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1. Introduction 
Purpose of this Policy 
Knowes Housing Association Ltd’s (KHA) Board of Management (also known as 
the Governing Body or the Board and the terms are used interchangeably within 
this policy) are a team of voluntary members who meet monthly to lead, direct 
and monitor KHA’s activities and set the strategic direction of the organisation. 
This policy presents the arrangements for recruiting new members to the Board. 
KHA’s Board aims to achieve the following outcomes from this policy: 

• Establish a clear, fair and consistent process for the recruitment of Board 
Members; 

• Assist potential candidates in understanding the role of a Board Member 
and the level of individual commitment required;  

• Strengthen KHA’s governance by basing Board Member recruitment 
decisions on our annual recruitment priorities and the best interests of 
KHA and service users; 

• To identify knowledge, skills and experience requirements of the Board 
through a variety of processes including annual appraisals for current 
members and recruitment, induction, training and succession planning for 
new and existing members; 

• Achieve equality of opportunity and treatment of Board candidates 
irrespective of any protected characteristic a person might have or be 
perceived to have;  

• Promote the work of the Board and the non-financial rewards members 
receive from this voluntary activity;  

• Compliance with KHA’s Rules, other policies and regulatory and legal 
requirements. 

 
KHA’s Vision and Values 
Knowes Housing Association Ltd, formed in 1998, is a is a charitable registered 
social landlord based in Faifley, Clydebank.  KHA is managed by a Board made 
up of volunteers including tenants, residents, and others with an interest in social 
housing.    KHA is registered with the Scottish Housing Regulator (No. HEP300) 
and is a Scottish Charity (SC027466).  
Our Vision is to - Shape the future of housing and improve the quality of life 
in our community.  
We deliver this Vision through the following core values: 
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• Respect and Equality of Opportunity - We treat everyone with respect 
and recognise and respond to their individual needs. 

• Customer Focussed - We ensure that our customers and community are 
at the centre of everything we do. 

• Communication - We communicate effectively with our customers and 
colleagues. 

• Continuous Improvement - We are committed to reviewing, developing 
and improving all of our services and processes. 

• Honesty and Professionalism - We behave in a professional manner and 
act with honesty and integrity. 

 
Our Vision can only be achieved through the leadership of our Board working in 
partnership with staff.  Prospective Board Members must support this Vision and 
these Values through their words, attitude and actions.  
 

2.   Legal and Regulatory Framework 
The Association is regulated by The Scottish Housing Regulator (SHR). The SHR’s 
Regulatory Framework 2024 sets out seven Standards of Governance and 
Financial Management. Relevant to this policy are particular elements under these 
Standards: 
Standard 6 (RS6) – ‘The governing body and senior officers have the skills 
and knowledge they need to be effective.’ 
Guidance 
6.1 
The RSL has a formal, rigorous and transparent process for the election, 
appointment and recruitment of governing body members. The RSL formally and 
actively plans to ensure orderly succession to governing body places to maintain 
an appropriate and effective composition of governing body members and to 
ensure sustainability of the governing body. 
6.2 
The governing body annually assesses the skills, knowledge, diversity and 
objectivity it needs to provide capable leadership, control and constructive 
challenge to achieve the RSL’s purpose, deliver good tenant outcomes, and 
manage its affairs. It assesses the contribution of continuing governing body 
members, and what gaps there are that need to be filled. 
6.3 
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The RSL ensures that all governing body members are subject to annual 
performance reviews to assess their contribution and effectiveness. The governing 
body takes account of these annual performance reviews and its skills needs in its 
succession planning and learning and development plans. The governing body 
ensures that any non-executive member seeking re-election after nine years’ 
continuous service demonstrates continued effectiveness. 
6.4 
The RSL encourages as diverse a membership as is compatible with its 
constitution and actively engages its membership in the process for filling 
vacancies on the governing body. 
6.5 
The RSL ensures all new governing body members receive an effective induction 
programme to enable them to fully understand and exercise their governance 
responsibilities. Existing governing body members are given ongoing support and 
training to gain, or refresh, skills and expertise and sustain their continued 
effectiveness. 
6.6 
If the governing body decides to pay any of its non-executive members then it has 
a policy framework to demonstrate clearly how paying its members will enhance 
decision-making, strengthen accountability and ownership of decisions, improve 
overall the quality of good governance and financial management and deliver value 
for money. 
6.7 
The governing body is satisfied that the senior officer has the necessary skills and 
knowledge to do their job. The governing body sets the senior officer’s objectives, 
oversees performance, ensures annual performance appraisal, and requires 
continuous professional development. 
 

3. Responsibilities of the Board and Rewards 
Responsibilities 
Our Board is a team of people who lead, direct and monitor KHA’s activities and 
set the strategic direction of the Association. The roles and responsibilities of 
Board Members are as laid out in the Assocation’s Standing Orders Policy and 
Rule Book.   
Board Members are required to combine their skills, knowledge and experience 
to deliver the following responsibilities which reflect the Regulatory Standards of 
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Governance and Financial Management as set out by the Scottish Housing 
Regulator. 

Conduct 
Prospective Board Members will be required to commit (in writing) to upholding 
KHA’s Code of Conduct for Governing Body Members before joining the Board 
and to renew that commitment annually for as long as they remain on the Board. 
The Code of Conduct is based on these seven principles of good governance: 

• Selflessness • Openness • Honesty 
• Objectivity • Integrity • Accountability 
• Leadership   

People wishing to join the Board must be committed to serving the best interests 
of KHA and its tenants and to supporting the decisions of the Board, even on 
occasions when they disagree with them. Candidates must not be motivated by 
alternative or personal agendas.  

Commitment from Board Members 
KHA’s Board meets monthly (on dates agreed in advanceby the Board). As well 
as attending meetings and contributing to discussions, Board Members are 
expected to prepare for those meetings by reading the reports provided in 
advance. They are also required to participate in additional events such as 
annual appraisal meetings, training and business planning sessions.  

Rewards 
Although being a Board Member is unpaid (only out of pocket expenses are 
reimbursed), Board Members regularly experience the following non-financial 
rewards: 

• Often the most rewarding aspect of serving on our Board is the sense of 
personal wellbeing and satisfaction gained from contributing to a cause 
aimed at benefiting the local community. 

• KHA provides an effective induction and ongoing training and 
development to Board Members. As well as gaining new skills and 
knowledge, this learning can be used as evidence of personal 
development for some qualifications and can help members to work 
towards achieving or maintaining a professional body accreditation. 

• Experience gained as a Board Member often enhances individual 
employment prospects – knowledge and experience in strategic planning, 
resource planning, risk management and performance monitoring are 
attractive to many employers. 
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• Being a Board Member can also make good use of skills and knowledge 
gained by:  

• retired people during their previous employment  
• current or previous educational study 
• life experiences 

• The Board is a team of people who care about the provision of quality 
housing and the positive impact that this and excellent services have on 
the wellbeing of local people. Meeting and working with new people who 
share these aims leads to a deeper connection with the community and 
others.   

The next section of this policy sets out the steps we will take to recruit new Board 
Members in order to ensure the good governance of KHA. 
 

4.  Recruitment for Good Governance 
Annual Recruitment Priorities 
KHA’s Board will annually agree recruitment priorities based on a self-
assessment of the skills, knowledge, diversity and objectivity that it needs for its 
decision-making. This assessment is based on the results of our annual 
collective and individual Board appraisal system and other good quality sources 
of information and advice.  These priorities will be published on our website and 
in any Board recruitment promotional materials we produce. 
As well as identifying the learning needs of existing Board Members, this work 
identifies what gaps there are that need to be filled through recruitment. This 
process considers the governance responsibilities of the Board as well as the 
strategic challenges and opportunities facing KHA. 
For example, the retirement of a Board Member with specific technical 
knowledge/skills in construction may lead to a priority being set to encourage 
candidates with these qualities to apply in order to fill the gap that will be caused 
by that retirement. Recruitment priorities such as this can also apply to other 
specialised or general governance knowledge/skills, local knowledge or diversity 
factors that help the Board to reflect the community it serves. 
KHA believes that having a mix of established and new Board Members is key to 
achieving good governance because we benefit from both experience and new 
ideas. The in-depth knowledge and understanding of experienced Board 
Members is vital. However, new members can bring a new perspective that can 
help us to improve. Achieving the right mix of experience and new perspectives 
will also influence our recruitment priorities.  
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Eligibility for the Board 
To be an elected member of the Board of a Registered Social Landlord, 
individuals first need to be members of the RSL. Membership eligibility is 
determined by the membership policy, which is kept under review by the staff 
and Board.   
 
Membership eligibility is defined in the Association’s Rules.  Prospective Board 
Members will be required to confirm that they meet the eligibility requirements set 
out in our Rules in Appendix 1. Prospective Board Members will also be required 
to sign the Office of the Scottish Charity Regulator’s (OSCR) Declaration Form 
confirming that they meet the eligibility requirements included in Appendix 3 and 
the Declaration of Interest Policy in  Appendix 4. Failure to meet any of these 
requirements will result in an application to join the Board being rejected. 

Categories of Board Membership 
Based on the recruitment priorities identified, KHA will seek to recruit new 
Management Board Members to one, some or all of the following categories: 

• promoting opportunities to shareholding members for election at our 
Annual General Meeting (AGM). 

• appointing a shareholding member to fill a casual vacancy. 

• co-opting people. 

Promoting Opportunities to Shareholding Members for 
Election 
KHA’s Membership Policy includes a commitment to encourage the shareholding 
membership to consider joining the Board. 
Elections to vacant places on the Board will take place at each AGM. The 
procedures for being considered for election are set out in KHA’s Rules (Rules 39 
– 41) and consist of: 

• Notification of election to all shareholding members. 
• Nomination. 
• Election. 

In accordance with the Rules, members will be notified not less than 28 days 
before the Annual General Meeting of the intended AGM date and the Committee 
nomination process, including details of existing and anticipated Board 
vacancies.  Nominees will be asked to meet with the Chairperson and another 
Board Member to discuss their candidacy and learn more about the role and 
responsibilities of being a Board Member.  
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Nominations must be in writing using the form provided by KHA and a 
shareholding member must be nominated by an existing shareholder – 
shareholders cannot nominate themselves for election to the Board. Completed 
nomination forms must arrive at KHA’s registered office at least 21 days before 
the AGM. Nominations received after this deadline cannot be considered for 
election.  
Elections at the AGM will be conducted by a poll. Every member either present in 
person or who has an appointed representative present will have one vote for 
each place to be filled. Each candidate will be asked to provide a short biography 
(no more than 200 words) that will be sent to all members and appointed proxy 
representatives in advance of the AGM where possible in order to inform their 
voting choices. The biography will be structured by KHA and ask candidates to: 

• Describe what abilities they offer KHA compared to the annual recruitment 
priorities set by the Board and the Board Member Person Specification. 

• Explain their motivation for wanting to join KHA’s Board. 

A further copy of the printed biographies will be handed out on arrival at the 
AGM. 
Where the number of candidates standing for election is less than or equal to the 
number of vacant places, the Chairperson will declare them elected without a 
vote. The nomination and election of Board Members are governed by Rules 39 
to 41. 

Filling Casual Vacancies 
A casual vacancy occurs when an elected Board Member leaves the Board 
between AGMs. The Management Board has the authority to appoint a 
shareholding member to fill a casual vacancy until the time of the next AGM. 
Those appointed to fill casual vacancies will be required to stand down from the 
Management Board at the next AGM – they can seek election if they wish to 
continue. 
Those filling casual vacancies have full Board Member status.  

Co-opting People 
In accordance with KHA’s Rules (Rule 42), the Board can co-opt people to the 
Board – there is no requirement for co-optees to be shareholding members. 
People co-opted can only serve on the Board until the next AGM and can be 
removed by the Board before that. 
Co-optees can take part in Management and Sub-Board discussions and vote at 
meetings on all matters except those which directly affect KHA’s Rules, its 
membership or the election of Office Bearers. Co-optees cannot stand for or be 
elected to an Office Bearer position. 
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People who are co-opted must not make up more than one-third of the total 
number of elected Management Board Members at any one time and will not be 
counted when establishing whether the minimum number of Board Members are 
present to allow a Board or Sub-Board meeting to take place. 

 

5.  The Recruitment Process 
Benefits of a Consistent Process 
KHA aims to establish a clear, fair and consistent process for the recruitment of 
Board Members irrespective of the Board membership category being pursued. 
Having a process that treats all candidates equally will enable KHA to: 

• Achieve a fair and consistent approach to Board recruitment. 

• Assist prospective Members in understanding the role, responsibilities and 
conduct requirements of the Board. 

• Ensure that KHA recruits Board Members who best meet the recruitment 
priorities previously agreed by the Board. 

• Provide the necessary levels of support to candidates in order to ensure 
that no person is disadvantaged and to achieve equality of opportunity. 

• Enhance compliance with KHA’s Rules, other policies, regulatory 
requirements and the law. 

Publicity 
Aside from the process of notifying shareholders about Board vacancies leading 
up to the AGM, KHA will also advertise vacancies and anticipated vacancies 
through the use of: 

• Information to shareholding members of KHA. 

• Adverts in the local press, KHA’s website and social media and online 
publications. 

• Information to partner organisations and professional/trade bodies. 

• Information to tenant organisations and community groups. 

• Information to other voluntary organisations and social enterprises. 
 
Adverts will highlight the recruitment priorities, particular skills and knowledge we 
seek to strengthen the Board. 
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Stage 1: Recruitment Pack to Candidates 
Prospective Board Members will be issued a recruitment pack, consisting of the 
following: 

• Information on background and history of KHA.  

• A copy of this Policy. 

• A Board Member Role Description. 

• A Board Member Person Specification. 

• A copy of KHA’s Rules  

• A Board Member Application Form, which asks for information relating to 
the prospective Member’s eligibility to become a Board Member, details of 
their knowledge, experience and skills, and for personal information to allow 
equal opportunities monitoring (Appendix 2). 

• OSCR Declaration Form (Appendix 3) 

• Declaration of Interest Policy (Appendix 4) 

• A Nomination Form (Appendix 5) 

On receipt of the returned Board Member Application Form, the prospective 
Member’s eligibility to join the Board will be established using the criteria 
presented in Appendix 1, 2, 3 and 4. Ineligible applicants will be advised verbally 
and in writing and will not be permitted to progress further. 

Stage 2: Candidate Meeting with the Chairperson/Members 
of Board 
Eligible prospective Members will then be invited to attend a meeting with two 
members of the Board and a member of the Senior Management Team. 
Preferably the Chairperson will be involved in the as this will bring a level of 
consistency to the process and enable the Chairperson to develop a level of 
expertise in this area. However, in the absence of the Chairperson then the Vice-
Chair may be involved or a member of the Employment Sub-committee. The 
purpose of this meeting is to: 

• Establish that the prospective Member understands the role of a Board 
Member. 

• Establish the contribution likely to be made by the prospective Member, in 
the light of the knowledge, experience, skills and personal qualities sought 
by KHA. 
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• Establish the prospective Member’s match with the recruitment priorities 
already agreed by the Board. 

• Consider any specific training or additional requirements needed to enable 
the prospective Member to fulfil a Board Member role. 

• Highlight the potential non-financial rewards from Board work. 

• Explain and confirm prospective Member commitment to the Code of 
Conduct requirements for Board Members. 

• Ensure that prospective Members are motivated by serving the best 
interests of KHA and tenants, and not alternative or personal agendas. 

• Ensure that prospective Members can adequately meet the level of 
commitment required. 

• Answer any questions from the prospective Member. 

In the case of prospective members seeking to fill casual vacancies or co-option, 
this meeting is compulsory. (Please note: it is not a condition that members 
nominated must attend this meeting in order to be considered for election at the 
AGM. However, this meeting forms an important early connection with existing 
Board Members that will enhance the induction process for those eventually 
elected.) Prospective Members who have been nominated in the lead up to an 
AGM will be asked if they will write a short biography for distribution to the 
shareholding membership.  
In the case of casual vacancies and co-option, following the meeting, the 
Chairperson will lead a discussion between the KHA representatives on the 
strength of the application in order to form a recommendation to the Board.    

Stage 3: Observing a Board Meeting 
The prospective board member will be invited to observe a board meeting to 
provide an insight into what is involved.  

Stage 4: Chairperson Report to the Board 
In cases where applications are made out with the AGM nomination process, the 
Chairperson/Vice-Chair will report to the Board with a recommendation. Where 
appointment is recommended the most appropriate category of membership will 
be proposed (i.e. co-option or filling a casual vacancy).  
The report will compare the application against the recruitment priorities set by 
the Board and the Board Member Person Specification. A recommendation to 
appoint will be made where the KHA representatives who attended the meeting 
with the prospective Member conclude that the recruitment priorities have been 
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met and they currently meet or have strong potential to meet the Board Member 
Person Specification.  
Recommendations to appoint will be conditional on the prospective Member 
attending a Board meeting to meet Board Members, introduce themselves and 
observe non-confidential agenda items.  
Board will make the final decision on appointment after the prospective Member’s 
attendance at a meeting. 

Stage 5: Notification of Board Decision 
The Chairperson will inform prospective Members of the Management Board’s 
decision in writing within one week of the Board meeting.  
The Board’s decision in this matter will be final and there will be no right of 
appeal. 
 

6.  Board Induction 
It can be daunting for new Board members when they join.  In order for those 
members to fully contribute to the work of the Board and not be overwhelmed by 
the amount there is to learn about the Association, it is important that new 
members are welcomed, supported, provided with relevant information and have 
induction training.  
 

Background  
New Board members join the board following election, appointment or co-option. 
Prior to joining, they are likely to give some understanding of the Association and 
its activities, of its Board and/or aspects of its governance. However, new 
members are likely to be unfamiliar with the detail, complexity and expectations 
of being a Board member. They may well be uncertain and apprehensive and 
have questions about the Association, their role and responsibilities. Knowes is 
committed to supporting its new members in order that they can contribute 
effectively, meet the expectations of being a Board member and bring value to 
the work of the Association.  
 
New Board members need time to settle in, get familiar with procedures and 
better understand the governance and activities of the Association. It is important 
that that new members are supported through this process and the Association 
recognises everyone learns in different ways and at different speeds depending 
on their previous experience and strengths. The Association will ensure that 
induction is phased over a period of up to a year after becoming a Board 
member; the induction will then be complete. Reviews will take place over the 
induction period to ensure that Board members feel supported, that training 
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needs have been identified, that they have benefited from training opportunities 
and are able to contribute at the level required.  
 

Induction Process  

The induction process will help ensure new Board members:  
 

• Become familiar with their new role and responsibilities  
• Learn how the Association operates and the different roles and 

responsibilities of staff and Board  
• Get to know their colleagues on the Board as well as the senior staff 
• Develop an understanding of the operating environment  
• Understand the main challenges facing the Association and its strategic 

objectives  
• Become familiar with the key organisations that are there to support 

Associations.  
 
The Induction Process for new Board Members will involve:  
 

• Initial meeting with CEO or Chairperson: Following their election, new 
members will be invited to a meeting with the CEO. This meeting will take 
place before the new member attends their first Board meeting. The 
purpose of the meeting will be to welcome the new Board member, talk 
about the Association and its activities; the Board and its role; the role of 
staff, particularly senior staff.  

• Meeting with Corporate Services: This meeting will be to discuss the 
induction process involving some of the activities included in Appendix 6.  
An Induction Pack will be provided and briefly explained. It will also 
introduce the new member to the standards expected of the Association 
and its Board members.   

• Introductory Sessions with Business Areas: In order to help the new 
Board member understand the work and structure of the Association, the 
Corporate Services Team will organise meetings with senior staff and 
managers at the Association’s office. As well as providing the new 
member with information and the opportunity to ask questions, they will be 
given a tour of the office and introduced to staff in the various 
sections/departments.  

• Papers for the first Board Meeting: The new Board member will be 
offered the opportunity to talk though the papers for their first Board 
meeting with the CEO in order that they understand what is in them and 
identify any initial questions.  

• Attending the first Board Meeting: When attending their first Board 
meeting, the new member will be formally welcomed by the Chairperson 
or the CEO and will be introduced to other members of the Board and staff 
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in attendance. During the meeting the Chairperson, the CEO or the 
Corporate Services/Compliance Officer will ensure that background is 
provided, terminology explained, and new Board members will be given 
the opportunity to ask questions. At the end of the meeting the CEO or the 
Corporate Services/Compliance Officer will ask the new member for any 
feedback on the meeting and on the papers and answer any questions 
they may have.  

• Support and Mentoring: New Board members will be offered the support 
of an experienced Board or staff member to act as a mentor who will help 
the new member settle in and support them through their first year. The 
Board or staff member acting as mentor, who will have been provided with 
clear guidelines to help them in that role, will meet regularly with the new 
Board member to provide support, advice, guidance and information on 
aspects of the Association’s work.  

• Introductory Training: Knowes have signed up to Share’s e-learning 
portal providing online bespoke courses that are linked to the Board’s role. 
These can be completed at the new Board member’s own pace, thus 
giving tools to learn, develop and grow in their role. Knowes also have an 
Board Library section on the Board Portal, located on Admincontrol which 
has a wealth of information that will help increase the new member’s 
knowledge. 

• Board Member Development Plan: The new Board member will be 
expected to take part in any training identified. These may be run in-house 
or by an external organisation and are normally held prior to a Board or 
Sub-committee meetings. Training is designed for the whole Board and is 
designed to develop knowledge and understanding and the effectiveness 
of the Board. The new member will be invited to participate in any Board 
review and planning events which take place during the year. 

• Annual Review Meeting: An annual appraisal is carried out on each 
Board member. This will be linked to an assessment of individual 
performance and effectiveness to Knowes HA’s governance. Based on 
that interview and process, we will draw up a structured training and 
development programme for individuals and for the Board as a whole.  

 
Further information on Board Induction is included under Appendix 6.   

7. Board Succession  
 

Knowes Housing Association recognises the importance of succession 
planning to ensure that the organisation is prepared for any future changes or 
challenges and to mitigate risk.  Succession planning applies to Knowes HA’s 
Board of Management, including the succession of the office bearer positions 
of Chairperson and Vice-Chairperson.  
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The main aims of Board Succession Planning for Knowes HA are to:  
 

• Ensure that there are a sufficient number of members on the Management 
Board and regulatory requirements are met.  

• Ensure that the Board receive training to carry out their role effectively and 
to promote good governance.  

• Ensure that members of the Board are equipped to fill office bearer roles. 
• Ensure that the Association is prepared if a member of the Board decides 

to step down and that any vacant positions are filled, and skills/knowledge 
gaps are addressed.   

 
1. Election of Office Bearers 

 
The Board recognises that it is good practice to ensure that the election of 
office bearers is done transparently, and that appropriate training is provided 
to prospective office bearers in advance of members taking up relevant 
places on the Board. 

 
Knowes operates a Board Annual Appraisal process which also seeks to 
identify members with the relevant skills and interest in becoming office 
bearers and the succession plan will reflect discussions held during annual 
appraisals.  This also helps to shape the training plans for the Board to 
ensure that there are individuals that have the appropriate skills and 
knowledge to fill office bearer roles when the current members step down.  
 
Knowes HA’s Board members are dedicated volunteers therefore it is 
important to us that we retain and develop our members.  The Board are 
provided with learning and development opportunities to enhance their skills 
and knowledge so that they can make decisions that are consistent with 
Knowes HA’s aims and objectives and the relevant legal and regulatory 
requirements.   

 

8.  Board Appraisals 
Board Member Appraisals will be carried out annually.  The appraisals will cover 
key areas to assess the skills, knowledge and experience of the Board as a 
whole and of individual members.  
 
Knowes HA will analyse skills gaps and training needs arising from the appraisal 
process for the Board as a whole and for individual Board members; we will then 
create, implement and monitor a training plan and individual plans respectively to 
enhance Board members’ knowledge, contribution and the effectiveness of the 
Board as a whole. 
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The Chairperson will carry out the appraisals of the other Board Members and 
may be supported in this task by an appropriately qualified external consultant.    
 

Chairperson’s Appraisal  
 
The Chairperson’s appraisal will be carried out by the Vice-Chair or an external 
consultant if appointed by Board.  During this process the Board Members will be 
invited to comment on the performance of the Chairperson and they will receive 
feedback on this during their appraisal.   
 

CEO’s Appraisal 
 
The CEO appraisal will be carried out after the Board appraisals by the 
Chairperson/Vice-Chair. During this process and the Board will also be asked to 
comment on the performance of the CEO.   
 

Board Succession Plan 
 
The Board Succession Plan will be updated following the Board Appraisals. 
 
 

9.  Board Member Exit Feedback  
 
When a Board Member’s term ends or they step down from their role, they will be 
invited to complete a short exit survey to share their experience of serving on the 
Board. The aim is to learn what has worked well and where improvements can be 
made, so the Board can continue to strengthen its effectiveness and member 
experience. Taking part is voluntary, and responses will be kept confidential and 
shared with the Board only in a summarised and anonymised way where 
appropriate. The exit survey is included in Appendix 7 to this policy. 
 
 

10. Equal Opportunities 
We will strive to achieve equality of opportunity and treatment for all in all that we 
do.  We will do this irrespective of any protected characteristic a person might 
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have or be perceived to have. Section 4 of the Equality Act 2010 specifies nine 
protected characteristics: 

• Age 

• Disability 

• Marriage and civil partnership 

• Pregnancy and maternity 

• Race 

• Religion or belief 

• SexGender reassignment 

• Sexual orientation 
We will consider the needs of hard to reach groups and will make reasonable 
adjustment, if possible, to assist people to apply to join the Board and play an 
active role once appointed. 
Practical steps we will take to fulfil our equal opportunities commitments for this 
Policy will include: 

• Open advertising of Board vacancies will include communication with hard 
to reach groups. 

• We will encourage diversity in reviewing our annual Board recruitment 
priorities to ensure that the Board reflects the community we serve (based 
on ethnicity, disability, gender and age). 

• Meet with all candidates with a disability who meet the Board eligibility 
criteria and consider them on their abilities. 

• Ensure there is a mechanism in place to discuss, at any time, but at least 
once a year, with disabled Board Members what we and they can do to 
make sure they can develop and use their abilities.  

• Take action to ensure that all Board Members and employees develop 
disability awareness. 

• We will hold candidate and Board meetings in venues fully accessible to 
those with a physical disability. 

• Provide reasonable support to candidates who have learning difficulties 
with form completion and dealing with paperwork.  

• Provide reasonable support to candidates with physical disabilities with 
transport requirements associated with this Policy.  

• We will ensure that the CEO and the Corporate Services/Compliance 
Officer support the work of Board Members in implementing this policy in 
order to ensure compliance with good practice and legal and regulatory 
requirements. 
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• We will record reasons for selection and rejection of candidates for Board 
vacancies. 

• We will only ask health related questions to allow us to assist candidates 
during the recruitment process and to ensure reasonable adjustment can 
be made to accommodate the person and to ensure the person is able to 
carry out essential aspects of the role. 

11. Policy Review 
This Policy was adopted by the Board on 28th April 2026. It will be reviewed 
every three years or more often if required. 
 
 
Approved by the Board on:  28th April 2026 
 
Signed: 
 
 
Chairperson/Vice-Chair 
 
 
 

Signed: 
 
 
Staff Member 



   

21 
 

 
Appendix 1:  Eligibility to Join the Board – KHA Rules Extract 

 
 
43.1 A person will not be eligible to be a Board Member and cannot be appointed or 

elected as such if:- 
 

 43.1.1 he/she has been adjudged bankrupt, has granted a trust deed for or 
entered into an arrangement with creditors or his/her estate has been 
sequestrated and has not been discharged; or 

 43.1.2 he/she has been convicted of an offence involving dishonesty which is 
not spent by virtue of the Rehabilitation of Offenders Act 1974 or an 
offence under the Charities and Trustee Investment (Scotland) Act 2005; 
or 

 43.1.3 he/she is a party to any legal proceedings in any Court of Law by or 
against the Association; or 

 43.1.4 he/she is or will be unable to attend the Board Meetings for a period of 12 
months; or 

 43.1.5 he/she has been removed from the Board of another registered social 
landlord within the previous five years; or  

 43.1.6 he/she has resigned from the Board in the previous five years in 
circumstances where the resignation was submitted after the date of 
his/her receipt of notice of a special Board meeting convened to consider 
a resolution for his/her removal from the Board in terms of Rule 44.5; or 

 43.1.7 he/she has been removed from the Board in terms of Rules 44.4 or 44.5 
within the previous five years; or 

 43.1.8 he/she has been removed, disqualified or suspended from a position of 
management or control of a charity under the provisions of the Law 
Reform (Miscellaneous Provisions) (Scotland) Act 1990 or the Charities 
and Trustee Investment (Scotland) Act 2005; or 

 43.1.9 he/she has been removed from the office of charity trustee or trustee for 
a charity by an order made by the Charity Commissioners for England 
and Wales or by Her Majesty’s High Court of Justice in England on the 
grounds of any misconduct in the administration of the charity for which 
he/she were responsible or to which he/she were privy, or which his/her 
conduct contributed to or facilitated; or 

 43.1.10 a disqualification order or disqualification undertaking has been made 
against that person under the Company Directors Disqualification Act 
1986 or the Company Directors Disqualification (Northern Ireland) Order 
2002 (which relate to the power of a Court to prevent someone from being 
a director, liquidator or administrator of a company or a receiver or 
manager of company property or being involved in the promotion, 
formation or management of a company). 
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Appendix 2:  Board Member Application Form  
 

 
 

Application to join the Board of Management (Committee) 
Have you ever thought about getting involved? 

 
Knowes Housing Association is run by a Board of Management (also known as the 
Committee). The Board helps make important strategic decisions about how Knowes is 
run and how services are delivered. 
 
We are keen to hear from individuals who want to have a say and help shape the future 
of the Association. 
 
If you require any assistance in completing this form, or if you would like an informal 
meeting to discuss what is involved in being a Board Member, please contact the 
Corpoate Services Team on 01389 877 752 or email info@knowes.org.  
 
You do not need previous experience – full support and training is provided. 

 
Section 1 – Your Details 
 
Name: 
...................................................................................................................... 
Address: 
...................................................................................................................... 
Postcode: 
.................................................... 
Phone number: 
.................................................... 
Email (if you have one): 
...................................................................................................................... 

 
Section 2 – Your Connection to Knowes 
 
What is your connection to Knowes Housing Association Ltd?  
 
Please tick what applies: 
 
☐ Tenant 
☐ Customer / Service User 
☐ Other 
 
If you selected ‘Other’ please state your connection with Knowes below:  
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.................................................................................................................... 
 

 
 
Section 3 – Why You’re Interested 
 
In your own words, tell us why you would like to get involved in this voluntary 
role. 
 
...................................................................................................................... 
...................................................................................................................... 
...................................................................................................................... 
 

 
 
Section 4 – Skills, Experience & Contribution 
 
The Board regularly reviews the mix of skills, experience and knowledge needed for 
effective governance (Rule 37.6). 
 
4. What skills, experience, or knowledge would you bring to the Board? 
(This could include, but is not limited to:) 
 

• Housing or community involvement 

• Governance or committee experience 

• Finance, audit, or risk 

• HR, legal, IT, or procurement 

• Health, care, or support services 

• Tenant and lived experience 

...................................................................................................................... 

...................................................................................................................... 

...................................................................................................................... 

...................................................................................................................... 
 
5. Have you previously served on a Board, committee, or similar body? 
 
☐ Yes  ☐ No 
 
If yes, please give brief details: 
 
...................................................................................................................... 
 

 
Section 5 – Time Commitment 
 
Board Members are expected to: 
 

• Attend Board Meetings (a minimum of 6 per year – Rule 48) 

• Prepare for meetings by reading papers in advance 
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• Take part in training and an annual appraisal 

• Act at all times in the best interests of the Association (Rule 37.7) 

• Attend the Association’s Annual General Meeting and any additional special 
meetings.  

• Attend at least one Strategy Day per year.  

 
Section 6 – Membership Status 
 
To be eligible to serve as a Board Member, you must be a Share Member of Knowes 
Housing Association Ltd (or be eligible for membership), in accordance with Rule 37.3. 
 
Are you currently a Share Member of Knowes Housing Association Ltd? 
☐ Yes  ☐ No 
 
If No, membership will be required prior to appointment. 
...................................................................................................................... 
 
Section 7 – Important Eligibility Questions 
 
There are some legal rules about who can be on the Board.  
Please tick Yes or No to each of the questions below.  
 

1. Are you currently bankrupt or in a formal debt arrangement? 
☐ Yes  ☐ No 

2. Do you have any unspent convictions for dishonesty? 
☐ Yes  ☐ No 

3. Are you involved in any legal action with Knowes Housing Association? 
☐ Yes  ☐ No 

4. Are you unable to attend meetings for the next 12 months? 
☐ Yes  ☐ No 

 
Section 8 – Support & Accessibility 
 
Have you got a recognised disability? 
 
☐ Yes  ☐ No 
 
If Yes, please provide details below.  
 
...................................................................................................................... 
 
Is there anything we can do to support you to take part? 
(e.g. training, access needs, confidence support, information provided in another format 
e.g. audio, large print, Brialle, or another language) 
 
...................................................................................................................... 
 



   

25 
 

Section 9  
 
Are you related to an existing Board Member or employee of Knowes or one of our 
contractors? 
 
☐ Yes  ☐ No 
 
If Yes, please provide details below.  
 
...................................................................................................................... 

  
 

Section 9 – Your Declaration 
 
Please sign below to confirm that you have answered the above questions honestly.  
 
Signature: 
.................................................... 
Date: 
.................................................... 

 
 

What Happens Next? 
 
Once we receive your forms we will establish your eligibility to join the Board.  Ineligible 
applicants will be advised of the reasons why and will not be able to progress further. 
 
 
Return your form to: 
 
FAO Corporate Services Team 
Private and Confidential 
Knowes Housing Association Ltd 
10 Field Road, Faifley 
Clydebank, G81 5BX 
Email:  corporateservices@knowes.org  
Or hand it in at the office to a member of the corporate services team. 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:corporateservices@knowes.org


   

26 
 

 
 

Equality, Diversity, and Inclusion Monitoring Form 
 
Information for those completing the form 
 
Why are we asking for equality information? 
We collect equality information to help us to plan and deliver effective services and to 
meet our legal and regulatory obligations.  
 
What do we do with equality information? 
We use equality information for a range of purposes, including to help us to: 
• protect and promote your rights and interests;  
• promote equality objectives across our services;  
• identify and address our customers’ needs, and improve our services; and 
• identify and eliminate any form of discrimination. 
 
Do you need to answer every question? 
By answering as many questions as possible you will help us meet your needs better, 
but we provide options throughout this form to allow you to provide only the information 
you want to give us.  You can complete some questions and not others or you can 
complete parts of questions.  The form has space for you to tell us more about your 
needs if you want.   
 
We may ask for some information in other forms where this is required by law. For 
example, where we need to know your age if you are applying for a home as only those 
over 16 years old can be registered on our housing list. 
 
How do we process your equality information? 
We process equality information strictly in line with data protection law, including by: 
• processing your equality data confidentially; 
• restricting access only to relevant staff members; 
• retaining equality information only as long as necessary;  
• sharing data only as lawfully permitted; and 
• destroying data securely. 
 
Who do we gather equality information about? 
We gather equality information from: 
• people who apply for a home; 
• tenants; 
• people who apply for a job with us; 
• our employees; 
• board members; and 
• elected members (in case of local authorities) 

 
Other formats: We can provide this document in alternative formats and languages if 
required and if you require help completing the form please contact us by telephone 
(01389 877 752) or email (info@knowes.org) and a member of staff will be able to 
assist you with this.  

mailto:info@knowes.org
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Age 
 
Alternative format: 
 
Please tick the band for your age:  16–24  25–34  

35–44  45–54  
55–65  65+  

Prefer not to say   
 
Belief or religion 
 
Please tick the box which best describes your belief or religion from the list below? 
 
Buddhism:  
Christianity  
Catholic:  Protestant:  Other:  
Hinduism:  
Islam:  
Judaism:  
Sikhism:  
Other religion (please state what this is):   
No specific belief in religion (for example, atheism or agnosticism):  
Other belief (for example, humanism):  
Prefer not to say  

 
Disability 
 
Are you a disabled person?   Yes  No  

 
If yes, please tick the box which category you would use from the following list: 
Autoimmune: (for example, multiple sclerosis, HIV, Crohn’s/ulcerative 
colitis) 

 

Learning difficulties: (for example, Down’s Syndrome)  
Mental health issue: (for example, depression, bi-polar)  
Neuro-divergent condition: (for example, autistic spectrum, Dyslexia, 
dyspraxia) 

 

Physical impairment: (for example, wheelchair-user, cerebral palsy)   
Sensory impairment – hearing impairment   
Sensory impairment – visual impairment  
Other: If none of the categories above apply to you, please specify the 
nature of your impairment. 

 

Prefer not to say  
 
Ethnicity  
Please tick the box that best describes your particular ethnic group:  
 
African  
African, African Scottish or African British:  
Other African background (please specify):  
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Asian, Scottish Asian or British  
Bangladeshi, Bangladeshi Scottish or Bangladeshi British:  
Indian, Indian Scottish or Indian British:  
Pakistani, Pakistani Scottish or Pakistani British:  
Chinese, Chinese Scottish or Chinese British:  
Other Asian background (please specify):  

 
Black or Caribbean 
Caribbean, Caribbean Scottish or Caribbean British   
Black, Black Scottish or Black British  
Other Caribbean or Black background (please specify)  

 
Mixed groups 
Mixed or multiple ethnic group (please 
specify) 

 

 
White 
English  
Gypsy Traveller  
Irish  
Polish  
Roma  
Scottish  
Welsh  
Other British  
Other group (please specify your ethnic group)  
Prefer not to say  

 
Marriage and civil partnership   
 
Are you presently in a civil partnership? Yes  No  
Are you presently married? Yes  No  
Prefer not to say   

 
Pregnancy and maternity 
 
Are you pregnant? Yes  No  
Have you taken maternity or paternity leave in the past 
year? 

Yes  No  

Prefer not to say   
Sex 
 
What is your sex? Female  Male  Intersex  
Prefer not to say   

 
Gender re-assignment (trans/transgender) 
 
Do you consider yourself to be a trans person? Yes  No  
Prefer not to say   

 
Sexual orientation 
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What is your sexual orientation? 
Bisexual  
Gay man  
Heterosexual/straight  
Lesbian/ gay woman  
Other  
Prefer not to say  
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Appendix 3:  OSCR Declaration Board Member Induction 
Checklist 
 
 
Board Members – Annual Declaration for OSCR  
 
Purpose 

 
This pro forma serves the following purposes: 
 
a) it allows Board members to make a declaration about the Code of Conduct, as 

required by Rule 37.5 of the Association’s constitution; 
b) it allows members to register any external interests that they may have; 
c) it allows Board members to confirm that none of the criteria outlined at Rule 43 

of the Association’s constitution applies to them; and 
d) it allows Board members to confirm that they are aware of, and undertake to 

comply with, the key requirements of the Scottish Charity Regulator’s guidance 
for trustees. 

 
All members are required to complete all sections in order to join or remain on 
the Board. 

 
Please note that you are required to sign each section separately. Any 
additional information should be noted on a separate sheet and securely fixed 
to this document. 
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In its “Guidance for Charity Trustees”, the Charities Regulator (OSCR) 
outlines its expectations of trustees of charitable organisations in 
Scotland. The guidance replaces the previous Charities and Trustee 
Investment (Scotland) Act 2005 (“the 2005 Act) Charities (Regulation and 
Administration) (Scotland) Act 2023 (“the 2023 Act) and is relevant to 
Board members as Knowes Housing Association is a Scottish charity. 
 

General Duties 
In line with section 66 of the 2005 Act, I agree to comply with the 
following at all times: 
• Act in the interests of the Association; 
• Seek, in good faith, to ensure that the Association operates in a manner that 

is consistent with its objects and purpose; 
• Act with the care and diligence that it is reasonable to expect of a person 

who is managing the affairs of another person; and 
• Ensure that the Association complies with the provisions of the 2005 Act, 

and other relevant legislation. 
 

Disqualification 
You cannot become or remain or be re-elected as a Board Member of a 
charitable RSL if one or more of the following applies to you: 

 
• is an undischarged bankrupt 
• has an undischarged Protected Trust Deed (PTD) 
• has an existing individual voluntary arrangement (IVA) to pay off debts 

with creditors. (This only applies to trustees living in England, Wales or 
Northern Ireland) 

• is subject to a bankruptcy related measure, that is:- 
- the subject of a bankruptcy restrictions order, interim order or 

undertaking under the Bankruptcy (Scotland) Act 2016, the 
Insolvency Act 1986 or the Insolvency (Northern Ireland) Order 
1989 

- in the moratorium period under a debt relief order under the 
Insolvency Act 1986 or the Insolvency (Northern Ireland) Order 
1989. (This only applies to trustees living in England, Wales or 
Northern Ireland) 

- the subject of a debt relief restrictions order, interim order or 
undertaking under either of these enactments.  (This only applies 
to trustees living in England, Wales or Northern Ireland) 
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• is disqualified from being a company director 
• has been removed by the Court of Session under the 2005 Act (or earlier 

legislation) from being a charity trustee or being concerned in the 
management or control of any charity or body 

• has been removed as a trustee, charity trustee, officer, agent or employee 
of a charity by the Charity Commission for England and Wales (“CCEW”) 
or the High Court in England due to misconduct or mismanagement 

• has been subject to a disqualification order or disqualification undertaking 
made by the CCEW under section 181 of the Charities Act 2011 
disqualifying me as a charity trustee 

• has been found guilty of contempt by a Court in England and Wales in civil 
proceedings for making a false disclosure statement 

• has been removed as a charity trustee or trustee of a charity by the 
Charity Commission for Northern Ireland (“CCNI”) or the High Court in 
Northern Ireland due to misconduct or mismanagement. 

• has been found guilty of disobedience to an order or direction of CCEW or 
CCNI on an application to the High Court in England or Northern Ireland 

• Has an unspent conviction for any of the following: 
- an offence under the 2005 Act 
- an offence under section 77 of the Charities Act 2011 
- an offence under section 13 or 19 of the Terrorism Act 2000 
- an offence specified under section 41 or 42 of the Counter-

Terrorism Act 2008 as an offence to which Part 4 of that Act 
applies 

- a money laundering offence within the meaning of section 415 of 
the Proceeds of Crime Act 2002 

- an offence under any of the following sections 1, 2, 6 or 7 of the 
Bribery Act 2010 

• an offence of perverting the course of justice including in particular- 
- false accusation of a crime 
- perjury 
- prevarication on oath 
- prison breaking 
- subordination of perjury 

• an offence of wilful neglect of duty by a public official 
• an offence, under the law of England and Wales, of misconduct in public 

office 
• any other offence involving dishonesty 
• an offence committed by aiding, abetting, counselling, procuring or 

inciting the commission of any of the offences detailed above 
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• an offence committed by attempting or conspiring to commit any of the 
offences detailed above 

• is a designated person under the following anti- terrorist legislation: 
regulations 
 

• 8 to 12 of the ISIL (Da'esh) and Al-Qaida (United Nations Sanctions) (EU 
Exit) Regulations 2019, regulations 11 to 15 of the Counter-Terrorism 
(International Sanctions) (EU Exit) Regulations 2019, regulations 11 to 15 
of the Counter-Terrorism (Sanctions) (EU Exit) Regulations 2019  

• is subject to the notification requirements of Part 2 of the Sexual Offences 
Act 2003 (on the sex offenders register).   

 
 

 
I,   , confirm that I understand and agree 
to abide by the criteria outlined under the section headed “General Duties”, 
above. I also confirm that none of the disqualification criteria applies to me. I 
further undertake to notify the Association’s CEO immediately if there is any 
change to this. 

 
 
Full Name: ____________________________________________________ 
 
 
Role on Board: ________________________________________________ 
 
 
Signed:_______________________________________________________ 
 
 
Date:__________________________________________________________ 
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Appendix 4:  Declaration of Interest Policy 
 

Knowes Housing Association Ltd. 
Committee Member’s Annual Declaration - Committee Year X 
 
PURPOSE 
 
This Pro Forma serves the following purposes: 
 

A. It allows Committee Members to make a declaration about the Code of 
Governance. 

B. It allows Members to register any external interests that they may have; 
C. It allows Committee Members to confirm that none of the criteria outlined at rule 

43 of the Association’s Constitution (pertaining to eligibility for the Committee) 
applies; and  

D. It allows Committee Members to confirm that they are aware of, and comply with, 
the key requirements of the Scottish Charity Regulator’s guidance for trustees. 

 
All Members are required to complete all sections in order to join or remain on the 
Committee. 
 
Please note that you are required to sign each section separately. Any additional 
information should be noted on a separate sheet and securely fixed to this document. 
            
  
 
SECTION A – Personal Details  
Name:            
 
Position on the Committee:         
 
SECTION B – Declaration Regarding Code of Governance 
 
Have you been provided with your own individual copy  
of the Association’s Code of Governance for  
Committee Members?      Yes  No 
 
Have you read the code?      Yes  No 
 
Do you fully understand all sections contained in the code?  Yes  No 
 
Do you agree to abide by the code in its entirety?   Yes  No 
 
Please state any reason why you may not be able to adhere to the code: 
 
 
Signed: 
 
Date: 

 



 

35 
 

 
SECTION C – Committee Member’s Interests 
 
Association’s policy on declarations of interests requires all Committee Members to 
register any external interests they have which may come into conflict with the business 
of the Association or their position as the Committee Member. 
 
Please complete the following questions as fully and as truthfully as possible. If you are 
in any doubt about one or more responses, please raise this with the CEO who will offer 
you guidance.   
 

1. Do you have any involvement with a business which trades for profit?   
(Although Schedule 7 Housing (Scotland) Act 2001 has been repealed, Knowes 
Housing Association will continue to act within the spirit of Schedule 7, this is 
likely to mean that the Association will not be able to enter onto a contract with 
this business) 

 
Yes 

 No 
 

2. Do you have any involvement with any organisation which may seek services 
from the Association? 

Yes   
No 

 
3. Do you have any involvement with any organisation which may seek funding or 

other support from the Association (this would include grants to residents 
organisations)? 

 
 Yes    
No 

 
4. Do you have any involvement with any organisations from which the company 

may secure a loan, for example banks and building societies? (Apart from where 
the involvement is as a customer, for example a Committee Member has a 
mortgage or account with the bank) 

Yes   
No 
 

5. Are you a member of any other Registered Social Landlord? Yes    
No 

 
If you have answered “Yes” to any of the above questions, please provide full details 
below (Continue on a separate sheet if required) 
 
I,     ______________________, confirm that the above 
responses are full and honest.  I further undertake to notify the Association’s CEO 
immediately if there is any change to this. 
 
Signed: 
Date: 
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SECTION D – Declaration Regarding Eligibility to Serve 
 
The following excerpt is taken directly from the Association’s rules. Please read it 
carefully and sign the declaration only if none of the criteria applies. 
 
You cannot become or remain or be re-elected as a Committee member if one of the 
following happens to you: 
 

• You are declared bankrupt under the bankruptcy (Scotland) Act 1993; 
• You are involved in an arrangement with your creditors; 
• In the opinion of a qualified medical doctor, you are unable to go to the 

Committee meetings for 12 months because of incapacity due to physical or 
mental illness; 

• You are sent to prison for a month or more or have been convicted of a crime of 
dishonesty for which the rehabilitation is excluded in terms of the said act; 

• You are involved in any legal proceedings in any Court of Law by or against us; 
• You are or will be away for a period of 12 months and are thus unable to attend 

the Committee meetings; 
• You have been removed by The Scottish Housing Regulator from the Committee 

from another housing Association; 
• You have been removed from a charity under section 7 of the Law Reform 

(Miscellaneous Provisions) (Scotland) Act 1990 (in connection with the power of 
a court to remove or suspend any person who is concerned in the management 
or control of a charity); or 

• A disqualified Order has been made against you under the Company CEOs’ 
Disqualification Act 1986 (Which relates to the power of a court to prevent 
someone from being a CEO, liquidator or administrator of a company or a 
receiver or manager of company property or being involved in the promotion, 
formation or management of a company). 

 
 
 
I,     ___________________, confirm that none of the above 
applies to me. I further undertake to notify the Association’s CEO immediately if there is 
any change to this. 
 
 
 
 
 
 
Signed: 
 
Date: 
 
 
 
 
 



 

37 
 

 
SECTION E – Declaration in Relation to Charitable Status 
 
In its “Guidance for Charity Trustees” document published in 2006, the Charities 
Regulator (OSCR) outlines its expectations of trustees of charitable organisations in 
Scotland. 
 
The Guidance is based on the Charities and Trustees Investment (Scotland) Act 2005 
(“the 2005 Act) and is relevant to Committee Members as Knowes Housing Association 
became a charity in February 1998. 
 
General Duties  
 
In line with section 66 of the 2005 Act, I agree to comply with the following at all times: 
 

• Act in the interests of the Association; 
• Seek, in good faith, to ensure that the Association operates in a manner that is 

consistent with its objects and purpose; 
• Act with care and diligence that is reasonable to expect of a person who is 

managing affairs of another person; and  
• Ensure that the Association complies with the provisions of the 2005 Act, and 

other relevant legislation. 
 
Disqualification 
 
You cannot become or remain or be re-elected as a Committee Member of a charitable 
RSL if one or more of the following applies to you: 
 

• You have an unspent conviction for dishonesty or an offence under the 2005 Act; 
• You are an undischarged bankrupt 
• You have been removed under either Scottish or English Law or the courts from 

being a charity trustee; 
• You have been disqualified from being a Company CEO. 

 
 
I,    _________________________ , confirm that I understand 
and agree to abide by the criteria outlined under the section headed “General Duties”, 
above. I also confirm that none of the disqualification criteria applies to me. I further 
undertake to notify the Association’s CEO immediately if there is a change to this. 
 
 
 
 
Signed: 
 
Date:  
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Appendix 5:  Nomination Form for Election to the Board 
of Management 

 
 
 
 
 

 
NOMINATION FOR ELECTION TO THE BOARD OF 

MANAGEMENT OF KNOWES HOUSING ASSOCIATION LTD. 
 

SECTION A  
 
To be completed by member making nomination  
 
I      _____________________________________________, hereby nominate  
       (name of member)  
 
       _____________________________________________, for election  
       (name of nominee)  
 
onto the Board of Management of Knowes Housing Association Ltd.  
 
Nominating Member’s Signature:  _________________________________  
Membership Certificate No:  _________________________________  
Date:      _________________________________  
 
SECTION B  
 
To be completed by member accepting nomination  
 
I hereby agree to be nominated for election onto the Board of Management of 
Knowes Housing Association Ltd and confirm that I am eligible to join the Board 
in accordance with Rules 37 and 43.  
 
Signature: 
_________________________________________________________  
Full Name: 
_____________________________________________________________  
Address: 
___________________________________________________________  
Occupation: 
___________________________________________________________  
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Membership Category (please tick or specify): 
 
☐ Tenant 
☐ Service User 
☐ Other Individual 
☐ Organisational Representative (name of organisation): __________________ 
  
Membership Certificate No: _______________________ 
 
Date:___________________________ 
 
 
Please include with the form a short statement on why you would like to join 
Knowes Housing Association Ltd’s Board of Management including information 
about previous work experience and interests:- 
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Appendix 6:  Board Member Recruitment and Induction 
Checklist 
 

Member Details 
First Name:  
Middle Name:   
Last Name:  
Co-opted Date:  
Appointment Date:  
Nationality:  
Date of Birth:  
Occupation:  
Current Address:  
Post Code:  
Time at current address:  
If time at current address is less 
than three years, please state 
why: 

 

Previous Address:  
Postcode:  
Telephone Number:  
Mobile Number:  
Personal Email Address:  

 
 

Office Use Only 
Receipt of 
Documentation  

Date Issued / 
Requested  

Date Returned /  
Saved on File  

Privacy Notice    
Declaration of Interest 
Form  

  

Code of Conduct – Board 
Acceptance  

  

ICT Acceptable Use 
Policy  

  

Rules of the 
Association/Eligibility for 
the Board  

  

Health & Safety 
Responsibility - Board  
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Equalities Monitoring 
Form 

  

Proof of ID: Passport / 
Driving Licence  
(Photographic ID 
required) 

  

Letter of appointment to 
Governing Body 

  

Procedure for submitting 
apologies 

  

Staff contact details   
Biography Details / 
Wording Confirmed 

  

Prepare induction 
schedule 

  

Organise IT equipment if 
required 
(tablet/laptop/login/email) 

  

Issue welcome and 
induction programme 
email 

  

 
 
 

Introduction to Knowes 

Issue Activity With Whom Completed by 

Welcome 
Welcome and 
introduction to the Board Chair or CEO  

Governance 

Explanation of function 
and services: 
– History of organisation Chair or CEO    

Governance 

–Vision, mission, values 
and ethics 
– Board and Board 
structure 
– Departmental structure 
and hierarchy 
– Tour of site 
– Terminology, jargon 
and glossary of 
company-specific terms 

Corporate 
Services/ 
Compliance 
Officer  
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Introduction to Knowes 

Issue Activity With Whom Completed by 

Governance 
– Initial discussion re: 
contribution 

Chair, CEO or 
Corporate 
Services/ 
Compliance 
Officer  

Governance  

– Outline of appraisal / 
review process 
– Training needs analysis 

Corporate 
Services/ 
Compliance 
Officer  

Internal 
relationships 

Introduction to senior 
staff and outline of each 
functional area of the 
company – organised by 
the Corporate Services 
Team Senior Staff  

Strategic 
planning 

– Give copy of strategic 
plan 
– Discuss strategic plan 
and progress Chair or CEO  

Governance 

Provide policies and 
procedures (available on 
Admincontrol): 

Corporate 
Services/ 
Compliance 
Officer  

Governance 

Give copies of relevant 
meeting notes: 
– Schedule of dates of 
board meetings 
– Give copy of last year’s 
board minutes 

Corporate 
Services/ 
Compliance 
Officer  

Finance 

– Give copy of annual 
report and accounts 
– Give copy of most 
recent budget report 

Corporate 
Services/ 
Compliance 
Officer or Senior 
Finance Officer  
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Introduction to Knowes 

Issue Activity With Whom Completed by 

Complaints  
Provide overview of 
complaints procedure 

Corporate 
Services/ 
Compliance 
Officer  

 
 

 

Signed Board Member: _____________________________________ 
 
Signed CEO/CSCO:_______________________________________________ 
 
Date: __________________ 
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Appendix 7:  Board Member Exit Survey  

 

 
 

Board Member Exit Survey 
 

Thank you for your hard work and dedication to Knowes Housing 
Association Ltd’s Board. 
 
We would be grateful if you could provide some feedback on your 
experience to help us strengthen our governance and support future Board 
members. 

 
 
1. How would you describe your overall experience as a Board Member? 
 
�� Very Positive 
�� Positive 
�� Neutral 
�� Negative 
�� Very Negative 
 
Comments: 
 
________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 
2. Did you feel your skills and expertise were effectively used? 
 
�� Yes 
�� Partially 
�� No 
 
Comments: 
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________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 
3. How would you rate the effectiveness of Board operations? 
 

• Meetings: 
�� Excellent �� Good �� Fair �� Poor 

• Communication: 
�� Excellent �� Good �� Fair �� Poor 

• Decision-making: 
�� Excellent �� Good �� Fair �� Poor 

 
4. What aspects of your Board experience worked well? 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 
5. What improvements would you suggest for the Board or Knowes? 
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 
6. What is your primary reason for leaving the Board? 
 
�� End of term 
�� Change in personal circumstances 
�� Increased workload 
�� Governance concerns 
�� Dissatisfaction with Board operations 
�� Other (please specify): _________________________ 
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7. Would you consider rejoining Knowes Board in the future? 
 
�� Yes 
�� Possibly 
�� No 
 
Comments: 
 
________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 

8. Any final comments or reflections? 
 
________________________________________________________________

________________________________________________________________

________________________________________________________________ 
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