents and delegated authorities for all main areas of the Association’s work 

so that staff actions are prompt, logical and consistent. 

Contracts 

The Board must approve any contract which is not authorised by the relevant Delegated Authorities, 

contained within the Association’s budget or in funding provided by the Housing Corporation, Local 

Authorities or other public body.  

Litigation  

The Board must give approval to any action for litigation where the legal costs cannot be contained within 

the budget or where the damage or loss exceeds £500,000.  

Openness and Accountability  
The Board accepts the obligation to account for their actions in an open manner.  The Association will 

comply with requests to provide information, wherever possible and practicable, to tenants, partners and 

others. The Board will publish an annual review of the Association’s activities and performance, which will 

include details of: 

¶ The housing stock 

¶ Rent levels 

¶ Those housed 

¶ Summary performance information 

¶ The Association’s finances 
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¶ Recruitment and selection procedures for Board members 

¶ Information about the Board 

¶ Compliance with the National Housing Federation Code of Governance 

Board Membership  
Members of the Board are appointed for a three-year terms of office.  The Board may, in accordance with 

the rules, appoint co-opted members onto the Board.  Members of the Board are not paid for their time 

spent on the business of the Association. Travelling expenses may be claimed and the cost of training will 

be met. 

Board Composition 

The Association aims to have a Board of between 7 and 12 members.  All Board members should 

• Be committed to the aims and objectives of the Association 

• Contribute to, and share responsibility for Board decisions 

• Sign an acceptance of their responsibilities 

Skills 

Board members should bring a range of different skills and experience.  Individual members have more 

than one skill and it is helpful if the Board does not have to rely on one member for important areas of 

experience.  The Board will aim to have at least four individual Board members whose skills are drawn from 

within each of the following skill areas.  

Skills Area 1 Skills Area 2 Skills Area 3 Skills Area 4 

Senior management 
experience in a similar 
organisation 

Financial and  Treasury 
management 

Housing management 
and residents needs 

Special needs 
management 

Human Resources 
and/or Public Relations 
and Marketing 

Information Technology 
Development and 
Regeneration 

Active membership of 
key networks in the 
community in which the 
Association operates 

Governance and 
Regulation 

Business Planning 

Capital Project 
management and/or 
Commercial/property 
law 

Working with local 
authorities 

Balance 

The Association aims to maintain a gender balance within the Board of between 50:50 and 65:35 and to 

reflect the ethnic composition of the people the Association serves and to maintain a balance of ages. 

Officers  of the Board  

Chair 

The position of Chair is most important. The role of the Chair is set out in the statement of responsibilities 

of the Chair, which draws upon the provisions of the Association’s Rules and the NHF Code of Governance. 

The statement will be reviewed from time to time by the Board. 
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In addition to the normal role in meetings, the Chair will support the Chief Executive by having regular 

meetings to discuss issues of importance and review his or her work plan.  

Treasurer  

The Board may appoint a treasurer who shall review and recommend to the Board any changes required to 

the Finance and Treasury Policies and liaise with the Chief Executive regarding investment and 

management of monies on behalf of the Association in accordance with the appropriate policies.  The key 

tasks of the Treasurer include: 

¶ Ensure that the financial business plan is an accurate reflection of the strategic plan for the 

Association 

¶ Ensure that the operational budget can deliver the objectives of the annual plan 

¶ Review the annual budget and present the budget to the Board 

¶ Sign off the accounts and present the accounts to the Board and propose the accounts at the AGM 

¶ Ensure the KPIs are relevant to the work of the Association and achieving plans and its objects 

¶ Propose acceptance of the audit report and report to the Board on comments/actions in the Audit 

Management Letter 

Secretary 

The Association shall have a secretary who shall be appointed by the board and who may be an employee.  

The secretary shall in particular:  

• summon and attend all meetings of the Association and the Board and keep the minutes of those 

meetings;  

• keep the registers and other books determined by the Board;  

• make any returns on behalf of the association to the Financial Services Authority and the 

Corporation;  

• have charge of the seal of the association; and  

• be responsible for ensuring the compliance of the Association with the governing rules and 

regulatory requirements.  

The Board may also appoint a Deputy Secretary. 

Chief Executive  
The Board will recruit and appoint the Chief Executive. The Board may decide to do this in conjunction with 

a consultant.   Each year the Chair will review the remuneration of the Chief Executive and will recommend 

to the Board any changes considered appropriate.  

Committees  
Committees may be appointed at any time by the Board providing their terms of reference, delegated 

authority and duration are set out clearly.  

Board Meetings  
The Board will normally meet once each quarter for normal Board meetings.  Additional meetings may be 

required from time to time.  

Quorum 

At all meetings the quorum for the Board is three or half the Board (whichever is lower).  If too few Board 

members are present the meeting shall be adjourned to an agreed day and time in the following week.  If 
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too few Board members are present within half an hour of the time the reconvened meeting should have 

started, those present shall carry out the business of the meeting.  If the number of Board members falls 

below the number necessary for a quorum the remaining Board members may continue to act as a Board 

for a maximum period of six months before calling a general meeting of the Association to bring the 

number of Board members to that required by the Rules. 

Agenda 

The agenda and supporting papers where practicable shall be sent to all Board members at least five 

working days prior to the meeting.  Board members may propose items for inclusion on the agenda of the 

next meeting of the Board provided that the details of such items are submitted to the Chief Executive at 

least 10 working days before the meeting.  Where the Chief Executive has any doubt it will be for the Chair 

to decide whether such items should be included on the agenda. 

The Chair may postpone the consideration of any items proposed for the next meeting if he/she considers 

that it is not practical for any reason to discuss that item.  In such circumstances the Chair shall specify the 

meeting at which the items shall be considered. 

Chairmanship  

The Chair shall preside at all meetings of the Association which he/she attends.  In the absence of the Chair 

the meeting will be chaired by the Vice Chair.  In the absence of the Vice Chair the meeting will be chaired 

by another Board member by agreement of those present. 

Conduct of Debate 

Discussion of all items at any meeting of the Board should always be conducted in an orderly and civil 

fashion.  All remarks should be addressed to the Chair.  If two or more members wish to speak at the same 

time the Chair shall decide on the order of the speakers.  The Chair may at any time call upon a Board 

member who is speaking to conclude their remarks.   

Length of Meeting 

The intention of the Board is that no single meeting of the Board should last more than three hours unless 

agreed by the Board.  The Board may also agree to adjourn the meeting and reconvene at a later date to 

discuss the remainder of the agenda.  The Chair may terminate any meeting which exceeds three hours and 

rule that any items remaining on the agenda shall be recorded in the minutes of the meeting as not 

considered. 

Minutes of Previous Meeting 

At the commencement of each meeting of the Board, the Chair will ask all Board members present if they 

agree that the contents of the minutes of the previous meeting are factually accurate.  Any amendments 

accepted by the Chair will be incorporated and the minutes sign by the Chair as a true record of the 

proceedings. 

Immediately after the minutes of the previous meeting have been agreed, the Chair will ask all Board 

members if they wish to raise any matters arising from those minutes.  Discussion of such matters will then 

take place or be deferred to a later meeting as considered appropriate by the Chair. 
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Voting 

A resolution put to the vote at a Board meeting shall be decided upon a show of hands.  Every Board 

member shall have one vote.  In the case of an equality of votes the Chair of the meeting shall have a 

second or casting vote. 

Matters to be considered in closed session 

Items of business of a confidential nature to be considered by the Board in closed sessions will be indicated 

in the agenda for meetings.  If any Board member considers that an items set down for discussion during 

an open meeting should be moved to closed session (or vice versa) the matter shall be referred to the 

Chair, whose decision is final. 

Any Other Business 

At the end of each meeting of the Board, after discussion of all items on the agenda has been completed, 

the Chair will give Board members the opportunity to raise any other business that should be considered at 

such meeting.  Any such items must be notified to the Chair or Secretary before the commencement of the 

meeting. 

Adjournment of Meetings  

The Chair may, either on his/her initiative or in response to a request from a Board member, adjourn any 

meeting of the Board as he/she considers appropriate.  The Chair shall require that the reasons for the 

adjournment be fully recorded in the minutes of the meeting. 

Disposal of Board Papers 

At the end of each meeting of the Board any papers for disposal should be handed to the Company 

Secretary for secure disposal. 

Subsidiaries  
The Board should decide on the structure of related organisations within the group, having regard to 

Housing Corporation and legal advice. No one may be appointed to the positions of Chair or Vice Chair of 

more than one related organisation.  

Seals  
The Association’s seal must be accompanied by two signatures. These can be from members of the Board, 

Chief Executive or the Secretary.  

Complaints  
A panel of the Board will receive complaints where the Association’s complaints procedure has been 

exhausted.  At the discretion of the Chair, the Panel may receive complaints addressed directly to them 

outside of the complaints procedure.  
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Code of Conduct 

Introduction  
Bexley Churches Housing Association provides a service to the tenants and the general public.  In carrying 

out its duties the organisation maintains a high profile and it is important that public confidence is 

maintained.  One of the obligations of housing associations under the Housing Corporation’s Regulatory 

Code is to make sure that they “maintain the highest standards of probity in all their dealings”. They must 

also conduct their business in a way which will “maintain the good reputation of the sector and not bring it 

into disrepute”. The Association’s Board is responsible for ensuring that these obligations are met. 

Schedule 1 of the Housing Act 1996 contains legal measures to ensure that board members and staff of 

housing associations do not abuse their positions. The measures deal with any conflicts that might arise 

between personal interests and duties to the association. They prevent staff, board members or their 

families from benefiting from their connection with the association. The measures are there to ensure 

probity in the sector and to help safeguard its reputation 

Board members should in the course of their engagement with the Association: 

¶ have regard to the reputation and interest of the Association; 

¶ strive for the highest standards of care and attention to their work; 

¶ work within the law and comply with statutory responsibilities 

¶ respect the confidentiality of information obtained in the course of their work; 

¶ be aware of, and work towards, the overall policy objectives of the Association; 

¶ never abuse their position by accepting inducements or bribes; 

¶ abide by the Equal Opportunities Policy; 

¶ abide by the Health & Safety Policy; 

¶ ensure that all dealings with other Board members, staff and the general public are carried out in a 

courteous and helpful manner. 

Confidentiality  
Except in the course of carrying out his/her duties, Board members may not, during or after the end of 

their tenure, disclose to any person or organisation any information which came into their possession in 

the course of their duty as a Board member that relates to the Association. 

Board members will not knowingly publish or cause to be published any information without prior 

agreement of the Chief Executive or the Chair. 

When an enquiry is received from the police or other statutory body the Chief Executive should be 

informed and he/she will decide what action to take. 

Private mail received in the office for a former Board member will be sent to their last known address. 

Declaration of Interests  
If at any time during a Board member’s tenure with the Association he/she has to deal with any matter in 

which he/she has a private interest (however slight), the Board member is required to tell the Chief 
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Executive and/or the Chair.  All the facts relevant to the matter must be disclosed.  Failure to fully disclose 

a personal interest will be regarded as a disciplinary offence. 

The Association holds a Register of Interests.  This is designed to protect both the Association and is Board 

members and staff.  When a Board member is invited to join the Board he/she will be asked to complete a 

form declaring any relevant interests and this declaration should be updated at least annually.  Interests 

can include, for example, family relationships with tenants of the Association or with consultants, 

contractors or suppliers who work for the organisation.  The Board member is responsible for informing the 

Association of any changes which occur and should give the details in writing to the Chief Executive. 

Press Releases/Media 
The Association’s relations with the media are important and Board members should refer all contacts 

from the media to the Chief Executive.  No Board member should contact the media without agreement 

with the Chief Executive. 

Gifts and Hospitality  
It is important that all of a Board member’s actions as a member of the Association are above suspicion.  A 

Board member must therefore not accept any gifts from consultants, contractors or suppliers of the 

Association other than those of a minimal value such as calendars and pens.  Any hospitality received or 

provided in relation to the role as a Board member must be declared so that details may be recorded in the 

Gifts and Hospitality Register. 

Employment of Close Relatives  
Close relatives of existing staff and current or former Board members can only be employed by the 

Association through the Association’s normal recruitment process and they must fulfil the person 

specification and be the best person for the job.  Before an offer of employment to a senior position is 

made it must be approved by the Board and a note made on the personnel file.  Any employment must be 

offered on terms no more or no less beneficial than those offered to anyone else. 

Contracts  
No Board member has the authority to instruct any external professional adviser to the Association or offer 

a contract for goods or services without a mandate from the Board to do so. 
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Responsibilities of a Board Member 

Introduction  
A Board member of the Association has the same legal responsibilities as the director of any other 

company.  In accordance with the NHF Code of Governance the Association has set out this statement of 

the role of a Board member and each member is asked to sign it in order to signify their understanding and 

acceptance of what it involves. 

Collective Responsibilities  
All Board members share responsibility for the work of the Association and for complying with the agreed 

terms of reference for Board members.  In particular Board members share responsibility for: 

¶ The objectives of the Association 

¶ Setting plans to achieve the objectives 

¶ Approving the budget and accounts 

¶ Establishing and overseeing the framework of delegation to staff 

¶ Taking key decisions 

¶ Monitoring the Association’s performance in relation to the agreed plans, objectives, budgets, etc. 

¶ The Effective working of the Board 

¶ Ensuring that the Association’s affairs are conducted lawfully and openly at duly constituted and 

convened Board meetings and in accordance with accepted standards of best practice and 

propriety. 

Personal Responsibilities  
All Board members accept they have a personal responsibility to: 

¶ Support the values and objectives of the Association 

¶ Support the Association’s policies and in particular the equal opportunities policy 

¶ Contribute to the decisions of the Board from their skills and experience and share responsibility 

for all their decisions 

¶ Attend at least 75% of Board and other meetings to which they are invited 

¶ Read the papers for all meetings that they are invited to attend 

¶ Attend the strategy and training sessions provided for all Board members 

¶ Register all interests that might have a bearing on the Association’s work and declare any potential 

or actual conflicts of interest as and when they arise 

¶ Represent the Association positively to all external audiences 

¶ Liaise informally with and support the Chief Executive or other staff members using any specific 

skills, knowledge or experience areas 

¶ Adhere to the performance criteria and competencies agreed by the Board 

¶ Abide by the Code of Conduct for Board members 

  I agree that these are the responsibilities of being a Board member of Bexley Churches Housing 

Association and I will undertake them to the best of my abilities. 

 

Signed ___________________________________ Date ___________________________ 
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Role of the Chair 

Introduction  
The position of Chair is the most senior non-executive position.  The role is set out in this statement of 

responsibilities, which draws upon the provisions of the Association’s Rules and the NHF Code of 

Governance.  The Chair should not engage in the day-to-day running of the Association, which is delegated 

to the Chief Executive, and the Chair will have no privileges save for those that attach to ordinary Board 

members.  The Board will revise this statement from time to time. 

Key Roles 
The key roles of the Chair are set out below and amplified in the subsequent sections: 

¶ Efficient conduct of Board business 

¶ Support for the Chief Executive 

¶ Action and oversight between meetings 

¶ Periodic review of Board effectiveness 

¶ Representing the Association 

¶ Specific Tasks 

Efficient Conduct of Board Business 

The Chair has the prime, but not exclusive, responsibility for ensuring that the Board conducts its business 

effectively.  This will generally include: 

¶ Maintaining an appropriate balance of Board attention to strategy, policy, key decisions, financial 

management and performance review so that the Board exercises effective overall control. 

¶ Ensuring that the framework of delegation to staff is operating effectively 

¶ Decisions delegated to the Chair are taken, where necessary, with the advice of the Chief Executive 

¶ Agreeing the agenda for each meeting 

¶ Resolving issues of inadequate servicing with the Chief Executive 

¶ Chairing Board and General meetings so that agenda items are dealt with effectively within the 

target duration of the meeting and decisions clearly recorded 

¶ Ensuring all Board members are given the opportunity to express their views 

¶ Ensuring wherever possible that all Board members are consulted on key decisions and that views 

expressed are formally recorded 

¶ Ensuring that the Board has a periodic opportunity to debate strategic issues and review its own 

performance without the pressure of a normal Board agenda 

¶ Ensuring that the training needs of individual Board members and the Board as a whole are 

addressed. 

It may also include 

¶ Prior discussion of sensitive items 

¶ Following up decision points 

¶ Checking draft Minutes 
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Support for the Chief Executive 

A relationship of trust together with an appreciation and acceptance of the respective roles is crucial 

between the Chair and Chief Executive.  The Chair must encourage the Chief Executive to discuss key 

issues, problems and difficulties and act as a confidential sounding board as well as provide supportive 

advice.  If possible, the Chair should be mentor for the Chief Executive or, if this is not practicable, make 

alternative arrangements for such personal development support.  

Action and Oversight between Meetings 

The Chair must maintain a degree of oversight of the Association’s work between Board meetings.  This is 

likely to require regular meetings with the Chief Executive.  The main thrust of the oversight is to be 

satisfied that the Association is “on course” and that Board decisions are being followed through. 

In the normal course of the Association’s operations situations will arise that require a decision beyond the 

level of authority delegated to staff but of an urgency that cannot wait for the next Board meeting.  Under 

these circumstances the Chief Executive will contact the Chair (or Vice Chair in the Chair’s absence) in order 

to set in train the Board’s formal urgency procedure.  The decision reached under the urgency procedure 

will then be relayed by the Chair to the Chief Executive and reported back to the next available Board 

meeting. 

Review Board Effectiveness 

The effectiveness of the Board’s oversight and control of the Association rests on the performance of the 

Board itself and of the control structure through which it exercises its authority.  With the consent of the 

Board and providing opportunities for advice from the Chief Executive and senior staff, the Chair should 

ensure that there are periodic opportunities to review the effectiveness of the following elements and to 

ensure that the Board takes any necessary corrective action: 

¶ Any committee structure 

¶ The framework of delegation to staff 

¶ The staff/Board relationship 

¶ Board induction and training needs 

¶ Compliance with the Code of Governance 

Representing the Association 

The Chair is expected to represent the Association to a number of audiences.  This responsibility can be 

shared with other Board members and should complement the external role of the Chief Executive.  These 

external meetings are likely to be of the following types: 

¶ Key promotional meetings including chairing external meetings/guest speaking/attending 

conferences, etc 

¶ Certain meetings with elected members of the key local authority for whom the Association works 

¶ Meetings with Board members of the Housing Corporation 

¶ Certain meetings with funders 

¶ Meetings to resolve serious complaints about the conduct or performance of the Association 

The representation role may include 

¶ Certain meetings with tenants’ groups 

¶ Periodic involvements in staff functions 
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Specific Tasks 

The Chair of the Association (usually in conjunction with other designated Board members) is likely to have 

a number of specific functions under the Association’s policies and procedures determined by the Board.  

These will include: 

¶ Being Chair of the selection panel of the appointment of the Chief Executive 

¶ Appraising the Chief Executive’s performance 

¶ Being part of any review of Board composition, Board member appraisal, recruiting new Board 

members, etc 

¶ Being part of a panel hearing the final stage of a grievance appeal against a disciplinary decision 

¶ Authorising submissions to the Housing Corporation 

¶ Being part of the emergency response arrangements in relation to such events as fraud, major 

failure of services, etc 

¶ Checking compliance with regulatory requirements 

¶ Being the Board’s champion for change 

Appraisal  
The effectiveness of the Chair in performing this role will be assessed as part of the Board member/Chair 

appraisal process. 
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Recruitment of Board Members 

Introduction  
Recruitment of Board members forms one part of an on-going process to ensure that the Board has the 

skills, knowledge and experience to enable its members to carry out their responsibilities effectively and 

ensure sound governance of the Association. 

The Association will ensure that new Board members are recruited on a systematic basis and, wherever 

possible, by open advertisement or by consultation with other interested bodies.  Candidates should have 

relevant skills and experience and the Board as a whole will seek to reflect the communities within which it 

works. 

Recruitment will be carried out in as open a format as possible and will include consultation with interested 

bodies.  Local community groups and other local organisations will be made aware of the recruitment 

process.  The Association and its Board will at all times follow best practice in terms of equal access to and 

equal opportunities in the recruitment of Board members. 

Selection and Performanc e Criteria  
The Association will consider the balance of skills and experience that is appropriate to its work and recruit 

Board members openly and systematically to achieve this balance.  The Board as a whole will need skills in 

and experience/understanding of 

¶ The housing needs that the Association aims to meet 

¶ Residents’ needs and concerns 

¶ Strategic management in a public or private body 

¶ General business activities including management of staff, property and contracts 

¶ Finance 

¶ Legal matters 

¶ Community relations and needs, including equal opportunities 

¶ Working with local authorities 

¶ Development and building 

¶ Public Relations 

¶ Management of information technology 

In addition to these, all effective Board members should demonstrate the following competencies: 

Competency Elements 

Self-Management ¶ Applies specialist knowledge appropriately in a range of contexts 

¶ Prepares for meetings by reading papers provided and clarifying points 
prior to the meeting 

¶ Attends at least 75% of meetings and is punctual 

¶ Demonstrates enthusiasm and commitment to the work of the Board 

¶ Respects confidences 

¶ Keeps in touch and up-to-date with relevant issues 
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Competency Elements 

Strategic Leadership ¶ Demonstrates commitment to the values and purpose of the Association 

¶ Sets and maintains standards 

¶ Contributes to planning, controlling and monitoring activities, setting and 
prioritising objectives 

¶ Sees long-term implications and takes a broad overview 
 

Analysis and Scrutiny ¶ Examines various facets of a problem or issues and explores the 
implications of a proposal or action 

¶ Keeps to the appropriate level of detail and considers social and 
commercial aspects 

¶ Adopts and participative and flexible approach to problem solving by 
analysing the issues, generating solutions and exercises judgement to 
improve working practices and levels of performance 

Group Decision Making ¶ Gives a reasoned contribution to discussion, listens to the views of others 
and can express opinions that contradict those of others 

¶ Challenges freely and constructively without appearing aggressive 

¶ Reaches conclusions based on a rational interpretation of available 
information and does not jump at a decision under pressure 

¶ Takes responsibility for upholding the decision of the Board 

Working and 
Communicating with 
Others 

¶ Communicates effectively internally and externally, providing and 
distributing information and responding to situations in a clear, open and 
professional manner 

¶ Acts as a team play to add value, offering both support and challenge to 
colleagues in a way that demonstrates collaboration and loyalty and 
commitment to standards 

Procedures  
The Board will identify skills lacking or those which are only thinly represented amongst its current 

membership as part of an annual process or in order to fill a casual vacancy.  The Association will make its 

need known through advertising in appropriate journals and correspondence with professional 

organisations and voluntary and statutory agencies.  It will also register vacancies on the National Housing 

Federation’s Get On Board scheme.  Any Co-opted Board members will also be invited to apply for full 

Board membership. 

Any person interesting in joining the Board will be asked to complete a profile form to provide information 

about their skills and experience.  Prospective Board members will meet with both the Chair and the Chief 

Executive and will be asked to attend a convenient Board meeting as an observer to meet other Board 

members. 

Subject to satisfactory conclusion of the above the Chair will make a formal recommendation to the Board 

to invite the applicant to become a Board member. 

All new members will receive a letter of appointment setting out their duties and obligations, and will be 

asked to sign a declaration of confidentiality and the statement of Board Responsibilities. 
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Induction of Board Members 

The Association will support all new Board members with a programme of induction training when joining 

the Board of Bexley Churches Housing Association.  This will have the following three main elements: 

¶ Familiarisation meetings 

¶ Written background information 

¶ An offer of coaching. 

As part of the familiarisation meetings, arrangements will be made for new Board members to 

¶ Meet with the Chief Executive 

¶ Meet with the Chair 

¶ Visit the Association’s offices and meet with the staff 

¶ Receive an introduction to the Association, to include 

o History and Role of the Association 

o Mission Statement, Objective and Values 

o Information  on the Association’s Website 

New Board members will receive the following written information 

¶ A copy of the Association’s Governing Rules, standing orders and related documents 

¶ Board Handbook, including the code of conduct and confidentiality policy 

¶ The latest Annual Report and Accounts 

¶ The current Business Plan and strategic plan, including the Mission Statement, Objectives and 

Values 

¶ The timetable for Board meetings 

¶ Board Contact List 

¶ Copies of recent newsletters 

All new Board members will receive the offer of a period of coaching with another Board member.  How 

this works is for the two members to agree, but it is intended to provide informal support, an opportunity 

to discuss issues of concern and to provide general guidance to new Board members in their duties.  The 

ultimate purpose of the coaching relationship is to assist a new member to become fully involved, making a 

valuable contribution to the Board as quickly as possible. 
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Board Appraisal 

Purpose 
The purpose of reviewing effectiveness is to ensure that the Board, individual Board members, the Chair 

and members of staff work together as a team to provide the highest standard of governance of the 

Association for the residents.  Improving the skills and knowledge of all Board members individually is only 

part of the process of becoming an effective Board.  The Board also needs to improve how it works 

together as a team and with the staff in the wider team. 

The aim of appraisal is to improve Board performance by drawing attention to ways in which Board 

members can enhance their contribution and recognising their good performance through a highly 

comprehensive analysis of how well the Board is functioning. The outcome of the review will be a list of 

specific recommendations for improvement - some of them quick and simple to implement and others 

requiring a longer-term approach. 

Key Principles  

¶ The tone of appraisal should be ‘developmental’ and should address both how individual Board 

members are performing and how the Board performs as a team 

¶ The appraisal process should provide feedback on what individuals and the Board as a whole needs 

to do to improve 

¶ Objectives should relate to the role of each individual within the Board as a team 

¶ The aim should be to create a balanced Board and acknowledge that the Board includes the full 

range of skills required for Board effectiveness but that this doesn’t mean that everyone should be 

great at everything. 

¶ Where there is clear under-performance that continues despite feedback and investment in 

development, this should be dealt with in line with National Housing Federation guidance on policy 

and procedures. 

¶ Confidentiality is deemed to be of paramount importance. The questionnaire/forms will be seen 

only by the individual, the Chair, any facilitator and the Chief Executive. Reports for the Board as a 

whole will preserve anonymity and in all discussions the respect for confidentiality will be 

maintained. 

Key Performance Areas  

¶ The quality of strategy/policy direction to provide business clarity and enable delivery of the 

corporate plan 

¶ Financial viability/sustainability of the association 

¶ Satisfaction/perception of key stakeholders – customers, community/neighbourhood groups, staff, 

funding bodies, regulators, etc. 

¶ Demonstration of compliance with principles of good governance/standards set by recognised 

authorities, eg Housing Corporation, Audit Commission, National Housing Federation, etc. 

¶ Efficiency/effectiveness of the Board, ensuring the value added is proportional to the cost of the 

Board administration, etc. 
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Process 
All Board members will be asked to complete an individual review, which may be via an on-line 

questionnaire or by completing a set of appraisal forms.  The review aims not to test knowledge but to 

focus on improving Board performance as a whole.  The assessment is likely to take between forty minutes 

and an hour to complete and the process should be completed within a few weeks. 

When all Board members have completed the questionnaires they will be reviewed by a facilitator/external 

consultant who will provide the Chair with a series of reports identifying strengths and areas of weaknesses 

and with specific recommendations about improving individual performance and that of the Board 

collectively.   

Each Board member will be informed by the Chair whether their contribution is either satisfactory or 

unsatisfactory.   When a member’s contribution is considered to be unsatisfactory, he or she is informed of 

the improvement required and offered training if appropriate.  Areas where improvement may be required 

by individual members could include one or more of the following: 

¶ Better attendance 

¶ More effective preparation for meetings 

¶ More effective contribution to Board meetings including  

o clearly stating the member’s view on matters under discussion and  

o expressing dissent without being disruptive 

Normally a Board member will be given 12 months to improve his or her performance, with a warning that 

failure to do so is likely to result in his or her membership of the Board being terminated following the next 

appraisal. 

A presentation will be given at the annual strategy review session and the Board will discuss and review its 

performance as a Board as well as reviewing the appraisal process.  The Board will agree an action plan to 

meet the development needs identified and a timescale for implementation. 
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Termination 

The appointment as a Board member will terminate forthwith if the Board determines that they cease to 

be a Board member or if the Board member: 

¶ Is not reappointed as a Board member at the relevant Annual General Meeting or any subsequent 

AGM at which the Board member is required by the Governing Rules to retire 

¶ Is removed as a member of the Board by resolution passed at General meeting of the shareholders 

held in accordance with the Governing Rules 

¶ Ceases to be a member of the Board whether by reason of their vacating office or otherwise 

pursuant to any provision in the Governing Rules 

¶ Fails to attend three consecutive Board meetings, unless the Board makes an exception 



Bexley Churches Housing Association | Board Member Handbook 
 

22 

 

Confidentiality Policy 

Introduction  
The Association is fully committed to the principles of openness and accountability but also recognises the 

need to safeguard the rights of individuals to confidentiality, and to ensure that their interests and welfare 

are not prejudiced by improper or unauthorised disclosure. 

Any information concerning the personal circumstances of individuals which is not a matter of public 

record will be treated as confidential.  This includes information provided by clients seeking a service 

provided by the Association, as well as applications for employment, personal records and tenders and 

quotations for services and work. 

The Association recognises the importance of maintaining confidentiality in respect of certain information 

about its business activities for commercial reasons. 

Principles  
Confidentiality does not mean secrecy; rather it is about having a professional approach to handling and 

disclosure of information. 

All Board members and officers are under a duty to ensure that personal information remains confidential.  

Discussing tenants and applicants in public, ie to any third party, or in an unprofessional context is 

unacceptable. 

Disclosure of personal information will only be exchanged between individuals and organisations outside 

the Association on a ‘need to know’ basis.  Normally this will mean where there is a compulsion in law or 

there is a definable threat to the individual concerned or those with whom they would be in contact. 

No information regarding current or former Board members will be given out without the prior approval of 

the Board member. 

No confidential papers or minutes of meetings will be released to a third party without the prior approval 

of the Chief Executive or the Chair.  All papers and minutes of a confidential nature will be marked so. 

Confidential records and information must be shredded as soon as their period for retention has expired. 

No Board member or member of staff will discuss the Association’s work with the media other than as set 

out in the procedure for dealing with the press and media. 

Information obtained in the course of employment or tenure as a Board member must not be used for 

personal gain or benefit, nor will it be passed to others who might use it in such a way. 

All confidential information relating to tenders or other commercially sensitive matters must not be 

disclosed to any unauthorised person or organisation 

All sensitive information, ie information relating to the racial or ethnic origin of the individual, political or 

religious beliefs, trade union membership, physical or mental health, sexual life, actual or alleged 

committal of offices or any proceeding relating to it, will be kept and handled confidentially.  The collection 
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of details relating to sex and ethnic origin is permitted for the purpose of equal opportunities monitoring 

but individuals concerned will be informed what the information will be used for. 

Details of business transactions, marketing strategies, regulatory issues, etc must not be disclosed as this 

could lead to the Association suffering financial loss or damage to its reputation. 

Breach 
Any failure by staff to comply with any of the above may result in disciplinary action being taken. 

Should a Board member act in breach of this policy it will be considered an act of serious misconduct. 

 

 DECLARATION OF CONFIDENTIALITY 

I confirm that I have read and understood the Confidentiality Policy and confirm that I understand the 

duty of confidentiality to Bexley Churches Housing Association and to my follow Board members. 

 

Signed _______________________________  Date _____________________________ 
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Urgency Procedure 

Introdu ction  
The Board recognises that urgent decisions may be necessary between scheduled meetings that could not 

be foreseen at the preceding meeting or are outside the general or any specific authority delegated to 

employees. 

Under the National Housing Federation’s Code of Governance that the Association has adopted, urgent 

decisions should be taken in accordance with predetermined arrangements as set out in the organisation’s 

constitution or standing orders. 

Decisions involving major issues of policy or principle, or major financial risk to the Association, will be 

dealt with by additional meeting(s) of the Board.  All other decisions will be dealt with through Chair’s 

Action. 

Additional  Board Meetings  
Additional meetings of the Board may be called by the Secretary, or by the Chair, or by two Board members 

who give written notice to the Secretary specifying the business to be carried out.  The Secretary shall call 

an additional Board meeting on at least 24 hours’ notice but not more than 14 days’ notice to discuss the 

specified business.   

However, decisions may be required that are within the parameters of the policies adopted by the 

Association and are without major financial risk to Bexley Churches Housing Association.  Also, it may be 

impracticable for a variety of reasons to convene a special meeting urgently.  In such circumstances it is 

appropriate that a decision be taken under Chair’s Action. 

#ÈÁÉÒȭÓ !ÃÔÉÏÎ 
Where it is not possible to convene an additional Board meeting the Chair will consult with as many Board 

members as possible before making any decision.  This consultation may be in person, by telephone, or by 

email.  

Any decision reached under the Urgency Procedure will be relayed by the Chair to the Chief Executive and 

reported back to the next available Board meeting. 
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Directors and Officers Insurance 

The National Housing Federation provides its members with Directors and Officers insurance as part of 

their membership.  The purpose of this insurance is to safeguard Board members and staff against personal 

loss following a wrongful act. 

The policy protects the personal legal liabilities of Board members and staff of the Association against 

damages, judgements, settlements and defence costs, but excludes civil or criminal fines or penalties 

imposed by law, punitive or exemplary damages, or taxes. 

Loss has to occur due to a wrongful act – any actual or alleged breach of duty, breach of trust, neglect, 

error, misstatement, omission, breach of warranty or authority, libel and slander or any other act 

committed solely by the insured in the course of the activities of the Association. 

The policy does not cover dishonest or illegal acts which result in a financial loss for the Association. 

Directors and Officers liability will help Board members and staff to accept their responsibilities without 

fear of personal loss but it is not insurance for actions by Associations themselves against their Board or 

staff. 

The policy includes 

¶ £250,000 for any one claim in respect of pollution defence costs cover 

¶ £250,000 for any one claim against Board members in respect of Professional Indemnity and 

limited annually to £1 million per housing association and its subsidiaries 

Cover is subject to an annual aggregate limit of indemnity of £20,000,000 for all insured associations.  

Pollution defence costs cover is subject to an aggregate limit of £1,000,000 for all insured associations, 

deductible from the full policy aggregate limit. 

The National Housing Federation has purchased an Indemnity Policy protecting all Board or staff members 

and volunteers from claims made against them in their capacity as representatives of the organisation. 

Cover for the organisation under the policy is conditional upon immediate notice in writing to the National 

Housing Federation of any claim made against any person insured by the policy or of the receipt of notice 

from any persons of intention to make a claim against any person insured by the policy. 

If any Board member or staff member is aware of any such claim or any such notice of intention or of any 

circumstances or incident which may give rise to a claim, he or she will immediately notify the Chief 

Executive in order that notice in writing together with all relevant details can be submitted to the National 

Housing Federation. 
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Board Members’ Expenses 

Introduction  
The Association will reimburse Board members’ reasonable expenses incurred whilst performing their 

duties as set out below when they are undertaking any of the following activities: 

¶ Attendance at Board or Committee meetings 

¶ Attendance at Tenant meetings 

¶ Attendance at Service Users meetings 

¶ Attendance at any other meeting on official business 

¶ Attendance at organised training activities (either in-house or external) and conferences 

All claims for reimbursement for out-of-pocket expenses must be passed to the Chief Executive for review 

and authorisation prior to settlement on a quarterly basis.  Expenses claims should be supported by 

receipts or other documents evidencing the expenditure. 

Travelling Expenses  
The Association will reimburse the costs incurred in attending agreed functions either at the Association’s 

offices or a designated location as follows: 

¶ Public transport (eg train (standard class), bus or taxi fares) 

¶ Car mileage at the rate paid to members of staff 

¶ Car parking costs.  The Association will not be responsible for paying for parking fines or removal of 

wheel clamps 

¶ Reasonable refreshments purchased whilst travelling 

Telephone Calls 
The Association will reimburse the costs of calls incurred using home or mobile telephone on the 

Association’s business together with associated VAT. 

Accommodation  
The Association will reimburse the costs of previously agreed overnight accommodation together with 

related meals when on Association business. 

Child Care/Carers  Costs 
The costs of child care or carers for elderly or disable partner/relatives to enable Board members to attend 

meetings, conferences, etc will normally be reimbursed as follows: 

¶ The actual costs involved up to a maximum of 10 hours in any one 24-hour period at the National 

Child Minders Association published maximum fee for the Greater London Area 

¶ When extended care is required to enable attendance at conferences, away-days, etc, a maximum 

of £50 per child per 24-hour period may be claimed 

¶ Additional assistance for special needs will be considered individually by the Chair or Vice Chair in 

consultation with the Chief Executive.  These costs must be agreed prior to the event. 
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