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 DEFINITIONS  
  
  
The Rules (National Housing Federation Model Rules 2015) 
  

 National  Housing Federation (NHF)    
  
NHF Code of Governance 2020  
  
Homes England(HE)  
  
Department for Levelling Up, Housing and Communities (DLUHC) and   
  
The Regulator for Social Housing(RSH)  
  
Accounting Standards Board  
  
Cooperative and Community Benefit Society Act 2014  
  
Registered provider  
  
Statement of Recommended Practice(SORP)  
  
Social Housing Regulatory Standards  
  
Financial Statements  
  
Annual Report  
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THE GOVERNANCE OF   
MASONIC HOUSING ASSOCIATION   

 
 

 GOVERNANCE FRAMEWORK       
  

1.  Introduction  
The governance of Masonic Housing Association(MHA) is derived from its legal status, its 
adoption of the Model Rules, the regulatory background to social housing and its Standing 
Orders which are set out on pages 7 – 26.   

  
2. Legal background  
MHA was formed in 1975 and specialises in the provision of sheltered housing for older 
people.    
  
It is a non-profit making organisation registered as a Charity under the Co-operative and 
Community Benefit Societies Act 2014 registered number 21444R and registered as a 
Registered Provider with the Social Housing regulator (registration number L0673).   
  
MHA’s portfolio comprises 5 sheltered housing schemes in: 

Aylesbury – Buckinghamshire 
South  Woodham Ferrers – Essex 
Wellingborough – Northamptonshire 
Rugeley – Staffordshire 
Stratford upon Avon – Warwickshire  
  

3. The main objects  
The objects of MHA, as set out in part A in its Rules are as follows:  
  

A2: The association is formed for the benefit of the community. Its charitable objects 
shall be to carry on for the benefit of the community:   

A2.1: the business of providing and managing housing, including Social Housing, 
and providing assistance to help house people and associated facilities, amenities 
and services   
A2.2: any other charitable object that can be carried out from time to time by a 
registered society registered as a provider of Social Housing with the Regulator.  
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4. Vision and Mission   
MHA’s vision is ‘to ensure that our tenants, both now and in the future, live in safe 
affordable, fit for purpose accommodation’.  
  
MHA’s mission statement is ‘we are committed to providing affordable, quality sheltered 
housing to Freemasons, their family connections and others in need that are over the age 
of 55 who are able to live independently’.  
  
MHA seeks to maintain a high standard of management with a commitment to quality of 
service and customer engagement.  
 
5. Regulatory framework  
MHA is required to comply with regulations and standards set by the following:   
   

• The Regulator for Social Housing’s Regulatory Standards   
• Statement of Recommended Practice (SORP), applicable to registered social  

housing providers   
• As a member of the National Housing Federation, the NHF Code of Governance 

2020   
 
These documents are available for viewing by Board Members in the ‘Members Area’ of the 
MHA website.  
 
6. The Board of Management  
MHA is governed by a Board of Management (the Board) The structure and functions of the 
Board and its committees are set out in Standing Orders and Policies and Procedures. The 
Governance Handbook and the Standing Orders are reviewed annually.    
  
In addition there is a Code of Conduct which members of the Board agree to follow from 
the date of their appointment.  
   
7. The Management & Finance Committee  
Reporting to the Main Board the remit of the Management and Finance Committee is to 
oversee, control and direct the application of MHA Policies covering the operations of the 
MHA Housing Schemes for the benefit of tenants. 
 

8. The Local House Committees  
A Local House Committee (LHC) has local control over each property. The Chair is 
appointed by the Provincial Grand Master of the Province in which the property is situated. 
The Chair may appoint up to 9 other members who will include the Scheme Manager (ex-
officio), a Vice Chairman, Secretary, Treasurer, Welfare Officer and a professionally 
qualified property surveyor. Meetings of the LHC will take place at least 4 times a year and 
use a prescribed agenda. Minutes of these meetings will be sent to MHA. The Chair will 
report to the MFC in writing in prescribed form (template Appendix 1).  
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9. The Scheme Managers  
The Scheme Managers are responsible for the day-to-day management of each property, 
reporting to the Chair of the LHC. They are supported by the LHC. In addition, they provide 
day to day living support to tenants and access to support agencies and perform other 
good neighbour tasks.  
      
10. The Administrator  
MHA has outsourced accounting for income and expenditure, preparation of management 
accounts and annual statutory financial statements, company secretarial, payroll and 
cash management to Knox Cropper, LLP Chartered Accountants. The bulk of the 
information sent to them will be derived from the 5 properties.  They will report principally 
to the Management & Finance Committee but will also act as Secretary to the Board.    
   
11. Shareholders  
Shareholders of MHA exercise their authority through general meetings, primarily in the 
election of members of the Board. It is their responsibility to ensure that the members of 
the Board can represent the interests of those they seek to serve and have sufficient 
expertise to handle the duties of the Board and to control the affairs of MHA.   

  



 

Page 7 of 61  
Governance Handbook - June 2026 

 

STANDING ORDERS 
(Adopted by the Board of Management 11th May 2023) 

 
 1.  PURPOSE   

1.1  The purpose of these Standing Orders is to set out the governance arrangements at 
Masonic Housing Association Ltd (MHA) and to ensure that Board Members, staff and 
others have a clear understanding of the decision-making structures, roles and 
responsibilities, and key governance policies.  

  
1.2  The Standing Orders have been written with reference to MHA’s Rules, the Regulator 

for Social Housing’s Regulatory Standards and the NHF Code of Governance 2020 
which the organisation has adopted.     

  
1.3  These Standing Orders provide the framework within which the Board, committees 

and staff should operate. The suite of documents also includes:   
  
•  Financial Regulations   
•  Scheme of delegations for financial, procurement, strategy, policy and other   
    matters   
•  Board Member Policy  
   

1.4  These documents should be read in conjunction with the other main documents 
which provide the overall governance framework for the association:   
  
•  The Masonic Housing Association National Housing Federation Model Rules  

2015 
•  NHF Code of Governance 2020   
•  Code of Conduct   
•  Board Remuneration & Expenses Policy   
•  Gifts and Hospitality Policy   
•  Fraud, Corruption & Money Laundering Policy    
  

1.5 Nothing in these Standing Orders overrides instructions or conditions imposed by 
MHA’s Rules, by Homes England (HE), the Regulator for Social Housing (RSH), the 
Department for Levelling Up, Housing & Communities (DLUHC), the Accounting 
Standards Board or through legislation.   

  
1.6 Every attempt has been made to avoid conflicting statements between the Rules and 

the Standing Orders but in the event of such a conflict, the Rules take precedence.    
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1.7 These Standing Orders are a key component of MHA’s internal control framework and 
their regular review forms part of the evidence to support its Statement on Internal 
Controls, which is summarised in the Financial Statements.    

  
1.8 These Standing Orders can only be altered by the approval of the Board and will be 

reviewed annually.   
   

2. THE BOARD OF MANAGEMENT’S (the Board) DUTIES AND RESPONSIBILITIES   
2.1  All Board Members are required to:   

  
a. Read and comply with the terms of MHA’s Rules   
  
b. Ensure an understanding of the purposes of MHA and the extent of the powers 

and duties of Members.   
  
c. Ensure that MHA’s activities advance its objects only.   
  
d. Always act in the best interest of MHA and be impartial.   
  
e. Undertake responsibilities diligently and work together with other Members to 

promote MHA’s objectives.   
  
f. Ensure that MHA complies with the requirements of the Regulator for Social 

Housing’s Regulatory Standards and other relevant legislation.   
  
g. Understand the role, structure and workings of the Board and work to ensure 

that the Board meets its responsibilities.   
  
h. Understand their individual and collective responsibilities and be accountable 

for their decisions and actions.   
  
i. Actively contribute to the work of the Board, by attending and participating in 

Board meetings, by joining committees or taking on an Officer position.   
  
j. Read all reports and documents that are provided, to ensure they can act and 

participate in collective discussion and decision-making based on full 
information.   

  
k. Be bound by majority decisions of the Board and accept the collective 

responsibility and authority of the Board.   
  
l. Fulfil their duty to ensure good governance of MHA and be proactive in this 

capacity.   
  
m. Update the Register of Interests annually.    
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 2.2  Specific matters reserved for the Board are contained in the Board Terms of 
Reference at part 16 of these Standing Orders.  

       
3. SHAREHOLDERS   
3.1  Shareholders of MHA exercise their authority through general meetings, primarily in 

the election of the Board. It is their responsibility to ensure that the members of the 
Board can represent the interests of those they seek to serve and have sufficient 
expertise to handle the duties of the Board and to control the affairs of the 
association.   

  
3.2  The Shareholders of MHA shall be the persons whose names are entered into the 

Register of Shareholders. The Board may at its discretion admit to membership any 
individual persons (including the nominees of unincorporated bodies) societies, 
companies and local authorities (being bodies corporate).    

  
3.3  Every member shall hold only one share in the association, and each share carries 

only one vote.   
  
3.4  When applying for membership, an applicant for membership shall forward to the 

registered office the sum of £1.00 (which shall be returned if the application is not 
approved).  Every application shall be considered by the Board in accordance with 
the Association’s Shareholders and Membership Policy (Appendix 3).   

  
3.5  In considering applications, the Board will look for some evidence of commitment 

toward MHA, e.g. support of the aims of MHA, desire to serve on the Board or a 
committee. Where an application is received from a person unknown to the Board 
and such evidence is absent, that person will be invited to meet the Chairman of MHA 
or his/her nominee so that suitability for membership can be established.  
Applications will be considered in line with MHA’s Rules (part C11-C13) and the 
Shareholders and Membership Policy (Appendix 3).   

    
4.   CONFLICT RESOLUTION   
4.1  If an issue of conflict arises between Members of the Board, either on a point of 

principle or by way of a personal dispute, parties are encouraged to discuss the 
issues together and to bring the matter to a conclusion.   

  
4.2  If an informal resolution is not possible then the Board will appoint the Vice Chair, or 

any other person as the Board sees fit, to act as an independent mediator.   
  
4.3  The relevant parties must cooperate and work with the mediator to reach a 

conclusion.   
  
4.4   The mediator will develop a process to be agreed by all.   
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4.5  If either or both parties refuse to abide by the mediator’s suggested process, the 
Board reserves the right to terminate the office of one or both parties, subject only to 
the confirmation of all other Members.   

  
4.6  The result of the process will be recorded in the minutes.   
   
5. BOARD MEMBERS’ EXPENSES   
5.1 Board Members may claim out of pocket expenses properly and necessarily incurred 

whilst performing their duties as Board Members.   
  
5.2 Board Members shall submit their expenses using an Expense Claim Form with 

relevant documents attached or scanned in.  Expense claims should be submitted 
as soon as possible or at the latest within two months after they have been incurred.  
 

5.3 Train travel expenses must be for standard class travel only and car mileage must be 
claimed by reference to the shortest possible route.   

  
6.  INDEMNITY   
6.1  MHA has taken out and will maintain a Directors and Officers Insurance Policy which 

provides personal protection for Members and Officers.   
   
7.   CONFLICTS OF INTEREST   
7.1  Each Board and committee meeting must include an agenda item on declarations of 

Interest. All attendees must declare at the outset if there is any item on the agenda 
with which they may have, or could reasonably be perceived to have, a conflict of 
interest.    

  
7.2  If any Member is conflicted, or could reasonably be perceived to be conflicted, to the 

extent that it impacts on their ability to make a decision, they must declare this 
conflict of interest and not participate in the discussions or otherwise influence the 
decision of the Board or committee.    

  
7.3  MHA maintains a Register of Declarations of Interest, which is updated in the first 

quarter of each financial year.    
                           
8.   OFFICERS OF THE BOARD   
8.1  The Officers of the Board are the Board Chair and Management &  Finance (MFC) 

Chair.  The Board may at any time choose to elect a Vice Chair or any other Officers.   
All Officers must be elected by the Board. Officers are elected for a three-year period 
and may be re-elected by the Board at the end of that period for another term of office 
not exceeding a maximum tenure of six years. All Officers must be Board Members.    

 
8.2  The Role Profiles and associated Person Specifications for the Chair, Vice Chair  and 

Board members are set out at Appendix 2.   
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9.  ELECTION OF BOARD MEMBERS AND OFFICERS OF THE BOARD   
9.1  Board members are elected to the Board in accordance with procedures set out in 

MHA’s Board Member recruitment policy and section D10 – D14 of the Masonic 
Housing Association National Housing Federation Model Rules 2015.    

  
Eligibility   
9.2  Any Member of the Board may be elected to the position of the Office of Chair or Vice 

Chair of the Board. As long as a Member remains in membership of the Board, they 
can be re-elected to a particular officer position so long as their maximum tenure on 
the Board does not exceed six years, unless otherwise agreed by the Board.  

  
10.   CONDUCT AND PROBITY                                                                          
10.1  MHA is committed to achieving high standards of probity and has adopted a Code of 

Conduct, which requires all Board members and staff to ensure that their private or 
personal interests do not influence their decisions and that they do not use their 
position to obtain personal gain. The Code of Conduct is set out at Appendix 4  

  
10.2  Board members will be expected to sign up to the Code of Conduct on appointment 

to the Board.     
   
11.  OPENNESS AND TRANSPARENCY  
11.1  MHA seeks to act in an open and accountable way in relation to tenants, and other 

stakeholders. The Board and employees of MHA accept the obligation to account for 
their actions in an open manner. In response to this commitment, MHA will:   
  
• Commit to enabling, encouraging and supporting tenants to engage with, 

influence and contribute to strategic decision-making  
  
• Ensure that Board meetings and other meetings are conducted as openly as 

possible, consistent with the requirement to maintain confidentiality on 
matters of a personal nature or where decisions relating to MHA’s competitive 
environment are concerned 

  
• Respond clearly and openly to questions from stakeholders, the public or press 

on all matters other than confidential items   
  
• Create specialist consultative groups as necessary 
  
• Encourage and assist tenant associations and groups, and respond to those 

groups and their concerns  
  
• Ensure that where errors or mistakes occur or bad practice arises, these 

matters will be investigated thoroughly and openly, errors corrected and, where 
appropriate, compensation awarded  
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• Welcome constructive criticism from whatever source and respond to such 
criticism where justified; and   

 
• Require, through the Code of Conduct, that Board members and staff conduct 

themselves in ways which are seen to be accountable and consistent with 
publicly acceptable standards  

    
12.  URGENT DECISIONS   
12.1  Occasionally, a decision may be required on urgent actions between meetings for 

any of the Board or committees. Approvals for urgent action are dealt with as follows:   
  
• MHA’s administrators or Local House Committee Chairs can request the Chair 

and another member to approve a course of action. In the case of key decisions, 
all relevant Board or committee members will be consulted, whenever 
possible, by telephone, email or other means. The background to the request, 
the views expressed and the reasons for the decision will be formally recorded 
and reported to the next available meeting of the relevant Board or committee 
for ratification.   

   
• All requests whether approved or not, shall be reported by the MHA’s 

administrators to the relevant Board or committee meeting immediately 
following the request.   

    
13.   THE ADMINISTRATOR       
13.1   The MHA Administrator assists MHA with:  

   
• Attendance at Board and MFC meetings during the year to advise on the 

financial position of the Association and areas of governance to be addressed 
by MHA.  

  
• Company secretarial matters including distribution of Board packs prior to 

meetings, minute taking at Board and MFC meetings, co-ordinating the 
production of the Association’s Annual Report for publishing.   

  
• The preparation of the annual operating budget including rents, service charge 

income and expenditure, and operating overhead expenditure  due for the year.   
  
• Preparation of a budget for capital expenditure  for the ensuing year.  
  
• Reconciliation of rent and service charges to amounts receivable, management 

of tenant arrears, direct debits and the collection of Housing Benefit.    
  
• A full bookkeeping service, reconciling bank and control accounts.   
  
• Administering the purchase to pay cycle including processing purchase ledger 

and supplier payments.    
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• The payroll function including submissions to HMRC under RT1, pension 

processing and monthly payments to staff, HMRC and pension providers.   
   
• The preparation of quarterly management accounts and annual statutory 

financial statements.   
  
• The negotiation of the insurance contract by liaising with insurers/insurance 

brokers in respect of the annual renewal.   
   
• The management of utilities contracts via a central agent, ensuring readings are 

up to date and reflected in financial records.    
  
• The formalising of systems and controls of the Association into a procedures 

manual, particularly in respect of financial matters.    
  
• The filing of accounts and annual returns with the FCA and Regulator of Social 

Housing.   
  
• Dealing with general financial and accounting queries.   
  
• Liaising with MHA’s auditors during the external audit process.     

   
14.  THE APPOINTMENT OF EXTERNAL ADVISORS   
Legal   
14.1  MHA will retain a firm of solicitors to advise on all legal matters that may arise, 

including advice on:   
• Governance   
• Housing and Financial Matters   
• General Operational Matters   

  
14.2  The appointment of legal advisors will be reviewed  annually. The Board may also 

appoint specialist consultants if deemed necessary.   
  
Auditors   
14.3 MHA’s auditors must be appointed by the Board. The appointment of auditors must 

take place at every AGM.  Auditors must be qualified and registered as such.  
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15.  TERMS OF REFERENCE OF THE BOARD   
Purpose   
15.1  The purpose of the Board is to ensure that MHA sets and fulfils the organisation’s 

social purpose, mission and values, including securing the organisation’s long-term 
viability and sustainability and in ensuring it complies with all necessary regulations 
and statutes.  

   
Membership   
15.2  The Board shall comprise between 5 and 12 members (including any co-optees).   
 
Meetings   
15.3  The Board can meet as it sees fit but, in accordance with its Rules, must meet at least 

three times a year. Currently the Board meets quarterly. The Chair, or a majority of 
Members, can summon a meeting at any time. One meeting in each calendar year 
must be designated the Annual General Meeting (AGM) and must include a review of 
MHA’s business for the preceding year.   

  
15.4  Members are entitled to reasonable notice of meetings, together with an agenda for 

each meeting. Where possible, all proposals to the Board must be made in writing 
and all papers and proposals must be circulated to all attendees seven working days 
prior to the scheduled date, unless otherwise agreed by 75% of members.   

  
Quorum   
15.5  The quorum necessary for transacting business is three Board Members (present in 

person or by telephone or video link), unless otherwise fixed by the Board.    
  

15.6  Providing a meeting is quorate, members may elect one of their number to act as 
Chair in the absence of the Chair or Vice Chair.    

  
Decisions   
15.7  Board decisions are by way of a simple majority. In the event of a tied vote, the Chair 

has a second casting vote.   
  

15.8  Written resolutions signed by all of the Members are valid, as if they had been passed 
at a meeting of the Members.   

  
15.9  The Board accepts collective responsibility for all decisions and is the final arbiter of 

any appeal or complaints process.     
 

Responsibilities   
15.10   In relation to Compliance, the Board’s responsibilities include:    

a. Satisfying itself that MHA’s affairs are conducted lawfully and in accordance 
with generally accepted standards of performance, probity, good practice and 
regulatory requirements.    
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b. Agreeing MHA’s Financial Statements including a statement of compliance 
with RSH Regulatory Standards and the NHF Code of Governance 2020.  
  

c. Ensuring the timely submission of statutory and regulatory returns.   
  

15.11  In relation to Strategy & Policy, the Board’s responsibilities include:    
a. Establishing a framework for the development, implementation and  review of 

all strategies and policies.   
 

b. Ensuring that the needs and safety of the organisation’s current and future   
tenants are placed at the heart of the Board’s decision-making  

 
c. Agreeing those policies which require Board approval and delegating those 

which can be approved by committees.   
  

15.12  In relation to Governance Arrangements, the Board’s responsibilities include:    
a. Agreeing changes to governance structures.   

 
b. Creating and delegating authority to committees and Local Chairmen, 

including approving committee membership.   
 

c. Annually reviewing the Standing Orders and Financial Regulations.    
 

d. Appointing and, if necessary, removing Board members, including any Officer 
of the Board.   

 
e. Establishing and ensuring compliance with the Code of Conduct.   

 
f. Agreeing a policy for the recruitment of Board Members.   

 
g. Ensuring that the collective skills, knowledge and experience of Board 

members remain appropriate for the business.   
 

h. Developing a succession plan to address Board renewal, taking into account 
current and future business needs and ensuring a commitment to equality, 
diversity and inclusion.   

 
i. Agreeing a process for the induction of new members and for the appraisal 

and training of all Board members.   
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15.13  In relation to Human Resources and Culture the Board’s responsibilities include:    
a. Leading on the culture of the organisation, considering and defining the 

culture and behaviours that will best enable the organisation to deliver its 
mission and values, then setting measurable standards and modelling 
expected behaviours.    

 
b. Demonstrating a clear and active commitment to achieve equality of 

opportunity, diversity and inclusion in all of the organisation’s activities, as 
well as in its own composition  

 
c. Following recommendations from Local House Committee Chairmen the 

appointment and, if necessary, dismissal of the Scheme Managers.    
 

d. Recommend to shareholders new Board members for election to the Board, 
following an open and transparent recruitment process and having due regard 
to its commitment to ensure diversity at Board level   

 
e. Appoint members of any committee ensuring they have the necessary skills to 

carry out the role and provide the Board with assurance.  
 

f. Agreeing the remuneration of employees including their terms and conditions 
of employment.  

 
g. Agreeing any material changes to staffing levels.   

 
h. Agreeing any changes to staff pension arrangements.   

 
i. Overseeing relations with recognised Trade Unions &/or other representative 

bodies.   
 

j. Overseeing MHA’s legal responsibilities as an employer, in particular ensuring 
compliance with health and safety at work legislation.   
  

15.14  In relation to Financial Management, the Board’s responsibilities include:    
a. Agreeing the annual Business Plan and the Annual Budget.   

 
b. Acting in relation to any serious financial under-performance or risk to viability.   

 
c. Establishing and monitoring a framework for value for money.   

 
d. Setting all tenant rents and service charges.   

 
e. Monitoring income and expenditure against the budget and key financial 

indicators and to address any under/overspend.    
 

f. Monitoring MHA’s short and long term cashflow to ensure it remains viable.   
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15.15  In relation to Treasury & Borrowing, the Board’s responsibilities include:    
a. Agreeing any treasury policy framework including the deposit or investment of 

surplus funds and an approach for borrowing, including assessing the viability 
and the terms for the raising of finance.   

 
b. Agreeing the terms of loans and the creation of any fixed and/or floating charges 

to be given as security for loans and the terms and conditions attached to those 
charges.   
 

c. Authorising the affixation of the company seal, and signatories to witness the 
seal, on loan agreements and security documentation; and the execution of 
loan agreements under hand.   

 
d. Authorising the execution of any related notices, letters or documents and 

performance of all matters, acts and things, which those authorised in their 
absolute discretion deem to be necessary or desirable, in connection with or in 
relation to any loan or finance.   

 
e. Agreeing the methods for appraising the costs and risks of development 

schemes.   
 

f. Overseeing the arrangement of financing for each development.   
 

g. Agreeing the parameters for the procurement of the development programmes, 
including the selection of developers, contractors, suppliers, professional 
advisers and consultants.    

 
h. Approving all development contracts.   

  
15.16  In relation to Audit, Risk & Controls, the Board’s responsibilities include:   

a. Agreeing a framework for the identification and management of risk.   
 

b. Safeguarding the assets and the reputation of the organisation.   
 

c. Overseeing the effectiveness of risk management practice, including stress 
testing.   

 
d. Agreeing a framework of internal control and agreeing the statement of 

internal control assurance in the Financial Statements.  
 

e. Following advice from the MFC, propose the re-appointment or replacement  
of the External Auditor at the AGM.    

 
f. Ensuring the maintenance of adequate insurance cover.   

 
g. Agreeing amendments to the financial regulations and authorisation levels for 

expenditure.   
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h. Agreeing authorised signatories for regulatory certifications and for all bank 
accounts.   

 
i. Compromising, settling, conducting, enforcing or resisting, either in a court of 

law or by arbitration, any suit, debt, liability or claim by or against MHA which 
is material, by reason of value or impact on its reputation.   

 
j. Agreeing any out of court settlement of legal claims.   

  
15.17 In relation to Contracts & Disposals, the Board’s responsibilities include:   

a. Agreeing contracts which are material, strategically or by reason of size, other 
than where expressly delegated and within the limits set in the MHA’s financial 
controls.    

 
b. Agreeing any major capital programmes and projects that present a significant 

risk to viability.   
 

c. Approving and keeping under review any external contracting, ensuring social 
housing assets are not placed at risk.   

 
d. Agreeing the disposal of any assets above the limits set in the financial 

regulations and outside delegated authorities.   
 

e. Approving any major investments.   
 

f. Agreeing the appointment of MHA’s solicitors and bankers.    
  

15.18 In relation to Business Improvement & Review, the Board’s responsibilities 
include:   

a. Establishing a framework for performance monitoring.   
 

b. Monitoring key performance indicators against agreed targets and 
benchmarking information and directing corrective action where necessary.   

   
15.19   In relation to Business Growth and Development, the Board’s responsibilities 

include:   
a. Developing a plan for the growth of the organisation.   

 
b. Agreeing any diversification into new activities and new markets.   

 
c. Setting out the parameters within which advisers may engage with other 

organisations and individuals in furtherance of any agreed growth plans.   
 

d. Agreeing any partnerships with other housing associations or developers for 
the delivery of new homes.   
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e. Agreeing feasibility studies, funding bids, land banking or acquisition.   
 

f. Ensuring that MHA follows the guidelines and standards as issued by Homes 
England or any other funding authority.   

 
g. Overseeing the design and construction of new MHA properties.   

 
h. Monitoring the actual costs and budgets for development works.   

 
i. Monitoring physical progress of all development works.   

 
j. Developing and overseeing the implementation of approved investment 

policies.   
 

15.20   In relation to Tenant Services the Board’s responsibilities include:   
a. Setting the standards for the delivery of services to tenants.   

 
b. Monitoring the performance of service delivery against agreed standards and 

value for money.   
 

c. Developing a framework for measuring and monitoring tenant satisfaction.   
 

d. Monitoring the levels and nature of tenant complaints.    
  

15.21 In relation to Asset Management, Repairs & Maintenance, the Board’s 
responsibilities include:   
a. Agreeing and keeping under review arrangements for the management, repair 

and maintenance of MHA’s assets.   
 

b. Agreeing, in liaison with the Local Housing Committee Chairmen, an annual 
stock investment programme and the parameters for its procurement, 
including the selection of contractors, suppliers, professional advisers and 
consultants.   

 
c. Ensuring that appropriate controls are in place for the procurement of 

contracts for goods and services for maintenance works.   
 

d. Ensuring up to date data on the condition of the housing stock and related 
assets.   

 
e. Monitoring the delivery of the stock investment programme, including the 

responsive repairs, voids, cyclical maintenance and safety servicing.    
 

f. Monitoring the actual costs and budgets for maintenance works.   
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15.22    
a. Agreeing key policies for the allocation, letting and management of properties 

and tenancies, including anti-social behaviour.   
 

b. Agreeing key policies for delivery of housing with support for older and other 
vulnerable people.   

  
15.23    In relation to Engagement the Board’s responsibilities include:   

a. Ensuring that there is regular on-going engagement with tenants and that 
Tenants’ views, needs and priorities are taken into account in the Board’s 
decision making.  

 
b. Ensure that MHA engages sufficiently with other stakeholders including the                    

United Grand Lodge of England and local Masonic Provinces and Lodges.   
 

c. Establishing mechanisms for communicating information relating to 
organisational performance to tenants and other stakeholders.   

   
Reserved Matters for the Board which cannot be delegated   
15.24 The following is a schedule of significant matters, specifically reserved for the        

Board’s approval, which cannot be delegated:   
a. Changes to the Rules of MHA   

 
b. Expansion of the organisation’s operations into new activities or geographic 

areas   
 

c. Any decision to cease a material part of the organisation’s operations   
 

d. Changes to corporate structure, including the setting up of subsidiaries   
 

e. Mergers or other strategic partnerships of joint ventures   
 

f. Approval of resolutions to be put forward to Members by the Board at an AGM   
 

g. Changes to the structure, size and composition of the Board   
 

h. Approval of committee membership and committee’s terms of reference   
 

i. Appointment of Officers of the Board   
 

j. Appointment, or removal, of any Board member and/or the Company Secretary   
 

k. Creation and implementation of corporate strategy   
 

l. Approval of business plan and budget parameters and major capital 
investments   
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m. Ensuring adequate succession planning for Board members and senior 
management appointments   

 
n. Ruling on conflicts of interest arising for individual Board members   

 
o. Appointment, or dismissal, of the Scheme Managers, having followed agreed 

procedures    
 

p. Approval, for all employees, of their salary, benefits and terms of employment  
 

q. Ratify and approve any decisions made under delegated authority by a 
committee or Panel which requires the consent or notification of the Board   

 
r. Approval of the organisation’s Budget   

 
s. Approve the annual accounts for adoption at the AGM   

 
t. Approval of key policies    

 
u. Determine and agree the response to Government, statutory, legal and 

regulatory bodies and agencies   
 

v. Consider any decisions taken under the arrangements for taking urgent 
decisions   

 
w. Changes to the schedule of matters reserved for the Board’s decision.   

   
  

Board Committees    
15.25  The Board may set up committees, as required, to focus on particular tasks. All 

committees must have formal written Terms of Reference.   
  
15.26  Committees are responsible to and report to the Board and all Members must be 

issued with the minutes of all committee meetings. With Board approval, 
committees can consult with appropriate professionals, MHA staff or others as 
required.   

  
15.27  Currently there is one committee, the MFC. Other committees may be created by 

the Board for specific purposes as required.   
  
15.28   The Chair of each committee must provide summary reports to the Board, including 

all committee meeting minutes, together with other reports as necessary.   
  

15.29   Each committee must have at least three Board Members.  
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 16. MANAGEMENT & FINANCE COMMITTEE TERMS OF REFERENCE  
(Approved March 2026) 

 
Overall Role 
Reporting to the Main Board the remit of the Management and Finance Committee is to 
oversee, control and direct the application of MHA Policies covering the operations of 
the MHA Housing Schemes for the benefit of Tenants. 
 
This will involve budgetary formulation and monitoring, the review of quarterly 
management accounts and cash flow information. To receive and review reports from 
the local House Committees with regards to Lettings, Voids, Service Charge income and 
the maintenance of MHA properties. To receive regular reports on the upkeep and stock 
of such properties to ensure that our Tenants have quality, affordable accommodation. 
 
To authorise property repair, replacement and capital improvements within authorised 
limits and to consider and make authorisations on unbudgeted requests when 
appropriate. 
To apply MHA approved policies covering HR and Training matters, Legal and Risk 
analysis, recommending appropriate actions to the Main Board or securing ratification 
to decisions that need to be referred. 
 
To be responsible for appraising activities which have financial and other resource 
implications prior to Main Board approval including preparing budgets, cash flow and 
borrowing proposals for consideration. 
 
To be the first point of call for Local House Committees on matters outside of their remit 
and to work in harmony with the Main Board to ensure it meets the needs of our Tenants. 
 
 1.  Composition  
• The Management and Finance Committee shall number to a maximum of 12-15 

members. 
• A Chairman (appointed by the Main Board) together with the 5 Scheme Chairmen 

shall be Ex-Officio members of the Committee.  
• Other appointed Committee members shall have specific qualifications, 

experience and/or expertise to add value to the Committee in the following 
disciplines:-  

o Financial Management 
o Building Surveyor 
o Mechanical and Electrical Engineer 
o Risk Management  
o Social Housing. 

• The Committee may co-opt up to three persons for a limited period to serve and 
advise on specific topics or projects. Such persons would not be members of the 
Committee.  

• Representatives of the Administrators shall be in attendance at all Committee 
meetings. 
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2.    Frequency of Meetings 
• The Committee shall meet at least four times per annum ahead of the meetings of 

the Main Board. 
• Such meetings will be in the months of March, June, September and November 

(Budgets) 
 

3.  Quorum 
• At least 50% of members must be present to constitute a Quorum.  This number 

must include the Chairman or Deputy Chairman. If less than 50% of members are 
present, then the meeting may continue but any decisions must be ratified at the 
next regular meeting. 
 

4.   Specific Terms of Reference 
• To ensure that rents and service charges are calculated with reference to 

regulations and advised to tenants. 
• To formulate, receive and recommend adoption by the Main Board of the Annual 

Budget. 
• To regularly review the performance of MHA Schemes by reference to the 

Management Accounts and the Budget. 
• To select suitable accounting policies and recommend changes to the Main Board 
• To review cash flow and funding requirements referring matters to the Main Board 

as seen to be appropriate. 
• To oversee the effectiveness of internal controls including quotations and tenders 

and to authorise expenditures within approved limits and budget approvals. 
• To recommend the appointment of external auditors and to consider the external 

Auditors letter to Management and recommend action by the Main Board. 
• To oversee all matters relating to the insurance of the Association’s assets and to 

review the insurance cover annually. 
• To monitor the performance of the Administrators and review the management 

accounts and other information for which they are responsible. 
• To advise the Board of Management on financial forecasts 

 
5.   Personnel (HR) and Training 
• To approve policies relating to Training and Development ,recruitment, health and 

safety contracts of employment and employee relations. 
• To recommend policies to the Main Board relating to Pay and Benefits and to 

review employee salaries and benefits annually recommending any changes to 
the Main Board. 
 

6.  Property Maintenance 
• To review property reports relating to the ownership, maintenance and upkeep of 

MHA Properties. 
• To receive regular reports on the progress and to monitor expenditure against 

budget for day to day, cyclical and planned maintenance of the properties. 
• To approve letting of contracts in accordance with tendering procedures and to 

approve list of Contractors for appropriate maintenance and inspection work. 
 



 

Page 24 of 61  
Governance Handbook - June 2026 

 
7.    Development 
• To consider any specific development opportunities and refer these to the Main 

Board 
• To undertake any specific tasks or briefs delegated by the Main Board relating to 

the Development of MHA business.  
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17. LOCAL HOUSE COMMITTEE (LHC) TERMS OF REFERENCE  
  
1. The LHC will meet at least four times annually and at other times as  circumstances 

require.    
  
2. Three Members including the Chairman shall constitute a quorum.   
  
3. The Secretary will keep minutes of all meetings and submit a copy to MHA  
  
4. The LHC will also report to the MHA Management & Finance Committee  (MFC) prior 

to its meetings in writing using a report form (Appendix 1). All Local House 
Committee Chairmen are members of the MFC with one Local Chairman 
representing all five Local Chairmen at Board meetings.   

    
5. The LHC shall have the following specific responsibilities in the day-to-day  

management of the Scheme:-  
  

In respect of tenants:   
• Where practical to make arrangements for all applicants to be visited at their 

present homes to assess their suitability for acceptance as Tenants.   
  
• To ensure that all legal matters appertaining to Tenancy Agreements are 

complied with and that copies of documentation are submitted to Masonic 
Housing Association.   

  
• To use every endeavour to maintain full occupancy of the flats and to give 

instructions for void repairs and redecoration to be carried out without delay to 
reduce void periods.   

  
• To inspect regularly the state of repair and decoration of communal parts and 

to ensure that necessary work is carried out and that the cleanliness of the 
scheme is maintained to a high standard.   

  
• To inspect annually each unit of occupation and assess whether the Tenant is 

keeping the property in a clean and properly maintained state in accordance 
with the Tenancy Agreement.   

  
• The appointment and dismissal of all staff in conjunction with MHA.  The 

supervision of staff in accordance with the employment law as referred to 
above.   

  
• To investigate all matters of difficulty or complaint, which a Scheme Manager 

may encounter, and to report serious tenancy matters to Masonic Housing 
Association.   
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In respect of finance:   
• To ensure that all tenants are informed about the annual changes to rent and 

service charges  
 
• To collect and bank Rents and Service Charges from those Tenants who do not 

pay by Direct Debit/Standing Order  
 
• To deal with tenants or next of kin about outstanding amounts of rent or service 

charges   
  

In respect of repairs and maintenance: 
• To arrange for the property advisor on the LHC to keep updated the forward 

maintenance budget and the budget for improvements and to report these to 
MHA.   

  
• To report any major repair matters not included in the budget to the MHA.   
  
• To maintain a list of reliable local contractors to be used for small and 

emergency repairs.   
  
• To ensure that the gardens and grounds are properly maintained.   
  
• To be responsible for dealing with complaints from tenants or third parties in 

accordance with MHA policies    
  
• To ensure that all Health & Safety and other regulatory requirements are 

properly carried out and proper records thereof maintained.   
  

In addition the LHC should: 
• Promote the scheme within the Province and assist in raising funds to provide 

additional amenities at the scheme.   
  
• Ensure that no work is carried out by a Member of the LHC or his business or 

employers on a charging basis without the express permission of Masonic 
Housing Association.   

  
• Promote any activities as will best ensure the comfort and support of the 

Tenants.   
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APPENDIX 1  

 
 

REPORT TO:   MANAGEMENT & FINANCE COMMITTEE 
MEETING DATE: [Insert Date] 
FROM:   [Insert Name] 

 
 

1. VOIDS 
List of all current Voids, plus any flats where notice has been given: 
 

Property 
Type 

Flat 
No 

Date Void Predicted New 
Letting Date 

    
    
    

 
Void Days Year to Date  
Void Costs Year to 
Date 

£ 

 
2. WAITING LIST 

Number of applicants on waiting list: 
 

Couples Single 
Applicants 

  
 

Review Cycle:  
Date of Last Review:  

   
3. TENANTS WITH MASONIC CONNECTIONS: 

 
 Male Female 
 Number % of 

tenants 
Number % of 

tenants 
MASON 
(Current/Former) 

    

MASONIC 
CONNECTIONS 

    

NO MASONIC 
CONNECTIONS 
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4. FUTURE LETTINGS: 
Provide your views on future lettings detailing any concerns with regard to lettings: 
 

 

 
5. FORMAL COMPLAINTS SINCE LAST REPORT: 
 
Number of complaints year to date: 

 
Nature of complaint: Resolution: 
  

 
6. BUDGET CONTROL: 

Under / Overspends 
£: 

Reason: 

  

 
7. HEALTH & SAFETY 

 
Details of 
Accidents: 

 

Reportable 
Accidents: 

 

Potential Claims:  

Matters of Concern:  

 
Date of last Fire Risk 
Assessment: 

 Any outstanding issues: 
 
 

Date of last Periodic 
Electrical 
Inspection: 

 Any outstanding issues: 
 
 

Date of last 
Legionella Risk 
Assessment: 

 
 

Any outstanding issues:  
 

Date of last 
Legionella Internal 
Review: 

 Any outstanding issues:  
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7. MOULD REPORT 
 

Any identified 
mould: 

 

 
8. RISK REGISTER 

 
New identified 
risks: 

 

Risk changes:  

 
9. RESIDENTS’ WELFARE: 

 
 

 

10. STAFF WELFARE & LOCAL COMMITTEE SUPPORT: 
 

 

 
11. WHAT FINANCIAL (OR OTHER SUPPORT) HAS THE SCHEME RECEIVED FROM THE 

MASONIC CHARITABLE FOUNDATION, LOCAL PROVINCES, OR OTHER BODIES 
SINCE LAST REPORT: 

 
 

 
12. OTHER COMMENTS THAT MAY BE USEFUL 

 
 

 
Prepared by:  
Date:  
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APPENDIX 2 
 
 
 
ROLE PROFILES & PERSON SPECIFICATIONS : 

 
BOARD OF MANAGEMENT -  CHAIR 
 
BOARD OF MANAGEMENT – VICE CHAIR 
 
BOARD OF MANAGEMENT – MEMBER 
 
LOCAL HOUSE COMMITTEE – CHAIR  
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APPENDIX 2  
 

MASONIC HOUSING ASSOCIATION 
BOARD OF MANAGEMENT CHAIR – ROLE PROFILE 

 
 
Main purpose of role  
The Chair of the Board leads the Board of Masonic HA to guide and advise the 
organisation to best achieve its purpose. As Chair, the postholder acts on behalf of the 
Board, sharing the accountabilities of other Board members. The Chair has particular 
duties which are additional to those of other Board members.   
  
Key Responsibilities  
 
Strategic leadership   
1. Ensuring that the Board sets, and actively drives, MHA’s vision, mission and 

culture and that its obligations to its stakeholders and others, including its 
regulators, are understood and met.    

 
2. Promoting good governance and ensure that MHA’s affairs are conducted in 

accordance with generally accepted codes of performance and propriety.    
 
3. Contributing to the effective governance of the organisation through membership 

of appropriate committees.    
 
4. Establishing and maintaining a clear division of responsibilities between the 

Board and Executive team, ensuring there is respect for each other’s roles with 
limited encroachment.   

 
5. Ensuring the organisation controls risk, responds to opportunities and its 

business is conducted to maintain long term viability.  
 
Conduct of the Board’s business    
6. Ensuring the business of the Board and the general meetings are conducted 

efficiently.    
 
7. Ensuring that the Board fulfils its responsibilities for effective governance through 

compliance with required regulatory frameworks, governance standards and 
effective business assurance and management of risk.   

 
8. Ensuring that Board members are given the opportunity to express their opinions 

and that their views are sought before important decisions are taken.    
 
9. Dealing with paperwork associated with the function of chairing Board meetings, 

including development of the agenda with the Company Secretary/Administrator.  
 
10. Ensuring that the Board agrees the role of the Vice Chair (if agreed to appoint).  
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11. Ensuring that the Board delegates sufficient authority to its committees, and 
others to enable the business of the association to be conducted efficiently 
between meetings of the Board and also to ensure that the Board monitors the 
use of these delegated powers.    

 
12. Enabling the Board to receive professional advice when it is needed either from 

its senior staff or from external sources. 
 
13. In the case of urgent business occurring between meetings, taking necessary 

decisions on behalf of the Board, in accordance with MHA’s approved policies 
and scheme of delegation.   

 
Working with the Administrators 
14. Building a constructive working relationship with the Administrators.  This will 

include meeting with the  Administrators regularly, developing a professional 
relationship, with a clear performance management framework and two-way 
feedback.  

 
15. Understanding how to recognise people’s skills and making the most of their 

contributions.  
 
16. Considering what the business needs from non-executive skills and taking an 

active role in Board renewal, recruitment and succession planning 
 
17. Ensuring that on appointment, all new Board members receive a comprehensive, 

formal and tailored induction and that resources are available for ongoing 
training and development for Board members, collectively and individually. 

 
18. Investing time in individuals and the collective to build an effective Board and 

Executive team. This will include ensuring that annually the performance of 
individual Board members, and the Board’s collective performance, is evaluated. 

 
19. Promoting Board member connection, planning, learning with events and 

engagement outside the meeting cycle.  
 
20. Establishing a constructive working relationship with the Vice Chair (if 

appointed). 
 
Promoting the organisation 
21. Being an ambassador for MHA externally and helping build its brand and public 

image, ensuring an effective profile. 
 
22. Promoting the interests of MHA to local authorities, other stakeholder partners 

such as United Grand Lodge of England, local Masonic Provinces or Lodges, the 
regulator, lenders and other advisors and agencies involved in the Board’s work. 
 

23. Attending ad-hoc meetings as required (for example, tenants’ meetings) to 
promote the values and purpose of the organisation.   
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  MASONIC HOUSING ASSOCIATION 
BOARD OF MANAGEMENT CHAIR  -    PERSON SPECIFICATION 

ELIGIBILITY CRITERIA 
The Rules (Part D) state the eligibility criteria for all Board members including the 
Chair.   
 QUALIFICATIONS, EXPERIENCE AND KNOWLEDGE  
1. Understands the role of non-executive director/Boards, with good governance 

insight; prior chair experience will be advantageous, as would senior experience 
of, or exposure to, relevant areas of the association’s business  

 
2. Adept at chairing meetings, provides focus, manages contributions, facilitates 

rather than dominates.   
 
3. A genuine interest in and commitment to the provision of social housing 

services including the people and communities MHA works with.   
 
4. Pertinent insights into governance in the housing association, voluntary and 

community, or other relevant, sector.   
 

5. A strong commercial acumen and analytical capability. 
 

ATTRIBUTES AND BEHAVIOURS    
6. Skilled at bringing people together to generate a strong team spirit, encourages 

collaboration with Board and administrative colleagues.    
 

7. Able to think strategically to steer the organisation.  
 
8. An ability to read, understand and analyse written and numerical reports 

presented to the Board, drawing out points for discussion. 
 
9. Skilled in expressing views succinctly and effectively in a formal 

Board/committee meeting environment, making reasoned and considered 
contributions.   

 
10. An ability to challenge constructively while respecting the roles, views and 

feelings of others. 
   
11. Skilled at forming a consensus with other Board members, through persuasive 

and engaging discussion.   
 
12. Can make sound judgements, for balanced and informed decision-making.   
  
13. An ability to consider the long-term implications and broader view of issues, 

spotting opportunities, identifying key risks and the means of mitigating them.   
 

14. Skilled at being an organisational ambassador within formal and informal 
gatherings.    
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ATTRIBUTES AND BEHAVIOURS    
15. Understanding of, and commitment to, MHA’s values and culture.   

16. Ability to lead MHA’s Board to ensure its strategy reflects its vision and mission – 
and is delivered.   

17. Ensure that MHA maintains the highest standards of governance and probity, 
leading by example.   

18. Model the association’s values and make a visible personal commitment to 
MHA and its mission.   

19. Is recognised as a person with a high degree of probity and integrity.   

20. A commitment to the interests of current and future tenants and the 
enthusiasm to implement change and improve services.   

21. Commitment to equality diversity and inclusion, so that it informs all we do.   

22. Emotionally intelligent, is self-aware and adept in reading relationships and 
behaviours.   

23. Can devote the necessary time and effort to the role.   

24. Respects confidences, able to manage sensitive situations.  
 
OTHER INFORMATION   
We would hope for six years (two three-year terms) as a commitment from the Chair 
subject to any appraisal outcome.   
  
We do try as far as is possible to have a Board composition that has a range of skills 
and diversity including broad reflection of the local community and our tenants.  
Being Chair of the Board is a big responsibility – you are leading the non-executive 
directors of the business.  Individually and collectively, the nonexecutives are 
expected to add value to MHA’s business by contributing experience, expertise and 
insight to determine strategy, direction, and control in the interests of Tenants.    
  
The Chair of the Board is responsible for guiding the Board to achieve excellent 
governance of MHA including developing and maintain a constructive partnership 
with the administrators. The Board’s central role is to direct and control the 
association’s work; that is, to determine strategic direction and policies and to 
establish and oversee control and risk management frameworks that will ensure that 
MHA achieves its vision, mission and strategic aims. Management is delegated to 
staff and Local House Committees.   
 

Much business is done at formal meetings, but the role of a Board member involves 
ongoing responsibilities and input.  It is important for the Chair to encourage every 
Board member to contribute, and add value, in and out of Board and committee 
meetings.    
 

As Chair occasionally, you will transact business delegated by the Board under the 
Urgent Decisions process which will be reported back to Board meetings.   
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COMMITMENT   
The Chair may be expected to:   

• Attend various stakeholder and MHA celebration events and activities   

• Participate in collective and individual Board appraisals   

• Participate in collective and personal training and development   

• Complete an induction programme within six months of appointment.   

For this, we anticipate the time commitment to be the equivalent of about two days a 
month (although this is likely to be an accretion of hours, rather than whole days).   
  
Every Board member will regularly complete a Declaration of Interests questionnaire 
and sign our Code of Conduct.   
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MASONIC HOUSING ASSOCIATION 
BOARD OF MANAGEMENT VICE CHAIR -  ROLE PROFILE 

 
Main purpose of role  
 As a key support role within the Board, the Vice Chair contributes to the success of 
the organisation and its compliance with all legal and regulatory obligations by: 
 

• deputising for the Chair in any of their responsibilities as the need arises  
 
• working with the Board and administrative team in setting and monitoring the 
strategic direction of the organisation  

 
• contributing to the creation of structures and processes and environment of 
trust and mutual respect in which all parties can work together to deliver the 
social purpose of the organisation.    

 
The Vice Chair of the Board will also be the senior Board member, who retains 
oversight of the Governance environment. As such the post holder will be able to 
attend all committees of the Board.    
  
Key responsibilities  
In general:   
1. Ensuring the efficient and proper conduct of the business and obligations of the 

Board   
 
2. Acting as a sounding Board for the Chair on matters relating to the 

organisation’s business   
 
3. Assisting the Chair in taking decisions between meetings as necessary   
 
4. Leading and advising Board members, giving strategic direction to the company   
 
5. Ensuring that Board members adhere to its Rules, the Code of Conduct, the 

NHF Code of Governance 2020, and act in the interests of the association at all 
times.    

 
During meetings:   
6. Chairing Board meetings in the absence of the Chair, undertaking all duties of 

the Chair in relation to such meetings   
 
7. When in the Chair, ensuring that meetings are well managed, sound decisions 

are made, informed by staff or external expertise and that all Board members 
are able to express their views and explore concerns    

 
8. In the absence of the Chair, taking delegated decisions in accordance with the 

rules of the organisation, reporting such decisions to the Board.     
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Other responsibilities:   
9. Contributing to the work of the Chair in ensuring that Board decisions are made 

in a timely way, in the best interests of the organisation and are consistent with 
the vision, mission and values and that they balance the interests of current and 
future tenants.    

 
10. Leading the appraisal of the Chair   
 
11. Working with the Board to review the effectiveness and composition of the 

Board and its Committees and to bring to the Board proposals for review and 
change.   

 
12. Working with the Board to help to identify the skills and experience required on 

the Board and take steps to facilitate Board recruitment to fill identified skill 
gaps 

 
13. Supporting any incoming Vice Chair or Chair through the provision of advice and 

de-briefing   
 

14. Raising the profile of, and enhancing the reputation of, the organisation by 
acting as an ambassador at key events/ interfaces with, staff, stakeholders 
including investors, regulators, local authorities and other key stakeholders 
(such as United Grand Lodge of England, local Masonic provinces and lodges), 
and maintaining good working relationships.    
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MASONIC HOUSING ASSOCIATION 
BOARD OF MANAGEMENT VICE CHAIR -   PERSON SPECIFICATION 

ELIGIBILITY CRITERIA 
The Rules (Part D) state the eligibility criteria for all Board members.    
 
QUALIFICATIONS, EXPERIENCE AND KNOWLEDGE 
 
1. Understands the role of non-executive director/Boards, with good governance 

insight; prior chair experience will be advantageous. 
   
2. Adept at chairing meetings, provides focus, manages contributions, facilitates 

rather than dominates.   
 
3. A genuine interest and commitment to the provision of social housing services, 

older persons services and the building of communities including the people 
and communities MHA work with.   

 
4. Pertinent insights into governance in the housing association, voluntary and 

community, or other relevant, sector.   
 
SKILLS AND ABILITIES 
 
5. Skilled at bringing people together to generate a strong team spirit, encourages 

collaboration with Board and administrative colleagues.    
  
6. Able to think strategically to steer the organisation.   
  
7. An ability to read, understand and analyse written and numerical reports 

presented to the Board, drawing out points for discussion.   
  
8. Skilled in expressing views succinctly and effectively in a formal 

Board/committee meeting environment, making reasoned and considered 
contributions.   

  
9. An ability to challenge constructively while respecting the roles, views and 

feelings of others.   
  
10. Skilled at forming a consensus with other Board members, through persuasive 

and engaging discussion.   
  
11. Can make sound judgements, for balanced and informed decision-making.    
  
12. An ability to consider the long-term implications and broader view of issues, 

spotting opportunities, identifying key risks and the means of mitigating them.   
  
13. Skilled at being an organisational ambassador within formal and informal 

gatherings.    
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ATTRIBUTES AND BEHAVIOURS    
 
14. Understanding of, and commitment to, MHA’s values and culture.   

 
15. Ability to lead MHA’s Board to ensure its strategy reflects its vision and mission – 

and is delivered.   
 

16. Ensure that Masonic HA maintains the highest standards of governance and 
probity, leading by example.   
 

17. Model the association’s values and make a visible personal commitment to 
MHA and its mission.   
 

18. Is recognised as a person with a high degree of probity and integrity.   
 

19. A commitment to the interests of current and future tenants and the 
enthusiasm to implement change and improve services.   
 

20. Commitment to equality diversity and inclusion, so that it informs all we do.   
 

21. Emotionally intelligent, is self-aware and adept in reading relationships and 
behaviours.   
 

22. Can devote the necessary time and effort to the role.  
  

23. Respects confidences, able to manage sensitive situations. Respects 
confidences, able to manage sensitive situations.  

 
OTHER INFORMATION   
We hope for six years (two three-year terms) as a commitment from the Vice Chair in 
line with our expectations for all Board members and subject to appraisals.   
  
We try as far as is possible to have a board composition that has a range of skills 
and diversity including broad reflection of the local community and our tenants.     
  
Being Vice Chair of the Board is a big responsibility – you are leading the nonexecutive 
directors of the business.  Individually and collectively, the nonexecutives are 
expected to add value to MHA’s business by contributing experience, expertise and 
insight to determine strategy, direction, and control in the interests of Tenants.    
  
The Vice Chair of the Board supports the Chair in guiding the Board to achieve 
excellent governance, including developing and maintain a constructive partnership 
with the executive. The Board’s central role is to direct and control the association’s 
work; that is, to determine strategic direction and policies and to establish and 
oversee control and risk management frameworks that will ensure that MHA achieves 
its vision, mission and strategic aims.  Management is delegated to staff and Local 
House Committees.   
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Much business is done at formal meetings, but the role of a Board member involves 
ongoing responsibilities and input.  It is important for the Vice Chair, when chairing 
meetings, to encourage board member to contribute, and add value, in and out of 
Board and committee meetings.  As Vice Chair you may occasionally transact 
business delegated by the Board under the Urgent Decisions process which will be 
reported back to Board meetings 
 
COMMITMENT   
The Vice Chair may be expected to:   

• Attend various stakeholder and MHA celebration events and activities   

• Participate in collective and individual Board appraisals   

• Participate in collective and personal training and development   

• Complete an induction programme within six months of appointment.   

For this, we anticipate the time commitment to be the equivalent of about two days a 
month (although this is likely to be an accretion of hours, rather than whole days).   
  
Every Board member will regularly complete a Declaration of Interests questionnaire 
and sign our Code of Conduct.   
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MASONIC HOUSING ASSOCIATION 
BOARD OF MANAGEMENT BOARD MEMBER -  ROLE PROFILE 

 

Main purpose of role  
The role of the Board members is to provide leadership to Masonic Housing 
Association and determine its vision and strategy, manage risks, control the 
organisation’s affairs and ensure legal and regulatory compliance. This role profile is 
relevant for all members of the Board including the officer positions of Chair and Vice 
Chair.    
  
Board members are collectively responsible for setting the strategic direction of the 
organisation and ensuring its long-term success. They must ensure, working with the 
administrators, that the organisation achieves its aims and objectives efficiently, 
effectively and in accordance with legal and regulatory requirements.    
  
The role of the Board member is to add value to MHA’s business by contributing 
experience, expertise and insight in order to help determine strategy, direction and 
control in the interests of tenants and leaseholders, other service users and the wider 
community.   
  
All Board members share responsibility for the Board of Management’s decisions.  
Each Board member should act only in the interests of Masonic HA and not on behalf 
of any constituency or interest group. Board members should put the interests of the 
organisation before their own interests.   
  
Strategic leadership   

1. Developing and promoting the values of MHA and ensure they are at the 
heart of everything the Board does    

2. Defining and driving pursuit of the organisation’s vision and strategic 
direction.   

3. Agreeing strategies, policies and plans which enable the organisation to 
achieve its strategic objectives   

4. Exercising sound financial and risk management to ensure the long-term 
success of MHA   

5. Making decisions which are in the best interests of MHA and its tenants   

6. Establishing and overseeing a framework of delegation and internal control   

7. Monitoring the organisation’s performance against its strategic objectives   

8. Supporting and challenging the administrators and Local House 
Committees to ensure the efficient and effective management of the 
organisation   
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9. Acting as an ambassador for the organisation and promote its aims, values 
and work    

10. Delegating operational responsibility, and setting key performance targets, 
to the administrators and Local House Committees.   

11. Ensuring all corporate activity satisfies legal, regulatory and organisational 
requirements   

12. Establishing a framework of prudent and effective controls that enable risk 
to be properly assessed and managed and to ensure the organisation’s 
ongoing viability.  

 

Governance  
13. Ensuring that MHA acts in accordance with its Constitution, Governance 

Framework and the relevant legal and regulatory requirements and that its 
obligations to its stakeholders are fully understood and enacted  

 
14. Agreeing a governance structure which best facilitates delivery of the 

organisation’s strategic objectives and populate this accordingly  
 
15. Establishing mechanisms by which the Board communicates with and 

receives insight from key stakeholders  
 
16. Appointing (and if necessary, removing) the Chair  
 
17. Taking appropriate advice, including external advice where necessary, in 

order to make robust decisions. 
 
Conduct 
18. Preparing for and attending Board meetings, committees, working groups 

and internal and external stakeholder events as required  
 
19. Making an effective and engaged contribution to strategic discussion, 

debate and decision making  
 
20. Maintaining appropriate standards of behaviour in accordance with the 

Code of Conduct and role modelling these for the organisation.  
 
People  
21. Maintaining good relationships with other Board members, administrators, 

Local House Committees and key members of staff and external 
stakeholders including tenants. 
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MASONIC HOUSING ASSOCIATION 
BOARD OF MANAGEMENT BOARD MEMBER - PERSON SPECIFICATION 

ELIGIBILITY CRITERIA 
The Rules (Part D) state the eligibility criteria for all Board members.    
QUALIFICATIONS, EXPERIENCE AND KNOWLEDGE 
Board members should possess one or more of the following attributes: 

• Senior level experience of working within an organisation of a similar scale and 
complexity   
 
• Experience in a non-executive role   

 
• Relevant experience and knowledge 
 

SKILLS AND ABILITIES 
While each Board member will make a unique, important and valuable contribution to 
the Board’s work and their diverse skills, experiences and perspectives strengthen the 
Board, MHA has identified the following core competencies that all Board members 
need.  However, it is recognised that individual members will not all be at the same 
level on every competency.   

  
1. Ability to think and communicate constructively, critically, objectively and 

clearly   
 
2. Ability to listen and ask relevant questions   
 
3. Ability to understand the diverse needs, preferences and experiences of 

current and future tenants to improve services  
  
4. Ability to interpret and challenge financial information about MHA’s 

business, and to promote the efficient, effective and prudent use of 
resources to achieve MHA’s objectives   

 
5. Ability to scrutinise and provide feedback on performance   
 
6. Ability to evaluate risks, and to ensure that MHA has measures in place to 

manage risks in the most cost-effective way   
 
7. Appreciation of, respect for, and willingness to work with others from a 

diverse range of backgrounds, as part of a team   
 
8. Lead and represent an organisation at the most senior level, giving a strong 

sense of strategic direction   
 
9. Read and analyse complex information and draw out key points for 

discussion   
 

10. Manage different views and build consensus through persuasive discussion 
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11. Make balanced and informed decisions  
 

12. Balance constructive challenge with support.   
 
PERSONAL QUALITIES   

13. Passionate about MHA’s vision and values   
 
14. Committed to accountability, openness, transparency and equality of 

opportunity   
 
15. A strong, credible leader   
 
16. Works well in a team   
 
17. Open, engaging and enthusiastic   
 
18. Honest and possessing integrity  
 
19. Committed to the future of the organisation and all its tenants.   

 
VALUES AND ETHICS   
All Board members need to demonstrate commitment to:   

• the mission and values of MHA  
 
• the principles and practices of collective Board responsibility and decision 
making  
  
• tenants  

 
• the wider community in which MHA operates   
 

OTHER INFORMATION   
We hope for six years (two three-year terms) as a commitment from Board Members in 
line with the Code of Governance and any appraisal outcome.   
 We try as far as is possible to have a Board composition that has a range of skills and 
diversity including broad reflection of the local community and our tenants.     
 
COMMITMENT   

20. Makes sufficient time available to carry out the role effectively (minimum 1-
2 days per month)   

 
21. Gets to know and understand the organisation   
 
22. Abides by its values and policies   
 
23. To participate in learning and development activities that develop personal 

effectiveness including annual appraisal and assist in improving the overall 
performance of the Board.   
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MASONIC HOUSING ASSOCIATION 
LOCAL HOUSE COMMITTEE CHAIR -  ROLE PROFILE 

Main purpose of role  
The role of the Local House Committee Chair is to provide leadership to the Local 
House Committee, who are responsible for the overall management of the sheltered 
housing scheme,  and Scheme Manager, who is responsible for the day to day running 
of the sheltered housing scheme, and act as link to MHA’s Board and administrators.  
  
The Local House Committee Chair should ensure that all Committee members  
share responsibility for the Local House Committee decisions and that the 
Committee act only in the interests of MHA, the sheltered housing scheme and its 
tenants and not on behalf of any constituency or interest group.    
 
Leadership   

1. Lead the Local House Committee in promoting the values and vision of 
MHA and ensure they are at the heart of everything the Committee does   

  
2. Exercising sound financial and risk management to ensure the sheltered 

housing scheme is well maintained and meets all Health & Safety 
requirements  

 
3. Making decisions which are in the best interests of MHA, the sheltered 

housing scheme and its tenants   
 
4. Planning agendas and facilitating meetings effectively to ensure all voices 

are heard and that clear actionable decisions are reached 
 
5. Appointing the sheltered housing scheme staff, completing annual reviews 

and acting as Line Manager to the Scheme Manager with support from 
MHA’s administrators and/or external consultants 

 
6. Monitoring the sheltered housing scheme’s performance against any key 

performance indicators    
 
7. Acting as an ambassador for the organisation and promote its aims, values 

and work  
 
8. Taking the lead on recruitment and induction of new committee members   
 
9. Providing guidance and support to the Scheme Manager who oversees the 

day to day running of the sheltered housing scheme  
 

Governance  
10. Ensuring that the Committee’s activities adhere to MHA’s rules, policies, 

code of conduct and all external regulations  
 
11. Taking appropriate advice, including external advice where necessary, in 

order to make robust decisions. 
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Conduct 

12. Preparing for and attending Management & Finance Committee meetings,  
occasional working groups and internal and external stakeholder events as 
required  

 
13. Maintaining appropriate standards of behaviour   
 
14. Ensuring the Local House Committee’s Terms of Reference are adhered to 
 

People  
15. Maintaining good relationships with MHA Board members, administrators, 

Local House Committee members, members of staff and external 
stakeholders which includes tenants. 

 
16. Dealing with any complaints following laid down procedures 
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MASONIC HOUSING ASSOCIATION 
LOCAL HOUSE COMMITTEE CHAIR - PERSON SPECIFICATION 

ELIGIBILITY CRITERIA 
The Provincial Grand Master for the appropriate Province in which the scheme is 
situated will be asked by MHA to appoint the Chairman of the Local House Committee 
for a term of 5 years.  The Provincial Grand Master may re-appoint a Chairman for 
further terms.  
 
Such appointee will automatically become a member of the Management & Finance 
Committee. 
 
EXPERIENCE AND KNOWLEDGE 
The Local House Committee Chair should possess the following attributes: 
 

• Passion for social housing and customer service, with the time required to: 
o prepare for and attend meetings 
o liaise as necessary with the Scheme Manager and tenants 
o liaise with Board Members and MHA’s administrators as necessary 

including the provision of reports 
 
• Experience in a non-executive role  or committee leadership is desirable 

 
• Strong communication skills 
 

SKILLS AND ABILITIES 
While each Local House Committee member will make a unique, important and 
valuable contribution to the Committee’s work and their diverse skills, experiences 
and perspectives strengthen the Committee, MHA has identified the following core 
competencies that Local House Committee Chairs need.     
  

1. Ability to think and communicate constructively, critically, objectively and 
clearly   

 
2. Ability to listen and ask relevant questions   
 
3. Ability to understand the diverse needs, preferences and experiences of 

current and future tenants to maintain a high standard of  services and look 
at ways the services can be improved, reporting the same to the Board 
and/or Management & Finance Committee  

  
4. Ability to interpret financial information, predominately budgetary, and to 

ensure the efficient, effective and prudent use of resources.   
 
5. Ability to scrutinise and provide feedback on performance usually within 

quarterly reports to Management & Finance Committee  
 
6. Appreciation of, respect for, and willingness to work with others from a 

diverse range of backgrounds, as part of a team   
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7. Manage different views and build consensus through persuasive discussion   
 
8. Make balanced and informed decisions  

 
   PERSONAL QUALITIES        

9. Passionate about MHA’s vision and values   
 
10. Committed to accountability, openness, transparency and equality of 

opportunity   
 
11. A strong, credible leader   
 
12. Works well in a team   
 
13. Open, engaging and enthusiastic   
 
14. Honest and possessing integrity  
 
15. Committed to the future of the sheltered housing scheme and all its 

tenants.   
 
VALUES AND ETHICS   
The Local House Committee Chair needs to demonstrate commitment to:   
 

• the mission and values of MHA  
 
• the principles and practices of collective Local House Committee responsibility 
and decision making  
  
• tenants of the Sheltered Housing Scheme 

 
• the wider community in which MHA operates   
 

COMMITMENT   
16. Makes sufficient time available to carry out the role effectively    
                   (minimum 1 day per week)   
 
17. Gets to know and understand the organisation, the sheltered housing 

scheme and its tenants 
   
18. Abides by MHA’s values and policies   
 
19. Represents MHA and the sheltered housing scheme within the local 

community and the province 
 
20. Participates in any learning and development activities that assist in 

improving the overall performance of the Committee.   
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 APPENDIX 3  
SHAREHOLDERS AND MEMBERSHIP POLICY  
  
1.  Background to the Association  
Masonic Housing Association Ltd was formed in 1975 and specialises in the provision of 
sheltered housing for older people.    
  
It is a non-profit making organisation registered as a Charity under the Co-operative and 
Community Benefit Societies Act 2014 registered number 21444R and registered as a 
Registered provider with the Social Housing regulator (registration number L0673).   
  
The aims and objectives of Masonic Housing Association Ltd are the provision of housing 
and associated amenities for people in housing need. It seeks to maintain a high standard 
of management with a commitment to quality of service and customer engagement.  
  
MHA’s portfolio comprises 5 sheltered housing schemes in Aylesbury – Buckinghamshire, 
South Woodham Ferrers – Essex, Wellingborough –  
Northamptonshire, Rugeley – Staffordshire and Stratford upon Avon – Warwickshire.   
  
2.  Governance and Accountability   
The association has adopted the National Housing Federation’s (NHF’s) 2015 Model Rules 
and has adopted the principles of the NHF’s Code of Governance 2020. The Board has 
agreed that shareholders do not have a major role in governance and accountability 
issues at MHA as these are dealt with by other mechanisms.  
  
3.  Membership Criteria  
The association operates an open shareholding membership although it aims to contain 
membership to a manageable level of active shareholders.   
  
It is the association’s policy to achieve a position whereby only Board Members are 
shareholders and as such is not actively seeking shareholders who are not Board 
members.  The Association currently has some longstanding members - the majority of 
these are ex Board members and currently does not seek new members unless they are 
becoming Board Members.     
 
4.  Application for Membership  
All applications for membership of the association will be considered by the Board of 
Management. The Board will only admit new shareholders in accordance with this policy 
and on the assumption that the Shareholder will be elected to the Board.  
 
An applicant for a share must apply in writing to the association’s Registered Office:  
  

• Setting out their reasons for applying and their qualification in accordance 
with the association’s policies; and  
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• Pay the sum of £1.00 which will be returned if the application is not 
approved.  

  
If the application is approved the name of the applicant and the other necessary 
particulars will be entered in the register of shareholders. One share in the association 
and a copy of its Rules will be issued to each shareholder.  
  
Any applicant who is refused membership will be provided with a full explanation of the 
reasons for rejection.  
  
5. The Role of Shareholders  
Membership of the association enables the person:  
  

• To attend and vote at the Annual General Meeting and any Special General 
Meeting  

 
• To receive copies of the association’s Annual Report  

 
• To be eligible to be elected to the association’s Board of Management  

  
Membership of the association will be bound by the association’s Rules.  
  
6. Shares  
Shares in the association are £1.00 each and are limited to one per person. The 
association is Co-operative and Community Benefit Society, so no dividend is paid upon 
them.  Shares are not refundable on termination of membership.  
  
7. Ending of Shareholding  
A shareholder will cease to be a shareholder if they die, are expelled under the 
association’s Rules, withdraw by giving one month’s notice to the Secretary or retire from 
the Board.  A shareholder may only be expelled by the Board, by following the procedures 
contained within the association’s Rules.  
  
In accordance with the 2015 NHF Model Rules, shareholders will cease to be 
shareholders if they do not participate in, nor deliver written apologies in advance to, a 
general meeting of the association in the period starting with one annual general meeting 
up to and including the next annual general meeting i.e. if two AGMs are missed without 
apologies recorded.  
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APPENDIX 4  

  
  

BOARD OF MANAGEMENT – CODE OF CONDUCT  
  

This Code provides guidance to you as a Board Member to ensure that your actions and 
behaviour are consistent with the Association’s Mission.    
  
You must familiarise yourself with the contents of this Code and act in accordance with it 
at all times.  Failure to comply with this Code may be a governance disciplinary matter.   
  

CONTENTS 
 
THE MAIN PRINCIPLES OF THE CODE: 
 

1. General responsibilities  
 

2. Conflicts of interest  
 

3. Bribery, gifts and hospitality  
 

4. Funds and resources  
 

5. Confidentiality 
  

6. Respect for others  
 

7. Relationship between Board members and staff (including Knox Cropper staff) 
 

8. Relationship with tenants  
 

9. Health, safety and security  
 

10. Conduct at meetings  
 

11. Representing the Association  
 

12. Learning and development  
 

13. Reporting concerns  
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THE MAIN PRINCIPLES OF THE CODE  
  
1. GENERAL RESPONSIBILITIES 
You must fulfil your duties and obligations responsibility, acting at all times in good faith 
in the best interests of the Association, its tenants and other service users.   
  
2. CONFLICTS OF INTERESTS 
You must take all reasonable steps to ensure that no undeclared conflict arises, or could 
reasonably be perceived to arise, between your duties and your personal interests, 
financial or otherwise.   
  
3. BRIBERY, GIFTS AND HOSPITALITY 
You must not offer, seek or accept bribes or inducements to act improperly or corruptly.  
You must not seek or accept gifts, hospitality or other benefits from individuals or 
organisations that might reasonably be seen to compromise your judgement or integrity 
or place you under an obligation to those individuals or organisations.   
  
4. FUNDS AND RESOURCES 
You must not misuse the Association’s funds or resources.   
  
5. CONFIDENTIALITY 
You must handle information in accordance with the law and the Association’s policies 
and procedures.   
  
6. RESPECT FOR OTHERS 
You must treat others with respect at all times.   
  
7. RELATIONSHIP BETWEEN BOARD MEMBERS AND STAFF                                                                               
 (INCLUDING KNOX CROPPER’S (THE ADMINISTRATOR) STAFF) 
You must maintain a constructive, professional relationship based on a sound 
understanding of their respective roles.   
  
8. RELATIONSHIP WITH TENANTS 
You must maintain high standards of professionalism, fairness and courtesy in all your 
dealings with tenants and other service users.   
  
9. HEALTH, SAFETY AND SECURITY 
Your conduct must not endanger the health, safety or security of yourself or others.   
  
10. CONDUCT AT MEETINGS 
Your conduct at Board and other meetings must meet a high standard of integrity, 
commitment and courtesy.   
  
11. REPRESENTING THE ASSOCIATION 
In representing the Association at external events and in dealings with outside bodies, you 
must uphold and promote the Association’s values, objectives and policies.   
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12. LEARNING AND DEVELOPMENT  
In partnership with the Association, you must take responsibility for your own learning and 
development, regularly updating and refreshing your skills and knowledge.   
  
13. REPORTING CONCERNS 
You must report any reasonable and honest suspicions you may have about possible 
wrongdoing.   
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1. GENERAL RESPONSIBILITIES  
 
You must fulfil your duties and obligations responsibly, acting at all times in good faith and 
in the best interests of MHA and its tenants.   
  
Provisions  
• You must comply with the law; your terms of appointment and MHA’s policies and 

procedures relating to your role.  
  
• You must not conduct yourself in a manner which could reasonably be regarded as 

bringing the MHA into disrepute.  This includes membership of, or participation in, 
activities organised by groups or organisations whose values are inconsistent with 
MHA’s (for instances, racist organisations) which could create reasonable doubt in 
your ability to comply with MHA’s values and this code.   

  
• You must not bring MHA’s name into disrepute or affect its integrity by your actions or 

words, either within the organisations or outside.  This includes the use of, or entries 
on, social network sites (such as Facebook, X, YouTube and others).  This includes 
making derogatory comments about MHA, its tenants, partners or services, either in 
person or in writing or via any web-based media such as a personal blog or other site.  
This also applies if you do not name MHA, but where its identity can reasonably be 
inferred, or where you use a pseudonym, but your identity can reasonably be inferred.   

  
If you have a genuine concern about possible wrongdoing, you must report it to the 
appropriate senior person within MHA.   

  
• You must not act in a way that unjustifiably favours or discriminates against particular 

individuals, groups or interests.  
  
• You must respect the appropriate channels for handling tenancy and service 

provision issues.  You must not act outside MHA’s established procedures in any 
matter concerning any tenant.   

  
• You must not misuse your position, for example, by using information acquired in the 

course of your duties for your private interests or those of others.   
  
• You must respect the principle of collective decision-making and corporate 

responsibility.  This means that once the Board has made a decision you must 
support that decision.   

  
• You must not engage in any political or campaigning activity that might compromise 

the position of MHA.  Board members intending to stand for political office must 
discuss the matter with the Chair.   

  
• If you take up new employment or appointments during your term of office, you must 

make any necessary declaration of interest.  Any such work or position must not 
interfere with your role as a Board member.   
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2. CONFLICTS OF INTEREST  
  

Main Principle  
You must take all reasonable steps to ensure that no undeclared conflict arises, or could 
reasonably be perceived to arise, between your duties and your personal interests, 
financial or otherwise.   
  
Provisions  
• You must comply with MHA’s policies and procedures for declaring, recording and 

handling conflicts of interest.  Amongst other things, these require you to declare any 
private interests which may, or may be perceived to, conflict with the duties of your 
role.   

  
• You must ensure that your entry in MHA’s Register of Interests is complete, accurate 

and up to date.   
  
• You must comply with MHA’s policies and procedures relating to the application for 

employment or housing from members of staff, Board members, or others to whom 
they are related or closely connected.   

  
• You must not be involved in the appointment of staff where you are related, or are 

closely connected, to an applicant.  You must declare any such relationship to the 
appropriate person.  You must not be involved in decisions relating to discipline, 
promotion, pay or benefits for any member of staff to whom you are related or closely 
connected.   

  
• You must not be involved in the appointment of a contractor or supplier where you 

are related, or closely connected, to an organisation or individual applying or 
tendering for a contract.  You must declare any such relationship to the appropriate 
person.  You must not be involved in establishing the terms of a contract, or its 
ongoing monitoring and management, where you are related, or closely connected, 
to the contractor or supplier.   

  
• Except where specifically permitted, you must normally avoid using MHA’s 

contractors and suppliers for private purposes.  Where this is unavoidable, you must 
not receive a favourable service as a result of your connection with MHA.  Prior 
approval must be sought before using the supplier or contractor and a written 
declaration made confirming that no financial or other advantage has been secured 
as a result of the relationship with MHA.   

  
• You must not use, or attempt to use, your position to promote your personal interests 

or those of any connected person, business or other organisation.   
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3. BRIBERY, GIFTS AND HOSPITALITY  
 
You must not offer, seek or accept bribes or inducements to act improperly or corruptly.  
You must not seek or accept gifts, hospitality or other benefits from individuals or 
organisations that might reasonably be seen to compromise your judgement or integrity or 
place you under an obligation to those individuals or organisations.   
  
Provisions  
• You must comply with the law and MHA’s policies and procedures in relation to:  

bribery and corruption  
  

the giving, receipt, approval and recording of gifts and hospitality  
  
• You must not canvass or seek gifts or hospitality or other benefits  
  
• If you are offered gifts or hospitality, they should either be declined, or prior approval 

sought for their acceptance.  The only exceptions are gifts of token value or modest 
hospitality given in connection with normal work meetings.  MHA’s policies give 
further guidance.   

  
  
4. FUND AND RESOURCES  

 
 Main Principle  
You must not misuse MHA’s funds or resources.   
  
Provisions  
• You must comply with MHA’s policies and procedures regarding the use of its funds 

and resources.  ‘Resources’ includes staff, information, telephone, computers and 
other IT facilities, equipment, stationery and transport.   

  
• You must ensure that the organisation funds and resources entrusted to you are used 

efficiently, economically and effectively.   
  
• You must comply with MHA’s policies and procedures regarding procurement, 

ensuring value for money and fairness in decision-making.  
  
• You must take reasonable measures to protect MHA’s funds, resources, property and 

assets from theft, damage and misuse.   
  
• You must comply with MHA’s policies and procedures relating to the acceptable or 

unacceptable use of email, intranet and internet services.  Amongst other things, 
these policies and procedures prohibit access to pornographic or racist material and 
the use of unauthorised or unlicensed software.   

    
• You must claim reimbursement only for expenditure that was properly and 

reasonably incurred in carrying out MHA’s business.  You must ensure that any 
expenses claim you make is accurate and complies with MHA’s policies and 
procedures.   
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5. CONFIDENTIALITY  
 
Main Principle  
You must handle information in accordance with the law and MHA’s policies and 
procedures.   
  
Provisions  
• You must comply with the provisions of the General Data Protection Regulations 

2018 (GDPR) which govern the protection of personal data.  All personal data held 
about tenants, service users, employees and others, whether on paper or 
electronically is subject to the provisions of the Act.  MHA’s policies and procedures 
give further guidance.  

  
• You must not disclose without authority any confidential business information.  This 

duty continues to apply after you have left MHA or relinquished your position.   
  
• You must not, without permission, pass or distribute to the press or media or any 

other external recipient(s) information or materials relating to MHA.   
  
• In your capacity as a Board member you must not, without prior authority: appear to 

represent the views or position of MHA  
  

write letters to the press or other recipients  
  

write media articles, blog posts or tweets etc about MHA and activities  
  

make comments or statements to the media – if approached you must pass the 
enquiry to the appropriate person  

  
• You must not prevent another person from gaining access to information to which 

they are entitled by law.  
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6. RESPECT FOR OTHERS  
You must treat others with respect at all times.   
 
 Provisions  
• You must comply with the law and with MHA’s policies and procedures relating to 

equality and diversity.  Equality laws prohibit discrimination on grounds including 
age, disability, gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race, religion or belief, sex and sexual orientation and impose positive 
duties to eliminate unlawful discrimination and promote equality.  MHA’s policies 
give further guidance.   

  
• You must not harass, bully or attempt to intimidate any person.  MHA’s policies give 

further guidance.   
  
• You must not display materials in the workplace which other people might 

reasonably find offensive or use language which Board colleagues, staff, or tenants 
might reasonably find offensive.   

 
 
7. RELATIONSHIP BETWEEN BOARD MEMBERS AND STAFF                                                    

(INCLUDING KNOX CROPPER STAFF)  
 
Main Principle  
Board members and staff (including Knox Cropper staff) must maintain a constructive, 
professional relationship based on a sound understanding of their respective roles.   
  
Provisions  
• You have a duty of loyalty and support towards MHA, and this must be reflected in a 

constructive, professional relationship with its staff  
  
• You must not go beyond your role as a Board member and become inappropriately 

involved in operational matters.  
  
• In your dealings with staff, formally and informally, you must set an example by 

demonstrating the highest standards of integrity and ethics and your alignment with 
the values, policies and objectives of MHA.   

  
• Where it is necessary to raise issues of poor staff performance at a formal meeting, 

these must be raised in a constructive way, aimed at getting things right in future, and 
not at criticising individuals.  Any concerns about the performance of individuals 
must be discussed in confidence with the Chair of the Board.   

  
• You must not appear to undermine the authority of a senior officer in his or her 

dealings with a more junior member of staff.  
 
• You must avoid inappropriate personal familiarity with members of staff.   

  
• You must not ask or encourage a member of staff to act in any way which would 

conflict with compliance with this code or MHA’s policies and procedures.   
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8. RELATIONSHIPS WITH TENANTS  
  

Main Principle  
You must maintain high standards of professionalism, fairness and courtesy in all your 
dealings with tenants.   
  
Provisions  
• You must treat all tenants with courtesy and respect.  
  
• You must not allow any personal relationships with a tenant to conflict with your role 

and responsibilities.   
  
• You must not give gifts or loans of money to, or receive loans or gifts of money from, 

tenants.   
  
• You must take great care in the unlikely event of you handling tenants’  money, 

ensuring that a receipt is completed for every transaction.   
  
• You must not invite or influence a tenant to make a will or trust under which you are 

named as executor, trustee or beneficiary.   
  
• When handling information relating to tenants, you must comply with the law and 

MHA’s policies and procedures relating to the protection of personal data.   
 
 

9. HEALTH, SAFETY AND SECURITY  
  
Main Principle  
Your conduct must not endanger the health, safety or security or yourself or others.   
  
Provisions  
• You must comply with MHA’s Health & Safety policies and procedures and bring to 

the attention of the appropriate person any risks to yourself or others.   
 

In particular:  
where you are provided with protective clothing this must be worn  

  
for your own safety, you must comply with MHAs policy and procedures 
relating to lone working  

  
• You must comply with the law and MHA’s policies on smoking and on the use of 

alcohol, illegal drugs and other substances.   
  
• You must comply with MHA’s policies relating to the security of any of its premises.  
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10. CONDUCT AT MEETINGS 
 
Main Principle  

Your conduct at meetings must show respect for all and comply with MHA’s standards.   
  
Provisions  
• You must be courteous to all other attendees and respect the position of the meeting 

Chair.   
  
• You must no use threatening or aggressive behaviour, or act in a disruptive way.   
  
• You must not attend meetings while intoxicated or under the influence of drugs.  
  
• Once the Board has properly reached a decision, you must share responsibility for 

that decision, even where you had not supported it.   
  
  

11. REPRESENTING MHA  
  
Main Principle  
In representing MHA at external events and in dealings with outside bodies, you are an 
ambassador for MHA and must uphold and promote its values, objectives and policies.   
  
Provisions  
• You must not become involved in, or be seen to endorse, any activity that may bring 

MHA into disrepute.  This includes but is not limited to illegal, immoral, racist or other 
discriminatory activity.   

  
• In engaging in activities which promote the work of MHA to the outside world you 

must demonstrate commitment to MHA and support for its values, policies and 
goals.   

  
• In representing MHA at formal or informal events, you must be appropriately dressed 

for the occasion.   
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12. LEARNING AND DEVELOPMENT  
  
Main Principle  
In partnership with MHA, you must take responsibility for your own learning and 
development, regularly updating and refreshing your skills and knowledge.   
  
Provisions  
• You must play an active part in MHA’s supervision and performance appraisal 

process and welcome constructive feedback.   
  
• At the appropriate induction, appraisal or supervision meeting, you must make clear 

your personal training and development needs, so that they can be taken into 
account in MHA’s forward budgeting and planning.   

  
• Unless there are exceptional reasons you must attend all learning and development 

events that have been arranged, either for you alone or as part of a group.   
  
• You must take responsibility for keeping your knowledge up to date in those areas in 

which you are a specialist.  
   

  
13. REPORTING CONCERNS  

  
Main Principle  
You must report to the appropriate senior person within MHA any reasonable and honest 
suspicions you may have about possible wrongdoing.   
  
Provisions  
• If you are aware of potentially dishonest or fraudulent activity, or material breaches 

or this code – by Board members, staff or others – you must report it to the 
appropriate senior person within MHA.  MHA’s policies and procedures relating to 
fraud and confidential reporting (whistleblowing) give further guidance.   

  
• If you believe that you are being required to act in a way which conflicts with this 

code, you must report it to the appropriate senior person within MHA.   
  
• You must not victimise any person who has used – or intends to use or is suspected 

of having used – MHA’s confidential reporting procedures to report the misconduct, 
or alleged misconduct, of others.   


