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Summary
The Management Committee’s role is to direct the work of the Association, review its performance and ensure compliance with all statutory and regulatory requirements.  The Committee has the final responsibility for the Association running smoothly and meeting all its obligations and future strategy.

Governing Instrument
The Association must act in accordance with its Governing Instrument.

For Keniston, this is the NHF model rules 1998 with options for Associations with charitable status and minor amendments.

1 
The Management Committee has the following functions, responsibilities and proceedings:


1.1 Functions
The rules of the Association (D1) states that the Management Committee should direct the affairs of the Association according to its objects and rules. Included are to:
· decide the association’s strategy in conjunction with the senior staff;
· define and ensure compliance with the values and objectives of the association and ensure these are set out in each annual report;
· establish policies and plans to achieve those objectives;
· approve each year's accounts prior to publication;

· approve each year’s budget before the start of the financial year;
· establish and oversee a framework of delegation and systems of control;
· agree policies and make decisions on all matters that create significant financial risk to the association or which affect material issues of principle;
· monitor the association's performance in relation to these plans, budget, controls and decisions;
· appoint (and if necessary remove) the Chief Executive (if any);
· satisfy itself that the association's affairs are conducted in accordance with generally accepted standards of performance and propriety;
· take appropriate advice.


1.2 Legal
The Association must remain solvent.  
The Association must always act within its powers.

On behalf of the Management Committee the Finance Manager delivers the accounts on time and in the statutory form, and submits annual returns as required to regulatory bodies.
1.3 Regulatory
The Committee is responsible for ensuring compliance with the Tenant Services Authority Regulatory Code.

1.4 Association shareholding membership
Applications for membership of the Association will be considered by the Committee in accordance with the Membership Policy.  Applications from people or organisations in the localities in which the Association operates, or who have a legitimate interest in the work of the Association will be welcomed by the Committee, unless one interest group exceeds 33% of the membership.

Applications for membership from tenants will be accepted where that tenant is applying to sit on the Management Committee. 


1.5 Committee Membership
Ensure that the membership and conduct of the Committee complies with the rules of the Association so as to avoid any constitutional difficulty. 

The three longest serving members of the Committee retire each year according to the rules of the Association.

Members who are unable to attend four consecutive meetings of the Committee without special leave of absence are deemed to have vacated their positions according to the rules.  The Committee has discretion to decide whether such members may continue with their membership of the Committee.

The Committee may appoint co-opted members onto the Committee providing the reason for their appointment, what their voting rights are and whether their appointment is linked to a task or purpose is made clear.  

Members of the Committee are not paid for their time spent on the business of the Association.  Travelling expenses may be claimed at the same rate/s for staff and the cost of training will be met in accordance with the agreed procedure.

The committee has agreed that committee members should ideally have amongst them the following skills and experiences:

the housing needs that the association aims to meet 
residents needs and concerns
community involvement
enthusiasm for excellent customer service
strategic management in a public or private body
general business activities including the management of staff, property and contracts
finance
legal matters
community relations including equal opportunities
working with local authorities
residential development 
building maintenance
public relations
personnel matters/human relations management 
management of information technology
knowledge of issues about environmental responsibility.

It is the Association’s aim to include up to three residents as members of the Management Committee.
1.6 Officers
Those holding the positions of Chair, Vice Chair, Treasurer, and Secretary retire after each Annual General Meeting.  These posts will be appointed at a Management Committee meeting following immediately after the Annual General Meeting.

The Chair and Vice Chair will support the Chief Executive by having regular meetings to discuss issues of importance and review his or her work plan.  

Where timing is critical, the Chair may be authorised by the Committee to take a decision outside of Committee meetings (see Delegated Authorities).  In exceptional circumstances, and only where it is not possible to hold an emergency meeting, the Chair may take a decision on behalf of the Committee after consultation with the Vice Chair.

The office of Company Secretary is undertaken by the Finance Manager who must be co-opted onto the Committee but as an employee does not have voting rights.

1.7 Sub Committees
Sub committees may be appointed at any time by the Committee providing their terms of reference, delegated authority and duration are set out clearly.

1.8 Meetings
The Committee will normally meet at least seven times a year. (The minimum requirement in the rules is three meetings). Four of these meetings will include reports from members of the Management Team and a review of performance.  

The quorum for committee meetings is five committee members or half the membership, whichever is lower.  The quorum for Annual General Meetings is the greater of six or one tenth of the membership.


1.9 Reports
Receive and consider reports from staff on the following:
Departmental/ Performance Reports quarterly (Chief Executive’s Report, Housing Service Manager’s Report, Repair Service Manager’s Report, Finance Report).
Business Plan (including a long term financial plan)
The Budget
Policy 
Strategy
Complaints

1.10 Subsidiaries
The Committee should decide on the structure of related organisations within the group, if applicable, having regard to Tenant Services Authority’s guidance and legal advice.  No-one may be appointed to the positions of Chair or Vice Chair of more than one related organisation.

1.11 Seals
The Committee must authorise the affixing of seals by resolution.  The Association’s seal must be accompanied by the signatures of one member of the Committee and the Company Secretary.

1.12 Borrowing
Loans over £50,000 or requiring security must be expressly approved by Committee.

1.13 Land
With the exception of Right to Buy sales, acquisition or disposal of land or property must be approved by the Committee.


1.14 Set a remuneration strategy for staff and review salary levels for all posts every two years.

1.15 Policy
The Committee must consider, amend and approve policies, review existing policies and ensure all necessary policies are in place. The Committee may delegate the approval of policies to the Management Team.


1.16 Contracts
The Committee must approve any contract which is neither contained within the Association’s budget nor funded by the Homes and Communities Agency, the Tenant Services Authority, Local Authorities or other public body.

1.17 Fair treatment and equality of opportunity
The Committee has responsibility for ensuring that all its policies and operations are fair and give equal opportunity to all irrespective of race, gender, disability or any other characteristic which might identify or group people.  It is of great importance that committee members are committed to this principle.

1.18 Complaints
A sub committee of three members of the Committee will receive and consider complaints as the final stage of the Association’s complaints process where they have not been resolved by staff.  Numbers of complaints will be reported each quarter.

1.19 Litigation
Approval of any action for litigation where the legal costs cannot be contained within the budget or where the damage, loss or risk of loss exceeds £50,000.

1.20 Risk management
The Committee must annually review the risks the Association faces, and ensure reasonable action is taken to reduce and or manage risks as appropriate.  The risk of any new initiative or changes in business or the business environment should be actively considered.

1.21 Signatories
The Committee must decide which staff and members of the Committee are able to sign cheques and other documents on behalf of the Association. This is to be reviewed annually and is included in the Delegated Authorities document.

1.22 Liabilities
The Association will insure against liabilities that Committee members may incur through negligence or incorrect professional advice. Generally, individual Committee members will not incur personal liability if the rules of the Association and the law has not been broken.


1.23 Legal advice
Normally, senior staff will obtain legal advice about association matters and where relevant report to the Management Committee. Occasionally members of the Management Committee may wish to seek legal advice about association business direct from the Association’s solicitors. This is permissible. Members who feel they need to do this should either contact the Chief Executive or Chair prior to seeking that advice. Where this has been agreed by either the Chair or the Chief Executive, the costs of such advice will be met by the Association.


1.24 Continuous improvement
The Management Committee should  take the lead in ensuring that the Association is striving for continuous improvement in service delivery. 



2 
What is expected of Committee members

2.1 Committee members are expected to attend as many meetings as possible, although it is understood that attending all meetings will be difficult for most members.  In general, members are asked to aim to attend 75% of meetings of the Management Committee (including Special General Meetings and Annual General meetings) over the course of a year.

2.2 Committee members are expected to contribute to discussion and decision making at Committee meetings.  Decisions should always be made with the best interests of the Association in mind and should take account of the views of tenants wherever possible.


2.3 Committee members are expected to conduct themselves with the highest standards of integrity and probity and in accordance with legislative requirements, particularly Schedule 1    of the Housing Act 1996.  All possible and actual declarations of interest should be made immediately. Each year members of the committee are asked to sign to confirm that they continue to support the aims and ethos of the Association and to detail any possible conflicts of interest.


2.4 Members who are nominated by an organisation should always act and make decisions in a personal capacity.


2.5 Committee members may be requested to assist staff outside of committee meetings with matters where the member may have a particular expertise or interest.

2.6 Committee members should make prudent decisions which take account of and protect the considerable public investment in Keniston.

2.7 Occasionally, committee members may be asked to represent Keniston.  In such situations, the co-operation of members is appreciated. 


2.8 Committee members who obstruct the normal business of the Association or committee meetings or whose behaviour is unruly or brings disrepute on the Association will be removed from office as set out in rule D9 of the Association’s rules.

3 
Recruitment of committee members

3.1 To fill a vacancy, one of the following methods should be used.  At each recruitment  the need for the Management Committee to reflect the communities it serves should be considered.


a 
An open invitation in writing may be made to a range of organisations where there may be people with suitable skills.


b 
An advertisement may be placed in the local press, or housing or professional journals.


c  
By contacting the National Housing Federation’s “Get on Board” initiative, which puts individuals interested in governing body membership in touch with housing associations with suitable vacancies.


d 
Occasionally, existing members of the committee or staff may have knowledge of interested individuals with the right skills.  Such people may then be recommended for a vacancy.

3.2 A panel of at least three people is appointed by the Management Committee to interview prospective Management Committee members. The panel will usually include the Chief Executive and two committee members; the Chief Executive should be the only person employed by the Association on the panel. 

The purpose of the interview is to:
check that the candidate understands the responsibilities of committee membership; 
explore the contribution the candidate can make to Keniston;
ensure that the candidate is committed to equal opportunities and supports the aims, objectives and ethos of the organisation.  

3.3 Applications to the Management Committee will not be accepted from individuals who have previously been members of staff of Keniston Housing Association.
4 
Induction and training for committee members


4.1 All new committee members will be invited to attend an induction session.  This will include introductions by all the main managers to their areas of work, what is involved in this work on a day to day basis and what the current key issues are.  Induction is intended to give new committee members enough information to be able to begin to understand reports, the implications of decisions and to ask reasonable questions of managers.


4.2 New committee members are also provided with an Association “handbook” and a copy of the relevant National Housing Federation publication for committee members.  


4.3 Committee members are encouraged to take up opportunities for training which will enhance their knowledge and understanding of housing associations and further their work on the Management Committee.  Training will also be provided in a less formal way through committee meetings and members are asked to contribute to the topics to be covered in an annual programme.  

5 
Appointment and Election of the Chair

5.1 The Chair is elected annually at the first meeting of the Management Committee following the Annual General Meeting. 


5.2 The term of office for the Chair is normally anticipated as three years, subject to election by the Management Committee.  As a guide, the Chair should be appointed for no more than two terms.


5.3 A panel of three Management Committee members (excluding the Chair) should review the appointment of the Chair six months before the term of office is due to end.  The panel should review the Chair’s performance and decide whether to invite him/her to serve a further three year term. Should the panel decide that it is best for the Association to recommend that the current Chair be reappointed, even if he/she has served two terms, they may recommend further periods of office, normally one year at a time.


5.4 When a Chair comes towards the end of their term of office or when the panel decides not to invite the Chair to stand as Chair for a further term, or when the Chair indicates he/she wishes to stand down, the panel invites one or more Committee Members (elected or co-opted) to stand as Chair.


5.5 The office of Chair may not be occupied by a Committee Member who is also an employee of another housing association.


5.6 In addition, any other Committee Member is entitled to stand as Chair.


5.7 Nominations for the Chair should be made to the Company Secretary at least two weeks before the date of the next Management Committee meeting following the Annual General Meeting. 
 

5.8 A secret ballot will take place at the next meeting after the Chair retires or stands down. All elected Management Committee members are entitled to vote, and the votes will be counted by the Company Secretary.


5.9 Where the existing Chair does not have to stand down because he/she has not completed their term of office and is willing to continue as Chair, or if there is only one nomination, no vote is necessary.


5.10 A retiring Chair is entitled to serve out their term as an ordinary Committee Member if they so wish. 


6 
Responsibilities of the Chair
6.1 Ensure the efficient conduct of Management Committee and Annual General Meetings.  Encourage all members of the committee to express their views before an important decision is taken. The Chair should aim to ensure a balance between allowing reasonable discussion and efficient conduct of meetings.


6.2 Establish a constructive working relationship with and provide support for the Chief Executive.

6.3 Ensure that delegated authorities are sufficient to enable the Association’s business to be carried on efficiently between committee meetings.  

6.4 Ensure that the Management Committee receives professional advice when it is needed.

6.5 Ensure good governance by implementing the code of governance and the terms of reference of the Committee. 

6.6 Review the Committee proceedings annually and ensure that the Committee is made up of people with suitable skills for governing the Association. 
6.7 Where necessary, to take disciplinary action against the Chief Executive.

6.8 To formally appraise the work of the Chief Executive annually. In preparation for this the Chair will seek the views of all members of the Management Committee; the Management Team will also be invited to make comments to the Chair.  



7 
The Chief Executive
The Management Committee is responsible for the employment of the Chief Executive of Keniston. This responsibility includes to:


7.1 Recruit and appoint a Chief Executive in an orderly way and without delay to ensure that the Association is not left vulnerable because of a vacant post.  The appointment may be made with the assistance of an external consultant if this is considered appropriate.


7.2 Set a remuneration package sufficient to attract and retain the Chief Executive.  


7.3 Review the remuneration package of the Chief Executive every two years. The review should take place without any executive members of staff present.  Members of the Management Committee who are paid staff of other registered social landlords may contribute to the discussion but may not take part in a decision or vote concerning the Chief Executive’s remuneration. 


7.4 In the absence of a Chief Executive, ensure that appropriate arrangements are in place to manage to work of the association.  


7.5 Review the job description of the Chief Executive periodically. 



8 
National Housing Federation Code of Governance


8.1 In conjunction with this document, Keniston’s Management Committee adopted the National Housing Association Code of Governance 2004 in entirety, with the following exceptions and clarifications.


8.2 To continue to use the term “Management Committee” instead of  “Board” to reflect the social nature of much of the Association’s work.


8.3 Code of Governance sections B3 and C2.  The skills list in section 1.4 of this policy document is intended to clarify the Code.


8.4 Code of Governance section B5.  The quorum for Management Committee meetings is five voluntary members of the Management Committee.


8.5 Code of Governance section B9.  There is to be no policy for limiting the maximum number of members of the Management Committee who are also paid staff of other members of the National Housing Federation.


8.6 Code of Governance section C1 s4.  To continue to have no policy on the overall maximum terms of office for individual management committee members and officers. 


8.7 Members of the Management Committee are reminded of the need for openness, transparency, probity and accountability in the business of the Association, and of the requirements of Schedule 1 of the Housing Act 1996 (see appendix).


9 
Management Committee members’ expenses

9.1 Reimbursement of expenses may be claimed for reasonable travel and training expenses incurred by Committee members. 


9.2 Travel expenses incurred by Committee members to and from Committee meetings or other Association business may be claimed.  Receipts or tickets should be retained wherever possible.  In the case of members using their own cars, a mileage rate at the current Inland Revenue rates (max 2 litre) may be claimed.


9.3 In the case of training costs, these will normally be met by the Association direct.  Where Committee members want to undertake training, they should check with the Chief Executive about the availability of unspent budget before committing the expenditure.


9.4 All claims for payment of Committee members’ expenses should be made on the appropriate Association form, and must be authorised by the Chief Executive prior to being passed for payment.  If the Chief Executive is unable to verify the expenditure, authorisation of the Chair is required.


9.5 Reimbursement will be by cheque in the name of the committee member or electronic transfer of funds direct to the bank account of the committee member..


9.6 Expenses forms are available from the Chief Executive or Office Manager.

Approved at a meeting of the Management Committee held on  21 January 2009
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