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Chair
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7a. Proposed entitlements, payments and benefits...

21

7b. Entitlement Payments and Benefits Policy - App...

27

7c. Entitlements Payments and Benefits Policy 201...

37

Unacceptable Actions Policy
8. Unacceptable actions policy cover.docx

59

8a. Unacceptable Actions Policy - Appendix 1 - Draf...

63

#
9

10

11

12

Description

Landlord health and safety policies
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161
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All
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REPORT TITLE: Rent Structure and Internet Installation Consultation
1.

PURPOSE OF THE REPORT:

1.1 This report provides feedback on the outcome of the tenant consultation to install both air
source heat pumps and internet provision to 328 mini multi properties by February 2022.
The consultation advised tenants of the additional charge on their rent if the upgrade works
were carried out.
BACKGROUND DOCUMENTS
Air Source Heat Pump Pilot and Proposed Consultation for Further Air Source Heat Pump
Installations and Internet Report to Board – 26 March 2020
2.

RECOMMENDATIONS:

2.1 It is recommended that:
The Board considers the responses to the consultation on the proposal to install air
source heat pumps and internet provision to 328 mini multi properties and approves
the rent increase of £16.82 per month (20/21 prices) to be applied to these properties
in the April following the completion of the works.
3.

EXECUTIVE SUMMARY:

3.1 At its meeting on 30 March 2020 the Board agreed that the Association should consult 328
tenants in the mini multi properties on the proposal to install air source heat pumps and
internet provision in their homes which would result in a rent increase of £16.82 per month.
3.2 A total of 69 tenants responded to the consultation which equates to just over 21%.
3.3 Of the 69 tenants who responded to the consultation 46 (66.6%) tenants were in favour of the
proposal to install the new heating system in addition to the internet provision with a proposed
rent increase of £16.82 per month.
3.4 It is recommended to go ahead with the upgrade works and rent increases as proposed.

1

IMPLICATIONS OF THE REPORT

FINANCIAL RESOURCE
AND VALUE FOR
MONEY:

Tenants’ rents are the key source of income for the
Association. It is vital rents are set at a level that is viable for
the Association in terms of the longer term business plan.
MHA has to comply with the Scottish Social Housing
Charter. Outcome 13 states ‘social landlords manage all
aspects of their business so that tenants, owners and other
customers received services that provide continually
improving value for the rent and other charges they pay’.
The 2020/21 business plan assumes that the rent increase
for heating would be applied from the April after the heating
is installed.

LEGAL/REGULATORY/
RULES/NOTIFIABLE:

The Association has a regulatory duty to consult tenants on
proposed changes to rents and to give at least 28 days’
notice of rent increases. The Association also has a
responsibility to ensure rents are genuinely affordable for
tenants and prospective tenants and provide value for
money. This is stated in the Scottish Social Housing Charter
outcome 14 -‘a balance has to be struck between the level
of services provided, the cost of the services and how far
customers.. can afford them’

CORPORATE
PLAN/STRATEGIC
OBJECTIVES:

Two of the Association’s strategic objectives are to ‘support
more of our customers to get online’, and ‘replacing electric
heating systems with a more energy efficient solution’.
These rent increases will fund these initiatives.

CUSTOMER/TENANT
PARTICIPATION:

The options for consultation were very limited because no
face to face discussions could be planned due to the current
Covid 19 restrictions. All tenants concerned were contacted
in writing setting out the proposals with a list of FAQ’s. This
was supplemented by text reminders and outbound calling
by members of the Customer Contact Team. The previous
consultation carried out with tenants at 266 Cumlodden
Drive has shown support for the heating proposals at higher
levels where face to face engagement was possible. The
intention is still to carry our further consultation once the
current lockdown allows including an opportunity to see a
fully working system.

COMMUNICATIONS:

The final decision on the proposed rent increases will be
communicated to customers in June 2020 via letter.

HEALTH AND SAFETY:

There are no health and safety implications.

ENVIRONMENTAL:

There are no environmental implications.

EQUALITY IMPACT
ASSESSMENT:

The proposed increases are more likely to affect those who
are in work and as part of the future consultation we will
target those in work to carry out benefit checks etc to ensure
2

that incomes are maximised.

RISK ANALYSIS:

4.

The key risk is reputational if the meter switching process is
not managed effectively customers will incur higher utility
costs. To address this meter switching and customer
support have been embedded in the contract to install the air
source heat pumps.

BACKGROUND

4.1 In March 2020 the Board agreed that the Association should consult 328 tenants in the mini
multi properties on the proposals to install air source heat pumps and provide internet
provision which would increase rents by £16.82 per month.
4.2 At its meeting on 26 March 2020 the Board approved amendments to the rent structure to
include factors for internet provision and air source heat pump installation, collectively
referred to as smart heating. The Board also approved the installation of smart heating to
328 mini multi properties.
4.3 Board members agreed that an option to opt out should not be provided for the smart
heating upgrades which would mean that any increase would be applied to all customers. It
was confirmed that not giving an opt out would help to mitigate the issues linked to Housing
Benefit where optional works could be viewed as not eligible for housing benefit and
including the internet provision as an integral part of the heating upgrade works there would
be less likelihood of challenge.
4.4 To comply with legal and regulatory requirements a period of consultation was commenced
in respect of the potential proposed increases.
5.

TENANT CONSULTATION

5.1 The Association has a legal responsibility to consult with tenants on any changes to their
rent. It was agreed that the consultation in respect of the proposed works and the increase
to the rent charge would be carried out.
5.2 The range of consultation methods was limited due to the current lockdown arrangements.
A letter detailing the proposals was sent to all tenants affected with a list of FAQ’s with text
reminders being sent with a link to the survey. In addition this was supplemented by some
outbound calling which was undertaken by the Customer Contact team.
5.3 Tenants were asked the following question:
We would like you to tell us if you support our proposals to upgrade your heating with a new
smart heating system which will increase your rent by £16.82 per month?
5.4 Where a tenant answered no we asked them to tell us why.
5.5 Of the responses received in respect of the smart heating proposals linked to a rent
increase of £16.82 per month, out of a possible 328 responses a total of 69 (21%)
customers responded to the consultation. The result of the consultation suggests that there
was support for the proposal to carry out the heating upgrade works with just over 66% of
respondents supporting the proposal.
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5.6 Of the responses received, the main reasons for not supporting the proposal are cost,
heating not currently used and with a small number citing poor experiences when
programmes of work were carried out previously.
5.7 The intention is that as soon as it is practically possible the team will carry out further
consultation with tenants through face to face discussions, meetings etc which will give
tenants the opportunity to discuss all of the improvements being proposed and to see an air
source system working in situ. For those tenants concerned about cost it will also give us
an opportunity to provide advice and assistance on how they may maximise their income.
5.8 It is proposed to write out to all tenants concerned with the outcome of the consultation in
June.
5.9 We are currently contacting the 5 owners who have homes within the blocks to offer them
the opportunity to have the heating installed. There may be some interest as the owners are
eligible for the same level of funding as the Association which is currently 50%.
6.

PROJECT UPDATE

6.1 Despite the lockdown arrangements, work is still underway to plan and prepare for the
project starting.
6.2 Engie have been appointed as the lead Contractors to install the air source heat pumps
along with any kitchen/bathroom/rewiring works required.
6.3 The works are programmed to start in August but given the current circumstances this may
be delayed and the Scottish Government have stated that project timescales can be revised
in light of Covid 19.
6.4 Updates on the progress of the project will be brought quarterly to Assurance Board
Meetings.
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REPORT TITLE: Estate Management Policy
1.

PURPOSE OF THE REPORT

1.1 The purpose of this report is to seek Board approval for the Estate Management Policy..

2.

RECOMMENDATIONS

2.1 It is recommended that the Board:
- Approves the Estate Management Policy

3.

EXECUTIVE SUMMARY

3.1 The Estate Management Policy was approved by the Policy and Performance Committee in
May 2017 and has now been reviewed in line with our policy review schedule.
3.2 The policy has been expanded to incorporate the Pet Policy
3.3 The policy now has additional sections which outline our approach to the management of
play parks and parking and a more detailed section on the management of our communal
areas
3.4 We will launch a communications plan to ensure that residents are aware of and understand
the requirements to keep all our communal areas free of items
3.5 The policy is supported by detailed procedures which provide guidance to the housing
teams on how to apply the principles contained in the policy.

.
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IMPLICATIONS OF THE REPORT

FINANCIAL RESOURCE
AND VALUE FOR MONEY:

LEGAL/REGULATORY/
RULES/NOTIFIABLE
EVENTS:
CORPORATE
PLAN/STRATEGIC
OBJECTIVES:
CUSTOMER/TENANT
PARTICIPATION:

The Association currently spends over £300,000 on estate
management contracts. We will continue to procure contracts in
line with our procurement policy to ensure value for money. We
also monitor the effectiveness of our contractors and the value
they provide and carry out regular estate and block inspections
and contract management meetings..
The Association is required to comply with outcome 6 of the
Scottish Social Housing Charter relating to estate management
and to comply with all relevant health and safety regulations
including regulation relating to the management of fire risk.
The policies support our corporate objectives of improving the
customer experience and increasing satisfaction and providing
better homes and developing neighbourhoods that residents can
feel proud of..
We will carry out resident consultation on the procurement of a
new cleaning contract this year and on establishing a new
framework for ensuring that our communal areas are kept
completely clear

COMMUNICATIONS:

Residents will be made aware of the updated policy in our next
newsletter, on our website and our social media channels.

HEALTH AND SAFETY:

The policy supports the Association’s Health and Safety Policy

ENVIRONMENTAL:

The policy relates to the management of our estates and
communal areas and the environment experienced by our
residents

EQUALITY IMPACT
ASSESSMENT:

There are no particular equality issues relating to the policy

RISK ANALYSIS:

There is a risk that failure to manage our estates and communal
areas effectively could result in safety risks to our residents and
financial risk to the Association.
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Title
Purpose

Estate Management Policy
Maryhill Housing aims to ensure its communal areas and estates are well
maintained, safe, attractive places that customers can enjoy and take pride in,
through the delivery of effective estate management services.
The Association will provide staff with clear operational procedures and guidelines
setting out how the Association will organise estate management services for its
customers.
This policy provides a framework for the delivery of estate management services
and sets out how the Association is meeting its legal and statutory responsibilities.
The Association will comply with relevant legislation and adopt the principles and
practices detailed in the Social Housing Charter.

Scope

The Board has responsibility for agreeing the Association’s Estate Management
Policy
The Director of Operations holds the lead responsibility for this policy with
responsibility for implementation delegated to the Head of Housing.
This policy applies to all Board and Committee members, members of staff
whether employees of MHA, freelance , casual, or temporary agency staff
irrespective of grade, position or length of service responsible for the
management of estates within the Association.

Definitions

For the purposes of this policy, unless otherwise stated, the following definitions
shall apply:
Estate management is the approach taken by Maryhill Housing to manage,
maintain and improve its communal areas, both inside and outside its buildings.

Policy
Statement

Aims
The Association aims to deliver estate management services that:
-

Ensure communal areas are clean, safe, well-maintained, attractive spaces
that customers can enjoy and take pride in
Are proactive, responsive and provide excellent value for money

Estate management services and standards
The estate management services are provided to both tenants and owners.
Services provided by the Association include, but are not limited to: communal
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area cleaning; bin cleaning; bulk rubbish collection; landscaping and grounds
maintenance; on-site staff; CCTV; responsive caretaking. All common closes
(where the service is provided) are cleaned at least once a week. Communal
landscaping services are provided on a fortnightly cycle.
Monitoring performance and preventative inspections
The Association is committed to taking a proactive and preventative approach to
management of communal areas. We aim to inspect all closes monthly and all
estates at least quarterly. The inspections will be documented and appropriate
action taken, for example repairs raised. The performance of our communal area
cleaning and landscaping contractors will also be checked and this information
will feed into formal contract management. Completion of close and estate
inspections is a KPI for the organisation which is reported on a quarterly basis.
This will cover all communal areas including internal and external drying areas,
stairwells, corridors, closes and other communal spaces. The key outcome
measure of estate management performance is tenant satisfaction with their
neighbourhood, this information is currently collated via survey, usually every
three years.
Improving our communal areas and estates
We will gather data from stock conditions surveys, customer feedback, estate and
close inspections and use this to develop a programme of communal area and
estate improvements, this forms part of our Asset Management Strategy. We
know that historically some areas have seen a lack of investment so this is a
priority for the Association. As a minimum all communal areas will be painted
every eight years. The Association’s Community Fund will also be targeted on
delivering improvements to communal areas.
Customer focus and responsiveness
The specification for our estate management services has been developed
following extensive previous consultation with tenants and owners. Customers will
be consulted prior to any future change in service and will be consulted as part of
the tendering process for any new contract relating to estate management.. The
provision of the responsive caretaking service means that caretaking ‘jobs’ can be
ordered by tenants like any other repair, and will be attended to within three days.
Key estate management standards will be published on our website and from time
to time on our social media and in our newsletters so tenants know what to expect
in estate management.
Customers’ responsibilities
Customers have a responsibility to help keep communal areas clean and well
maintained through: appropriate use of bins and following procedures for bulk
item collection; responsible dog ownership; not causing damage to, or littering in,
communal areas, and adhering to the Association’s Good Neighbour Agreement.
We will provide clear information and guidance to all new tenants at sign up
regarding the disposal of rubbish, bulk items and other estate issues and will
remind existing residents of our standards from time to time via our newsletters,
website and social media.
Where we have evidence that a resident has caused damage or dumped items
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which have to be removed, we will seek to re-charge the cost to that resident.
Customers cannot leave any items in communal areas because this causes a
health and safety risk in the event of fire. Customers are responsible for the
maintenance of private gardens and the Association may carry out this work on a
customer’s behalf, and recharge the cost back to the customer, if gardens are not
maintained Continued breaches may result in tenancy enforcement action being
taken.
Pet Management
The Association recognises that not all properties are suitable for pets and that
some pets can cause a nuisance to other residents. We manage pets proactively
by having detailed procedures for the management of pets. Tenants must
request permission for a pet. Dogs are not allowed in any block of seven stories
or more with lift access and no more than two pets are allowed in any property.
Permission will not be granted for any animal banned by law. The Association will
provide clear guidance on the appropriate management of pets when permission
to keep a pet is granted and will take appropriate action, including tenancy
enforcement action, where pets cause a nuisance.
Common Areas in Closes and Blocks
The Association will implement a policy of keeping all communal areas in closes
and blocks completely free from items which may cause a hazard. We will
provide clear guidance to all residents, including new residents and will aim to
inspect all closes at least monthly to ensure that all communal areas are kept
clear. We will remove any items which are left in the communal areas of our
buildings as soon as reasonably practicable and will take tenancy enforcement
action where a tenant persistently leaves items in the communal areas.
Playparks
We will ensure that all playparks on our land are inspected regularly to identify
any damage to equipment or other hazards and any repairs are carried out
promptly. A full inspection will be carried out annually by a qualified professional
contractor and any recommendations will be acted upon within recommended
timescales.
Parking
We will provide clear guidance to residents on where parking is and is not allowed
on our land. Where parking becomes an issue for our residents , for example
non-residents parking on our land, we will consider implementing parking controls.
We will consult with all affected residents before making any changes to parking
arrangements on our estates.
Key partners in the delivery of effective estate management
The Association works closely with the following key partners in the delivery of
effective estate management services: Police Scotland; Glasgow City Council
Cleansing Services, our contractors and our residents In some cases, the land
surrounding the Association’s Homes is owned by Glasgow City Council and
managed by their Land and Environmental Services Team. The Association will
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take all possible steps to ensure this land is maintained to the same standard as
Maryhill Housing owned communal areas.
Procurement of services and value for money
The Association will procure estate management services in line with its
Procurement Policy and Toolkit to provide economically advantageous services
for the Association. The Association’s procurement strategy will be produced
annually. The Association will effectively client its estate management contractors,
and manage in-house teams, to deliver continuously excellent, value for money
services.
Compliance
The Association’s estate management service will be fully compliant with the
requirements set out in the Scottish Social Housing Charter, specifically charter
Outcome 6: (Estate Management, Anti-Social Behaviour, Neighbour Nuisance,
Tenancy Dispute)
Continuous improvement
The Association aims to continuously improve its estate management services
and will adapt processes in response to customer complaints; customer
satisfaction information; input from our Scrutiny Group and other residents
groups; internal audit and sector best practice.
Legal and Good Practice Requirements:
This policy is compliant with the following legislation and good practice guidance:




Approval

Housing (Scotland) Acts 2001, 2006, 2010 and 2014
Scottish Social Housing Charter 2012
Environmental Protection Act 1990
Disability Discrimination Act 1995

Board May 2020
Implementation: from May 2020

Policy
Owner
Review

Robert Reid – Head of Housing
Responsible Director - Director of Operations
May 2023 – Director of Housing Services responsible for review.
The policy may also be reviewed in light of legislation, good practice, or internal
structural and process change.
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REPORT TITLE: ENTITLEMENTS, PAYMENTS AND BENEFITS POLICY
1.

PURPOSE OF THE REPORT:

1.1 This report sets out a proposed update to the Association’s Entitlements, Payments and
Benefits Policy following a full review of the Policy.
2.

RECOMMENDATIONS:

2.1 It is recommended that the Board:
- Approves the proposed Entitlements, Payments and Benefits Policy.
3.

EXECUTIVE SUMMARY:

3.1 The Scottish Housing Regulator (SHR) requires the Association to have a policy that sets
out what payments and benefits we permit and to ensure that these arrangements
demonstrate transparency, honesty and propriety.
3.2 The Association’s Entitlements, Payments and Benefits Policy describes the entitlements,
payments or benefits that our people are able to receive and how conflicts of interest are
managed. It also describes what is not permitted and the arrangements that we have in
place to ensure that the requirements of this policy are observed.
3.3 In 2016 the Association adopted the Scottish Federation of Housing Association’s (SFHA)
model Entitlements, Payments and Benefits Policy with some amendments as proposed
by the Glasgow and West of Scotland Forum of Associations. The Policy has not been
reviewed on the usual three yearly cycle because the Association’s Policy Schedule had
identified that it would only be updated when the SFHA updated their model policy. The
CEO has checked this approach with the SFHA but they have confirmed that this policy
will not be updated by the SFHA and should be owned locally by each Association. This
correction has now been made to the Policy Schedule to ensure the policy is regularly
reviewed. The same issue applied to the Board Member Code of Conduct. This will now
also be due for renewal during this financial year.
3.4 In April 2020 the Board approved an amendment to the Entitlement, Payments and Benefits
Policy to bring it into line with the Severance Policy. Officers have now carried out a full
review of the Policy and are proposing the following changes:
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Adapting the policy to meet the Association’s Policy Format.
Removing previous SFHA wording which the Association decided not to adopt in 2016
but which was never removed from the policy
Removing references to the approved supplier list
Removing the appendix that lists all current suppliers and instead providing a link to the
contracts register
Removing Governing Body approval of attending awards ceremonies and replaced it
with approval from the Corporate Support Team
Removing reference to right to buy
Increasing cost of gifts for family events for our people from £25 to £50.
Removal of gifts for retirement
Adding in staff recognition awards up to £150
Increasing the value of the hospitality that is acceptable from £50 to £75 and changing
the approval for amounts higher than this from the Board to the CEO.
Removing the requirement to seek approval from the Director of Corporate Services
before asking from donations from our contractors and suppliers

IMPLICATIONS OF THE REPORT

FINANCIAL RESOURCE
AND VALUE FOR MONEY:

LEGAL/REGULATORY/
RULES/NOTIFIABLE
EVENTS:

The Entitlement, Payments and Benefits Policy describes the
entitlements, payments or benefits that our people are able to
receive. It also describes what is not permitted and the
arrangements that we have in place to ensure that the
requirements of this policy are observed. It is a key control
measure to ensure value for money in management of payments
to staff and to prevent financial benefits to Board Members
arising from their Board position.
The Scottish Housing Regulator expects the Association to have
an Entitlement, Payments and Benefits Policy which supports it
to discharge a number of duties in the 2019 Regulatory
Framework, including:
1.6 Each governing body member always acts in the best
interests of the RSL and its tenants and service users, and does
not place any personal or other interest ahead of their primary
duty to the RSL.
3.6 The governing body ensures that employee salaries,
benefits and its pension offerings are at a level that is sufficient
to ensure the appropriate quality of staff to run the organisation
successfully, but which is affordable and not more than is
necessary for this purpose.
5.1 The RSL conducts its affairs with honesty and integrity and,
through the actions of the governing body and staff, upholds the
good reputation of the RSL and the sector.
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5.4 Governing body members and staff declare and manage
openly and appropriately any conflicts of interest and ensure
they do not benefit improperly from their position.
5.7 Severance payments are only made in accordance with a
clear policy which is approved by the governing body, is
consistently applied and is in accordance with contractual
obligations. Such payments are monitored by the governing
body to ensure the payment represents value for money. The
RSL has considered alternatives to severance, including
redeployment.
CORPORATE PLAN/
STRATEGIC OBJECTIVES:

There are no implications

CUSTOMER/TENANT
PARTICIPATION:

There are no implications

COMMUNICATIONS:

The updated Entitlements, Payments and Benefits Policy will be
promoted to staff through the intranet and published on the
Association’s website through the Guide to Information.

HEALTH AND SAFETY:

There are no implications.

ENVIRONMENTAL:

There are no implications.

EQUALITY IMPACT
ASSESSMENT:

There are no implications.

RISK ANALYSIS:

There is a Regulatory and practical risk if the Association does
not update the Entitlements, Payments and Benefits Policy
because the current policy contains different wording for the
same issue and it is not clear which approach the Association is
taking.

4.

BACKGROUND

4.1

The Scottish Housing Regulator (SHR) requires the Association to have a policy that
sets out what payments and benefits we permit and to ensure that these arrangements
demonstrate transparency, honesty and propriety.

4.2

The Association’s Entitlements, Payments and Benefits Policy describes the
entitlements, payments or benefits that our people are able to receive and how conflicts
of interest are managed. It also describes what is not permitted and the arrangements
that we have in place to ensure that the requirements of this policy are observed.

4.3

In 2016 the Association adopted the Scottish Federation of Housing Association’s
(SFHA) model Entitlements, Payments and Benefits Policy with some amendments as
proposed by the Glasgow and West of Scotland Forum of Associations. The Policy has
not been reviewed on the usual three yearly cycle because the Association’s Policy
Schedule had identified that it would only be updated when the SFHA updated their
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model policy. The CEO has checked this approach with the SFHA but they have
confirmed that this policy will not be updated by the SFHA and should be owned locally
by each Association. This correction has now been made to the Policy Schedule to
ensure the policy is regularly reviewed. The same issue applied to the Board Member
Code of Conduct. This will now also be due for renewal during this financial year.
4.4

In April 2020 the Board approved an amendment to the Entitlement, Payments and
Benefits Policy to bring it into line with the Severance Policy.

4.5

Officers have now carried out a full review of the Policy and are proposing the following
changes:

Proposed change
Bringing the format into line
Association’s own policy format

Explanation
the Now that we have confirmed the policy is
owned by the Association it should be in line
with our standard formatting.
Removing section 4.1 to 4.6 which came from When the Policy came to the Board for
the SFHA model policy and replacing it with decision in 2016 the Board decided to adopt
the GWSF wording that was approved by the the GWSF amendment to the Policy but
Board in 2016
instead of replacing the relevant section the
GWSF amendment was just added in. As a
result it was not clear which process should
be followed in the previous policy.
Removing the requirement to bring the We do not currently do this and I could not
register of interests annually to the Board
think of a reason to start doing it other than
acting as a prompt to ensure it is kept up to
date
Removing references to the approved We no longer hold an approved supplier list
supplier list
Removing the appendix that lists all current This will ensure that the policy remains live as
suppliers and instead providing a link to the the suppliers used by the Association change
contracts register
Removing Governing Body approval of We haven’t been doing this in practice.
attending awards ceremonies and replaced it Retained this where costs would exceed 500
with approval from the Corporate Support per person. Approval from Corporate Support
Team
because I assumed costs would be funded
from the sundries budget.
Removing reference to right to buy
Right to buy came to an end in 2018 in
Scotland.
Increasing cost of gifts for family events for Usual practice is to send flowers and cost is
our people from £25 to £50.
current c. £30 – above the £25. The £50
proposed allows some scope for increased
cost inflation over the next three years.
Removal of gifts for retirement
We plan to introduce a long service policy and
propose to remove an organization-wide
retirement gift to instead focus recognizing on
our people who are in the Association not
those leaving it.
Adding in staff recognition awards up to £150 There was no provision for staff awards. This
brings the policy in line with practice. The
Association runs staff awards quarterly and
annually with a maximum award of £100 (the
with
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Proposed change

Increasing the limit for long service gifts for
our people from £25 to £250

Increasing the value of the hospitality that is
acceptable from £50 to £75 and changing the
approval for amounts higher than this from
the Board to the CEO.
Removing the requirement to seek approval
from the Director of Corporate Services
before asking from donations from our
contractors and suppliers
4.6

Explanation
proposed limit is up to £150 as the
Association also funds the increased tax
payable by the staff member).
We are proposing to bring a Long Service
Policy to the Board later in the year which will
both introduce a long service award and
remove the current leavers’ award that is
currently in the terms and conditions. The
£250 is the maximum amount we are
currently gifting to leavers in line with the
terms and conditions.
The cost of a networking dinner may exceed
£50 and the requirement to seek approval
from the Board is out of line with other items
that are delegated from the Board.
The Director of Corporate Services post no
longer exists in the Association and officers
do not think it is necessary to have Director
sign off on this this.

The proposed new Entitlements, Payments and Benefits Policy is shown at Appendix A,
the proposed Appendix to the Policy is shown at Appendix B and the previous policy is
shown at Appendix C. In the previous policy sections are highlighted yellow if they have
been lifted straight across to the new proposed policy or blue where they have not been
brought into the new proposed policy.
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Title

Entitlements, Payments and Benefits

Purpose

This policy describes the entitlements, payments or benefits that our
people are able to receive. It also describes what is not permitted and
the arrangements that we have in place to ensure that the
requirements of this policy are observed.
This Policy is intended to be a practical document that supports us in
meeting all of the above requirements, ensuring that none of our
people benefits improperly or inappropriately from their involvement
with us, but also that they are not unfairly disadvantaged. We expect
our people to act in good faith, and in applying the terms of the policy
we will always take this into account.

Scope

This policy covers all individuals working for Maryhill Housing or at any
of our premises irrespective of their status, level or grade. It includes
all employees, managers, directors, officers, consultants, contractors,
trainees, homeworkers, casual and agency staff, including Board
members and volunteers working either directly with or for our
Association or our subsidiary Maryhill Communities.
As we are a Scottish Charity, all of our Governing Body Members
must also ensure that they comply with the Office of the Scottish
Charity Regulator (OSCR) guidance to Charity Trustees1 and charity
legislation.
As someone who is affected by this policy, you are personally
responsible for ensuring that you are familiar with and comply with its
terms.

Definitions

Contracts Register: This lists the Association’s key contractors and
suppliers and can be accessed here: F:\Procuremen

Policy
Statement

As someone who is affected by this policy, you are personally
responsible for ensuring that you are familiar with and comply with its
terms.

Office of the Scottish Charity Regulator (Aug 2013) Guidance For Charity Trustees section 3
available here
1

1

At all times, we expect a common-sense approach to be applied to the
interpretation and application of this policy. If you are unsure about
anything relating to benefits, payments or entitlements you should
consult with the Chair or CEO (if you are a member of the governing
body) or with your line manager (if you are a member of staff).
Failure to comply with the terms of this policy will be regarded as a
breach of the Code of Conduct.
Registering and declaring interests
In order to protect our reputation and demonstrate that we conduct our
affairs with openness, honesty and integrity, we maintain a Register of
Interests. You must record in this register any interests that you or
someone connected to you (see Section 3) has which are relevant to
our business. You will be required to confirm annually that your entry
is accurate and up to date.
Where you have an interest in any matter that is being discussed or
considered at a meeting, you must declare your interest and play no
part in the discussion; you must withdraw from any part of a meeting
where the interest arises.
The Code of Conduct also contains a section on Declaring Interests
that you should comply with at all times.
Entitlements, Payments and Benefits
Many of the interests you will be required to declare can be classed as
entitlements, payments or benefits.
As one of our people, you potentially could be offered benefits over
and above that to which you are contractually entitled, such as gifts or
hospitality from external parties. Such offers would be as a direct
result of you being one of our people and cannot always be accepted.
We require that any such offers are managed and recorded very
carefully to ensure the highest levels of probity in our organisation.
Our people should not benefit – or be seen to benefit – inappropriately
from their involvement with us.
Apart from payments that our people are entitled to by contract,
statute or other agreement (e.g. salary, expenses), we will only make
a payment to, or accept a payment from, someone affected by this
policy in exceptional circumstances. Appendix A explains the
payments we can and cannot make in more detail.
As we contribute to the economy(ies) of the area(s) we work in and we
have commercial and business relationships with many different
companies, contractors, suppliers and service providers, you must
2

ensure that we are fully aware of any connection that you or someone
you are close to (see section 3) has with any of these businesses or
organisations.
Some entitlements, payments and benefits we can never permit, and
others we have additional requirements or conditions that must be met
before we can permit.
Appendix A lists the entitlements, payments and benefits that fall
under this policy, and states:

Which could be permitted by the organisation

Which will never be permitted by the organisation

Which you require to declare in the register of interests

Any other further requirements the organisation has before
permitting
People Connected To You
Who Else You Should Consider When Declaring Interests
As well as considering your own actions, you must be aware of the
potential risk created by the actions of people to whom you are closely
associated. There are three groups of people that you need to
consider, outlined in Table A:
Table A
Group 1
Members of your
household
Anyone who
normally lives as
part of your
household, whether
they are related to
you or not, including
spouses/partners
who work away from
home and sons and
daughters who are
studying away from
home

Group 2
People closely
associated with you
 Parents, parents-inlaw and their partners
 Sons and
daughters; stepsons
and step-daughters
and their partners
 Brothers and
sisters and their
partners
 A partner’s parent,
child, brother or sister
 Grandparents,
grandchildren and
their partners
 Someone who is
dependent on you or
whom you are
dependent on
 Close friends

Group 3
Others you need to
consider
Other relatives (e.g.
uncles, aunts,
nieces, nephews &
their partners)
Other friends (e.g.
someone you are
acquainted with
socially, neighbours,
business
contacts/associates)

3

If you become aware of any action or involvement relating to anyone
in the table then you should declare and manage this as soon as
possible.
However, we recognise that you will not always be closely acquainted
with or in regular contact with all of the people listed and we do not
expect you to go to unreasonable lengths to identify actions or
involvement that are covered by this policy.
Please note, we do expect you to be familiar with the actions of
members of your household (Group 1) and of any other people listed
in the table above with whom you are closely associated and/or in
regular contact and you must take steps to identify, declare and
manage these.
You are not expected to be aware of the actions of people in
groups 2 and 3 that you do not have a close association and/or
regular contact with. We do not expect you to research into the
employment, business interests and other activities of all persons with
whom you are closely connected.
In relation to 3.2-3.5 above, when considering actions you should do
so from the point of view of a reasonable and objective observer and a
common sense approach should be adopted at all times.
What You Need To Consider
The following are the actions and involvement by those to whom you
are closely connected that, should you become aware, we would
expect you to notify us by making a declaration in the register:










A significant interest in a company or supplier that we do business
with. A significant interest means ownership (whole or part) or a
substantial shareholding in a business that distributes profits, but
does not include where an individual has shares in large
companies such as banks, utility companies or national
corporations, i.e. where owning shares would not give the
individual any significant influence over the activities of that
organisation.
Where the individual may benefit financially from a company we
do business with
Involvement in the management of any company or supplier that
we do business with
Involvement in tendering for or the management of any contract
for the provision of goods or services to us.
Application for employment with us.
Application to join our Board or any of its subsidiaries
Application to be a tenant or service user of the organisation
If they are an existing tenant or service user of the organisation
4

Use of our contractors and suppliers
In order to help us maintain our excellent reputation, it is important that
staff and committee members do not use their position to gain benefits
which other members of the public cannot access.
At the same time we do not want to see staff and committee members
face unreasonable restrictions which put them at a disadvantage
compared to other members of the public.
Where, in your personal/home life, you as a staff or committee
member need a service from a contractor, if it causes no disadvantage
or inconvenience to you to avoid using one of the Association’s
contractors then we would ask that such use is indeed avoided. But
the Association does not want to unreasonably restrict your choice of
contractor.
However, it is extremely important that where you wish to use one of
the Association’s contractors you take some particular steps which will
help protect both you and the Association.
A staff or governing body member should only utilise the services of
one of the Association’s contractors (as listed in the Contracts
Register) for their own personal needs if:
 The normal commercial rates are paid for this service and no
preferential treatment, financial or otherwise, is received
 You report your proposed course of action to your departmental
director or the Chair (as appropriate) before committing to use the
contractor in question and follow any advice offered. In emergency
situations you should comply with this policy retrospectively as
soon as is practicably possible
 You make a written declaration that you have not received any
advantage or preferential treatment (financial or otherwise) from the
contractor or supplier arising out of their connection to the
Association: written quotes should be provided where these would
normally be sought for the type of work in question, and in ALL
cases receipts should be provided
 You record the transaction or agreement in the Register of
Payments and Benefits and keep the entry up to date.
Examples of situations that might arise in this context include
5

engaging the factoring service offered by the Association or buying
goods or services from a connected business such as an architect or
building contractor.
The Contracts Register lists the contractors to whom this policy
applies. You will see that it does not include low value services such
as sandwich shops, other high street stores and national chains, utility
companies, banks and national telecoms providers etc.
In the event of becoming involved in a dispute with the Association
arising out of such a transaction or agreement, you must immediately
notify the Chair and/or Chief Executive and withdraw from any
discussions relating to the service involved
In the case of governing body members, if the dispute cannot be
resolved through the normal complaints procedure and you remain
dissatisfied, you should resign from the governing body in order to
pursue the complaint independently.
Approval

Maryhill Housing Board, May 2020

Policy
Owner
Review

Bryony Willett, CEO
Maryhill Housing Board, May 2023

6

Appendix A – Entitlements, Payments and Benefits
EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
HUMAN RESOURCES AND RECRUITMENT
All entitlements arising from
Yes
Any entitlement in the terms of your
your contract of employment
contract is always permitted without
with us or one of our
the need to record in the register of
subsidiaries, including (but
interests. There are Human
not restricted to):
Resource processes in place for this
purpose.
 Payment of salary to
staff
 access to car or
travel loans or salary
advances where
specified in the
employment contract;
 pension and/or
private health care
provided as part of
the remuneration
package;
 performance related
pay or bonus
awarded in
accordance with
contractual terms;
 books and equipment
in connection with
employment or
training in
accordance with
agreed policies
and/or contractual
terms
 Reimbursement of
professional fees
Payment to a member of the
governing body for their role
as a governing body
member, in accordance with
the terms of their letter of

No

Such payments will only be permitted
if they are in accordance with the
conditions set out in Section 67(3) of
the Charities and Trustees
Investment (Scotland) Act 20051

Legislation.Gov.Uk (2005) Charities and Trustees Investment (Scotland) Act 2005 Section 67 (3)
available here
1

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?

appointment
The payment must be recorded in
the register of interests within five
days of the appointment being
confirmed and the register must be
kept up to date
All payments made in
accordance with the terms of
our expenses policy
including:
 payment of permitted
out of pocket
expenses
 reimbursement of
travel costs

Yes

Entitlements in connection with your
role as one of our people are set out
in our expenses policy are always
permitted and do not need to be
declared provided claims are made
in accordance with our procedures
Policy C11, Schedule 7 – Control of
Payments & Benefits.

Provision of a loan by the
organisation to one of our
people

No

This is not permitted unless in
connection with the contractual terms
of employment. We cannot make
any other loans to individuals.

Redundancy or Voluntary
severance payment to an
employee

Yes

We can make redundancy payments
to an employee in line with terms
their contract
Or
We can make a voluntary severance
payment to an employee which is
outside the terms of their contract of
employment provided:





It arises directly from a
decision to terminate the
employee’s contract of
employment
Payment is approved by the
Governing Body
That the total sum of the noncontractual payment and
benefit does not exceed, in
the opinion of our
employment adviser, the total
cost of a successful
application by the employee
to a Court or Tribunal

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
(including the likely level of
compensation that might be
awarded by a court or tribunal
and associated costs to the
organisation to participate in
the tribunal)
 Payment does not exceed the
equivalent of one year’s
salary for the employee
 That this payment is instead
of (rather than additional to)
any redundancy entitlement

An offer of employment
(temporary or permanent) to
someone who is closely
connected to a member of
staff

Yes

This is permitted as long as:
 There has been an open
recruitment exercise in
accordance with our policy
that you have not played any
part in and
 You have no direct or indirect
line management or
supervision responsibility for
the post and
 The offer of employment
complies with our policy and
is approved by Director of
Corporate Services and
 You record your connection
to the successful applicant in
the register within five days of
their acceptance of the offer.

The offer of employment to
someone who is, or has
been in the last twelve
months, a member of our
Governing Body or to
anyone who is related to a
member of the Governing
Body
Appointment of one of our
staff members to the
Governing Body

No

This cannot be permitted.

No

This cannot be permitted in
accordance with the Rule 37.4 of the
organisation.

Nominations to join the

Yes

This can be permitted in accordance

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
with the Rules of the organisation.

Governing Body from people
who are connected to a
serving member.
OUR PEOPLE AS TENANTS OR SERVICE USERS
The offer of a tenancy or
lease in one of our or any of
our subsidiaries’ properties
to one of our people or to
someone closely connected
to them.

Yes

This is permitted as long as
 It is in accordance with our
published allocations policy
and
 Neither the applicant or
anyone connected to the
applicant is involved in any
way or in any part of the
allocation process and
 Payment is notified to the
Board (where payment is up
to half of the employees’
annual basic salary) or
payment is approved by the
Board (where payment is
above half of the employees’
annual basic salary) and
 The tenancy is recorded as an
interest in the appropriate
register within five days of the
tenancy commencing

Where one of our people (or
someone connected to one
of our people) is a tenant
and receives a repair,
improvement or adaptation
to their home

Yes

Repairs carried out in accordance
with our policy do not need to be
recorded.
Adaptations must comply with our
policy and be approved by the
Director of Housing. The adaptation
should be recorded in the register of
interests within five days of approval.
Improvements must be carried out
as part of an approved programme
and in accordance with our policy.
The person affected should declare
their interest if/when the programme
is being discussed and the
improvement recorded in the register
of interests within five days of
completion

EXAMPLE
Where one of our people (or
someone connected to one
of our people) is a tenant
and receives payment of a
decoration allowance, tenant
reward/incentive as part of
an agreed scheme or prize.

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
Yes
Payment of decoration allowances
or incentive/reward payments
must be made in accordance with
our policies and procedures and
recorded in the register within five
days of receipt.
Prizes or awards in competitions
open to all tenants in the same
community (e.g. garden
competitions) can only be given if the
selection process for giving the
award/prize has been carried out by
someone who is independent.
Receipt of the award and the
circumstances surrounding it must
be recorded in the register within five
days of receipt.

TRAINING AND EVENTS
Attendance at training
events or seminars (e.g.
SFHA Conferences) or
openings/similar events
hosted by other RSLs
The organisation paying for
accommodation in
connection with attendance
at relevant conferences or
events that you are
attending on behalf of or in
connection with your role
with us or our subsidiaries

Attendance by you at events
to mark awards,
achievements or other
significant milestones
relevant to our business.

Yes

There is no requirement to declare
and record in the register of
interests.

Yes

Accommodation that is part of a
conference or training package does
not need to be recorded in the
register, but attendance will be
recorded on the relevant individual
training plan.

Residential conferences are
important in ensuring that our people
have the necessary skills, knowledge
and experience to make an effective
contribution to our activities.
Yes (where
Attendance must be requested to the
not exceeding Corporate Support Team and will be
£500)
approved where:
 The organisation or one of our
people (because of their role
with us) has been nominated
for an award; or
 Attendance is in recognition of
achievement of or in pursuit of
appropriate business

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
development; or
 We can demonstrate that
attendance or participation is
directly related to furthering
our aims and objectives.
Where we ask you to represent us at
such an event, this should be
recorded in the register along with
any associated costs (including
travel, accommodation and the costs
of attendance at the event) within
five days of attendance.
The total cost should not exceed
£500 per person and we will make
all arrangements in advance.
Where costs would exceed £500,
you will not be permitted to attend
unless there is a clear, viable
business case for attending. In such
a case, specific approval of the
Governing Body would be required.

GIFTS AND HOSPITALITY
Gifts received from tenants
and external sources

Yes (not
exceeding a
value of £25)

Small gifts (e.g. a box of chocolates,
pens, folders, paperweights) can be
accepted if:
 the value does not exceed
£25
 you do not receive more than
one such gift from the same
source in a 12 month period
 you record receipt of the gift in
the register
You should not normally accept other
gifts and should decline any gifts with
a value of more than £25 unless to
do so would cause offence or
otherwise damage our reputation.
Gifts given as cash should always be
refused irrelevant of the amount. In
these cases you must:
 Advise the donor that the gift
will be donated to charity or

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
will form part of our annual
charity fund raising activities
 Record the gift and the action
taken in the register within
five days
You should not regularly accept gifts
from the same source and never
more than once from the same
source within a 12 month period.
You should also record any offers
that you decline and the reasons for
this, in the register within five days.

Gifts given from us to one of
our people

Yes (not
exceeding
values set
out)

Gifts from the organisation to our
people can be permitted in cases
where it is to mark a special
occasion or significant event
including:
 Family events (e.g. marriage,
milestone birthday, birth of a
child) (up to £50)
 Long service (up to £250)
 Staff recognition awards (up
to £150)
These must be recorded in the
relevant register.

Hospitality associated with
our business and that of its
partners

Please note, that this does not
include collections by our people
using their own personal funds to
mark special occasions. These are
always permitted with no
requirement to declare.
Yes (when
Modest hospitality, such as a
not exceeding sandwich lunch or networking event,
a value of
is permitted and does not need to be
£75)
recorded
All other hospitality up to a value of
£50 is permitted but must be
recorded in the register, along with
an estimation of the value of
hospitality received, within five days
of attendance.

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
You should not accept invitations
with a value that is greater than
£75, unless you have prior
approval from the Chief Executive
hospitality offered will also be
taken into consideration, e.g. we
will not normally accept
invitations to sporting events,
concerts, golf tournaments etc.
In this case, the reason for
acceptance must also be included in
the register and countersigned by the
Chief Executive.

Our people seeking
donations from our
contractors/suppliers when
fundraising for charity

Yes

This is permitted provided:
 Any donations received are
recorded in the register
We recognise our social
responsibility and promote charity
fundraising by the organisation and
our people. We have a separate
policy that sets out our approach to
supporting other charities.

PROCURING GOODS/SERVICES
Sale of our interest (whole or
part) in a property to
someone affected by this
policy via LIFT, HomeBuy;
Help to Buy or other LCHO
scheme

The organisation entering
into a contract with an
organisation where one of
our people, or someone
connected to them, has
significant control.

Yes

No (in almost
all cases)

This is permitted, provided:
 Our policy and procedures are
followed
 The prospective purchaser
should play no part in the
processing of the transaction
by the organisation
 It is declared and recorded in
the register within five days of
the missives being concluded
confirming the process
followed.
This is not permitted in almost all
circumstances. We could only
consider this where:


The person affected by this
policy is not involved in any
part of the procurement

EXAMPLE

CAN THIS BE FURTHER ACTION NECESSARY
PERMITTED? BEFORE THIS WILL BE
PERMITTED?
process or decision
 The appointment is approved
by the Governing Body which
is satisfied that the
appointment is reasonable in
the circumstances
 There is no reasonable
alternative (e.g. because of
geography or the specialist
nature of the goods/services)
In such rare circumstances, the
appointment would be recorded in
the register along with details of the
process followed.

The purchase of land or
other assets from anyone
who is, or has been in the
last twelve months, one of
our people or who is
connected to one of our
people

The purchase of
goods/services from our
suppliers/contractors by one
of our people

No (in almost
all cases)

This cannot be permitted in almost
all cases.
The only exception would be if you
were referred to us under the
Scottish Government’s Mortgage to
Rent scheme, where this would be
permitted provided:
 Our policy and procedures are
followed
 The prospective seller plays
no part in the decision to
purchase the property or the
processing of the transaction
by the organisation
 It is declared and recorded in
the register within five days
upon conclusion

Yes

This should normally be avoided,
and will only be potentially permitted
if the procedure identified in Section
4 is followed
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7c. Entitlements Payments and Benefits Policy 2016 version with
changes highlighted
1.

Introduction

1.1

Who the Policy Affects
This policy is aimed at people who are:



2015

Members of our Governing Body and of the governing body of any of our
subsidiaries
Everyone who works for us or any of our subsidiaries

For the remainder of this policy the above will be referred to as “our people.”
1.2

About This Policy

1.2.1 We are a Registered Social Landlord (RSL) and a Scottish Charity. We are
part of a sector that has a strong reputation for integrity and accountability to
the people we exist to help and to our Regulators. We must ensure that the
organisation upholds its reputation and that of the sector. Our people cannot
benefit inappropriately from their connection with the organisation.
1.2.2 This policy describes the entitlements, payments or benefits that our people
are able to receive. It also describes what is not permitted and the
arrangements that we have in place to ensure that the requirements of this
policy are observed.
1.2.3 The Scottish Housing Regulator (SHR) requires us to have a policy that sets
out what payments and benefits we permit and to ensure that these
arrangements demonstrate transparency, honesty and propriety1. We must
ensure there is no justifiable public perception of impropriety.
1.2.4

As we are a Scottish Charity, all of our Governing Body Members must also
ensure that they comply with the Office of the Scottish Charity Regulator
(OSCR) guidance to Charity Trustees2 and charity legislation.

1.2.5 This Policy is intended to be a practical document that supports us in meeting
all of the above requirements, ensuring that none of our people benefits
improperly or inappropriately from their involvement with us, but also that they
are not unfairly disadvantaged. We expect our people to act in good faith, and
in applying the terms of the policy we will always take this into account.

1

Scottish Housing Regulator (April 2012) Regulatory Framework p28 section 5.13 available here

Office of the Scottish Charity Regulator (Aug 2013) Guidance For Charity Trustees section 3
available here
2
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1.2.6 As someone who is affected by this policy, you are personally responsible for
ensuring that you are familiar with and comply with its terms.
1.2.7 At all times, we expect a common-sense approach to be applied to the
interpretation and application of this policy. If you are unsure about anything
relating to benefits, payments or entitlements you should consult with the
Chair or CEO (if you are a member of the governing body) or with your line
manager (if you are a member of staff).
1.3

What this Policy Covers
This policy covers:





1.4

Managing Your Interests
o
Registering and Declaring Interests
o
Entitlements, Payments & Benefits
People Connected To You
o
Who Else You Should Consider When Declaring Interests
o
What You Should Consider
Use of Our Contractors/Suppliers By Our People

Other Relevant Policies

1.4.1 The Code of Conduct is linked to this policy. Failure to comply with the terms
of this policy will be regarded as a breach of the Code of Conduct.
1.4.2 You are also required to be familiar with and observe the terms of our AntiBribery and Fraud policy. We prohibit any attempt to induce the organisation
or our people to offer preferential services or business terms and we will at all
times comply with the Bribery Act 2010.
1.4.3 Our policies relating to the following are also relevant to this document and
must be complied with at all times:







Allocations and voids –including decoration allowances
Repairs including adaptations
Procurement
LearningTraining and development
Expenses
Recruitment and selection

Please note that this list is not exhaustive and you are required to comply with
all of our policies and procedures.
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2.

Managing Your Interests

2.1

Registering and Declaring Interests

2.1.1 In order to protect our reputation and demonstrate that we conduct our affairs
with openness, honesty and integrity, we maintain a Register of Interests. You
must record in this register any interests that you or someone connected to
you (see Section 3) has which are relevant to our business. You will be
required to confirm annually that your entry is accurate and up to date.
2.1.2 Where you have an interest in any matter that is being discussed or
considered at a meeting, you must declare your interest and play no part in
the discussion; you must withdraw from any part of a meeting where the
interest arises.
2.1.3 The Code of Conduct also contains a section on Declaring Interests that you
should comply with at all times.
2.1.4 An annual report will be made to our Governing Body on the entitlements,
payments, benefits that have been recorded in the Register.
2.2

Entitlements, Payments and Benefits

2.2.1 Many of the interests you will be required to declare can be classed as
entitlements, payments or benefits.
2.2.2 As one of our people, you potentially could be offered benefits over and above
that to which you are contractually entitled, such as gifts or hospitality from
external parties. Such offers would be as a direct result of you being one of
our people and cannot always be accepted. We require that any such offers
are managed and recorded very carefully to ensure the highest levels of
probity in our organisation. Our people should not benefit – or be seen to
benefit – inappropriately from their involvement with us.
2.2.3 Apart from payments that our people are entitled to by contract, statute or
other agreement (e.g. salary, expenses), we will only make a payment to, or
accept a payment from, someone affected by this policy in exceptional
circumstances. Appendix A explains the payments we can and cannot make
in more detail.
2.2.4 As we contribute to the economy(ies) of the area(s) we work in and we have
commercial and business relationships with many different companies,
contractors, suppliers and service providers, you must ensure that we are fully
aware of any connection that you or someone you are close to (see section 3)
has with any of these businesses or organisations.
2.2.5 Some entitlements, payments and benefits we can never permit, and others
we have additional requirements or conditions that must be met before we
can permit.
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2.2.6 Appendix A lists the entitlements, payments and benefits that fall under this
policy, and states:





Which could be permitted by the organisation
Which will never be permitted by the organisation
Which you require to declare in the register of interests
Any other further requirements the organisation has before permitting

3.

People Connected To You

3.1

Who Else You Should Consider When Declaring Interests

3.1.1 As well as considering your own actions, you must be aware of the potential
risk created by the actions of people to whom you are closely associated.
There are three groups of people that you need to consider, outlined in Table
A:
Table A

Group 1
Members of your
household
Anyone who normally
lives as part of your
household, whether
they are related to you
or not, including
spouses/partners who
work away from home
and sons and
daughters who are
studying away from
home

Group 2
People closely
associated with you
 Parents, parentsin-law and their
partners
 Sons and
daughters;
stepsons and
step-daughters
and their partners
 Brothers and
sisters and their
partners
 A partner’s
parent, child,
brother or sister
 Grandparents,
grandchildren and
their partners
 Someone who is
dependent on you
or whom you are
dependent on
 Close friends

Group 3
Others you need to
consider
Other relatives (e.g.
uncles, aunts, nieces,
nephews & their partners)
Other friends (e.g.
someone you are
acquainted with socially,
neighbours, business
contacts/associates)

3.1.2 If you become aware of any action or involvement relating to anyone in the
table then you should declare and manage this as soon as possible.
3.1.3 However, we recognise that you will not always be closely acquainted with or
in regular contact with all of the people listed and we do not expect you to go
to unreasonable lengths to identify actions or involvement that are covered by
this policy.
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3.1.4 Please note, we do expect you to be familiar with the actions of members of
your household (Group 1) and of any other people listed in the table above
with whom you are closely associated and/or in regular contact and you must
take steps to identify, declare and manage these.
3.1.5 You are not expected to be aware of the actions of people in groups 2
and 3 that you do not have a close association and/or regular contact
with. We do not expect you to research into the employment, business
interests and other activities of all persons with whom you are closely
connected.
3.1.6 In relation to 3.2-3.5 above, when considering actions you should do so from
the point of view of a reasonable and objective observer and a common sense
approach should be adopted at all times.
3.2

What You Need To Consider

3.2.1 The following are the actions and involvement by those to whom you are
closely connected that, should you become aware, we would expect you to
notify us by making a declaration in the register:










A significant interest in a company or supplier that we do business with or
which is on our approved list. A significant interest means ownership
(whole or part) or a substantial shareholding in a business that distributes
profits, but does not include where an individual has shares in large
companies such as banks, utility companies or national corporations, i.e.
where owning shares would not give the individual any significant influence
over the activities of that organisation.
Where the individual may benefit financially from a company we do
business with or is on our approved list
Involvement in the management of any company or supplier that we do
business with or which is on our approved list
Involvement in tendering for or the management of any contract for the
provision of goods or services to us.
Application for employment with us.
Application to join our Board or any of its subsidiaries
Application to be a tenant or service user of the organisation
If they are an existing tenant or service user of the organisation

4.

Use of Our Contractors & Suppliers

4.1

In order to help us maintain our excellent reputation, where possible you
should avoid using the organisation’s contractors/suppliers for your own
personal purposes. We have made a list available to all of our people which
outlines the contractors and suppliers that fall under the terms of this policy.
This is included at Appendix B.

4.2

We recognise that there could be certain circumstances where it might not be
possible for you to avoid the use of all the contractors/suppliers on this list,

Commented [BW1]: Remove whole section and replace with
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7

such as where market conditions in your local area make it difficult to obtain a
reasonable selection of potential contractors or suppliers. Under such
circumstances you could be permitted to use those contractors/suppliers
outlined at Appendix B, provided you are able to demonstrate that you
received no preferential treatment in terms of price, quality or any other
aspect of service delivery due to your involvement with us.
4.3

Approval to use those contractors listed at Appendix B is at the discretion of
the Approving Officer (in accordance with our scheme of delegation). In order
to be granted approval, you will be required to demonstrate that there is no
reasonable alternative contractor/supplier providing the service required in
your local area, and that you will receive no preferential treatment in terms of
service or cost (which you will be required to demonstrate through quotations
and receipts).

4.4

If you are looking to purchase goods or services from any contractor/supplier
on this list then you must make a declaration in the register outlining:




That you have received approval from the appropriate approving officer
prior to the commencement of works
That you received no preferential treatment in terms of service or cost
(which you will be required to demonstrate through quotations and
receipts).
Where you inadvertently use a contractor on the list at Appendix B in
an emergency situation, you must notify the approving officer as quickly
as possible thereafter and enter an appropriate declaration in the
register.

4.5

Any contractor/supplier not included on the list at Appendix B can be used
without the need for any declaration/further action. Appendix B represents the
majority of the contractors/suppliers that we use, but does not include any of
our contractors/suppliers that:



Only provide services of a small value (e.g. local window cleaners or
sandwich shops) or
Have such a large national or local standing that no favour could ever
realistically be gained (e.g. utilities, BT, banks, national chains Councils.
Government departments, Charities, Universities and other Housing
Associations)
Provide business services unlikely ever to be used by an individual (Business
Consultants, Recruitment companies. Training companies, IT systems
suppliers, Publishers, Office Supply companies)





4.6

Guidance for approving officer: The approving officer will have an
appropriate level of seniority, in accordance with our scheme of delegation. In
making your decision you should consider the level of potential reputational
risk or any potential conflicts of interest that may arise by granting approval
and, if granting approval, consider the steps required to mitigate against future
conflicts of interest, such as ensuring that the individual is not involved in any
transactions with or decisions about the contractor/supplier in question on
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behalf of the organisation. You should maintain a clear audit trail of every
approval to use any of our contractors listed at Appendix B. The total number
of our people to use contractors and suppliers, including the reasons for
approval, and confirmation that no advantage was gained due to an
individual’s role within the organisation should be formally reported annually to
our Governing Body.

GWSF model clauses on use of contractors by staff and committee
members
September 2015
1. In order to help us maintain our excellent reputation, it is important that staff
and committee members do not use their position to gain benefits which other
members of the public cannot access.
2. At the same time we do not want to see staff and committee members face
unreasonable restrictions which put them at a disadvantage compared to
other members of the public.
3. Where, in your personal/home life, you as a staff or committee member need
a service from a contractor, if it causes no disadvantage or inconvenience to
you to avoid using one of the Association’s contractors then we would ask that
such use is indeed avoided. But the Association does not want to
unreasonably restrict your choice of contractor.
4. However, it is extremely important that where you wish to use one of the
Association’s contractors you take some particular steps which will help
protect both you and the Association.
5. A staff or governing body member should only utilise the services of one of
the Association’s contractors (as listed at Appendix B) for their own personal
needs if:


The normal commercial rates are paid for this service and no preferential
treatment, financial or otherwise, is received



You report your proposed course of action to your departmental director or
the Chair (as appropriate) before committing to use the contractor in
question and follow any advice offered. In emergency situations you
should comply with this policy retrospectively as soon as is practicably
possible
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You make a written declaration that you have not received any advantage
or preferential treatment (financial or otherwise) from the contractor or
supplier arising out of their connection to the Association: written quotes
should be provided where these would normally be sought for the type of
work in question, and in ALL cases receipts should be provided



You record the transaction or agreement in the Register of Payments and
Benefits and keep the entry up to date.

6. Examples of situations that might arise in this context include engaging the
factoring service offered by the Association or buying goods or services from
a connected business such as an architect or building contractor.
7. Appendix B lists the contractors to whom this policy applies. You will see that
it does not include low value services such as sandwich shops, other high
street stores and national chains, utility companies, banks and national
telecoms providers etc.
8. In the event of becoming involved in a dispute with the Association arising out
of such a transaction or agreement, you must immediately notify the Chair
and/or Chief Executive and withdraw from any discussions relating to the
service involved
9. In the case of governing body members, if the dispute cannot be resolved
through the normal complaints procedure and you remain dissatisfied, you
should resign from the governing body in order to pursue the complaint
independently.

5.

Review

5.1

Our Rules require the Governing Body to set our policy on payments and
benefits and keep it under review. This policy has been approved by our
Governing Body and is consistent with the requirements of our Codes of
Conduct for Governing Body Members and for Staff. These Codes have been
confirmed by the Scottish Housing Regulator as meeting their regulatory
requirements.

5.2

This policy was adopted by our Governing Body on 9th February 2016. It will
be reviewed not later than 28th February 2018.
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Appendix A – Entitlements, Payments and Benefits
EXAMPLE

CAN THIS BE
PERMITTED?

FURTHER ACTION NECESSARY BEFORE
THIS WILL BE PERMITTED?

HUMAN RESOURCES AND RECRUITMENT
All entitlements arising from your
contract of employment with us or one
of our subsidiaries, including (but not
restricted to):









Yes

Any entitlement in the terms of your contract is
always permitted without the need to record in the
register of interests. There are Human Resource
processes in place for this purpose.

No

Such payments will only be permitted if they are
in accordance with the conditions set out in
Section 67(3) of the Charities and Trustees
Investment (Scotland) Act 20053

Payment of salary to staff
access to car or travel loans
or salary advances where
specified in the employment
contract;
pension and/or private health
care provided as part of the
remuneration package;
performance related pay or
bonus awarded in accordance
with contractual terms;
books and equipment in
connection with employment
or training in accordance with
agreed policies and/or
contractual terms
Reimbursement of
professional fees

Payment to a member of the governing
body for their role as a governing body
member, in accordance with the terms
of their letter of appointment

The payment must be recorded in the register of
interests within five days of the appointment
being confirmed and the register must be kept up
to date
All payments made in accordance with
the terms of our expenses policy
including:
 payment of permitted out of
pocket expenses
 reimbursement of travel costs

Yes

Entitlements in connection with your role as one
of our people are set out in our expenses policy
are always permitted and do not need to be
declared provided claims are made in accordance
with our procedures Policy C11, Schedule 7 –
Control of Payments & Benefits.

Provision of a loan by the organisation
to one of our people

No

This is not permitted unless in connection with the
contractual terms of employment. We cannot
make any other loans to individuals.

Redundancy or Voluntary severance
payment to an employee

Yes

We can make redundancy payments to an
employee in line with terms their contract
Or
We can make a voluntary severance payment to
an employee which is outside the terms of their

Legislation.Gov.Uk (2005) Charities and Trustees Investment (Scotland) Act 2005 Section 67 (3) available
here
3
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EXAMPLE

CAN THIS BE
PERMITTED?

FURTHER ACTION NECESSARY BEFORE
THIS WILL BE PERMITTED?
contract of employment provided:







It arises directly from a decision to
terminate the employee’s contract of
employment
Payment is approved by the Governing
Body
That the total sum of the non-contractual
payment and benefit does not exceed, in
the opinion of our employment adviser,
the total cost of a successful application
by the employee to a Court or Tribunal
(including the likely level of
compensation that might be awarded by
a court or tribunal and associated costs
to the organisation to participate in the
tribunal)
Payment does not exceed the equivalent
of one year’s salary for the employee
That this payment is instead of (rather
than additional to) any redundancy
entitlement

An offer of employment (temporary or
permanent) to someone who is closely
connected to a member of staff

Yes

This is permitted as long as:
 There has been an open recruitment
exercise in accordance with our policy
that you have not played any part in and
 You have no direct or indirect line
management or supervision
responsibility for the post and
 The offer of employment complies with
our policy and is approved by Director of
Corporate Services and
 You record your connection to the
successful applicant in the register within
five days of their acceptance of the offer.

The offer of employment to someone
who is, or has been in the last twelve
months, a member of our Governing
Body or to anyone who is related to a
member of the Governing Body
Appointment of one of our staff
members to the Governing Body

No

This cannot be permitted.

No

This cannot be permitted in accordance with the
Rule 37.4 of the organisation.

Nominations to join the Governing
Body from people who are connected
to a serving member.

Yes

This can be permitted in accordance with the
Rules of the organisation.

OUR PEOPLE AS TENANTS OR SERVICE USERS
The offer of a tenancy or lease in one
of our or any of our subsidiaries’
properties to one of our people or to
someone closely connected to them.

Yes

This is permitted as long as
 It is in accordance with our published
allocations policy and
 Neither the applicant or anyone
connected to the applicant is involved in
any way or in any part of the allocation
process and
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EXAMPLE

CAN THIS BE
PERMITTED?

FURTHER ACTION NECESSARY BEFORE
THIS WILL BE PERMITTED?



Where one of our people (or someone
connected to one of our people) is a
tenant and receives a repair,
improvement or adaptation to their
home

Yes

The offer is approved by the Governing
Body in advance and
The tenancy is recorded as an interest in
the appropriate register within five days of
the tenancy commencing

Repairs carried out in accordance with our policy
do not need to be recorded.
Adaptations must comply with our policy and be
approved by the Director of Housing. The
adaptation should be recorded in the register of
interests within five days of approval.
Improvements must be carried out as part of an
approved programme and in accordance with our
policy. The person affected should declare their
interest if/when the programme is being
discussed and the improvement recorded in the
register of interests within five days of completion

Where one of our people (or someone
connected to one of our people) is a
tenant and receives payment of a
decoration allowance, tenant
reward/incentive as part of an agreed
scheme or prize.

Yes

Payment of decoration allowances or
incentive/reward payments must be made in
accordance with our policies and procedures and
recorded in the register within five days of receipt.
Prizes or awards in competitions open to all
tenants in the same community (e.g. garden
competitions) can only be given if the selection
process for giving the award/prize has been
carried out by someone who is independent.
Receipt of the award and the circumstances
surrounding it must be recorded in the register
within five days of receipt.

TRAINING AND EVENTS
Attendance at training events or
seminars (e.g. SFHA Conferences) or
openings/similar events hosted by
other RSLs
The organisation paying for
accommodation in connection with
attendance at relevant conferences or
events that you are attending on behalf
of or in connection with your role with
us or our subsidiaries

Attendance by you at events to mark
awards, achievements or other
significant milestones relevant to our
business.

Yes

There is no requirement to declare and record in
the register of interests.

Yes

Accommodation that is part of a conference or
training package does not need to be recorded in
the register, but attendance will be recorded on
the relevant individual training plan.

Yes (where
not exceeding
£500)

Residential conferences are important in ensuring
that our people have the necessary skills,
knowledge and experience to make an effective
contribution to our activities.
The Governing Body must approve attendance
prior, and will only do so if:
 The organisation or one of our people
(because of their role with us) has been
nominated for an award; or
 Attendance is in recognition of
achievement of or in pursuit of
appropriate business development; or
 We can demonstrate that attendance or
participation is directly related to
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EXAMPLE

CAN THIS BE
PERMITTED?

FURTHER ACTION NECESSARY BEFORE
THIS WILL BE PERMITTED?
furthering our aims and objectives.
Where we ask you to represent us at such an
event, this should be recorded in the register
along with any associated costs (including travel,
accommodation and the costs of attendance at
the event) within five days of attendance.
The total cost should not exceed £500 per
person and we will make all arrangements in
advance.
Where costs would exceed £500, you will not be
permitted to attend unless there is a clear, viable
business case for attending. In such a case,
specific approval of the Governing Body would be
required.

GIFTS AND HOSPITALITY
Gifts received from tenants and
external sources

Yes (not
exceeding a
value of £25)

Small gifts (e.g. a box of chocolates, pens,
folders, paperweights) can be accepted if:
 the value does not exceed £25
 you do not receive more than one such
gift from the same source in a 12 month
period
 you record receipt of the gift in the
register
You should not normally accept other gifts and
should decline any gifts with a value of more than
£25 unless to do so would cause offence or
otherwise damage our reputation. Gifts given as
cash should always be refused irrelevant of the
amount. In these cases you must:
 Advise the donor that the gift will be
donated to charity or will form part of our
annual charity fund raising activities
 Record the gift and the action taken in
the register within five days
You should not regularly accept gifts from the
same source and never more than once from the
same source within a 12 month period.
You should also record any offers that you
decline and the reasons for this, in the register
within five days.

Gifts given from us to one of our
people or received by one of our
people from external sources to mark
special occasions.

Yes (not
exceeding a
value of £25)

Gifts from the organisation to our people can be
permitted in cases where it is to mark a special
occasion or significant event including:
 Family events (e.g. marriage, milestone
birthday, birth of a child),
 Retirement
 Leaving the organisation
These must be recorded in the relevant register
and the value of such gifts will not normally
exceed £25.
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EXAMPLE

Hospitality associated with our
business and that of its partners

CAN THIS BE
PERMITTED?

FURTHER ACTION NECESSARY BEFORE
THIS WILL BE PERMITTED?

Yes (when not
exceeding a
value of £50)

Please note, that this does not include collections
by our people using their own personal funds to
mark special occasions. These are always
permitted with no requirement to declare.
Modest hospitality, such as a sandwich lunch or
networking event, is permitted and does not need
to be recorded
All other hospitality up to a value of £50 is
permitted but must be recorded in the register,
along with an estimation of the value of hospitality
received, within five days of attendance.
You should not accept invitations with a value
that is greater than £50, unless you have prior
approval from the Governing Body The type of
hospitality offered will also be taken into
consideration, e.g. we will not normally accept
invitations to sporting events, concerts, golf
tournaments etc.
In this case, the reason for acceptance must also
be included in the register and countersigned by
the Director of Corporate Services.

Our people seeking donations from our
contractors/suppliers when fundraising
for charity

Yes

This is permitted provided:
 Approval is gained from the Director of
Corporate Services prior to making any
approach
 Any donations received are recorded in
the register
We recognise our social responsibility and
promote charity fundraising by the organisation
and our people. We have a separate policy that
sets out our approach to supporting other
charities.

PROCURING GOODS/SERVICES
Sale of a property under Right To Buy
to someone affected by this policy

Sale of our interest (whole or part) in a
property to someone affected by this
policy via LIFT, HomeBuy; Help to Buy
or other LCHO scheme

The organisation entering into a
contract with an organisation where
one of our people, or someone
connected to them, has significant
control.

Yes

Yes

No (in almost
all cases)

This is permitted with no requirement to declare
in the register. The normal process for valuation
and sale should be followed and our normal
policy would be applied.
This is permitted, provided:
 Our policy and procedures are followed
 The prospective purchaser should play
no part in the processing of the
transaction by the organisation
 It is declared and recorded in the register
within five days of the missives being
concluded confirming the process
followed.
This is not permitted in almost all circumstances.
We could only consider this where:



The person affected by this policy is not
involved in any part of the procurement
process or decision
The appointment is approved by the
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EXAMPLE

CAN THIS BE
PERMITTED?

FURTHER ACTION NECESSARY BEFORE
THIS WILL BE PERMITTED?



Governing Body which is satisfied that
the appointment is reasonable in the
circumstances
There is no reasonable alternative (e.g.
because of geography or the specialist
nature of the goods/services)

In such rare circumstances, the appointment
would be recorded in the register along with
details of the process followed.
The purchase of land or other assets
from anyone who is, or has been in the
last twelve months, one of our people
or who is connected to one of our
people

No (in almost
all cases)

The purchase of goods/services from
our suppliers/contractors by one of our
people

Yes

This cannot be permitted in almost all cases.
The only exception would be if you were referred
to us under the Scottish Government’s Mortgage
to Rent scheme, where this would be permitted
provided:
 Our policy and procedures are followed
 The prospective seller plays no part in the
decision to purchase the property or the
processing of the transaction by the
organisation
 It is declared and recorded in the register
within five days upon conclusion
This should normally be avoided, and will only be
potentially permitted if the procedure identified in
Section 4 is followed

List of Suppliers/Contractors used by Maryhill Housing Association
(As at 31 October 2015)

Appendix B

Consultants – Construction Services
 ACS Physical Risk Control
Armour Construction Consultants
 Assist Design – Architects
A J Balfour Associations – Structural Engineering
 Barr Brady – Surveyors
BCA Insulation Ltd
 Ken Boyle - Building Services Design
Brown & Wallace Construction Consultants
 Coltart Earley – Architects
Crossfield Consulting Ltd – Ground Engineering
 Collective Architecture
D A Gilmour – Clerk of Works
 Design me – M&E
Edenmore Contracts Ltd – Loss adjustors and QS
 EDP Consulting Engineers
Elder & Cannon Architects
 Enviro Centre
Ewing Somerville Partnership – QS
 Fairhurst & Partners
Grant Burns Contracts
 Grant Murray Architects
Grassie Project Services
 Housing Regeneration Consultants Ltd
Hypostyle Architects
 Kerr Baxter Associates – Surveyors, Architects Industrial & Municipal Projects Ltd
 J McNichol Development Consultancy Ltd
NBM Construction Cost Consultants
 Neilson Binnie-McKenzie – QS
Pitmans Training Centre
 Reid Associates Chartered QS
Riach Partnership - Architects
 Ross Quality Control – Building Consultant
Serco – Building Consultants
 Stroma Certification Ltd – Energy consultants The Structural Partnership Ltd
 Weatherproofing Advisors Ltd
Consult Lift Services
 Buro Happold Ltd – Design & Building Consultants
 C-Mist – Engineering, H&S and Management

Commented [BW5]: Propose to remove and instead link to
contracts register

16








Capital Property & Infrastructure Ltd – Design and Regeneration Solutions
Jones Lang LaSalle Ltd – Commercial Property Services
M B Langmuir & Hap – Construction Consultants
Mabbett & Associates – Environmental Consultants & Engineers
Edward MacDowell Consulting – Construction Consultants
The Robin Primrose Partnership – Lift Consultants
Turner & Townsend - Programme & Project Management

Ventilation/Air Conditioning
 A.B. Services (Scotland) Ltd
 Envirovent

Cofely Ltd

Security, Fire etc.
 Alarmfast Supervision Security
 Chubb Electronic Security Ltd
 Connelly Security Systems
 Multimedia Integrated Solutions
 Rapid Fire Services Ltd
 Stanley Security Solutions
 VWS Ltd
 TG Baker (Scotland) Ltd

Arcamm CCTV Systems
Chubb Fire & Security Ltd
Iona Security Systems Ltd
RACAM Security & Communications
Rapiur Fire Extinguishers Ltd
Swan Promotions
West Coast Fire

Roofing
 Froscote Roofing
 The Roof Anchor Company
 Roofedge Fabrications Ltd

K & G Roofing
Norside Ltd

Flooring
 G R Flooring
 The Perfect Fit
Misc.








McKay Flooring
Stepright Flooring

Aerial Express
Alpha Chemicals Ltd
Apollo Blinds
Keys Galore
Clockwork Removals & Storage
Pest Solutions
Peter Cox Ltd – Damp, damp proofing
Ursa Gates – Automatic gates
Brian Masters Plasterers
Rentokil Pest Control
Rightmove
Thain Commercial – Laundry equipment
SCI Communications Services – Ariel and satellite systems

Welder/Blacksmiths
 Craig & Buchanan
Construction
 AKP Solutions Ltd
 John Boult & Sons
 Caley Construction
 City Building
 Insight Contracts Ltd
 Totalis Solutions Ltd

Dermax Industrial Services
Bellway Scotland Ltd
C.C.G. (Scotland) Ltd
Central Building Contractors
EBS Construction
Mears Ltd
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Mobility Impaired Suppliers
 May-isle Company Ltd – Access ramps
Wm Munro Rehab Ltd - Mobility solutions
 SSL Access – Accessible lifts
Stannah Lift Services Ltd
 AKW Medi-Care Ltd - Suppliers of bathrooms, kitchens etc. for mobility impaired
 Arjo Huntleigh – Reduced mobility building solutions
 Chubb Community Care – Solutions for Independent Living
 Knightsbridge Furniture Productions Ltd – Furniture for healthcare markets
Plumbing/Gas/Heating/Drainage
 Alexander Anderson
 Blantyre Park Services
 Castlebrae Drainage Services Ltd
 C K Heating Ltd
 Graham Plumbing
 Kohler Mira Ltd
 L&D Plumbing & Tiling Services Ltd
 Samuel McBurnie & Co
 W Mc Heating and Plumbing Services

A R Domestic
Zip Heaters (UK) Ltd
City Technical Services (UK) Ltd
Euro Environmental Contracts
Industrial & Municipal Projects
Lanes Group plc
Mitchell Drainage & Waste
Optimum Technical Services Ltd

Electrical
 Boyd Brothers (Fauldhouse) Ltd
 IQA Group
 McWhirters Electricals
 Norman Reekie

Interlink Lighting (UK) Ltd
E M McKenzie & Co
Power Distribution Contracting Ltd



Interlink (Lighting) Ltd

Windows/Doors
 Anglian Building Products
 Deko Scotland Ltd
 Manse Masterdoor Ltd
 Wilton Glazing & Framing
 Forsyth Glazing Ltd
Asbestos Removal/ Legionella testing etc.
 The Angus Group
 Assist Facilities Management Ltd etc.
 McKerron Energy & Waste
Painting/Decorating
 Bell Decorating Group
 J S McColl
 J S McColl Ltd

Tait components
IQA Group
CMS Enviro Systems
Forsyth Glazing
NorDan UK Ltd
Westview Windows

Aquatronic Group Management plc
Kitson Environmental Europe
Cleartech Water Solutions
Jim Gilmour Decorators
Wilson Decorators

Engineers
 Wm Brown & Co
 Martec Engineering Ltd
 Fairhurst & Partners

Cadogans
Scott Wilson
Martec Engineering Ltd

Joiners
 DM Specialist Joinery Ltd.

Howden Joinery
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Wagstaffe Joiners

Energy Efficiency
 DMS Energy Solutions
 Energy Performance Centre
 Mitie Property Services (UK) Ltd
 Enviro Centre

Ecolab Kits, Water & Energy Services
IRT Surveys Ltd
PWM Contracts Ltd – Insulation

Cleaning
 Caledonian Maintenance Services Ltd
 CAS contract Cleaning Ltd
 Mario Clean

Zed Cleaning Services
Clean Scene Industrial

Real Estate
 Drivers Jonas Deloitte
 MacDowell Consultants

DTZ
Your Place

Grounds Maintenance
 Greenerleaf – Grounds maintenance, house clearing etc.
 Averton Landscapes Ltd
Jigsaw Garden Design
 Land Engineering
Landcare Solutions (Scotland) Ltd.
 McLaren’s Nursery
Other







The Arco Group – PPE
Best Companies Ltd – Staff survey
Edinburgh School of Food & Wine
Enterprise Flex-e-rent/Burnt Tree – van hire
Link-tel Communications – 2 way radios
Guardian 24 – Personal alarms
Signs Express (Glasgow)
Mainbridge Ltd – PPE
JLA Ltd – Commercial Laundry & Catering Equipment
Signs by Packer
Thomson Directories

Sherriff Officers/Debt Collection
 Network Credit Services
 Scott & Co

Robertson Thomson
Walker Love

Solicitors
 Allan McDougall Solicitors
 The Black Partnership Ltd
 Law at Work
 McLay Murray & Spens
 Miller Samuel
 Peterkins Robertson Paul
 Law at Work Ltd
 McGrade & Co Ltd

Brechin Tindal Oatts
Harper McLeod
McGrade & Co
Macrobert
Naftalin Duncan & Co
T C Young
MacRoberts LLP
Miller Samuel LLP

Retailers
 Allans Furniture Warehouse
 Hotel Vin & Bistro
 D Jamieson & Son Ltd
 Kelvin Hotel
 Keys Galore

George Boyd, Ironmongers
It’s All Food Kitchen & Bakery
Juliebee Writing & Photography
Kelvin Lock & Safe
Top Class Catering
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Letham Business Services Ltd
QDL Catering
Ronnie Syme Photography
The Scottish Pre-Retirement Council
Tenants Information Service
Welfare Rights Officers Forum

Property Management Association Scotland
Ringstone Boarding Kennels
Sound Services
Select – The Walled Garden
Andrew Welsby
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Gifts and Hospitality OFFERED/RECEIVED
Notification Form
Guidance:
A NOTIFICATION FORM should be completed by ALL employees or Board Members who are offered a gift
or hospitality by any third party outside Maryhill Housing Association, even if the offer is refused. The form
should be signed by:
1.

Employee/board member

2.

Countersigned by Line Manager (for employees) and Chairperson (for Board Members and Chief
Executive)

Completed forms should be returned to Corporate Support Officer (within one week of offer). Only
completed, signed forms will be recorded in the Register.
For Completion by the Employee/Board Member
Gift/Hospitality Offered:
Reason for Gift/Hospitality:
Gift/Hospitality Received From:
Gift/Hospitality Received By:
Position:
Offered To:
Date Offer Made/Received:
Offer Accepted or Refused:
Reason Accepted or Refused:
Approximate Value:

Employee
Individual

Board Member
Maryhill Housing Association

Accepted

Refused

£1-£10

£11-£25

Additional Information:
Name (in capitals):
Signature:
Date:
Countersigned (name in capitals)
Signature:
Date:
For Completion by Corporate Support
Terms of Policy Met?
Yes
Date Registered:
Registered By:

No

>£25

21

REPORT TO:

Board

DATE OF MEETING:

1st June 2020

AGENDA ITEM:

8

CONFIDENTIALITY:

Confidential

AUTHOR:

Bryony Willett

RESPONSIBLE DIRECTOR:

Bryony Willett, Chief Executive

REPORT TITLE: DRAFT UNACCEPTABLE ACTIONS POLICY
1.

PURPOSE

1.1 The purpose of this report is to consult with Maryhill Housing Board on the draft
Unacceptable Actions Policy (Appendix 1).
2.

RECOMMENDATIONS

2.1 Maryhill Housing Board is asked to:

3.



Approve the draft Unacceptable Actions Policy



Approve that any amendments resulting from staff consultation will be delegated to
the CEO.

EXECUTIVE SUMMARY

3.1 Maryhill Housing adheres to the highest standards of governance and, as such, the
organisation manages all policies and procedures in line with its Policy Schedule. The lack
of an Unacceptable Actions Policy was identified as a gap in the Policy Schedule in the
review as part of the 2020/21 Corporate Business Plan.
3.2 The Scottish Housing Regulator (SHR) produced a model Unacceptable Actions Policy, by
way of guidance for Registered Social Landlords (RSLs), to explain their approach to
protecting staff and volunteers when their ability to work effectively is undermined by the
actions and behaviours of those they come into contact with at work.
3.3 Maryhill Housing has adapted the SHR model policy to suit local conditions and intends to
adopt it as part of the Human Resources suite of policies. There will be a supporting
procedure.
3.4 This policy requires approval from the Board. The policy is currently out for staff and Unite
union consultation. Positive feedback has been received from Unite. The Board are asked
to approve the policy with any changes following staff consultation delegated to the CEO.
3.5 This policy will follow a three year cycle of review moving forward (as per the Policy
Schedule).
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IMPLICATIONS OF THE REPORT
FINANCIAL
RESOURCE AND
VALUE FOR MONEY:

There are no implications
The policy is based on the model policy from the Scottish
Housing Regulator that has been developed from the Scottish
Public Service Ombudsman (SPSO) model Unacceptable
Actions Policy.

LEGAL/
REGULATORY/
RULES/NOTIFIABLE
EVENTS:

The scope of the Unacceptable Actions Policy ensures that
MH discharges its statutory duty of care for the health, safety
and wellbeing of staff as required by the Health and Safety at
Work etc. Act (1974).
MH’s draft Unacceptable Actions Policy links to the Anti Social
Behaviour Policy based on the principles of the Antisocial Behaviour
etc. (Scotland) Act 2004.
MH’s draft Unacceptable Actions Policy links to the following
corporate objective:

CORPORATE
PLAN/STRATEGIC
OBJECTIVES:

Corporate Objective:
‘Building and sustaining an empowered, professional staff
team.’
HR Team Delivery Plan 2020/21 – Objective 3
Meeting our Legislative and Regulatory Requirements
3.1 Develop and Update Policies and Procedures in line with
Maryhill Housing’s Policy Schedule.

CUSTOMER/TENANT
PARTICIPATION:



COMMUNICATIONS:


HEALTH AND
SAFETY:

There are no implications.
SMT consultation 12 May 2020
All staff and Unite consultation ends 15 June 2020
Seek Board approval 1 June 2020
The adoption of this policy will be communicated to our
customers and will be posted on our website and a copy
made available in our reception area.
The scope of the draft Unacceptable Actions Policy ensures
that MH discharges its statutory duty of care for the health,
safety and wellbeing of staff as required by the Health and
Safety at Work etc. Act (1974).

ENVIRONMENTAL:

There are no implications.

EQUALITY IMPACT
ASSESSMENT:

EQIA is not required for this policy.
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RISK ANALYSIS:

There is organisational risk associated with not protecting
staff from members of the public whose actions and
behaviours are deemed to be unacceptable. Providing a
policy and a framework for managing unacceptable actions
removes the risk of Maryhill Housing not discharging its duties
under the Health and Safety at Work etc. Act (1974).

4.

INTRODUCTION

4.1

The Scottish Housing Regulator (SHR) developed an Unacceptable Actions
Policy based on the Scottish Public Service Ombudsman (SPSO) model policy.

4.2

The policy acts as guidance for RSLs, to develop a local policy that explains their
approach to protecting staff and volunteers when their ability to work effectively is
undermined by the actions and behaviours of those they come into contact with at work.

5.

BACKGROUND

5.1

Maryhill Housing adheres to the highest standards of governance and, as such, the
organisation manages all policies and procedures in line with its Policy Schedule. The
lack of an Unacceptable Actions Policy was identified as a gap in the Policy Schedule in
the review as part of the 2020/21 Corporate Business Plan.

5.2

The Association has a strong commitment to the health, safety and wellbeing of all staff
and volunteers and will adopt policies and procedures that support this aim and are in
line with the outcomes of Maryhill Housing’s Wellbeing Strategy.

5.3

Maryhill Housing has adapted the SHR model policy to suit local conditions and intends
to adopt it as part of the Human Resources suite of policies. There will be a supporting
procedure.

5.4

The draft Unacceptable Actions Policy will apply to all Board and Committee members,
volunteers and staff.

6.

POLICY FRAMEWORK

6.1

The draft Unacceptable Actions Policy explains how Maryhill Housing will take steps to
protect staff and volunteers when their ability to work effectively is undermined by the
actions and behaviours of those they come into contact with at work.

6.2

The draft policy makes clear that we will always act in line with our values.

6.3

The draft policy defines ‘unacceptable actions’ under three categories:
 Aggressive or abusive behaviours
 Unreasonable demands
 Unreasonable persistence

6.4

The policy details how we will manage unacceptable actions and behaviours with an
escalation framework and how we will communicate our actions.
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6.5

The policy describes the range of options we will consider before initiating the
process of restricting, suspending or terminating contact with someone and that
all actions will be taken with sufficient evidenced grounds.

6.6

The policy has been localised to make clear where the authority to terminate
contact lies and the process for an internal right of appeal before recourse to the
SPSO.

6.7

The policy makes clear how we will record a decision to restrict, suspend or
terminate contact and the timescales and how this information will be shared.

6.8

Information on restrictions will be reported as a strategic KPI and presented to
Board on a quarterly basis.

7.

UNACCEPTABLE ACTIONS PROCEDURE

7.1

The draft Unacceptable Actions policy will be supported by a brief procedure.

8.

CONSULTATION

8.1

Trade Union has positively endorsed the introduction of the policy. Staff
consultation will end on the 15th June.

9.

METHODOLOGY

9.1

The policy has been developed using the Scottish Housing Regulator model policy.

9.2

The Unacceptable Actions Policy is compliant with the guidance from the Scottish
Public Service Ombudsman (SPSO).

9.3

The policy has been benchmarked from within the Registered Social Landlord sector.
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Appendix 1

Title

DRAFT - Unacceptable Actions Policy

Purpose

We come into contact with many people in the course of our work, and in the
vast majority of cases these interactions are positive and productive for all
parties. We want to provide an excellent service to everyone and will always
try to resolve issues for dis-satisfied customers. However, occasionally, the
behaviour or actions of individuals we have dealings with make it impossible
for us to continue any constructive engagement. In this small number of
cases we have to consider taking steps to protect our staff or to ensure that
our ability to work effectively is not undermined. This policy explains how we
will approach these situations.
We believe that all correspondents and complainants have the right to be
heard, supported, understood and respected. We also believe that our staff
have the same rights.
We aim in all our dealings to:








make it clear to everyone, both on initial contact and throughout our
engagement, what we can and cannot do to meet their concerns and
expectations;
be open and not raise expectations that we cannot meet;
deal fairly, honestly, consistently and appropriately with all
correspondents and complainants, even those whose behaviour or
actions we consider unacceptable;
operate in a way that is accessible to all;
ensure that our staff and other people who use us do not suffer
disadvantage as a result of the unacceptable behaviour of others.

We will interact with everyone in line with our values:
Scope

Think customer first
Celebrate diversity
Deliver on our promises
Keep improving

This policy applies to all Board and Committee members, members of staff
whether employees of MHA, freelance, casual or temporary agency staff,
irrespective of grade, position or length of service. All are responsible for
the management and or monitoring of unacceptable actions.
This policy does not form part of any employee’s contract of employment
and we may amend it at any time.
This policy should be read in conjunction with the Unacceptable Actions
Procedure.
1

Definitions

Unacceptable actions
We understand that people may act out of character in times of trouble or
distress. Often they have experienced upsetting or distressing circumstances
leading up to a complaint or concern being raised with us. We do not view
behaviour as unacceptable simply because a correspondent or complainant
is forceful or determined.
However, we consider actions that result in unreasonable demands on our
business or unreasonable behaviour towards our staff as unacceptable.
We consider comments made on social media, that could be viewed as
personally or professionally disparaging to staff or the organisation, as
unacceptable.
SPSO – Scottish Public Services Ombudsman and is the final stage for
complaints about public service organisations in Scotland.
ASB Policy – Anti-social Behaviour Policy that sets out the principles and
standards that Maryhill Housing aim to follow in our management of antisocial behaviour and covers a wide range of actions and behaviours as
defined in the Antisocial Behaviour etc. (Scotland) Act 2004.
Senior Management – Directors and Heads of Service

Policy
Statement

Support
This policy explains how we will deal with situations involving those we come
into contact with in the course of our work; always aiming to respond in a
way that aligns to our values. Therefore, in our interactions, if we are aware
that someone has existing involvement with an external agency, we may
contact them directly to advise of what action we are considering. In other
cases we may signpost someone to a support service where we feel this
may benefit the person and positively impact on the outcome.
This policy will apply to actions or behaviours that fall under the following
three broad headings:
Aggressive or abusive behaviour
Violence towards or abuse of our staff will never be tolerated. We
understand that people feel passionate about the issues they discuss but if
those feelings escalate into aggression, we consider that unacceptable. This
will not always mean causing or threating to cause physical harm; behaviour
or language (whether oral or written, including via social media) that may
cause staff to feel afraid, threatened or abused is unacceptable. This may
not always be made directly to a member of staff; even statements made
outside the workplace, or directed towards friends or family of a staff
member, may be unacceptable in terms of this policy.
Unreasonable demands
People can make unreasonable demands on our resources by the nature
and scale of the service they expect. What amounts to unreasonable
demands will always depend on the circumstances surrounding the actions
or behaviour. These can place a significant burden on the organisation and
require a disproportionate amount of time; diverting resources away from our
statutory functions. This can be difficult and stressful for staff to deal with
when it is impossible to find common ground or a realistic approach to the
2

issues being raised.
Unreasonable persistence
Sometimes an individual will contact us repeatedly about the same issue or
closely related issues. Their manner in these contacts may be quite
reasonable in itself, but the persistence of their approach is not. We have
the right to assess whether that persistence has reached the point of
disrupting our ability to undertake our work, or is amounting to harassment or
unreasonable treatment of our staff.
Managing unacceptable actions
Where a customer has used social media to correspond with Maryhill
Housing or our followers in an unacceptable way, we will delete their
comments and may block them from making future comments on our posts.
If blocking them, we will inform the customer that we have taken this action
through a private message or email/letter as appropriate.
We will aim to ensure that a person is warned immediately if their actions are
tending towards unacceptable, and what will follow if they persist. We will do
so in a way calculated to defuse the situation, and the aim will be to bring the
tone of communication back to a more reasonable level.
We will not tolerate any threat or use of physical violence against, or verbal
abuse or harassment of, our staff. Such actions may be reported to the
police, and will always be reported if physical violence is used or threatened.
Where we receive correspondence or a communication that is abusive
towards staff, gratuitously offensive, or which makes clearly unreasonable
demands, we will not deal with that communication, and will inform the
correspondent of that fact. We will also warn the correspondent that if she or
he continues to use such language that we will consider terminating all
contact.
If someone ignores the warning they have been given, or if they use or
threaten physical violence, we will take action aimed as far as possible
towards:




reducing the risk of harm to our staff
preventing the individual from inflicting further harm on him/herself or
others
ensuring that our business is carried out as efficiently and effectively
as possible and to the extent required by law

This action is likely to involve terminating or limiting contact with the
individual.
This policy links to the Association’s Anti-Social Behaviour (ASB) Policy that
sets out the principles and standards that we aim to follow in the
management of our tenancies; recognising the different types of ASB and
neighbour nuisance. It can be accessed here.
Terminating, suspending or limiting contact
The process of terminating contact will be carefully managed. There are a
3

number of issues to consider, and the decision to terminate will not be taken
lightly or without sufficient evidenced grounds.
Generally, the recommendation to terminate contact will be made by senior
management. We will carefully consider the form of such a termination in
order to balance the rights of the individual against our duty to protect our
staff and to avoid disruption of our business. We will consider a range of
options, such as:





terminating all contact (subject to necessary limitations referred to
below);
terminating communication by specified channels only (e.g. refusing
to take telephone calls from an individual);
requiring the individual to communicate only through a third party;
refusing to accept communication on a specified subject only.

Limitations on contact
In deciding to terminate, suspend or restrict contact, we will not attempt to
restrict the rights of an individual to raise requests under information
legislation, such as the right to request information under the Freedom of
Information (Scotland) Act 2002 (FOISA), the Environmental Information
(Scotland) Regulations 2004 (EIR) or the Data Protection Act 2018
as
appropriate. Any such requests received will be considered under the normal
terms of those access regimes – although of course such a request, if
couched in terms that are harassing or unreasonable, may be deemed
vexatious under FOISA or manifestly unreasonable under EIR(S).
We will also consider if the individual's or anyone else's rights under
European Convention on Human Rights are engaged in this decision,
especially Article 10 relating to freedom of expression (this will be of
particular relevance if the individual is or could be seen to be a journalist, or
if our decision could be seen to have a chilling effect on the free reporting of
matters on public interest).
Informing the individual
When a decision to restrict, suspend or terminate communication with an
individual is made, we will inform that individual of the decision and its terms.
When a decision has been made by senior management, an individual will
always be given the reason in writing as to why a decision has been made to
restrict, suspend or terminate future contact, the restricted contact
arrangements and, if relevant, the length of time that these restrictions will be
in place. This ensures that the individual has a record of the decision and
they are made aware of their right to appeal to Maryhill Housing. The
individual should also be made aware of their right to complain about us to
the Scottish Public Services Ombudsman.
Appealing the Decision to Restrict, Suspend or Terminate Contact
It is important that a decision can be reconsidered. An individual can appeal
a decision to restrict, suspend or terminate contact. If they do this, Maryhill
Housing will only consider arguments that relate to the restriction.
An appeal could include, for example, an individual saying that:
 Their actions were wrongly identified as unacceptable;
 The restrictions were disproportionate
4



Or, that they will adversely impact on the individual because of
personal circumstance.

A member of senior management, who was not involved in the original
decision, will consider the appeal. They will have the discretion to quash or
vary the restriction as they think best. They will make their decision based
on the evidence available to them. The individual must be advised of the
decision in writing that either the restricted contact arrangements still apply
or a different course of action has been agreed.
Measures to prevent contact
We will consider using technical measures to block an individual's attempts
to contact us if that individual's communications have been judged to be
abusive, threatening, or to constitute harassment of our staff. We will
consider measures such as seeking to block an individual's telephone
number or email address, and we will consider in more extreme cases
whether to seek to interdict the individual or take other legal measures in
order to protect our staff. Where we decide to implement technical blocking
measures, e.g. of an email address, we will not necessarily make that known
to the individual concerned. Whether to inform the individual of the use of
technical measures will be a matter of judgement for senior management
taking the decision to terminate or restrict contact.
Recording a decision to restrict contact
We will record incidents involving unacceptable actions and behaviours as
they occur, but will retain those records only for a limited period unless
further action is decided on in that time. This period should be no longer than
20 days in general, but in some cases (e.g. where contact with an individual
takes place on a quarterly cycle) should be longer, as appropriate.
Where it is decided to terminate or restrict contact with an individual, we will
record that decision and the reasons for it. This record will be shared with
any colleagues that have either been contacted by the individual or where it
is judged possible or likely that the individual may contact a team.
Information on restrictions will be reported as a strategic KPI and presented
to Board on a quarterly basis.
Additional guidance and training
This policy takes account of the Scottish Public Sector Ombudsman's
Unacceptable Actions Policy and the Scottish Information Commissioner's
briefing on vexatious requests.

Approval

Board – 1st June 2020

Policy
Owner
Review

HR Manager
June 2023 or updated in line with changes in legislation.
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REPORT TITLE: Landlord Health and Safety Policies

1.

PURPOSE OF THE REPORT:

1.1

This report provides the Board with updated draft policies on 4 key areas within the
Landlord H&S Control Manual: Fire Safety, Gas Safety, Lifts Safety and Asbestos
Management.

2.

RECOMMENDATIONS:

2.1

The Board is asked to:
- Approve the four listed policies above for inclusion into the Association’s Landlord
Health and Safety Control Manual.

3.

EXECUTIVE SUMMARY:

3.1

A review in 2019 found that key health and safety policies in the Association’s Landlord
H&S Control Manual required extensive revision and updating. Representatives from
the H&S Forum have been working since late 2019 to review these policies, procedures
and working practices.
Four out of six key policies have now been extensively reviewed (gas, lifts, fire and
asbestos); with the review ongoing for the remaining two areas (electrical safety and
water management).
Formal external review of the six key policy areas will take place by specialist
consultants to assess and ensure compliance against key health and safety legislation.
The procurement of these consultant services is due to complete in June 2020, with the
consultant appointment made for a period of 1 year.

3.2

3.3

4.

BACKGROUND DOCUMENTS:

4.1

Draft policy: Fire Safety in Housing Stock and Common Areas and Topic Specific
Guidance (appendix 1)
Draft policy: Gas Safety and inspection and Topic Specific Guidance (appendix 2)
Draft policy: Lift Safety and Topic Specific Guidance (appendix 3)
Draft policy: Asbestos Management (appendix 4)

4.2
4.3
4.4

Page 1 of 5

IMPLICATIONS OF THE REPORT

FINANCIAL RESOURCE
AND VALUE FOR MONEY:

Revised H&S policies and procedures will have a financial
impact as additional working practices and review are
introduced. The cost of ensuring that Maryhill Housing
stock is compliant with relevant H&S legislation can be
extensive but unavoidable.

LEGAL/REGULATORY/
RULES/NOTIFIABLE
EVENTS:

Serious breaches of Health and Safety policy are notifiable
events to the Scottish Housing Regulator and the Health
and Safety Executive (HSE). The organisation must
ensure that it is compliant with all relevant H&S legislation.
This is a legal requirement and is also set out in the
Scottish Housing Regulator’s 2019 Regulatory Framework.

CORPORATE
PLAN/STRATEGIC
OBJECTIVES:

Ensuring that our properties and estates are safe for our
customers is intrinsically linked to our Corporate objective
of Providing Better Homes.

CUSTOMER/TENANT
PARTICIPATION:

In developing H&S policy, there is limited opportunity for
customer / tenant participation, given that policy is based
on legislation.

COMMUNICATIONS:

Customers are made aware of key H&S information when
they sign up for a tenancy, and throughout the course of
their relationship with the organisation via news letter
articles, website and social media updates.

HEALTH AND SAFETY:

Updated policies on H&S are imperative to ensure that the
Association is compliant with legislation and to ensure the
safety of customers, contractors and staff.

ENVIRONMENTAL:

Any fire incident or gas leak could have a seriously
detrimental impact on the local environment. All policies
on H&S have to consider the implications on the
surrounding environment if something goes wrong.

EQUALITY IMPACT
ASSESSMENT:

An Equality Impact Assessment is not required on policies
within the Landlord H&S Control Manual.

RISK ANALYSIS:

5.

Without appropriate H&S policy and procedure, there is
serious risk of injury to persons, including customers,
contractors and staff. Similarly, if a H&S incident occurs
without there being appropriate policy and procedure in
place, there is financial and reputational risk to the
Association from a claim being made against the
organisation.

Landlord Health and Safety Policies
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Background
5.1

Through our membership of EVH, Maryhill Housing utilise the services of ACS Ltd who
provide the Association’s Health and Safety Control Manual (HSCM). This manual is
provided in two parts; for the organisation both as a landlord and as an employer. The
Landlord responsibility for the health and safety of our stock (as opposed to our
workplace) sits with the Property team.

5.2

The HSCM is provided to the organisation in a format that can be amended to suit how
the organisation operates. It contains policies, guidance and operating procedures on
all relevant areas of health and safety.

5.3

A review in 2019 of the Landlord HSCM showed that the policies contained within the
manual had previously been adopted without effective internal review and did not suit
the actual working practices of the organisation. It was also clear that some key policies
were not robust enough and needed full review and update to bring them up to an
appropriate level of detail for practical use by the Association and to ensure full
compliance with relevant regulation and legislation.

5.4

A working group was set up from key members of the H&S Forum to carry out this
review.

6

Review

6.1

The policy review started in late 2019 and will consider the following key policies. The
intended outcomes of the review are listed alongside.

6.2

To date, the working group has reviewed four out of the six policies noted above: gas,
lifts, asbestos and fire.

6.3

For each of the subject areas from the LHSCM, the relevant people got together as a
group to review the subject areas noted below.
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6.4

Each policy was reviewed in depth, noting where the Association was not compliant with
relevant regulation, removing sections which were not relevant, and making
amendments to ensure local working practices and arrangements were clear and
reflected. Where non-compliance was found, action points were agreed and allocated
for completion.

6.5

In addition to the policy itself, all relevant procedures relating to the subject area were
reviewed to ensure that the procedure reflected what the policy required them to do.
Updates to relevant procedures have been made where necessary.

6.6

The policies and procedures were also reviewed to ensure that the appropriate
reporting and governance procedures were in place, and that all those staff members
who have roles and responsibilities in relation to the subject area can find these clearly
set out to avoid ambiguity.

6.7

Staff training in relation to each subject area was discussed and fed back into the H&S
training matrix for the Association in order for the Corporate team to make necessary
arrangements for training to be delivered.

6.8

Record-keeping for each area was also reviewed to ensure that the organisation
remains compliant with legislation and can provide a suitable audit trail of
documentation should there be a future issue or incident which needs investigation.

7

Topic Specific Guidance

7.1

In addition to the policy updates, the Topic Specific Guidance documents attached to
the policies have also been reviewed to reflect the working practices of the organisation.
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8

External Review and Next Steps

8.1

Once approved, the four policies reviewed (gas, lifts, asbestos and fire) will be included
into the overall Landlord Health and Safety Control Manual.

8.2

The Association is currently procuring specialist consultant services to carry out a
formal external review on the six key areas of health and safety noted in 6.1. The
procurement of consultant services is being done in conjunction with four other Housing
Associations (Elderpark, Clydebank, Rural Stirling, and Hawthorn Housing
Cooperative). Consultant review is intended to ensure that the policies and procedures
adopted by the Association are compliant against key health and safety legislation and
are in line with industry good working practice. The appointment of consultant services
is due to be made in June 2020, with their period of review to last for 12 months.

8.3

Staff members who have duties listed in the policies will be made aware of their
responsibilities as set out in the document and appropriate training delivered as
necessary.

8.4

The remaining policies (electrical safety and water management) are currently going
through the same process of review, action and update, and will come to Board for
review and approval later this year.

Page 5 of 5

LANDLORD FACILITIES SAFETY CONTROL MANUAL
SECTION 8.6
REVISION 0
DATE
April 2020
PAGES
18
ASPECT TOPIC SPECIFIC GUIDANCE – Fire Safety in Housing Stock and Common
Areas
1.

2.

Purpose
1.1

The aim of this policy is to provide a robust fire safety framework which can
be implemented to secure the safety and wellbeing of tenants, visitors,
contractors and firefighters.

1.2

The procedures detailed within this section are intended to facilitate the
effective management of fire safety, ensuring that all reasonable steps are
taken to comply with the Fire (Scotland) Act 2005, the Fire Safety (Scotland)
Regulations 2006, as amended and all other relevant legislation.

Definitions
Common Area – “A common area is a portion of a property that is shared and used
by multiple residents. This would include areas such as the lobby, stairway, drying
area and hallway.”
Compartmentation – “subdivision of a building by fire-resisting walls and/or floors for
the purpose of limiting fire spread within the building.”
Competent Person – “person, suitably trained and qualified by knowledge and
practical experience, and provided with the necessary instructions, to enable the
required task(s) to be carried out correctly.”
Dwelling – “a house, flat, or other place of residence.”
Multi-storey – “any building over 18 metres in height comprising majority residential
flats’
Emergency Lighting – “lighting provided for use when the supply to normal lighting
fails.”
Fire Door – “door or shutter provided for the passage of people, air or objects which,
together with its frame and furniture as installed in a building, is intended (when
closed) to resist the passage of fire and/or gaseous products of combustion, and is
capable of meeting specified performance criteria to those ends.”
Smoke Alarm – “device containing, within one housing, all the components,
necessary for detecting smoke and for giving an audible alarm.”
Sprinkler System – “a system comprising thermosensitive devices designed to react
at a pre-determined temperature to automatically release a stream of water and
distribute it in a specified pattern and quantity over a designated area.”
HMO – “a house, premises or a group of premises with shared amenities, occupied
by three or more persons from three or more families as their only or main
residence.”

3.

References (see also Section 8.6 - Guidance)



BS 5839-6:2013
Building (Scotland) Regulations 2004
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4.

Domestic Technical Handbook (as revised)
Electrical Equipment (Safety) Regulations 1994
Fire (Scotland) Act 2005
Fire Safety (Scotland) Regulations 2006, as amended
Furniture and Furnishings (Fire) (Safety) Regulations 1988
Gas Safety (Installation and Use) Regulations 1998
Health and Safety (Safety Signs and Signals) Regulations 1996
Health and Safety at Work etc. Act 1974
Practical Fire Safety Guidance for Existing High Rise Domestic Buildings 2019
Practical fire safety for existing specialised housing and similar premises:
guidance 2020

Fire and Smoke alarms
4.1

The Organisation will currently provide (as at April 2020):



one functioning smoke alarm in every circulation space, such as hallways
and landings; and
one heat alarm in every kitchen where kitchen and rewire works take
place, and in all new housing.

4.2

All alarms will be interlinked, mains powered, and provided with an integral
stand-by power supply (a minimum of class D).

4.3

Fire Detection will be upgraded in all properties to meet LD2 compliance by
January 31st 2021. The organisation will provide in all tenancies from this
date:


One smoke alarm installed in the room most frequently used for general
daytime living purposes



One smoke alarm in every circulation space on each storey, such as hallways
and landings



One heat alarm installed in every kitchen



These will be either hardwired or 10 year tamper-proof sealed battery units.
All alarms must be interlinked and ceiling mounted.

4.4

The Organisation will ensure that fire and smoke alarms are in proper working
order at the start of each tenancy.

4.5

The Organisation will ensure that all alarms are installed in accordance with
the recommendations contained in BS5839 Part 6.

4.6

Where an OT assessment has taken place specialised alarms will be given to
tenants who have a disability, an impairment or special needs (e.g. smoke
alarms with a vibrating pad, flashing light etc.)

4.7

Tenants will be advised to test alarms on a weekly basis.
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5.

Carbon Monoxide Alarms
5.1

6.

7.

8.

Emergency Lighting
6.1

For all high rise blocks of flats, emergency lighting will be present in all
common escape routes.

6.2

The emergency lighting system will be designed to automatically illuminate
upon the failure of the power supply.

6.3

The emergency lighting system will be tested on a monthly basis by a
member of staff with a record of the test maintained for 3 years.

6.4

In our multi-storey properties, above 18 metres, an annual discharge test will
be performed by a competent person. This will involve simulating a power
failure and conducting a test of the full rated duration of the emergency lights
(e.g. 3 hours).

Fire Doors and Compartmentation
7.1

Multi-storey buildings will be split into fire-resisting compartments by fireresisting doors, walls and floors which will provide a physical barrier to fire.

7.3

For homes with an integral garage, the door that joins the garage to the main
part of the house will be a fire door.

7.4

All doors used for plant rooms and service penetrations such as rubbish
chutes will be fire rated.

Emergency Exit Doors
8.1

9.

Carbon monoxide alarms will be installed in any room containing a fossil fuel
burning appliance.

By the end of 2020 the Organisation will ensure all common area doors which
are to be used in an emergency can be opened from the inside without the
use of a key.

Smoke ventilation and compartmentalisation
9.1

Multi-storey properties use a system of compartmentalisation to prevent
spread of smoke.

9.2

New build properties are built with smoke ventilation systems as required by
relevant building regulations.

9.3

No smoke ventilation systems are installed in other properties. There is no
requirement or programme to retrofit ventilation systems in older housing
stock.
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10.

Fire Equipment
10.1

12.

13.

Evacuation Policy
12.1

Generic information about fire safety in flats is provided to new tenants in
tenancy start-up packs which will be issued to all tenants at the start of a
tenancy. For multi-storey block residents, every tenant will also be provided
with a copy of the Fire Scotland Multi Storey Fire Safety leaflet. Fire
evacuation procedures are displayed on all floors in multi storey properties.

12.2

Alternative methods will be available for tenants with language or learning
difficulties (e.g. an interpreter will be used, a copy will be in braille, an audio
version will be available etc.).

12.3

When identified, details of tenants with additional evacuation needs will be
advised to Fire Scotland

Signage
13.1

14.

15.

Fire extinguishers will not be installed in dwellings as tenants will not be
trained on the safe use of extinguishers. Accidents can occur if tenants try to
use them in the event of a fire or if they are discharged through malice or
horseplay. However, dry riser outlets will be provided in multi storey blocks
for Fire Services use and fire extinguishers are provided in lift and switch
rooms in our multi-storey properties.

In multi-storey properties fire action signs will be placed in corridors (on every
level), entrance doors and common areas. Where fire safety signs are
provided they will be in accordance with BS 5499 and the Health and Safety
(Safety Signs and Signals) Regulations 1996.

Maintenance and Repairs
14.1

The Organisation will ensure premises, equipment and devices provided for
fire safety are subject to a suitable system of maintenance, are maintained in
an efficient state, in efficient working order and in good repair.

14.2

All repairs will be carried out within the timescale set in the Organisation’s
repair policy by a competent person.

Access and Facilities for the Fire Service
15.1

The Organisation will ensure:



there is sufficient means of external access to enable fire appliances to be
brought near to the building for effective use;
there is sufficient means of access into, and within, the building for
firefighting personnel to effect search and rescue and fight fire; and that
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16.

where appropriate, the building is provided with sufficient internal fire
mains and other facilities to assist firefighters in their tasks.

Fire Risk Assessment
16.1

The Organisation will undertake annual fire risk assessments at multi-storey
blocks and prepare and implement prioritised actions plans arising from
these. The Assessments will be undertaken by competent consultants.
The Organisation will carry out generic risk assessments of other common
areas in flatted properties and implement action plans arising from these.

16.2
17.

The Organisation will also review the Fire Services monthly review reports of
individual multi-storey blocks reports and take action where required.

Tenant Responsibilities
17.1

The Organisation will issue fire safety information leaflets to new tenants and
include annual newsletter features to remind tenants to:





18.

test smoke alarms on a weekly basis;
ensure all communal areas are not obstructed;
ensure fire doors are not replaced by doors not meeting the required fire
rating standard and
ensure fire doors are not propped open or otherwise disabled.

Commercial premises

18.1

Within commercial premises owned but not managed by the Organisation, the
responsibility for the completion of the fire risk assessment will fall upon the tenant. A
copy of the completed fire risk assessment will be held by both the tenant and the
Organisation.

19.

Roles and Responsibilities

19.1

Chief Executive
The Chief Executive, being the most senior level of executive control within the
organisation, will hold ultimate accountability and responsibility for the development
and implementation of this policy.

19.2

Head of Property

19.2.1 The Association’s Head of Property will be responsible for the practical delivery and
implementation of this policy and for identifying amendments / areas of improvement.
All such suggested amendments will be escalated to the Director of Operations
without undue delay.
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19.2.2 The HOP will provide all reasonable support (both management and technical) to the
Property and Asset Managers (as noted below) to ensure their duties many be
performed appropriately and within timescales.
19.2.3 The HOP will ensure appropriate lines of communication with the PM and will take all
reasonable steps to comply with all reasonable requests and issues raised by the
PM.
19.2.4 The HOP will escalate all relevant issues, non-conformances, policy breaches and
other material events to the Director of Operations without undue delay.
19.2.5 The HOP will take all reasonable steps to deal with fire incidents and emergencies,
uncontrolled risks and required actions brought to their attention. In the event of an
actual fire where the Head of Property cannot attend, the Head of Housing will
deputise.
19.2.6 The HOP will lead on the investigation of fire incidents, in conjunction with appropriate
colleagues from Property and Housing, where relevant. Where appropriate, ensuring
the correct reporting of incident under RIDDOR (Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations).
19.3

Property Manager
The Property Manager will be responsible for the day to day management and
implementation of this policy and will be responsible for the following:








19.4

Maintaining an effective regime of fire safety / prevention inspection and
monitoring in the Association’s housing stock and common areas
Contract management of the appointed fire safety and inspection contractor(s)
Assisting the HOP to review and update the policy and procedures as
necessary and update on their effectiveness to the senior management team
as required
Providing relevant information to interested parties, including enforcement
authorities on fire safety, as required
Reporting any incident of fire to the HOP
Monitoring that all relevant staff are aware of their responsibilities under this
policy
Ensuring appropriate record-keeping of all inspection records for the
timescales as noted in this policy

Asset Manager
The Asset Manager will be responsible for the following:



Maintaining a register of fire safety installations across MH stock, including
fire doors, emergency lighting, fire alarms, and risers.
Ensuring that the register is updated on completion of any relevant works to
fire safety installations and equipment
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19.5

Identifying, programming and procuring major fire safety equipment and
works.

Neighbourhood Team
The Neighbourhood team will be responsible for the following:





19.6

Carrying out 6 monthly visual inspections of common fire doors within the
multi storey stock and raising repairs in line with appropriate standards for fire
protection
Carrying out regular block checks of the multi storey stock and addressing
any fire hazards in common areas, including asking customers to remove
personal items and disposing of items which have been dumped.
Carrying out regular inspections of lift, switch and bin rooms for the build up of
potential fire hazards.

All other staff

19.6.1 Housing Officers
Carrying out regular inspection of blocks and common closes for the build up of
potential fire hazards, aiming to do this monthly. It is the responsibility of Housing
Officers to take immediate steps to address fire safety issues in communal areas
where these are a result of customers’ actions which create a fire hazard.
19.6.2 Where Housing Officers identify areas of concern relating to fire safety within the
fabric of a building, this should be raised immediately to the Property Manager
19.6.3 Property and Investment Officers
Where Property and Investment Officers identify areas of concern relating to fire
safety within the fabric of a building, this should be notified immediately to the
Property Manager and appropriate actions / repairs instructed.
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Landlords Guide to
Fire Safety in Housing
Stock and Common Areas
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1.

Introduction
This Fire Safety Guidance has been produced to help landlords understand their
responsibilities with regards to fire safety in their premises, as well as to provide
practical information and advice.
This guidance outlines fire prevention measures that both landlords and tenants can
use to ensure their properties are protected from fire.

2.

Definitions
Common Area – “A common area is a portion of a property that is shared and used
by multiple residents. This would include areas like the lobby, stairway and hallway.”
Compartmentation – “subdivision of a building by fire-resisting walls and/or floors for
the purpose of limiting fire spread within the building.”
Competent Person – “person, suitably trained and qualified by knowledge and
practical experience, and provided with the necessary instructions, to enable the
required task(s) to be carried out correctly.”
Dwelling – “a house, flat, or other place of residence.”
Emergency Lighting – “lighting provided for use when the supply to normal lighting
fails.”
Fire Door – “door or shutter provided for the passage of people, air or objects which,
together with its frame and furniture as installed in a building, is intended (when
closed) to resist the passage of fire and/or gaseous products of combustion, and is
capable of meeting specified performance criteria to those ends.”
Smoke Alarm - “device containing, within one housing, all the components,
necessary for detecting smoke and for giving an audible alarm.”
Sprinkler System – “a system comprising thermosensitive devices designed to react
at a pre-determined temperature to automatically release a stream of water and
distribute it in a specified pattern and quantity over a designated area.”

3.

Legislation







BS 5839-6:2013
Building (Scotland) Regulations 2004
Domestic Technical Handbook (as revised)
Electrical Equipment (Safety) Regulations 1994
Fire (Scotland) Act 2005
Fire Safety (Scotland) Regulations 2006, as amended
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4.

Furniture and Furnishings (Fire) (Safety) Regulations 1988
Gas Safety (Installation and Use) Regulations 1998
Health and Safety (Safety Signs and Signals) Regulations 1996
Health and Safety at Work etc. Act 1974
Practical Fire Safety Guidance for Existing High Rise Domestic Buildings 2019
Practical fire safety for existing specialised housing and similar premises:
guidance 2020

Landlord Duties
Landlords have certain fire safety obligations to ensure tenants, visitors and fire
fighters are safe. Landlords must ensure that the premises, equipment and devices
are maintained in an efficient state, in efficient working order, in good repair and are
subject to a suitable system of maintenance.

5.

Fire and Smoke Alarms
The installation of smoke and fire detectors is intended to reduce the risk of fire and
the consequent loss of life, injury and damage to property.
The presence of a suitable, properly installed and maintained automatic fire detection
and warning system will alert occupiers to the presence of a fire in its early stages
and enable them to evacuate to a place of safety before the escape routes become
blocked by smoke or directly affected by fire. The fire detection system should be
able to wake residents who are sleeping and alert of fires in all areas including
hidden areas such as boiler rooms and cellars.
As at April 2020, the revised Domestic Technical Handbook guidance states there
should be at least:




one functioning smoke alarm in the room which is frequently used by the
occupants for general daytime living purposes;
one functioning smoke alarm in every circulation space, such as hallways and
landings; and
one heat alarm in every kitchen.

All alarms should be interlinked.
Landlords should either install smoke and fire alarms that meet the standard set by
building regulations or be able to justify why a lesser level of protection is appropriate
in a particular property. Some properties (such as care homes) may be required to
meet more stringent standards, in which case further alarms may be needed.
An alarm should be installed in accordance with the recommendations contained in
BS5839 Part 6 (see appendix A) and the landlord should ensure alarms are regularly
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maintained in accordance with manufacturer's recommendations. A Grade D system
is generally recommended for dwellings.
Landlords should ensure alarms are in working order at the start of each new
tenancy. It is recommended as good practice that landlords advise tenants to test
alarms on a weekly basis and not to tamper with alarms (see appendix B for more
information on the testing and maintenance of alarms).
As of February 1st 2021 the organisation will provide in all tenancies:



One smoke alarm installed in the room most frequently used for
general daytime living purposes



One smoke alarm in every circulation space on each storey, such as
hallways and landings



One heat alarm installed in every kitchen



These will be either hardwired or 10 year tamper-proof sealed battery
units. All alarms must be interlinked and ceiling mounted.

Communal Areas
It would not normally be expected for an alarm system to be present in the communal
areas of residential properties. However, if they are, tenants should know what action
to take if the alarm sounds.
6.

Carbon Monoxide Alarms
Carbon monoxide alarms should be installed in any room containing a fossil fuel
burning appliance (e.g. a coal fire, wood burning stove etc.).

7.

Emergency Lighting
It is crucial that people can easily escape from a building to a place of safety. The
escape route(s) must therefore be free from clutter and have sufficient light to ensure
a safe escape.
In order to assist the evacuation of occupants in high rise domestic buildings, every
protected lobby, protected zone (including escape stairs) and any other associated
escape route should be provided with emergency lighting designed and installed in
accordance with BS 5266: Part 1: 2005.
It is recommended that the emergency lighting system is tested by the landlord on a
monthly basis with a record of the test maintained for 3 years. A discharge test
should also be carried out annually by a competent person. This will entail simulating
a power failure and conducting a test for the full rated duration of the emergency
lights (e.g. 3 hours). The emergency lights should still be working at the end of the
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test. It is strongly advised that the discharge duration test is conducted at a time of
least risk (e.g. during hours of daylight) due to the risk of failure of the normal lighting
supply just after a test has been conducted and subsequent risk of having too little
charge in the batteries to provide the required discharge duration. If failures are
detected, these must be remedied as soon as possible. The result should be
recorded and retained for 3 years
8.

Fire Doors and Compartmentation
A properly fitted and maintained fire door can help to suppress a fire and restrict its
initial development by limiting the amount of oxygen available to it. It will also create
a sealed barrier against smoke and flames.
In high rise properties exit points and escape routes should be identified before fire
doors are fitted. Buildings should be split into fire-resisting compartments by fireresisting doors, walls and floors which will provide a physical barrier to fire. This will
reduce the speed in which flames and smoke can spread through the building,
ultimately buying the tenants’ time to escape safely. When a fire door is closed, it will
endure direct attack by fire for a specified period of time, usually ranging from 30
minutes to 60 minutes.
The doors connecting shared parts of a multi-occupancy dwelling, such as the doors
to individual flats or apartments, should be able to resist fire for at least 30 minutes.
For homes with an integral garage, the door that joins the garage to the main part of
the house should be a 30 minute fire resisting door. Also, the doors used for plant
rooms and rubbish chutes should be able to resist fire for at least 30 minutes.
Tenants should not change front doors without asking for the landlord’s permission
first, as it can affect the fire safety of the building and the communal escape routes.
In multi-storey properties the Association will seek certification from owners that front
doors installed are fire rated.

9.

Intumescent strips
Intumescent strips should be present and operational on all fire doors. Intumescent
strips are fitted into grooves cut into the door or the frame, or alternatively, can be
surface mounted. As soon as the temperature in the vicinity of the strips exceeds
200°C, usually about 10-15 minutes after the start of a fire, the seal swells and seals
the gaps between door and frame.

10.

Emergency Exit Doors
Doors which are to be used as an exit in the case of an emergency should be able to
be opened from the inside without the use of a key.
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11.

Fire Evacuation Plan
Some landlords may have a policy which requires a full evacuation of the premises
upon activation of the main fire alarm system, others may have a stay put or phased
policy. A stay put policy means that unless the fire breaks out in a flat, it is safest for
tenants to remain in the flat unless asked to leave by the fire brigade. All tenants
should be clearly informed on what action to take in the event of a fire.
Information should be provided to tenants, including an explanation of the working of
the fire detection system and the need for good housekeeping (such as keeping
escape routes clear of combustible materials). Instructions should form part of a
tenancy agreement.

12.

Smoke ventilation and compartmentalisation

12.1

Multi-storey properties use a system of compartmentalisation to prevent spead of
smoke.

12.2

New build properties are built with smoke ventilation systems as required by relevant
building regulations.

12.3

No smoke ventilation systems are installed in other properties. There is no
requirement or programme to retrofit ventilation systems in older housing stock

13.

Access and Facilities for the Fire Service
Landlords must ensure there is adequate access for the fire service. Landlords must
ensure:





14.

there is sufficient means of external access to enable fire appliances to be
brought near to the building for effective use;
there is sufficient means of access into, and within, the building for firefighting
personnel to effect search and rescue and fight fire;
the building is provided with sufficient internal fire mains and other facilities to
assist firefighters in their tasks; and
the building is provided with adequate means for venting heat and smoke from a
fire in a basement.

Disabled Persons
If a tenant has a disability, impairment or special needs, special devices can be
installed such as:



smoke alarms with a vibrating pad or flashing light for those with a hearing
impairment;
plugs which are designed to be easily removed;
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smoke alarms with a strobe light outside the house to catch the attention of
neighbours or passers by;
emergency call or alarm systems for summoning help.
These would be installed only on the instruction of an occupational therapist.

15.

Keeping Tenants and Visitors Informed

15.1

Generic information about fire safety in flats is provided to new tenants in tenancy
start-up packs which will be issued to all tenants at the start of a tenancy. For multistorey block residents, every tenant will also be provided with a copy of the Fire
Scotland Multi Storey Fire Safety leaflet. Fire evacuation procedures are displayed on
all floors in multi storey properties.

15.2

Alternative methods will be available for tenants with language or learning difficulties
(e.g. an interpreter will be used, a copy will be in braille, an audio version will be
available etc.).

15.3

When identified, details of tenants with additional evacuation needs will be advised to
Fire Scotland

16.

Certification
Before a tenancy commences, landlords should:






17.

carry out an inspection check to confirm that the house meets the repairing
standard;
provide a new tenant with a copy of a gas safety certificate;
provide a new tenant with a copy of an electrical safety certificate;
provide a new tenant with a copy of a valid energy performance certificate;
provide a relevant fire safety in flats/high rise properties (Scottish Fire Service)
leaflet

Tenant Responsibilities
Tenants also have several responsibilities with regards to fire safety. Tenants are
responsible for:








ensuring smoke alarms are in constant working order;
carrying out regular tests of the smoke alarm;
replacing batteries in smoke alarms;
informing landlords if the smoke alarm is not in constant working order within 24
hours of becoming aware of the problem;
ensuring communal areas are not obstructed;
ensuring fire doors are not propped open;
ensuring prams, bicycles, mobility scooters or any waste material are not stored
in communal areas;
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ensuring no flammable materials are stored in cupboards with electrical circuits;
disposing of rubbish in the bins provided.

Landlords should make tenants aware of these responsibilities in tenancy
handbooks, tenancy start-up packs or information leaflets.
18.

Fire Rescue Service
The Scottish Fire and Rescue Service (SFRS) offers free home fire safety visits
(HFSVs) comprising an assessment of fire risk within the home at that time and the
provision of advice on preventing fires, avoiding fire spread and formulating an
escape plan in event of fire.

19.

Signage in Common Closes
In the absence of a no smoking policy in common closes, there is no requirement for no
smoking signage in these areas.
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Appendix A - BS 5839-6:2013
7 Grades of system
The Grades are defined as follows:
Grade F - System of one or more battery powered smoke alarms (and heat alarms if
required).
Grade E - System of interlinked mains powered smoke alarms (and heat alarms if
required) with NO stand-by supply. The interlink can be hardwired or radiointerlinked.
Grade D - System incorporating one or more interlinked mains powered smoke
alarms (and heat alarms if required), each with an integral stand-by supply. The
interlink can be hardwired or radio-interlinked.
Grade C - System consisting of fire detectors and alarm sounders (which may be
smoke alarms) connected to a common power supply, comprising normal mains and
stand-by supply, with central control equipment
Grade B - Fire detection and alarm system comprising fire detectors (other than
smoke alarms), fire alarm sounders and control and indicating equipment to either
BS EN 54-2 (and power supply to BS EN 54-4), or to Annex C of BS 5839: Pt.6.
Grade A - Fire detection system incorporating control and indicating equipment to BS
EN 54-2, and power supply to BS EN 54-4, installed to BS 5839: Pt.1 with some very
minor exceptions
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Appendix B - BS 5839-6:2013
Routine testing
Commentary
All grades of system need to be tested periodically to ensure that there has not been
any major failure. This does not require any specialist knowledge, and can normally
be carried out, quite easily, by the occupier of the premises, who will, however, need
simple instructions in how to do so.
Recommendations
The following recommendations are applicable.
a) Instructions to users should stress the importance of routine testing of the system
(see Clause 24).
b) Grade A systems should be tested every week in accordance with the
recommendations of 44.2 of BS 5839-1:2013.
c) All systems, other than Grade A systems, should be tested at least every week by
operating all fire alarm devices in the premises. In the case of smoke alarms and any
heat alarms, the weekly test may be carried out by use of a test button on each of the
smoke alarms and heat alarms installed in the premises.
NOTE In some Grade D and E systems, a manual test switch (which can take the
form of a manual call point) can be added to the system to permit routine testing
without the need to access test controls on the smoke or heat alarms themselves.
d) If the premises have been unoccupied for a period during which the normal and
standby supply (if provided) could have failed, the occupier should check immediately
on reoccupying the premises that the system has not suffered total power failure.
Maintenance
Commentary
It is essential that the system is subject to periodic inspection, so that unrevealed
faults are identified, and, in the case of more complex systems, so that preventive
measures can be taken to ensure the continued reliability of the system. In premises
in which a Grade A system is provided, periodic inspection and servicing needs to be
carried out by a competent person with specialist knowledge of fire detection and fire
alarm systems, including knowledge of the causes of false alarms, sufficient
information regarding the system, and adequate access to spares. This will normally
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be an outside fire alarm servicing Organisation. Competence of a fire alarm servicing
Organisation can be assured by use of Organisations that are third-party certificated,
by a UKAS-certificated certification body, to carry out inspection and servicing of fire
alarm systems (e.g. cerificated under the British Approvals for Fire Equipment
(BAFE) SP 203 scheme or the BRE Certification LPS 1014 scheme).
Recommendations
The following recommendations are applicable.
a) Grade A systems should be inspected and serviced at periods not exceeding six
months in accordance with the recommendations of Clause 45 of BS 5839-1:2013.
An inspection and servicing certificate of the type contained in H.6 of BS 58391:2013 should be issued. In houses in multiple occupation, batteries in any radiolinked devices (such as manual call points, automatic detectors and fire alarm
devices) should be changed by the servicing Organisation before the low battery
warning condition recommended by 27.2b)3) of BS 5839-1 is likely to be given.
b) Grade B and Grade C systems should be serviced every six months in accordance
with the supplier’s instructions.
c) Smoke alarms in Grade D, Grade E and Grade F systems should be cleaned
periodically in accordance with the manufacturer’s instructions.
d) Where experience shows that undue deposits of dust or dirt are likely to
accumulate, so affecting the performance of the system before detectors are cleaned
or changed at the intervals necessary for compliance with the recommendations of
26.2a), 26.2b), or 26.2c), more frequent cleaning or changing of detectors should be
carried out.
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Purpose
1.1

The aim of this Policy is to ensure the effective inspection, maintenance and
management of gas systems within premises controlled by the Association
and to provide a servicing and repair regime which is legally compliant and
provides excellent customer service. The gas safety system, inspection and
monitoring programmes will also include the carbon monoxide monitoring
systems which are considered to be an integral part of the gas safety
management programme.

1.2

All gas servicing, maintenance and repair work will be contracted to an
external competent body.

1.3

The procedures detailed within this section are intended to facilitate the
effective management of the contractor as well as all additional gas safety
management issues, ensuring that all reasonable steps are taken to comply
with the Health & Safety at Work etc. Act 1974 and the Gas Safety
(Installation & Use) Regulations 1998, as amended.

2.1

The policy applies to all Board members, employees, workers, and agency
staff responsible for the management of gas servicing and repairs with the
Association.

Scope

3.

4.

Definitions
3.1

Gas Appliance – means an appliance for heating, lighting, cooking or other
purposes for which gas can be used. In general, portable or mobile
appliances are not covered, except the use of portable or mobile space
heaters (e.g. LPG cabinet heaters).

3.2

Gas Fittings – means pipework, valves (other than Emergency Controls),
regulators and meters and fittings etc. designed for use by consumers of gas.

3.3

Flue – means a passage for conveying the products of combustion from a
gas appliance to the external air.

3.4

CP12 – means the gas safety check certificate.

HSE Advice
4.1

5.

Health & Safety Executive (HSE) Gas Safety Advice Line. Open 9.00am to
5.30 pm Monday to Thursday and 9.00am to 5.00pm on Friday. Tel: 0800 300
363.

Relevant Legislation and Good Practice (see also Section 8.7 of the Topic
Specific Guidance)
o
o

Gas Safety (Installation and Use) Regulations 1998, as amended
Gas Safety (Management) Regulations 1996
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o
o
o
o
o
o
o
o
o
o
o
o
o
o
6.

Gas Safety Guidance (supporting this policy)
Gas Safety (Installation and Use) (Amendment) Regulations 2018
Health and Safety at Work etc. Act 1974
Management of Health and Safety at Work Regulations 1999, as amended
Housing (Scotland)Acts 2001, 2006 and 2010
Scottish Secure Tenants (Right to Repairs) Regulations 2002
Environmental Protection Act 1990
Disability Discrimination Act 1995
Building (Scotland) Act 2003
Asbestos Regulations (Control of Asbestos at Work) 2002
Asbestos (Licensing) Regulations 1983
Asbestos (Prohibitions) Regulations 1992
Scottish Social Housing Charter
SFHA Good Practice Guidance Repairs and Maintenance 2012

Competent Persons
6.1

7.

19

The Organisation shall ensure no person is permitted to carry out any works
on gas installations unless competent to do so. Current competency is
approved by the “Gas Safe Register” (www.gassaferegister.co.uk).

Roles and Responsibilities
7.1

The Organisation has defined roles and responsibilities for named individuals
with accountability for aspects of the gas safety management system as
follows:

7.2

The Board

7.2.1 The Board has overall responsibility for monitoring performance on gas
servicing and repairs, and for approval of this policy.
7.3

Chief Executive
The Chief Executive, being the most senior level of executive control within
the organisation, will hold ultimate accountability and responsibility for the
development and implementation of this policy.

7.4

Director of Operations

7.4.1

The Director of Operation holds the lead responsibility for this policy with
implementation delegated to the Head of Property.

7.5

Head of Property

7.5.1

The Association’s Head of Property will be responsible for the practical
delivery and implementation of this policy and for identifying amendments /
areas of improvement in relation the following areas:
1.
2.
3.
4.

Delivery of the gas safety management programme
Administration of the gas safety management programme
Contractor selection, control and monitoring
Repairs
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5. Communications with tenants
6. Emergencies
7. Updates required in accordance to legislative changes
Any suggested amendments will be escalated to the Director of Operations
without undue delay.
7.5.2

The HOP will provide all reasonable support (both management and
technical) to the Property Manager (PM) to ensure their duties many be
performed appropriately and within timescales.

7.5.3

The HOP will ensure appropriate lines of communication with the PM and will
take all reasonable steps to comply with all reasonable requests and issues
raised by the PM.

7.5.4

The HOP will escalate all relevant issues, non-conformances, policy breaches
and other material events to the Director of Operations without undue delay.

7.5.5

The HOP will take all necessary steps to deal with gas emergencies,
uncontrolled risks and required actions brought to their attention.

7.6

Property Manager

The Property Manager will be responsible for the day to day management and
implementation of this policy and will be responsible for the following:











7.7

Maintaining an effective regime of inspection and monitoring
Contract management of the appointed gas maintenance and servicing and
installation contractors including escalation of poor performance to the Head
of Property and Director of Operations.
Assisting the HOP to review and update the policy and procedures as
necessary and update on their effectiveness to the senior management team
as required
Providing compliance information to the quarterly Health and Safety Forum.
Providing relevant information to interested parties, including enforcement
authorities on gas incidents and maintenance / inspection, as required
Reporting any gas emergency to the HOP and carrying out any required
investigation, with the support of the HOP. Where appropriate, ensuring the
correct reporting of incident under RIDDOR (Reporting of Injuries, Diseases
and Dangerous Occurrences Regulations).
Monitoring that all relevant staff are aware of their responsibilities under this
policy
Ensuring appropriate record-keeping of all servicing records for the timescales
Customer Contact Team

The Customer Contact Team is responsible for the following:
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8.

Fully administering the gas servicing process to ensure the Association is
compliant with relevant legislation, including the administration of the forced
access procedure
Processing and raising repairs to gas appliances in line with agreed
procedures and timescales.
Running daily system-driven compliance reports and immediately notifying the
Customer Services Manager, Property Manager, Head of Property and
Director of Operations of any non-compliances.

Servicing and Safety Regime
8.1

Maryhill Housing has a duty to ensure that the gas appliances and flues
provided for tenants’ use are maintained in a safe condition at all times and
are checked for safety within every 12 months of the first installation or last
service date by a Gas Safe registered engineer. Failure to comply with the
legislation is an offence, unless the Association can show that reasonable
steps have been taken to prevent any contravention.

8.2

Maryhill Housing will inspect all gas appliances and associated pipework
within its properties, in accordance with all relevant legislation. This covers
100% of all gas heating systems, including boilers, fires, etc., whether owned
by the Association or not. All such systems will be checked for safety, as
follows:



9.
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At least once every 12 months
When a property becomes empty.

8.3

Maryhill Housing will force entry to a property for the purpose of carrying out
an annual Gas Safety Check, if this is deemed necessary. This will be done
in accordance with agreed procedures. This process will include raising legal
action if required.

8.4

In relation to properties which have been acquired by the Association (through
purchase), the Association will carry out a full gas service and safety check of
the property before the property is tenanted.

8.5

Requests by customers for alterations within their property for the installation
of a gas appliance will be reviewed in line with the procedure on alterations.
The appliance, if approved, will be checked and serviced annually by the
Association as part of the annual gas safety check.

Contractor Selection and Control
9.1

The Association will define a detailed scope of works for the annual gas
servicing and maintenance contract and will procure gas services in line with
its Procurement Policy and Toolkit to provide economically advantageous
services for the Association.
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Contractors will be required to demonstrate compliance with the competency
requirements of the Regulations and will be, as a minimum, Gas Safe
Registered.

9.3

The Association will effectively client its gas contractor to deliver high quality,
value for money services. A formal system of contractor monitoring will be
established and maintained to ensure the gas safety management system
continues to operate in compliance with the agreed scope of works and with
documented procedures, and that any non-conformances, ineffective
arrangements and problem areas are quickly identified and actioned upon.
A defined ‘no access’ procedure is in place to ensure all reasonable steps are
taken by the contractor and the Organisation to meet the 12 month deadline
for landlords’ gas safety checks.

9.4

10.

Record Keeping
10.1

Under current legislation Landlord Gas Safety Records must be kept for a
minimum period of 2 years. The Organisation will record all activity in relation
to gas servicing, maintenance, repairs, installations, emergencies and all
other relevant gas safety management data on its integrated housing
management system. The Association will provide a copy of the gas safety
check certificate to the tenant.

10.2

In relation to the annual gas safety inspection programme, the Organisation
will hold the following records as a minimum:










11.
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Inspection records, findings and actions
Reports and communications from gas contractors
No access reports and actions (audit trail)
Properties beyond 12 months
Intermediate safety checks on properties (voids).
External Audit Reports
Maintenance and repair records
Emergency situations and actions taken
Letters of complaint

Information to tenants
11.1

On an annual basis (and at the time of new tenants being housed), the
Organisation will outline the pertinent issues of gas safety to tenants by way
of written communication. This will include:








Emergency contact numbers and reporting procedures
The Organisation’s commitment to gas safety.
Tenants responsibilities under their Tenancy Agreement.
Key health and safety risks.
The importance of the annual safety check and the need for access to
premises.
Key points on the safe use of gas and gas appliances including action to
be taken if a gas leak is suspected.
The requirement to ensure that all gas related work must be carried out by
a Gas Safe registered engineer.
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11.2

12.

Formal ‘rules’ setting out tenants’ gas safety obligations and duties will be
clearly set out in their Tenancy Agreements. The Organisation will define a
procedure for dealing with unauthorised gas installations, repairs,
disconnections and other gas related activities which fall foul of the Tenancy
Agreement.

Gas Safety Internal Monitoring
12.1

A formal system of monitoring the gas servicing is established and maintained
with properly defined reporting, escalation and action procedures.

12.2

The monitoring system will include, as a minimum, timeous review of:
1.
2.
3.
4.
5.
6.
7.

13.
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All servicing and repair certificates
Unsafe gas systems
No access procedure, notices and problems
Properties ‘over 12 months’
Void properties
Quality assurance / quality control reports
Repairs and maintenance reports

Reactive Repairs and Emergencies
13.1

The Association and its contractors will provide a 24 hour a day, 365 days per
year service for gas repairs reporting and delivery. The Association will offer
appointments for all non-emergency repairs and gas-servicing appointments.
Appointments will be offered at times to suit the customer, including evenings
and weekends. The Association and its contractors will communicate with
customers throughout the journey of a repair.

13.2

Maryhill will categorise repairs into emergency and routine categories. Full
loss of heating will be classed as an emergency repair. Emergency repairs
will be attended within 2 hours and completed with 24 hours. Temporary
heating will be provided by the contractor if the repair cannot be completed at
the first visit or if there is likely to be a significant delay in the contractor
attending the property, for example, during extreme weather. Routine repairs,
including partial loss of heating, will be completed within seven working days.

13.3

As well as carrying out annual servicing to gas appliances and raising
landlord’s gas safety records the contractor will provide a full reactive repairs
and emergency response service. All gas servicing and repairs will be
completed using high quality materials and an appropriately trained workforce
with full Gas Safe qualifications in place. The Association aims to complete
all repairs as a first time fix and will return to complete any failed repairs
within 24 hours.

13.4

Where the contractor has been unable to obtain access to undertake
necessary repair work, the contractor must bring the situation to the attention
of the Organisation. The Organisation will ensure that the tenant is contacted
as quickly as the situation demands.

13.5

Gas Leaks:
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14.

14.1

An external third party shall be appointed to carry out a minimum inspection
of 10% of completed annual services.

14.2

The contractor undertaking the QA work will require to be Gas Safe registered
and employ fully qualified engineers.
Where a QA check identifies non-compliances or where unsatisfactory
performance of the primary gas contractor is being observed details of the
problems and suggestions for rectification will be clearly set out in the QA
contractor’s report.

14.4

Where the QA contractor identifies situations that pose an immediate or
imminent risk to health, the contractor will notify the Organisation as soon as
practicable. These notifications should be in addition to the regular reporting
regime.

14.5

The Association aims to continuously improve its gas services and will adapt
processes in response to customer complaints, customer satisfaction
information, input from the Service Improvement Panel, internal audit and
sector good practice

Void/Re-Let Procedures
15.1

16.

A formal procedure is defined for gas safety inspections associated with void
properties and this is included in the overall gas safety management system,
contractor’s contractual requirements and monitoring procedures.

Closing Up
16.1

17.

SGN have a statutory duty to attend gas escapes reported to them within
two hours of receipt.
In the main, gas escapes are likely to occur within individual properties
and tenants should in the first instance contact SGN Emergency Services
by calling 0800 111 999.
Recognising that SGN will normally shut down the gas supply to an
individual property where a leak is found and will not carry out any further
works the Association will follow up a report of a gas leak by instructing
the gas contractor to attend.
Where repairs cannot be readily made and the heating system remains
switched off, the contractor will be asked to provide temporary heating
and will advise the Association of the repair problem in order to agree
remedial work.

Quality Assurance (QA)

14.3

15.

19

Where a property is to be closed up on a long term or permanent basis then
the existing gas supply shall be disconnected from the pipework within the
flat. The gas supply shall be physically disconnected at the meter point and
both cut ends blanked. Where appropriate, SGN will be advised and
requested to remove the meter supply from the property.

RIDDOR
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17.1

In relation to gas safety there are duties imposed upon gas conveyers,
suppliers, etc. to report cases whereby death or a major injury (as defined by
regulations) occurs out of or in connection with the gas supplied.

17.2

It is also recognised that a contractor will have a duty to formally report
certain situations where it is deemed likely that the gas installation may cause
death or major injury. The types of faults likely to cause death or major injury
and would be reportable include: i.

A dangerous gas leak arising, for example, from the use of unsatisfactory
materials or bad workmanship.
ii. A gas appliance which spills products of combustion or shows signs of
incomplete combustion or shows signs of combustion problems due to
inadequate ventilation
iii. An appliance which is not suitable for use with the gas supplied
iv. An appliance in which a safety device has been made inoperative
v. Use of unsatisfactory materials in gas connections
vi. An appliance installation which has become dangerous through faulty
servicing
17.3
18.

Further information on RIDDOR is contained within the Accidents Policy of
the Organisation’s Health & Safety Manual.

Temporary Heating
18.1

LPG or other bottled gas heating sources will not be provided to tenants as a
temporary source of heating.

18.2

Where electrical heaters are provided as a temporary source of heating, the
Electrical Safety policy should be consulted. Where temporary electric
heating is provided, tenants will be compensated at a rate of £5 per day.
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Introduction
This Gas Safety Guidance has been produced to assist Landlords to understand their
responsibilities for Gas Safety in properties under their control, as well as to provide
practical information, advice and guidance for ensuring the safety and wellbeing of
tenants.
The guide is intended for all property types under the Landlord’s control that contain
gas installations within the premises and any gas equipment provided by the
Landlord.

1.1

What are Gas Installations?
Gas installations are defined as appliances, fittings and flues within premises.

2.



Gas Appliances - are appliances used for heating, lighting, cooking or other
purposes for which gas can be used. In general, portable or mobile appliances
are not covered, except for the use of portable or mobile space heaters (e.g.
LPG cabinet heaters).



Gas Fittings – are pipework, valves (other than emergency controls), regulators,
meters and fittings, apparatus and appliances designed for the use of the tenant
for heating, lighting, cooking or other purposes for which gas can be used.



Gas Flues – use a passage for conveying the products of combustion from the
gas appliance to the external air.

Legislation
Landlords have a legal duty to protect tenants’ safety by ensuring that gas
installations provided for tenants’ use within premises under their control is safe (fit
for purpose and kept in good order) before a tenancy begins and throughout its
duration.
The legislation relating to gas safety is listed below. See Appendix A for an Overview
of the following Legislation.






The Gas Safety (Installation and Use) Regulations 1998, as amended
The Gas Appliances (Safety) Regulations 1995
The General Product Safety Regulations 2005
The Housing (Scotland) Act 2006
The Building (Scotland) Regulations 2013

3.

Landlord Duties

3.1

What are Landlords’ duties?
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Landlords have a duty to ensure that gas installations pipework, appliances and flues
must be maintained in a safe condition. Gas appliances should be serviced in
accordance with manufacturers’ instructions. If these are not available it is advised
that they are serviced annually.
3.2

Periodic Inspection and Testing
Gas Safety Checks must be carried out annually (12 monthly) on gas installations
(gas appliances, pipework and flues installed at a property). Checks must be
undertaken by a Gas Safe Registered Engineer, who will issue a Gas Certificate
following the check.
The engineer will check the following:








Gas appliances will be checked for gas tightness.
If gas points are available, standing and working pressure will be tested.
Check the burner pressure and gas rate against the manufacturer’s data plate.
Checks will be carried out for the provision of all necessary ventilation.
Flue flow will be tested to make sure products of combustion are removed.
All flame failure devices will be checked for satisfactory operation.
Where appropriate, checks will be made for physical stability, presence and
effectiveness of stability brackets.

Without completion of all the above checks an appliance cannot be issued with a Gas
Safety Certificate.
3.3

Gas Safety Check
Under the Gas Safety Regulations all gas appliances have to be checked annually,
including the tenant’s own appliances in respect of gas soundness, ventilation
and flue provisions. The tenancy agreement should clearly state if the tenant’s own
gas appliances are to be inspected during the annual gas safety check. It is
reasonable for the tenant’s own appliance to be checked.
Even where there is no gas appliance or gas meter, each property that has an
incoming gas main must be checked to ensure that the supply is safe and that no
appliance or meter has been added without the landlord’s knowledge.
Gas fires will be checked, switched on and a full smoke test carried out.
The tenant will be informed immediately if their own appliance is found to be
defective or unsafe and they will be instructed that it is their responsibility to carry out
the necessary service, repair or renewal. The appliance will be disconnected and
labelled as dangerous, prior to the gas installer leaving the property.
Should the tenant refuse disconnection, the gas contractor will immediately inform
both the tenant’s gas supplier under Regulation 34 “Unsafe Appliances” of the 1998
Regulation and also the landlord. Under no circumstances will the gas contractor
service the tenant’s own appliance.

3.4

Gas Safe Certificate
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A Gas Safe Certificate, also commonly referred to as a Gas Safety Record, is a
document that confirms a Gas Safety check has been performed on gas appliances
by a qualified Gas Safe Registered Engineer. The certificate will be issued by the
engineer showing the outcome of the inspection and a reminder when it is next due
for renewal.
The tenant will receive a copy of the gas safety certificate within 28 days of the gas
check taking place.
In the case of void properties a copy of the certificate will be made available to the
new tenant at commencement of the tenancy.
In properties which have communal gas installations a copy of the safety checks will
be displayed in a prominent position in the communal area.
All original copies of the gas safe certificates should be sent to the landlord.
Gas Safety inspections are reviewed and audited to ensure proper completion. Any
discrepancies observed should be raised with the gas contractor.
3.5

Action if an Appliance Fails Inspection and Testing
The safety check record will contain details of any safety defects identified and
remedial action taken by the engineer. Landlords must ensure that any safety defects
are rectified before the equipment is used again. Defects must be rectified by a Gas
Safe Registered Engineer.

3.6

New Lease Inspection and Testing Requirements
Before any new lease starts, Landlords must make sure that Gas Safety Checks
have been carried out within one year prior to the start of the lease date, unless
appliances in the property have been installed for less than 12 months.

3.7

Record Keeping
Accurate records of Gas Safety Checks should be maintained. It is also good
practice to keep details of any gas installation and maintenance work on file. The
record is a ‘living document’ and landlords should supplement it with records of any
follow up action taken (if required). This would provide a full record of the gas safety
within the property.
All records are retained on file for a period of 2 years from the date of the annual
check.

3.8

Access to Tenant Properties
Landlords must take ‘all reasonable steps’ to ensure gas safety checks and
maintenance works are carried out. This may involve giving written notice to a tenant
requesting access, and explaining the reason.
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At the start of the tenancy the contract between the landlord and the tenant must
state that the tenant will allow access for any gas general works, maintenance and
checks to be carried out.
When tenants do not co-operate to allow access to the contractor to carry out Annual
Gas Safety Visit checks, landlords have to show that they have taken all reasonable
steps to comply with the law. Landlords must keep a record of their actions to
demonstrate the steps taken to discharge their duties:





Personal visits explaining the reasons why access is required.
Leaving the tenant a notice stating that an attempt was made to complete the
gas safety check and providing relevant contact details.
Write to the tenant (recorded delivery) explaining that a safety check is a legal
requirement and that it is for the tenant’s own safety.
Give the tenant the opportunity to arrange their own appointment. The landlord
should be flexible and arrange appointments for gas installers to call outside
normal working hours.

Note: HSE inspectors will look for repeated attempts to complete the gas safety
check, including the above suggestions; however the approach will need to be
appropriate to each circumstance. It would ultimately be for a court to decide if the
action taken was reasonable depending upon the individual circumstances.
If the tenant continues to refuse access after repeated requests, the landlord can
arrange for the gas supply to be capped externally. Where it is not possible to cap
the supply externally and in order to ensure compliance with statutory obligations, the
landlord is required to give notice, as stipulated in the Scottish Secure Tenancy
Agreement and under the terms of the Housing Act 2001, to force entry and carry out
the Annual Gas Safety Visit or cap the supply internally.
Where there is concern about the safety of gas fittings at the property, the tenant’s
gas supplier should be contacted to attend the premises and use their powers to gain
entry.
4.

Gas Safe Registered Engineer
All works carried out on gas installations must be carried out by a ‘Gas Safe
Registered Engineer’.
Gas Safe Registered Engineers must be registered with the Gas Safe Register,
which contains the official list of gas engineers. To check that an engineer is
registered Landlords can contact the company during normal working hours on 0800
408 5500 or go on the website by clicking the following link to check online
(www.gassaferegister.co.uk).

4.1

Gas Safe Registered Engineer
The gas engineers must be Gas Safe registered
and must hold a current relevant qualification
under the Accredited Certification Scheme (ACS),
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listing the areas of gas work that the installer can
undertake. This proof of competence must be
provided to the Landlord. The Engineer should be
able to provide a current ID card.
4.2

Engineer Identification
Whenever the gas engineer attends a property to undertake work they must have
their Gas Safe ID card with them. The ID card contains a photo of the engineer, their
business registration number and personal license number, company name, the start
and expiry date of the card and a security hologram. The reverse of the card details
what kind of gas work the engineer is able to do.

5.

Tenant Information and Guidance
Landlords should actively promote the importance of the annual gas safety checks
(ASVs) through various media, such as Newsletters, a Tenants Handbook, Tenancy
Agreements and training for tenants at sign-up on the use of the gas appliances.
NOTE: Since the 1st October 2013, it has been a legal requirement in Scotland to
have a Carbon Monoxide alarm installed in the same room as a new or replacement
fossil fuel burning heating appliance – this includes gas appliances. The alarm may
be hard wired or battery powered to comply.

5.1

Tenant and Landlord Appliances
The landlord allows tenants to use their own gas appliances. In such circumstances
the landlord must have procedures in place to ensure that the tenants’ appliances are
registered with the landlord, are fitted correctly and are safe.
Any gas appliance that the landlord owns and provide for tenants’ use is included in
the landlord’s legal duties. If a tenant has their own gas appliance that the landlord
has not provided, then the landlord is responsible for parts of the associated
installation and pipework but not for the actual appliance.
To help the landlord fulfil their legal duties under the Health and Safety at Work etc.
Act 1974, the HSE recommends that all flues (e.g. chimneys) connected to gas
appliances should be included within the landlord's gas safety check, even where
they do not serve appliances provided by the landlord.

LANDLORD FACILITIES SAFETY CONTROL MANUAL
SECTION 8.7
REVISION 0
DATE
Feb 2020
PAGES
ASPECT TOPIC SPECIFIC GUIDANCE – Gas Safety and Inspection

19

All appliances which the tenant wishes to install such as cookers and fires must have
a copy of the installation instructions for that particular make and model before being
fitted, otherwise the appliances can be deemed illegal.
The appliance must be fitted by a qualified Gas Safe Registered installer.
Free-standing cookers connected by a flexible connector (bayonet fitting), are not
considered to be ‘readily movable’, but can be moved, temporarily e.g. to clean the
space they normally occupy. This type of activity is not regarded as ‘work’ within the
meaning of these Regulations (Gas Appliances (Safety) Regulations 1995).
The landlord/representative should visit all new tenants within one month after signup to ensure no illegal appliances have been fitted.

LANDLORD FACILITIES SAFETY CONTROL MANUAL
SECTION 8.7
REVISION 0
DATE
Feb 2020
PAGES
ASPECT TOPIC SPECIFIC GUIDANCE – Gas Safety and Inspection

19

Appendix A – Gas Safety Legislation Overview
The Housing (Scotland) Act 2006
The Housing (Scotland) Act 2006 places a duty on Landlords and states that all
installations in the property for the supply of water, gas, electricity, sanitation, space
heating and heating of water are in a reasonable state of repair and in proper
working order at the start of the tenancy and at all times during the tenancy. Any
fixture, fitting and appliance provided by the landlord should be in a reasonable state
of repair and in proper working order.
The Building (Scotland) Regulations 2013.
These regulations address the various aspects of building design and construction
which include health and safety, energy conservation, welfare and convenience of
disabled people. Guidance is provided in the Building (Scotland) technical handbooks
for Domestic Buildings and Non Domestic Buildings. Section 3 (Environment) details
the requirement for the installation and maintenance of gas appliances, flues and
chimneys. Section 4 (Safety) requires the installation of a detection system in order
to alert all occupants to the presence of harmful levels of Carbon Monoxide (CO).
Landlords – Gas Safety (Installation and Use) Regulations 1998.
The Gas Safety (Installation and Use) Regulations 1998 place specific duties on gas
users, installers, suppliers and landlords. The Regulations deal with the safe
installation, maintenance and use of gas systems, including gas fittings, appliances
and flues, mainly in domestic and commercial premises. The requirements include
both natural gas and liquefied petroleum gas (LPG). The main requirements are for
landlords to inspect and service gas installations on an annual basis and to only
allow qualified and approved gas engineers to work on any gas appliances or
installations. These regulations sit within the wider context of the Health & Safety at
Work Act 1974 and the Management of Health and Safety at Work Regulations 1999.
The Gas Safety (Installation and Use) Regulations 1998 place specific duties on gas
users, installers, suppliers and landlords see Appendix B for details.
Gas Appliances (Safety) Regulations 1995
Manufacturers and suppliers of new, second hand and reconditioned appliances and
fittings, burning gaseous fuel used for cooking, heating, hot water production,
refrigeration, lighting or washing and having, where applicable, a normal water
temperature not exceeding 105 degrees Celsius, are subject to the Gas Appliances
(Safety) Regulations 1995, and must bear CE marking and be safe.
General Product Safety Regulations 2005
Under the General Product Safety Regulations 2005 it is an offence to supply
(including hiring out) a used gas cooking appliance unless it complies with certain
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safety requirements. For example, the gas carrying component must prevent leaks of
gas, the gas shutoff devices must work properly and safely and surface temperatures
must not be too high. Only someone who is Gas Safe registered can install a gas
appliance.
Housing Scotland Act 2001
Section 79 of the Housing (Scotland) Act 2001 provides Scottish Ministers with the
power to set and publish Performance Standards which forms the key reference point
for all housing association activities. Performance Standards are fundamental to the
way social landlords and regulated services behave and conduct their business.
Housing associations are required to have in place a Gas Safety Policy which
conforms to the standards set out by the Scottish Housing Regulator in 2009.
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Appendix B
General Duties and Responsibilities for Gas Users, Installers, Suppliers and
Landlords















Anyone carrying out work on gas appliances or fittings as part of their business
must be competent and registered with the Gas Safe Register.
Only a competent person can carry out work on gas appliances or fittings. Do-ityourself work on gas appliances or fittings could be dangerous and is likely to be
illegal.
The regulations place a number of restrictions on gas appliances installed in
bathrooms, shower rooms and bedrooms that are detailed and prescriptive.
It is illegal to install instantaneous water heaters, which are not room-sealed or fitted
with a safety device that automatically turns the gas supply off before a dangerous
level of poisonous fumes builds up.
It is illegal to install any fixed fire, space heater or water heater of more than 14kW
input into a room intended to be used as sleeping accommodation, unless it is 'room
sealed'. If it is below 14kW, it must either be 'room sealed' or have an oxygen
depletion cut out.
No alterations are to be made to any premises which would adversely affect the
safety of a gas fitting so as to result in any contravention of or failure to comply with
the regulations e.g. installation/removal of a window, air bricks, extractor fans or
putting extra weight on hidden pipes.
Nothing may be done which could affect a gas fitting or any flue or means of
ventilation in such a manner that subsequent use could constitute a danger to any
person.
Any person (Gas Safe Registered) disconnecting a gas fitting must seal off the
outlet pipe.
No person is to install a meter in a locked box without supplying a key.

Landlord Duties






Landlords are responsible for making sure that gas fittings and flues are maintained
in good order, and gas appliances that they own in their residential premises, and
flues, are checked for safety every 12 months. They must also keep a record of the
safety checks for at least two years and issue it to existing tenants within 28 days of
the check being completed and any prospective tenants before they move in.
Employers (Housing Associations) with gas appliances at places of work, landlords
and providers of holiday accommodation must ensure that gas appliances, including
LPG cabinet heaters, are checked for safety, including where relevant, checks on
the effectiveness of the flue, the ventilation, gas operating pressure and gas
tightness by a Gas Safe Registered engineer.
As a minimum, the record of a gas safety check must contain:
 A description of and the location of each appliance or flue checked.
 The name, registration number and signature of the individual carrying out.
 The check carried out.
 The date on which the appliance or flue was checked.
 The address of the property at which the appliance or flue is installed.
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The name and address of the landlord (or their agent where appropriate).
Any defect identified and any remedial action taken.

Tenant Duties






Tenants must not use any gas appliance or fittings that they know or suspect to
be unsafe. Through the Gas Safe Register, the Health & Safety Executive has
asked all registered installers to disconnect any Gas Appliance or fittings that are
so dangerous as to be a threat to life if they are used.
Tenants are responsible for the maintenance and safety of appliances they own.
No person searching for an escape of gas is to use any source of ignition e.g. a
match or lighter.
Combustible material must not be stored in any meter box.

A statement confirming that the safety check has been completed and complies with the
requirements of the Gas Safety (Installation and Use) Regulations 199
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1.

2.

3

Purpose
1.1

The aim of this Policy is to ensure the effective inspection, maintenance and
management of all lifts controlled by the Organisation.

1.2

The procedures detailed within this section have been written to ensure all
reasonable steps have been taken to comply with the Lifts Regulations 1997,
the Lifting Operations and Lifting Equipment Regulations (LOLER) 1998 and
all other relevant legislation.

References (see also Section 8.9 - Guidance)













3.

PAGES

Disability Discrimination Act 1995 and 2005
Equality Act 2010
Health and Safety at Work Act etc.1974
Lifts Regulations 1997
Lifts Regulations 2016
Lifting Operations and Lifting Equipment Regulations (LOLER) 1998
Management of Health and Safety at Work Regulations 1999, as amended
Provision and use of Work Equipment Regulations 1998 (PUWER)
Scottish Housing Quality Standards (SHQS)
Supply of Machinery (Safety) Regulations 2008
The Testing and Assessment of Lifts 1998 LG1
Workplace (Health, Safety & Welfare) Regulations 1992 (as amended)

Definition of Lift
3.1

The Lifts Regulations 1997 define a ‘lift’ as:
“a lifting appliance serving specific levels, having a car moving along rigid
guides or a fixed course and inclined at an angle of more than 15 degrees to
the horizontal, intended for the transport of:




4.

People;
People and goods;
Goods alone, if a person may enter without difficulty and fitted with
controls inside the car or within reach of a person inside.”

Installation of Lifts
4.1

The Organisation will ensure that all lifts are manufactured and installed in
accordance with the Lifts Regulations 1997 and have a current Declaration of
Conformity.

4.2

In specifying new lifts, stairlifts and escalators, awareness of users’ special
needs will be considered. In particular, attention will be given to the level of
control buttons, sound controls, braille buttons and access for wheelchairs
and walking aids. Where reasonably practicable, lifts will be fitted with

emergency seats and with two-way communication systems for use in
emergency situations.

5.

4.3

Maryhill Housing will only install a through the floor lift where an Occupational
Therapy Referral has been made.

4.4

Glasgow City Council install chairlifts/stair lifts for customers through Social
Work and are responsible for maintenance and servicing.

Periodic Inspection and Testing
5.1

The Organisation will ensure that all lifts are subject to a formal Inspection
regime:




5.2

after substantial and significant changes have been made;
at least every six months if the lift is used at any time to carry people;
following "exceptional circumstances" such as damage to, or failure of,
the lift, long periods out of use or a major change in operating conditions
which is likely to affect the integrity of the equipment.

Maryhill Housing has an inspection regime as follows:








5.3

An annual SAFed LG1 Inspection is conducted on all passenger and
through the floor lifts and electronic copies provided to Maryhill
Housing. This is carried out by an independent lift company (as of
2020, Consult).
A monthly service is carried out on all passenger lifts and 6 monthly
on through the floor lifts. Repairs/replacement of parts is reported via
monthly service records provided by contractor. This is carried out by
an independent lift company (as of 2020, Consult).
A LOLP1 in line with LOLER is conducted on all lifts on a 6 monthly
basis. This is carried out by separate organisation to LG1 inspection
as well monthly service. The results of these inspections are shared
with servicing contractor and any findings are actioned. This is carried
out by a company instructed by the Association’s insurers. (Contractor
as of 2020 is HSB.)
Where serious/dangerous failings arise as result of inspection then the
lift is decommissioned until such time it is repaired and certified as
operational. The Contractor advises staff based at 29 Glenavon Road
as well as a Manager within the Property Team.

Formal Annual LG1 Inspections will inspect the following:









Landing and car doors and their interlocks;
Worm and other gearing;
Main drive system components;
Governors;
Safety gears;
Suspension ropes;
Suspension chains;
Electrical devices (including earthing, earth bonding, safety devices,
selection of
Fuses, etc.);




Braking systems (including buffers and over speed devices);
Hydraulics.

5.3

Monthly routine maintenance will include checking and replacing worn or
damaged parts, lubrication, replacing time-expired components, topping up
fluid levels, and making routine adjustments. This is to ensure the equipment
continues to operate as intended, and risks associated with wear or
deterioration are avoided.

5.4

In addition to the formal Inspection regime, simple daily checks will be carried
out by onsite staff to ensure functionality of the lifts.
Should any lift be seen to be faulty, it will be immediately put out of use and
the Neighbourhood Team or Customer Contact Team will arrange for any
necessary corrective actions to be taken, depending on who is reporting the
defect. Advice will be sought from a competent person where there is any
doubt over safety. Records will be received and checked and filed by the
Property Manager.

6.

7.

8.

Identifying Defects
6.1

If a defect is identified which is, or could become, dangerous, the lift will be
immediately made out of use and the contractor will attend within two hours.
The lift will not be useable until the defect has been satisfactorily remedied.

6.2

Minor defects which do not affect the primary function or the safety features of
the lift will be actioned within 7 working days.

Documentation and Reporting
7.1

The Organisation will ensure a written and signed report is provided by the
Independent Inspection Company within 28 days of the thorough Inspection
being carried out.

7.2

Thorough Inspection reports will be retained for at least 2 years or until the
next report is carried out, whichever is the later.

Stair Lifts
8.1

9.

10.

The Association does not own any stair lifts. All stair lifts in the Association’s
properties are owned and maintained by Glasgow City Council.

Emergency Equipment
9.1

All lifts in multi-storey properties will have a communication system which will
include a telephone or a two-way voice system so that a person trapped
inside can raise the alarm.

9.2

All lifts in multi-storey properties will have adequate emergency lighting.

Roles and Responsibilities
10.1

Chief Executive

The Chief Executive, being the most senior level of executive control within
the organisation, will hold ultimate accountability and responsibility for the
development and implementation of this policy.
10.2

Head of Property

10.2.1 The Association’s Head of Property will be responsible for the practical
delivery and implementation of this policy and for identifying amendments /
areas of improvement. All such suggested amendments will be escalated to
the Director of Operations without undue delay.
10.2.2 The HOP will provide all reasonable support (both management and
technical) to the Property and Asset Managers (as noted below) to ensure
their duties many be performed appropriately and within timescales.
10.2.3 The HOP will ensure appropriate lines of communication with the PM and will
take all reasonable steps to comply with all reasonable requests and issues
raised by the PM.
10.2.4 The HOP will escalate all relevant issues, non-conformances, policy breaches
and other material events to the Director of Operations without undue delay.
10.2.5 The HOP will take all reasonable steps to deal with lift emergencies,
uncontrolled risks and required actions brought to their attention.
10.3

Property Manager

The Property Manager will be responsible for the day to day management and
implementation of this policy and will be responsible for the following:









10.4

Maintaining an effective regime of inspection and monitoring of all lifts
Contract management of the appointed lift maintenance and inspection
contractor(s)
Assisting the HOP to review and update the policy and procedures as
necessary and update on their effectiveness to the senior management team
as required
Providing relevant information to interested parties, including enforcement
authorities on lift installations and maintenance / inspection, as required
Reporting any incident of mechanical failure to the HOP and carrying out any
required investigation, with the support of the HOP. Where appropriate,
ensuring the correct reporting of incident under RIDDOR (Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations).
Monitoring that all relevant staff are aware of their responsibilities under this
policy
Ensuring appropriate record-keeping of all inspection records for the
timescales as noted in this policy

Asset Manager
The Asset Manager will be responsible for the following:


Developing and maintaining a register of all lift installations across MH stock



10.5

Ensuring that the register is updated on completion of any relevant works to
lifts / lift installations
Identifying, programming and procuring major lift investment.

Neighbourhood Team
The Neighbourhood team will be responsible for the following:




10.6

Carrying out simply daily visual checks of lifts in the multi storey stock as
noted in 5.4 of this policy
Reporting immediately directly to Consult via the housing management
system any defects in the lift operations that are identified at any time
Taking a lift out of service if there is any concern that the lift may be defective.

All other staff
It will be the responsibility of all staff to report to the Customer Contact team and
Neighbourhood team immediately if they identify anything which appears to be a
defect in the operation of a lift.
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1.

Introduction

1.1

Overview
Passenger Lifting Operations Safety Guidance has been produced to assist
Landlords to understand their responsibilities for Lifts and Stair-lifts in properties
under their control, as well as to provide practical information, advice and guidance
for ensuring the safety and wellbeing of tenants.
The guide is intended for all property types under the Landlord’s control that contain
passenger lifting installations and any lifting equipment provided by the Landlord.

1.2

What are passenger lifts?
Under the Lifts Regulations 1997, ‘lift’ means “a lifting appliance serving specific
levels, having a car moving along rigid guides or a fixed course and inclined at an
angle of more than 15 degrees to the horizontal, intended for the transport of:




2.

People;
People and Goods;
Goods alone, if a person may enter without difficulty and fitted with controls
inside the car or within reach of a person inside”

Legislation
Housing Associations as the landlord (Property Owner) and manager have a duty to
their tenants and visitors to ensure the safe use of the relevant buildings and
facilities, by taking all necessary steps to make sure all lift installations are
maintained, inspected and repaired to the highest standard.
The legislation relating to lift safety is listed below. See Appendix A for an Overview
of the following Legislation:













Health and Safety at Work Act etc.1974;
Management of Health and Safety at Work Regulations 1999, as amended;
Workplace (Health, Safety & Welfare) Regulations 1992 (as amended);
Lift Regulations 1997 and 2016
Supply of Machinery (Safety) Regulations 2008;
Lifting Operations and Lifting Equipment Regulations (LOLER) 1998;
All relevant British and European standards including BS EN 81-1:1998 (Electric
Lifts), BS EN 81-2:1998 (Hydraulic Lifts), pr EN 81-28 (remote alarms on
passenger and goods passenger lifts), pr EN 81-70 (rules of accessibility of
disabled people to lifts), pr EN 81-73 (behaviour of lifts in the event of a fire);
Provision and use of Work Equipment Regulations 1998 (PUWER);
The Testing and Assessment of Lifts 1998 LG1;
ACOP L113, Safe use of lifting equipment, Electrical Regulations 1989, IET Wiring
Regulations (BS 7671);
The Code of practice for safe working on lifts;

 Disability Discrimination Act 1995 and 2005;
 Building Regulations (Scotland) Technical

Handbook Domestic Properties
(Vertical circulation in common areas of domestic buildings);
 Scottish Housing Quality Standards (SHQS);
 SAFed Guidelines on the Supplementary Tests of In-Service Lifts 2006.
3.

Landlord duties

3.1

What are landlords’ duties?
Landlords are responsible for maintaining passenger lifts and for carrying out periodic
thorough examinations and inspections to ensure those lifts operate safely
Under the regulations the person responsible for the safe operation of a lift is classed
as the “Duty Holder” and has a legal responsibility to make sure that the lift is
thoroughly examined and that it is safe to use.
Section 3 of the Health and Safety at Work Act 1974 (HSWA) requires employers,
such as landlords, to have responsibility for the health and safety of employees and
people using or visiting their premises so far as reasonably practicable.
While the Lifting Operations and Lifting Equipment Regulations 1998 (LOLER)
do not apply directly to passenger lifts, businesses providing this equipment have
responsibilities for its safety (i.e. it will require routine maintenance and inspection). A
similar regime of maintenance, inspection and examination to that required under
LOLER may be considered 'reasonably practicable' in managing the risks (i.e. the
risks may be the same as using lifts in connection with work. In addition, insurers
may impose demands for similarly stringent levels of risk management to cover
public liability.
In Scotland, social landlords are required to meet the Scottish Housing Quality
Standard (SQHS). Meeting the SQHS includes compliance with Technical Guide
for healthy, safe and secure homes – Annex E.

3.2

Legal requirements – periodic inspection and testing
The law requires that all lifts, when in use, should be thoroughly examined:




After substantial and significant changes have been made;
At least every six months if the lift is used at any time to carry people, or in
accordance with an examination scheme; and
Following "exceptional circumstances" such as damage to, or failure of, the lift,
long periods out of use or a major change in operating conditions which is likely
to affect the integrity of the equipment.

Note: When first installed, new lifts do not require initial thorough examination as
long as they have been manufactured and installed in accordance with the Lifts
Regulations 1997 and have a current declaration of conformity, i.e. made not more
than 12 months before.
A new lift is one where:





No lift previously existed;
An existing lift has been completely replaced; or
Only the existing guide rails and their fixings or the fixings alone have been
retained.

General Duty of Care Check List
When taking on responsibility for lifts and escalators
All lifts installed since 1999 and escalators since 1997 should be supplied with a declaration of conformity as well as
relevant documentation concerning their use
Has this been received by the Association?

YES

NO
NO

Is there a maintenance contract in
place?

Contact the Installer or the
contractor for the building or
previous tenant.

The law requires that equipment be
maintained safely.

A Contract should be put in place without delay.
Note: it is strongly recommended that for new lifts the
contract is with the installer to protect any warranty.

YES

Contract in Place
For existing equipment a survey should be undertaken to ensure compliance with current
safety standards / regulations.

Familiarise those concerned with safe release procedures
Note: There should be a written procedure on what to do in an emergency situation
including the availability of keys.

Arrange for a staff member to undertake regular checks to avoid equipment being
unnecessarily out of service.

Arrange to have undertaken a thorough examinations Note: This is a statutory
requirement (6 monthly).

Check that you have arrangements in place for reporting Accidents as required under
RIDDOR.

Arrange to have undertaken a thorough examinations Note: This is a statutory
requirement (6 monthly).

4. Lift safety checks

4.1

Competent person
Lift Safety inspection should be conducted by a Competent Person from an
Independent Inspection Company.
A competent person is someone who…
“Has such appropriate practical and theoretical knowledge and experience of the
lifting equipment to be thoroughly examined as will enable them to detect defects or
weaknesses and to assess their importance in relation to the safety and continued
use of the lifting equipment”.
The HSE states:“It is essential that the competent person is sufficiently independent and impartial to
allow objective decisions to be made”
“For this reason, it is not advisable for the same person who performs routine
maintenance to carry out the thorough examination, as they are then responsible for
assessing their own work”.
Prior to employing a contractor to conduct routine inspection and maintenance on
passenger lifts, it is important to ensure that individuals and the company they work
for are competent to carry out the work correctly and safely, the company must have
insurance cover, be a member of a recognised professional trade’s body and have
ISO9001 and / or OHSAS 18001 certification, approved by UKAS (the United
Kingdom Accreditation Service) or a European certification body of equivalent status.
Information on competent contractors can be obtained from the Lift and Escalator
Industry Association (LEIA).

4.2

Thorough examination
A thorough examination is a systematic and detailed examination of the lift and all its
associated equipment by a competent person. Its aim is to detect any defects which
are, or might become, dangerous, and for the competent person to report them to the
duty holder and, if appropriate, the enforcing authority (the Health and Safety
Executive or local authority) so that appropriate remedial action can be taken.
To determine the extent of the thorough examination, the competent person will
assess the risks, considering factors such as where the lift will be used, frequency of
use, age and condition, the weight of loads to be lifted, etc.
Thorough examination should not be confused with preventive maintenance,
although they have some elements in common. Preventive maintenance usually
involves replacing worn or damaged parts, topping up fluid levels and making routine
adjustments to ensure risks are avoided. Thorough examination may act as a check
that maintenance is being carried out properly, but is not intended to replace it.
Thorough examination should include the following:











4.3

Landing and car doors and their interlocks;
Worm and other gearing;
Main drive system components;
Governors;
Safety gear;
Suspension ropes;
Suspension chains;
Electrical devices (including earthing, earth bonding, safety devices, selection of
Fuses, etc.);
Braking systems (including buffers and over speed devices); and
Hydraulics.

Supplemented inspections
Thorough examination may also be supplemented by inspections. Inspections should
be carried out at suitable intervals between thorough examinations and may be done
‘in-house’ by a competent, trained employee. Inspections would normally include
visual and functional checks, e.g. that the alarm interlocks operate correctly and lift
doors cannot be opened from the landing side. See Appendix B for In-House Check
List.

4.4

Action following notification of defects
The competent person is legally required to notify the association as soon as
possible, following a thorough examination, of any defects which are, or could soon
become, dangerous. If association is notified of a serious and significant defect it
should immediately take the lift out of service until the fault has been addressed.
If the association fails to take the lift out of service/operation it will be in breach of the
law. The competent person may also notify the association of defects which need to
be made good within a certain timescale. In this case, the association should take
steps to have the defective equipment repaired or replaced within the specified time,
and not use the lift after that time unless the defect has been satisfactorily remedied.

4.5

Preventative maintenance
Preventative maintenance usually involves replacing worn or damaged parts, topping
up fluid levels and making routine adjustments. The thorough examination may act
as a check that maintenance is being carried out, but it is not intended to replace it
and the association will need its lift to be serviced at suitable intervals independent of
the results of the thorough examinations.
Although there is no legislation that requires lifts to undergo regular maintenance, the
Provision and Use of Work Equipment Regulations 1998 (PUWER) requires
employers, the self-employed and others in control of work equipment to ensure that
‘All work equipment is maintained in an efficient state, in efficient order and in good
repair and where any machinery has a maintenance log that it be kept up to date.’

4.6

Documentation and Reporting
The competent person is legally required to send the association a written and
signed report of the thorough examination as soon as practicable. This should
normally be within 28 days, but if there is a serious defect which needs to be
addressed, the association should expect to receive the report much sooner.

If the competent person identifies a defect which presents an ‘existing or imminent
risk of serious personal injury’ they are also legally required to send a copy of the
report to the enforcing authority. By law, the report must contain certain information,
specified in Schedule 1 of LOLER. In summary, it should:









Identify the equipment examined (serial number, make, etc.), the employer and
the premises;
Give the date of the last thorough examination and specify when the next one
should take place;
Specify the safe working load of the lift;
Give the reason for the thorough examination (e.g. following installation,
according to an examination scheme, statutory interval, etc.);
Identify any defect which is or may become a danger to people;
Give the details of any repair, renewal or alteration required to remedy the defect
and the date by which it should be undertaken;
Give details of any tests carried out;
Give details of the person carrying out the report and the person validating the
report on their behalf.

NOTE: If the report does not contain all the information above, the association should
not accept it, as this may place the association in breach of the law. Try to resolve
the matter with the competent person, but if this is unsuccessful you should contact
your local enforcing authority for advice.
4.7

Keeping Records
The association is legally required to ensure that reports of Thorough Examination
are kept available for consideration by health and safety inspectors for at least two
years or until the next report, whichever is longer.
Reports may be kept electronically as long as the association can provide a written
report if necessary. If associations have chosen to have their lift examined according
to an examination scheme, they must ensure that they can produce a written scheme
for inspection if necessary. If the association cannot, an inspector will assume that
the lift is being examined at statutory intervals (every 6 months).
Electronic Records are stored - F:\ASSET MANAGEMENT\Cyclical
Maintenance\15 - Lift-Controlled Entry Maintenance Contract\Monitoring
Documentation

5.0

Emergency Procedures
What as a lift owner / operator should you be doing to satisfy the obligations
under LOLER?

5.1

Suitable arrangements for the routine release of people trapped in lifts include:



Ensuring there are suitable communications in lifts so that a person trapped
inside can clearly see how to raise the alarm and be reassured that help is on its
way;
Ensuring the emergency lighting in the lift car is working correctly;





Providing trained staff able to release people who are shut in a lift – lifts must be
risk assessed and staff must be properly trained before being authorised to carry
out lift releases or Providing a lift release service through a lift engineering or
similar company;
Distributing information to lift users so that they know what to do if they get
trapped in a lift.

Note: Scottish Fire and Rescue do not have a legal obligation to release trapped lift
passengers and are moving away from attending calls as a first response – unless it
is a real emergency – as it is an unnecessary drain on resources which could be
used to attend more essential emergencies.
5.2

Correct Procedure
In the UK the procedure for the releasing of people trapped in lifts is detailed in
British Standard 7255:2001. Pertinent clauses of that Standard are given below.




Clause 4.1.3: All persons who are authorised to carry out safe release of trapped
passengers should receive specific training.
Clause 4.1.4: The competency of those trained should be documented and
assessed annually. The competencies achieved and the type of equipment the
training was carried out should be documented.
Clauses 4.8 and sub clauses: This deals with general procedures for the safe
release procedures.

6.

Stair Lifts

6.1

Legislation and Statutory requirements
LOLER (thorough examination) and PUWER (maintenance and inspection) apply
only to stair lifts provided as work equipment for use by employees. Where stair lifts
have been provided for residents, normally as part of an adaptation, landlords have
responsibilities for the safety of all users under Section 3 of the Health & Safety at
Work etc. Act 1974. These may be adequately discharged by undertaking
maintenance, inspection and a 6-monthly thorough examination.
All new stair lifts (either when first placed on the market, or first brought into use), are
subject to the Machinery Directive / Supply of Machinery (Safety) Regulations 2008.
They must be constructed to be safe, supplied with Instructions, a Declaration of
Conformity and CE marking. Those stair lifts which involve a hazard of falling from a
vertical height of 3m or more are subject to Annex IV (item 17) of the Machinery
Directive (so subject to conformity assessment as required by Article 12 (3) or 12 (4)
of 2006/42/EC).

6.2

Stair Lift Compliance
The HSE advises that routine maintenance typically involves checking and replacing
worn or damaged parts, lubrication, and making routine adjustments. This is to
ensure the equipment continues to operate as intended, and risks associated with
wear or deterioration are avoided. Manufacturer’s guidance should be followed,
especially where failure to do so might lead to harm.

If stair lifts are to be installed, residents should be assessed to see whether they are
able to use them safely without assistance. Where a stair lift is installed in a Care
Home and residents require help in using a stair lift, staff should be trained in its safe
use and the best way to assist the resident. Stair lifts should comply with ISO
9386:2000 and BS 81-40:2008.
Sometimes vertical lifting platforms are installed to help residents with impaired
mobility bypass short flights of stairs. They should be manufactured to ISO 9386 Part
1: Vertical lifting platforms. Advice on the design, construction, installation, operation
and maintenance of vertical lifting platforms is provided in BS 6440:2011 Powered
vertical lifting platforms having non-enclosed or partially enclosed lift ways intended
for use by persons with impaired mobility – Specification

Appendix A – Legislation Overview
The Lifting Operations and Lifting Equipment Regulations 1998
The main feature of LOLER - so far as lifts that carry persons are concerned - is the
requirement for the lifts to be thoroughly examined at least every six months or in
accordance with a written scheme. In the case of goods only lifts, thorough
examinations are to be undertaken at least every twelve months or in accordance
with a written scheme. A competent person should undertake the thorough
examination. Under LOLER, the term "thorough examination" includes, where
necessary, testing.
The Provision and Use of Work Equipment Regulations 1998
A lift constitutes "work equipment" whether it is used in the conventional way for
transporting persons and goods at work or by those at work undertaking a
maintenance activity. The lift owner, either as the employer of those using the lift or
as the person employing the services of those undertaking the maintenance of the
lift, has a responsibility for ensuring its suitability for the work to be undertaken.
"Work Equipment" means any machinery, appliance, apparatus, tool or installation
for use at work. There is an apparent anomaly in the requirements in that where a lift
is primarily for the use of members of the public, for example in a shopping centre, it
is not subject to the Regulations as it is not considered to be "Work Equipment".
However, the owner of such a lift still has to satisfy the requirements of the Health
and Safety at Work etc. Act and it is stated such requirements will probably be
satisfied by compliance with the (PUWER 98) Regulations. The same can be said for
the requirements of the Lifting Operations and Lifting Equipment Regulations.
The Lift Regulations 1997
The Regulations enact a European Directive aimed at harmonising requirements for
lifts and at the same time setting minimum standards of safety throughout the
European Union. Compliance with the Regulations is deemed to be fulfilled where
the lift installation is in accordance with an approved Harmonised Standard and in
such event the lift installer is authorised to inspect, test, affix the CE marking and
issue the necessary Declaration of Conformity - always providing he has been
assessed and has received ISO 9000 certification as required under the Regulations.
The Lifts Regulations apply only to new lifts installed after 1st July 1999 - they are not
retrospective.
Health and Safety at Work Act etc.1974
The Health and Safety at Work etc. Act 1974 (also referred to as HSWA, the HSW
Act, the 1974 Act or HASAWA) is the primary piece of legislation covering
occupational health and safety in Great Britain. The Health and Safety Executive,
with local authorities (and other enforcing authorities) is responsible for enforcing the
Act and a number of other Acts and Statutory Instruments relevant to the working
environment.

Management of Health and Safety at Work Regulations 1999

The Management of Health and Safety at Work Regulations 1999 places a duty on
employers to assess and manage risks to their employees and others arising from
work activities. Employers must also make arrangements to ensure the health and
safety of the workplace, including making arrangements for emergencies, adequate
information and training for employees, and for health surveillance where
appropriate. Employees must work safely in accordance with their training and
instructions given to them. Employees must also notify the employer or the person
responsible for health and safety of any serious or immediate danger to health and
safety or any shortcoming in health and safety arrangements.
The Workplace, (Health, Safety and Welfare) Regulations 1992
These regulations deal with physical conditions in the workplace and require
employers to meet minimum standards in relation to a wide range of matters, which
include: maintenance of buildings and equipment, lighting, provision of drinking
water, temperature, rest facilities (including that for pregnant women and nursing
mothers), ventilation, toilet facilities, cleanliness and condition of floors and traffic
routes.

Appendix B
Procedural note – Lift breakdown or malfunction
In the event of a lift defect being identified or reported, a breakdown or some other
malfunction in the normal operation of a lift in the multi storey stock, the procedure below will
be followed:
1.

2.
3.

The Neighbourhood Team will turn the lift off and place a sign on the lift doors at
the ground level of the building advising that lift is out of service. Signage will
automatically operate on all other levels to let customer know that the lift is out of
service. The Neighbourhood team will contact the appointed lift contractor via
telephone following up on the same day with a works order issued through the
Association’s housing management system to request their attendance.
If the lift stops working with the doors to the lift carriage open, the Neighbourhood
team will place a barrier over the door way to prevent any access.
Where the Alarm button has been pressed in a lift, a sounder will activate in the
Neighbourhood station, notifying the Neighbourhood team of which block (and
which lift within the block, if relevant.) The Neighbourhood team will attend the
alarm activation and take steps as per the above procedure, as necessary.

In the event of persons becoming trapped in a lift:
1. The Neighbourhood team will contact the appointed lift contractor via telephone
following up on the same day with a works order issued through the Association’s
housing management system to request their attendance on an emergency basis.
2. The Neighbourhood Team will maintain radio contact with the customers to advise
them of the process and the likely time for the lift contractor to attend.
3. The Neighbourhood Team will assess if there are any particular vulnerabilities (e.g.
ill health) and contract the emergency services as appropriate.
In the event of fire being reported in a block containing a lift, the procedure below will be
followed:
1.

The Neighbourhood team will bring the lift (or both lifts in the Glenavon blocks) to
the ground level and activate ‘fireman mode’ by using the following steps:




2.
3.
4.

Get ladders from the cleaning cupboard, use these to access the boxes
above the lift doors on the ground floor, use the lift / fireman’s key to open
the box, and activate the fireman’s mode by pressing ON. The fireman’s
key can be found on the keyboard within the Neighbourhood team office.
The alternative way to do this is to enter the lift, bring the lift to the ground
and use the service key to turn the lift to OFF on the lift button panel
inside the lift.

The lift will not be operational by general members of the public when in ‘fireman
mode’.
The lift(s) will sit on the ground floor level when in this mode, with the doors open
for use by the fire service.
After the fire event has been concluded, the Neighbourhood team will return the
lifts to normal operation.

30/01/2020

Appendix C – Useful Contact Details
LEIA (Lift and Escalator Industry Association)
33-34 Devonshire Street London,
W1N 1RF Tel: 020 7935 3013
Email: enquiries@leia.co.uk

(HSE) Health and Safety Executive
Information Centre
Broad Lane
Sheffield S3 7HQ
Tel: 0541 545500 (Infoline)
E-mail: public.enquiries@hse.gov.uk

(CIBSE) The Chartered Institution of Building (BSI) British Standards Institution
Services Engineers
389 Chiswick High Road
Delta House
London, W4 4AL
222 Balham High Road
Tel: 020 8996 7000
Balham
Fax: 020 8996 7001
London, SW12 9BS
Email: info@bsi.org.uk
Tel: 020 8675 5211
Fax: 020 8675 5449
E-mail: secretary@cibse.org
(SAFed) Safety Assessment Federation
Unit 4
First Floor
70 South Lambeth Road
London
SW8 1RL
Tel: 020 7582 3208

NOTE: The Lifts Regulations 1997 (SI
1997/831) are available from The Stationery
Office on 020 7873 9090.
A booklet giving information on the EC Lifts
Directive 95/16/EC - Product standards Lifts is available from the DTI Publications
Orderline:

E-mail: info@safed.co.uk
Tel: 0870 1502 500 (national rate)
Fax: 0870 1502 333 Minicom:
0870 1502 100
E-mail: mailto:dtipubs@echristian.co.uk
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Purpose
1.1

To effectively manage all asbestos containing materials across the
property portfolio and to reduce the asbestos related risks to as low a
level as is reasonably practicable.

1.2

To ensure asbestos works are properly scoped, serviced and managed
in accordance with legal requirements and best practice.

References







3.

PAGES

Health and Safety at Work etc. Act 1974
Management of Health and Safety at Work Regulations 1999
Control of Asbestos Regulations 2012
INDG 223 A Short Guide to Managing Asbestos in Premises
HSG264 Asbestos: A survey guide
HSG 227: Managing asbestos in premises

Asbestos Policy
The presence of an asbestos containing material in itself does not constitute a
danger. However, there is a potential risk to health if such material is
disturbed and damaged. An isolated accidental exposure to asbestos fibres
for a short duration is extremely unlikely to result in the development of
asbestos related diseases. However, regular exposure – even at relatively
low levels – can present a risk. As well as people employed in the building
trades, inadvertent exposure (and consequent risk) can occur in other groups
of people e.g. installers of burglar alarms, smoke detectors, etc. Maintenance
and repair contracts will also take place in the future and it is important,
therefore, to have in place a management system which minimises the
potential for exposure to asbestos.
Working with and managing asbestos materials is now very tightly regulated
via a number of different Legislative provisions. The purpose of this Policy is
to ensure that the Organisation complies with all current Legislation, Codes of
Practice and Health and Safety Executive Guidance Notes.

3.1

Statement of Intent
It is the policy of the Organisation to ensure that, as far as is reasonably
practicable, no persons are exposed to risks to their health due to exposure to
any asbestos containing materials that may be present in any of the properties
it owns or occupies.

3.2

Policy Statement
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This Asbestos Policy conforms with the Health and Safety at Work etc. Act
1974 and the Control of Asbestos Regulations 2012. The Policy and
Procedures will apply to all buildings and all individuals employed by the
Association, to contractors/subcontractors engaged by the Organisation and
to the Organisation’s tenants.
The Organisation’s Policy on asbestos is to:
i)
ii)
iii)

iv)
v)

vi)

vii)
viii)

ix)

x)
xi)
xii)

ensure the prevention of exposure to risks associated with asbestos
containing materials.
ensure that any asbestos containing materials that may be present in
any of its buildings are maintained in a condition so as to prevent the
possibility of any harm to health occurring.
promote awareness of the risks from asbestos containing materials
and the Management Procedures through training and induction of
relevant staff. Key staff involved in the delivery of this Policy will
receive annual re-training.
provide adequate resources to ensure the provision of appropriate
information, instruction and training.
ensure a commitment to comply with all relevant asbestos legislation,
Approved Codes of Practice, Health and Safety Executive Guidance
Notes and to commit to the safe disposal of any asbestos waste in
accordance with the appropriate legislation.
ensure that an appropriate asbestos surveying process remains in
place, taking account of the need for Asbestos Management,
Refurbishment and Demolition Surveys in accordance with current
legislation and maintain an Asbestos Register.
implement an effective asbestos management strategy in order that
appropriate measures such as encapsulation, labelling, inspection,
working with, or removal of, the material can be undertaken.
ensure that an appropriate system is installed, maintained and
implemented for the management of all asbestos containing materials
identified in the Register. Such a system is to be capable of recording
the risk, the needs and priorities for treatment and/or removal.
ensure that all Contractors and Sub Contractors engaged to carry out
work on any of the Organisation’s buildings are provided with
adequate information on asbestos which may be disturbed by their
works.
ensure that information regarding the presence of asbestos is
contained in tender documentation as may be appropriate.
ensure Licensed Contractors and/or Sub Contractors carry out ALL
Asbestos Major Works and Competent Contractors carry out all
Asbestos Minor Works.
ensure all Non – Licensed Contractors carrying out Asbestos Minor
Works are trained in safe working procedures and have appropriate
insurance cover for the work being carried out.
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ensure that relevant staff of the Organisation and contractors (as
identified by a Training Needs Analysis) have appropriate training in
this Policy and Procedures.
regularly review the Asbestos Management Policy and Procedures.

Asbestos Management Plan and Procedures
The procedures contained in this asbestos management plan are intended to
facilitate compliance with the asbestos related duties defined and implied in the
Control of Asbestos regulations 2012.
4.

Asbestos Roles

4.1

Whilst the Senior Manager for LFHS&W will have responsibility for the overall
asbestos management system, the Organisation has defined and allocated
roles and responsibilities to ensure the fulfilment of the policy and procedures
on a practical level.

4.2

Board

4.2.1 The Board of MH is collectively responsible for providing leadership and
direction on Health and Safety and with particular reference to asbestos risk
management, will ratify and endorse the Asbestos Policy.
4.2.2 The Board will give due consideration, and make available all reasonable
funding and support as may be required to reports received from the Chief
Executive or the Asbestos Responsible Person (ARP) in relation to asbestos
risk management and/or compliance with the Asbestos Management System.
4.2.3 The Board will review the findings of all internal and external asbestos audits
and of any investigations into reported asbestos failures and will authorise the
use of all reasonable support required to rectify all significant noncompliances
4.3

Chief Executive

4.3.1 The Chief Executive, being the most senior level of executive control within
the organisation, will hold ultimate accountability and responsibility for the
development and implementation of this Asbestos Policy.
4.3.2 The Chief Executive will appoint a suitable and competent Asbestos
Responsible person (ARP) to manage the Asbestos Management System.
4.3.3 The Chief Executive will make available all reasonable resources to the ARP
for the undertaking of their duties under this policy. The Chief Executive will
also make available all reasonable resources to allow all other relevant
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persons in the management chain to comply with their own defined
responsibilities.
4.3.4 The Chief Executive will ensure adequate lines of communication with the
ARP and will take all reasonable steps to comply with all reasonable requests
and issued raised by the ARP
4.4

Asbestos Responsible Person (ARP)

4.4.1 The Association’s Head of Property will be the ARP for the organisation and
will be responsible for the practical delivery and implementation of this
Asbestos Policy and for identifying amendments / areas of improvement. All
such suggested amendments will be escalated to the Director of Operations
without undue delay.
4.4.2 The ARP will provide all reasonable support (both management and technical)
to the Asbestos Co-ordinator (as noted below) to ensure their duties many be
performed appropriately and within timescales.
4.4.3 The ARP will ensure appropriate lines of communication with the AC and will
take all reasonable steps to comply with all reasonable requests and issues
raised by the AC.
4.4.4 The ARP will escalate all relevant issues, non-conformances, policy breaches
and other material events to the Director of Operations without undue delay.
4.4.5 The ARP will take all reasonable steps to deal with asbestos related
emergencies, uncontrolled risks and required actions brought to their
attention.
4.4.6 Where appropriate, the ARP will be responsible for ensuring the correct
reporting of incident under RIDDOR (Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations).
4.4.7 Promoting awareness of the hazards of asbestos containing materials and the
organisation’s Asbestos Management Procedures by advising on appropriate
training and induction, in liaison with the ARP and Corporate Officer (Health
and Safety)
4.4.8 Organising regular audits of the Asbestos Register
4.5

All Property Team Managers
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4.5.1 The Managers in the Property Team (Asset Manager, Property Manager,
Investment Manager and Factoring Manager) will be responsible for the
following:



4.6

Assisting the ARP to review and update the policy and procedures as
necessary and report on their effectiveness to the senior management team
Reporting any incident of alleged asbestos exposure to the ARP and carrying
out any required investigation, with the support of the ARP.
Asbestos Co-ordinator (AC)

4.6.1 The Customer Services Manager will be the AC for the organisation and will
be responsible for the following:









4.7

Assisting the ARP to review and update the policy and procedures as
necessary and report on their effectiveness to the senior management team
Maintaining an effective asbestos surveying strategy as detailed in this
manual
Through the Customer Advisers, developing and maintaining an asbestos
register of properties built before 2000; this will include updating the register
whenever ACM’s are identified, removed or remediated. Ensuring the register
is updated accurately.
Providing information to interested parties on asbestos containing materials
as appropriate
Reporting any incident of alleged asbestos exposure to the ARP and carrying
out any required investigation, with the support of the ARP.
Ensuring that adequate reviews of surveyed premises are carried out and that
asbestos registers are updated accordingly
Ensuring that the Asbestos Register is updated on completion of any works
on asbestos containing materials.
Duty Holders

4.7.1 A duty holder is any other member of staff, (listed in the table below), other
than has been specifically noted within this document who has a specific role
or responsibility under this system.
4.7.2 If any work is to be carried out in properties built prior to 2000 which will
interfere with the fabric of the building then certain employees have specific
responsibilities in relation to the planning, co-ordination, management and
monitoring of that work.
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4.7.3 These job roles all include an asbestos risk management element, and by
definition, those employees involved will be classed as ‘duty holders’.


Programming asbestos surveys (management, refurbishment and demolition
as appropriate) in the Association’s properties to identify any asbestos
containing materials that may be present

4.7.4 The Asbestos Procedures set out in Section 7 lists the specific responsibilities
of the following duty holders, and the relevant procedures should be read in
conjunction with the following information:
Role
Customer Advisers
Property Officer and
Investment Officer

Property Manager

Investment Manager and
Asset Manager

Asbestos Duty
Maintaining the asbestos
register
Dealing with reactive
repairs
Dealing with planned
maintenance and
associated asbestos
elements
Dealing with investment
works and associated
asbestos elements
Dealing with customer
requests for works and
associated asbestos
elements
Dealing with all asbestos
works and removal
contractors
Dealing with customer
requests for works and
associated asbestos
elements
Dealing with planned
maintenance and
associated asbestos
elements
Dealing with planned
maintenance and
associated asbestos
elements
Dealing with investment
works and associated
asbestos elements

Relevant Procedure
7.4.5
7.6
7.5

7.7
7.11

7.10
7.11

7.5

7.5.

7.7
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Health and Safety Forum

4.7.1 The H&S Forum will be responsible for:



4.8

Quarterly reviewing asbestos compliance
Considering reports from the ARP and AC on the effectiveness
of the Policy, Procedures and actual working practices
Acting immediately if any serious deficiencies are identified and escalating
any concerns to the Director of Operations without undue delay.
Employees

4.8.1 All employees of Maryhill Housing will be responsible for:




4.9

Ensuring that any work that may disturb or damage known asbestos
containing materials is avoided
Preventing any work on or intentional damage to building fabrics unless
advice on the advice on the asbestos risk has been obtained from the AC
Reporting to the AC any materials suspected of containing asbestos, where
the materials has become disturbed and / or damaged
General Contractors and Sub-Contractors (non-asbestos)

4.9.1 All contractors will be required to:







Ensure and demonstrate that they are fully familiar with current legislation
relating to the management of Asbestos Containing Materials
Ensure they have a clear understanding of MH’s Asbestos Policy and
Procedures
Ensure that all staff working on the contract have received an appropriate
level of asbestos awareness training (Category A as a minimum)
Consult with any relevant asbestos registers / survey reports that may be
available before work progresses (ensuring the correct type of survey has
been carried out)
Ensure that where work may involve or be affected by asbestos containing
materials that a UKAS licensed / competent (depending upon the category of
asbestos work) sub-contractor is engaged (unless the contractor itself is
licensed / competent) to carry out the work. This will also require liaison with
the relevant Works Duty Holder who will be responsible for commissioning the
independent asbestos testing company or Asbestos Project Manager if
needed
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Ensure that any relevant risk assessments, method statements and / or
statutory notices are in place (and are adequately referencing asbestos risk)
before work starts
Progress all works diligently, and if any suspect materials are encountered, to
immediately suspend operations and to contact the relevant Works Duty
Holder or AC for further instruction
Contractors must ensure that Asbestos sub-contractors are approved by MH
before any order is placed or contract awarded.
Asbestos Removal Contractors and Sub-Contractors

4.10.1 Asbestos removal / remediation contractors will be responsible for:








Ensuring that they have a current license from HSE to work with the relevant
type of asbestos or can demonstrate competence where non-licensed work is
concerned.
Ensuring that they have current and adequate insurance cover for the
asbestos works to be undertaken
Ensuring working practices are in compliance with current legislation and all
Approved Codes of Practice and Guidance Notes
Attending site to assess and prepare quotations against asbestos work
specifications. The contractor must raise any issues relating to health and
safety, or potential additional costs, on the project to the relevant Works Duty
Holder
Attending site meetings when required, providing a written Method Statement
and Risk Assessment (Plan of Work (POW)) to the Property Officer before the
works begin. The POW must note the timetable and resources allocated to
the project in accordance with the Control of Asbestos Regulations 2012.
Emergency procedures must be discussed before work commences. In
addition, and where licensed contractors are required to carry out asbestos
works, this will either be procured from contractors on the SPA asbestos
framework or through a lead contractor. The following documentation will be
requested by the Duty Holder from the contractor prior to commissioning, and
copies kept in the project file:
o Current asbestos license check against HSE website
o Insurance certificate indicating the insured is covered for asbestos
work
o a representative sample of medical examination certificates (conducted
by an Employment Medical Advisory Service registered doctor) for
personnel who will work on the job
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o A representative sample of training records of all personnel who will
work on the job (asbestos management and handling courses),
provided by a UK Asbestos Training Association (UKATA) member or
equivalent
o Where applicable, evidence of notification of the job to the HSE 14
days prior to commencement (see bullet point below)
o Method statement and risk assessment for the job (Plan of Work)












4.11

Providing statutory notice to the Enforcing Agency when required prior to the
commencement of any asbestos related works (e.g. 14 day notification for
licensed work) or, by agreement with the Property Officer or AC, applying for
a waiver against the minimum notice period. Copies of all such notices must
be submitted to the relevant Works Duty Holder or AC before works begin
Carrying out their obligations under the contract, including maintaining high
standards of safety and hygiene in asbestos works and all related work areas,
and supplying labour, materials and equipment of the highest standard,
complete with all supporting documentation as may be required
Arranging transport and disposal of asbestos waste materials in accordance
with legislative requirements and providing copies of all consignment notes to
the Property Officer without undue delay
Carrying out regular inspections of the work environment. Any defects found,
or any reported by representatives of MH must be immediately rectified.
Identifying to the relevant Works Duty Holder any additional elements of work
which are to be agreed. The POW must be updated accordingly.
Liaising with any MH-appointed UKAS accredited asbestos testing
organisation to ensure the satisfactory progress of works
Co-operating fully with any Asbestos Remediation Project Managers used by
MH
Providing copies of all test certificates, Certificates of Reoccupation and
evidence of correct waste disposal to the relevant Works Duty Holder and
repairs@maryhill.org.uk within 5 working days.
Asbestos Analysts and Surveyors

4.11.1 Asbestos analyst, surveyors and consultants will be responsible for:




Maintaining and demonstrating UKAS accreditation relevant to the requested
task
Maintaining adequate insurance cover for the tasks to be undertaken
Providing support to the Works Duty Holder, AC or ARP as required
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Reviewing and commenting on, when requested by a Works Duty Holder, the
AC or the ARP, asbestos works such as: specifications, Contractors and / or
Sub-Contractors method statements, work procedures etc.
Carrying out analytical works and inspections as agreed with a Works Duty
Holder, the AC or ARP. Where site conditions change, the analyst will be
required to amend the level of testing and inspections to ensure that all
information relevant to the continued health and safety of the Contractor and
building occupants is obtained
Reporting to the relevant Works Duty Holder or the AC any defect of noncompliance relating to the Contractor’s and / or Sub-Contractor’s
performance, including suitability of the work area, adherence to the Method
Statement, Statutory Instruments, and the MH Asbestos Policy and
Procedures. Where senior MH staff are not immediately available, the
surveyor / analyst will be expected to take such measures as may be deemed
necessary to ensure the health and safety of Contractors, Sub Contractors
and building occupants. These actions must be reported to the relevant
Works Duty Holder as soon as reasonably practicable
Checking areas on completion of asbestos remedial works to ensure that the
contractor has completed the scope of works and all affected areas have
been left in a satisfactory condition
Carrying out air monitoring tests as my be required by a Works Duty Holder or
as identified in the POW
Reporting to the relevant Works Duty Holder any aspects of asbestos
management encountered on site which could give rise to health risks e.g.
breaches of the Asbestos Policy and Procedures, or suspect or damaged
asbestos
Issuing formal reports, including Certificates of Re-Occupation, to the relevant
Works Duty Holder on completion of any site works.
Asbestos Remediation Project Managers

4.12.1 Asbestos Project Managers will be responsible for:





Assessing the real risks associated with proposed asbestos works, scoping
the works and preparing legally compliant and cost effective removal /
remediation works specifications
Tendering, or assisting a Works Duty Holder with tendering the works to
appropriate and competent contractors
Reviewing Plans of Work and liaising with the contractor to ensure
compliance with legislation and the requirements of MH
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On-site project management, auditing, supervision, monitoring, and testing to
ensure safety and quality control and compliance with all legal requirements
Completion of a final site review to verify the suitability for the site for
handover and the completion of works as agreed
Preparation of a project completion / compliance report for MH’s long term
protection against liability.
Competence – information, instruction and training
The Association’s training matrix can be found here: ..\..\..\..\Health and Safety
Manual\Training Matrix\Health and Safety Training Matrix.xlsx
The training matrix details the relevant training which all those with duties and
responsibilities under this policy should have.
The Corporate Officer (Facilities and Health and Safety) is responsible for
ensuring all relevant personnel are provided with the appropriate training in
line with the matrix and ensuring all training records are held.

6.

Asbestos document control
Key asbestos documentation is shown below:
1. Asbestos register maintained by the Customer Contact Team found here.
2. Asbestos survey reports maintained by the Customer Contact Team found
here.
3. Asbestos policy and management plan/procedures maintained by the
Head of Property (this document)
4. Asbestos training records maintained by the Corporate Officer (Facilities
and Health and Safety) here: ..\..\..\..\Health & Safety Restricted\H&S
Training\Health and Safety Training Spreadsheets
5. Incident reports found here maintained by the CEO: ..\..\..\..\Health &
Safety Restricted\Accident and Near Miss Files
6. Health and safety compliance spreadsheet found here maintained by the
CEO:..\..\..\H and S Compliance Spreadsheet new.xlsx
7. Asbestos works records maintained by the relevant manager in the
Property team found in the project file for the project.
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Asbestos procedures
The following are the set of asbestos management procedures:
7.1
7.2
7.3
7.4
7.5
7.6
7.7
7.8
7.9
7.10
7.11
7.12

7.1

Duty to manage overarching procedure
Prohibition on staff handling asbestos
Identification of suspect material (damaged, disturbed or previously
unidentified)
Asbestos register and survey strategy
Planning and organising work on buildings (and asbestos
surveying)
Reactive repairs
Investment works
Cyclical and Stage 3 Adaptations
Voids procedure
Work with asbestos materials
Tenant information and work procedures
Purchasing housing stock

Duty to manage overarching procedure

7.1.1 The diagram below from HSG264 shows the main aspects involved in the
Duty to Manage Asbestos. Maryhill’s asbestos procedures set out action to be
taken to identify and manage asbestos at all stages of the lifecycle of
buildings under the organisation’s control.
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Prohibition on Staff Handling Asbestos

7.2.1 No Organisation staff will be permitted to handle or work on asbestos
containing materials (ACM’s).
7.2.2 All staff who may foreseeably come into contact with ACMs will be provided
with asbestos awareness training and will be instructed in this prohibition.
7.2.3 The Association’s Neighbourhood Team carry out intrusive work which has
the potential to disturb asbestos containing materials. Steps will be taken as
noted in 7.5 below to ensure this team do not come into contact with ACMs.
7.3.

Identification of Suspect Material – Damaged, Disturbed or Previously
Unidentified

7.3.1 It is the responsibility of all staff to report to the Customer Services Manager
who is the designated Asbestos Coordinator (AC) in the Association if they
suspect that disturbed or damaged ACM’s may be present in a building owned
or occupied by the Association.
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7.3.2 A UKAS accredited Contractor will be required to carry out sampling analysis
of the material/area in question.
7.3.3 If asbestos is identified within the sample tested, advice will be obtained from
a UKAS accredited consultant on the appropriate course of action.
7.3.4 Where the damage to any material known to contain asbestos has taken
place and is likely to give rise to airborne fibre release, the Duty Holder will
arrange for isolation of the area pending an investigation. The Duty Holder will
arrange for air monitoring tests (measurement of airborne fibre
concentrations) to be carried out within 1 working day by a UKAS accredited
organisation to determine the level of any potential contamination. Details of
air tests will be made available for inspection and recording purposes.
7.3.5 The UKAS accredited organisation will also be required to confirm if the
incident should be reported to the HSE in accordance with the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR).
7.3.6 Remedial action will be required when airborne fibre levels exceed 0.01 f/cc.
7.3.7 A Licensed Asbestos Removal Contractor must be appointed to carry out
remedial work.
7.3.8

The nature of the remedial work will be agreed with the Head of Property in
their capacity as the Asbestos Responsible Person (ARP) and in line with
HSE recommendations.

7.3.9 Where it is confirmed that the incident is reportable under RIDDOR the ARP
will be responsible for ensuring that the matter is reported to the HSE.
7.3.10 The Director of Operations must be informed of the incident which is reported
to the HSE.
7.3.11 In line with Regulatory requirements the Director of Operations will submit
details of the incident to the Scottish Housing Regulator as notifiable event.
7.4

Asbestos register and survey strategy

7.4.1 Where MHA premises and common areas of housing stock were built or
renovated prior to 2000, an Asbestos Management Survey programme will be
carried out by a competent UKAS accredited asbestos management
consultancy. (HSE expects that no asbestos containing materials would be in
use from 2000.) The surveyor and the ARP should jointly determine an
appropriate strategy to cost-effectively assess relevant premises, taking
account of the permissibility of ‘representative’ surveying across properties of
the same archetype and construction date.
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7.4.2 It should be noted that current legislation does not subject ‘domestic
dwellings’ to the requirement for Asbestos Management Surveys (although
Refurbishment and Demolition Surveys are required – see section 7.5).
However, MHA recognises the increasingly common stance of undertaking
Management Surveys to domestic dwellings.
7.4.3 MHA’s survey strategy takes into account the information noted above in 7.4.1
and 7.4.2 and of procedures 7.5, and can be summarised as follows:
Type of premises Survey
type*
MHA offices
M
R/D
Common areas of M
housing stock
R/D
Within individual
M
dwellings of
housing stock
R/D

Surveying Policy
Survey and re-inspect
Survey prior to works
Survey and re-inspect
Survey prior to works
i) Not required, as per 7.4.2 above
ii) Undertake if requested by
contractor prior to reactive or
void works
i) Survey prior to works organised
by MH
ii) Consider situation on own
merits for works requested by
customer (see 7.11)

Mixed tenure

M/R/D

Common areas of
Factored buildings

M/R/D

iii) Undertake surveys where
required with reference to void
works procedure (AP7.9)
As per above (MH retains duty as
both employer and landlord)
As per common areas of housing
stock.

Commercial lets

n/a at
Not required for current single
present time commercial let by MH (built post2000)
* M – management / R – refurbishment / D - demolition
7.4.4 While MH may deem it appropriate to includes Asbestos refurbishment and
demolition surveys within contracted works ‘packages’ (i.e. to be arranged by
the contractor), MH will retain the overall responsibility for ensuring that the
appropriate type of survey is carried out by a competent body. This will
require liaison and effective communication with the contractor at the planning
stage of any works.
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7.4.5 Asbestos Register
7.4.5.1 The findings of all surveys undertaken will be used to prepare a Register of

asbestos containing materials (including their location and condition along
with details on how best to manage / remediate the material) in all relevant
premises.
7.4.5.2 For entries post 2019 the Register will clearly detail the type of survey carried

out for each address (e.g. management, refurbishment, localised
refurbishment, demolition, cloned, etc) so that any user may reliably identify
the suitability of the data for a particular use. For example, Management
Survey data would not be acceptable for refurbishment work.
7.4.5.3 The Register will be maintained by the AC who will be responsible for

ensuring re-inspections, removals treatments and any other changes are
incorporated into the Register.
7.4.5.4 Register details:

Format
Storage location
Persons with
access
Updating
arrangements

MS Excel
MHA F drive ..\..\..\..\..\ASSET
MANAGEMENT\Asbestos\Asbestos Register
All staff and relevant contractors as required
Updated by Customer Advisers following
individual surveys or major replacement works,
surveys and results

7.4.5.5 The table below sets out the Association’s approach to management of

identified asbestos in common areas. The Association does not undertake a
programme of asbestos management in individual properties unless work is
proposed at which point the processes set out at 7.5 would apply.
7.4.5.6 All asbestos identified in common areas will be labelled at the point of the

survey.
Condition of asbestos
Location
Low grade, good condition Unlikely to be disturbed,
and/or sealed
e.g. loft spaces, textured
coatings
Low grade, good condition Constant use, e.g. close
and/or sealed
corridor
High grade or poor condition Unlikely to be disturbed,
e.g. loft spaces, textured
coatings

Management action
Annual reinspection
including photographs
6 monthly reinspection
including photographs
Consider sealing or
removal. If not feasible
then annual
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reinspection.
Constant use, e.g. close Consider sealing or
corridor
removal. If not feasible
then 6 monthly
inspection

Planning and organising work on buildings (and asbestos surveying)

7.5.1 The aim of this procedure is to prevent employees/tradespersons from
inadvertently disturbing ACMs and, therefore, being exposed to asbestos
fibres.
7.5.2 The asbestos register will be made available to the Association’s contractors
at the start of each contract and issued monthly.
7.5.3 Prior to any work being carried out on the fabric of (pre-2000) buildings, the
asbestos register will be interrogated by the Association’s contractors or
Neighbourhood Team to determine whether asbestos may be encountered.
Only where the specific areas to be worked upon are seen to have had a valid
asbestos refurbishment or demolition survey will the asbestos data be
regarded as appropriate.
7.5.3 Prior to any refurbishment, demolition or repair works on building fabric, which
is not known to be asbestos free, a competent UKAS accredited asbestos
management consultancy will be commissioned to carry out a ‘Refurbishment
or Demolition’ (i.e. intrusive) asbestos survey of the area to be worked upon.
The surveyor and the Organisation should jointly determine an appropriate
strategy to cost-effectively assess relevant premises, taking account of the
permissibility of ‘representative’ surveying across properties of the same
archetype and construction date.
7.5.4 Prior
to
works
starting,
the
information
obtained
from
Refurbishment/Demolition Surveys will be discussed with the proposed works
contractor (or internal Neighbourhood Team) to ensure that ACM’s will not be
disturbed by their works. In the event that works would have the potential to
disturb ACM’s, appropriate measures will be taken, including the prior removal
of ACM’s, amendments to work programme, etc.
7.5.5 Prior to works starting, contractors will be required to demonstrate adequate
and appropriate competence, training and risk assessments/method
statements (RAMS) insofar as asbestos is concerned.
7.5.6 In the event that suspected materials are discovered during the course of any
works, works will be halted. Staff, contractors and sub-contractors will be
informed and advice sought from the Asbestos Co-ordinator and action taken
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in line with 7.3 above.
7.5.7 Records of all surveys and discussions with contractors will be retained in the
Investment Project file to demonstrate that asbestos was properly considered
and appropriate actions taken to prevent disturbance and exposure.
7.5.8 Care must be taken when using cloned data. If an area has been cloned then
it will have been deemed likely that this area is the same as that which has
been cloned from. However this is not always the case and so all cloned
areas must be individually inspected to confirm that they are indeed the same
as their parent clones before any maintenance work is carried out on them.
7.5.9 If cloned areas are found to contain other potential ACMs such as textured
coatings, floor coverings, panelling around heaters and cookers, etc. then
further sampling must be carried out to verify these findings. It is noted that it
may be acceptable to clone positively identified textured coatings but it is
unacceptable to presume associated areas of negatively identified textured
coatings unless there is strong evidence to suggest this.
7.5.10 If there is any doubt about the remedial action or safe working options then
advice must be sought from the approved asbestos consultant before any
work is performed on that ACM.
7.6

Reactive repair procedure

7.6.1 Following identification of suspected ACMs, the address of the repair is to be
checked against the asbestos register for any identified ACMs before raising a
job line.
(i) If ACMs are recorded on the register for a particular property, the property
officer will liaise with the contractor as per 7.5.4.
(ii) If there is no information on the register for a particular address, the job is
to be escalated to the AC who will arranged for an asbestos survey or bulk
sampling as per 7.5.3.
(iii) If the asbestos information is not based on an Asbestos Refurbishment
Survey including the specific areas to be worked upon, then the job is to be
escalated to the AC, who will arrange for an asbestos survey or bulk sampling
as per 7.5.3.
7.6.2 For all reactive repairs issued to a contractor, it is the contractors’
responsibility to check the asbestos register and follow the steps set out at 7.5
above.
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Investment procedure

7.7.1 The procedure for investment works should follow that of 7.5 for Planning
Works and 7.6 Reactive Repairs where Maryhill retains control of the works
and the asbestos element.
7.7.2 While it may be deemed appropriate to include Asbestos Refurbishment and
Demolition surveys within work contracts (i.e. to be arranged by the
contractor), MH will retain the overall responsibility for that the appropriate
type of survey is carried out by a competent body. This will require liaison and
effective communication with the contractor(s) at the planning stage of any
works.
7.8

Cyclical and Stage 3 adaptations procedure

7.8.1 During Cyclical Works such as kitchen and bathroom replacements, the
contractor can be appointed to deliver Asbestos Survey as part of the works
although Maryhill must agree the properties to which surveys should be
carried out. A copy of the survey report should be made available
electronically to the Association. The findings of all surveys undertaken will be
added to the Asbestos Register containing materials (including their location
and condition along with details on how best to manage / remediate the
material) in all relevant premises. The contractor who conducts the survey
must be UKAS registered as per 7.4.1.
7.8.2 If work is to be carried out within any room that contains Asbestos Containing
Material (ACM) then an initial assessment is required to determine whether
any ACM will be disturbed during any proposed works. If works are likely to
disturb ACM then a competent person should be consulted to best address
this issue.
7.8.3 All staff visiting any room(s) or area(s) should be made aware of the location
of ACMs present regardless of the activities that they may be performing.
7.9

Voids procedure

7.9.1 At survey of void properties, work will be specified and agreed with the
contractor. At the time of survey, any works which will disturb the fabric of the
building (kitchen, bathroom, rewire, window replacement etc.) will be
identified. All artex ceilings will be tested for Asbestos Containing Material
(ACM).
7.9.2 During Void Works, the contractor can be appointed to deliver Asbestos
Survey as part of the works and a copy of the survey report should be made
available electronically to the Association. The findings of all surveys
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undertaken will be added to the Asbestos Register containing materials
(including their location and condition along with details on how best to
manage / remediate the material) in all relevant premises. The contractor who
conducts the survey must be UKAS registered.
7.9.3 If work is to be carried out within any room that contains ACM then an initial
assessment is required to determine whether any ACM will be disturbed
during any proposed works. If works are likely to disturb ACM then a UKAS
registered surveyor should be consulted to best address this issue.
7.10

Work with Asbestos Materials

7.10.1 Most work likely to disturb or remove asbestos must be carried out by an HSE
licensed asbestos removal contractor and notified to the HSE 14 days prior to
commencement. However, the Control of Asbestos Regulations 2012 does
allow work with certain lower risk asbestos containing materials (e.g. asbestos
cement and asbestos textured coatings) to be carried out by non-licensed
personnel and without notification to the HSE. The three categories of
asbestos work are:




Major Works: Licensed works – 14 day notification and licenced
contractor (highest risk work)
Minor Works: Notifiable non-licensed works – notification before works
start and competent (non-licensed) contractor
Minor Works: Non-notifiable non-licensed works – no notification and
competent (non-licensed contractor)

The following HSE flowchart shows the decision making process on
appropriate classification of work:
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7.10.2 Where any doubts exists over the correct classification or scope of asbestos
works, advice will be sought from a competent UKAS accredited asbestos
management consultancy prior to any works being carried out on asbestos
containing materials. The Organisation may also appoint a competent
Asbestos Project Management consultancy to scope, specify, tender and
project manage asbestos contracts.
7.10.3 Where work does not require to be carried out by licensed contractors (i.e.
Minor Works) it will, nevertheless, be undertaken in a safe manner, by
appropriately trained personnel, reducing the generation of airborne dusts to
as low a level as is reasonably practicable. All method statements and risk
assessments for such work will be screened by a competent person prior to
work commencing.
7.10.4 Where licensed contractors are required to carry out asbestos works, the
following documentation will be requested from the contractor prior to
commissioning, and copies kept in the project file.








current asbestos licence check on HSE website
insurance certificate indicating the insured is covered for asbestos
work
a representative
sample of medical examination certificates
(conducted by an Employment Medical Advisory Service registered
doctor) for personnel who will work on the job
a representative sample of training records for all personnel who will
work on the job (asbestos management and handling courses),
usually provided by a United Kingdom Asbestos Training Association
(UKATA) member
where applicable, notification of the job to the HSE 14 days prior to
commencement
method statement and risk assessment for the job (Plan of Work)

7.10.5 At the conclusion of all asbestos works (unless included within an Asbestos
Project Management package), the Association will directly appoint a UKAS
accredited Asbestos Analyst to carry out the required level of inspection and
test. For licensed works this will include a ‘4-stage clearance test’ and for
minor works this will include a visual inspection and reassurance air test.
Care will be taken to ensure this is EXCLUDED from the contractor’s initial
proposal and price.
7.11

Tenant Information and Work Procedures

7.11.1 The following details the organisation’s procedure on informing tenants of
the possibility of ACM’s being present in pre 2000 housing and communal
areas and on the requirements for undertaking work on their homes.
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General information will be provided where asbestos is present in any of the
communal areas.
7.11.2 This information will be distributed to all tenants and will be provided to all
new tenants at tenancy sign up (where applicable).
Organisation policy on what
information to provide to
tenants.

Format of Information
provision.

7.11.3

1. The Tenancy Agreement prevents tenants
from carrying out alterations or
improvements to their home with prior
approval of the Association. Therefore,
inadvertent disturbance of ACM’s should be
prevented.
2. If the property is found to contain low risk
ACM’s then the tenant would be informed,
and details provided of what steps to take if
they intend to carry out improvement or
alteration work in the property.
3. In more general terms, an information note
on asbestos, its hazards and risk and the
Association’s Policy will be distributed to all
tenants (where applicable).
1. The Tenancy Agreement sets out clearly that
a tenant must obtain permission from the
Association before undertaking any
alterations or improvements to their property.
2. In the event of any medium/high risk ACM
being identified which requires action, the
tenant will be informed verbally without delay
and followed up in writing.
3. Asbestos information leaflet to be included in
sign up packs and added to the tenancy sign
up checklist sheet.
4. Asbestos information leaflet to be sent
initially to all tenants/owners affected and
periodically will be included in the
Newsletter.

Before carrying out any works to the property which will interfere with the
fabric and/or services of a building, tenants will be required to seek advance
permission from the Association.

7.11.4 Before issuing permission, the Asbestos Register will be checked and,
where ACM’s are identified within the proposed area where work is to be
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carried out the Property Officer will liaise with the tenant to ensure all
appropriate actions are carried out in line with 7.6 above.
7.11.5 Where the asbestos data is inconclusive (eg where a refurbishment survey
has not been carried out), the Property Manager will review the request and
decide whether to refuse permission or to arrange for a Refurbishment
survey to be carried out as a rechargeable repair.
7.11.6 If it is confirmed that the proposed tenants works are likely to disturb ACM’s
the Property Manager will make a decision on the appropriate course of
action, ensuring that all asbestos works are subject to the processes set out at
7.5.
7.12

Purchasing housing stock

7.12.1 Maryhill Housing does not anticipate purchasing large quantities of housing
stock; any purchases are likely to be limited in number. At the negotiation
stage of any new stock purchasing, the organisation will require that an
asbestos management survey is carried out for individual properties or will
request a copy of the Asbestos Register for the stock, depending on who the
vendor is.
7.12.2 The information provided in the Register or survey will be reviewed by a
competent person and a judgement made of the adequacy of the data and on
the risk profile of the housing stock as far as asbestos is concerned. It is
recognised that asbestos management survey data does not provide
information on the presence of ACM’s within voids, below floors and in other
inaccessible areas and account will be taken of this uncertainty.
7.12.3 If the asbestos status is unclear, dubious or otherwise unfavourable, advice
will be taken from a competent asbestos consultancy, and the undertaking of
further surveys, or a sample of additional asbestos surveys (e.g. pre-purchase
surveys) (for mass purchases) may be discussed with the vendor.
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1.

PURPOSE OF THE REPORT:

1.1

The Gifts & Hospitality Register requires to be reported to the Board annually. This
report provides information on the register’s entries for the year.

2.

RECOMMENDATIONS:

2.1

The Board is asked to:
- Approve the Gifts & Hospitality Register for 2019-20.

3.

EXECUTIVE SUMMARY:

3.1

For the year ending 31st March 2020, there were 50 entries in the Gifts & Hospitality
Register, broken down as follows:
 43 of the individual staff entries were accepted. These included boxes of biscuits,
chocolates and gift sets.


7 were refused with reasons recorded and discussed with the customer / contractor.



5 accepted donations exceeded the guidance limit of £25. Reasons are recorded
on the register.



All accepted donations of alcohol and some other gifts were placed in an annual
raffle held just before Christmas.

4.

BACKGROUND DOCUMENTS:

4.1

Gifts & Hospitality Register 2019/20 (Appendix 1).

4.2

Entitlements, Payments & Benefits Policy (this can be found in the Knowledge section
on BoardPacks).

IMPLICATIONS OF THE REPORT
Page 1 of 2

FINANCIAL RESOURCE
AND VALUE FOR MONEY:

Any cash amounts accepted under Gifts & Hospitality are
donated to one of our approved charities.

LEGAL/REGULATORY/
RULES/NOTIFIABLE
EVENTS:

The entries on the Gifts & Hospitality Register for this year
are in line with our Entitlements, Payments & Benefits
Policy, which is a regulatory policy that must adhere to the
Scottish Housing Regulator’s guidelines.

CORPORATE
PLAN/STRATEGIC
OBJECTIVES:

Managing our Gifts & Hospitality Register relates to the
Governance Effectiveness elements of our overall
Corporate Plan.

CUSTOMER/TENANT
PARTICIPATION:

Customers are advised of the policy in place when they
offer gifts, as are companies offering hospitality or gifts.

COMMUNICATIONS:

Communication on the gifts and hospitality policy is issued
annual to all staff.

HEALTH AND SAFETY:

There are no implications.

ENVIRONMENTAL:

There are no implications.

EQUALITY IMPACT
ASSESSMENT:

There are no implications.

RISK ANALYSIS:

Being open and honest about gifts and hospitality allows a
transparent approach and minimises risk. It is important
that staff and Board receive regular reminders of this policy
to ensure understanding to avoid risk to the Association’s
reputation by breaching this policy.
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Gifts & Hospitality Register 2019-20
Date

Gift Received

Received from

Given to

Value

01/04/2019
10/04/2019
12/04/2019
18/04/2019
23/04/2019
25/04/2019
26/04/2019
01/05/2019
03/05/2019
08/07/2019
19/07/2019
22/07/2019
25/07/2019
25/07/2019
05/08/2019
05/08/2019
30/08/2019
23/09/2019
23/09/2019
23/09/2019
15/10/2019
18/10/2019
18/10/2019
31/10/2019
17/12/2019
19/12/2019
19/12/2019
23/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019
24/12/2019

Box of Chocolates
Cash
Packet of biscuits
Golf Outing
Chocolates
Chocolates and bath bomb
Chocolates
Annual Dinner
£20 Cash
Spray Mop
Laundry Mop
Ornamental Plaque
Chocolates
Mint Chocolates
Candle Holder
Towels
Flowers, Chocolate & Card
Box of Chocolates
Box of Chocolates
Box of Biscuits
Bottle of Whiskey
Box of Biscuits
Box of Biscuits
5x Boxes of Biscuits
Box of Chocolates and Biscuits
4x bottles of wine
Tin of biscuits
Jumper
Box of Chocolates
Boxes of After 8 Mints
Box of Fererro Rochet
Tartan Scarf
Biscuits & Truffles
Snow Clearer & Scraper
Biscuits & Chocolates
Shower Box Set
Box of Sweets & Shower Gel
£50 John Lewis Gift Card
Box of Chocolates
Shortbread
Hand Wash & Hand Cream

Customer
Customer
Customer
CCG Construction
Customer
Customer
Customer
Robertson Partnership Homes
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Steprite Flooring Limited
Landscaping Clerk of Works
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer
Customer

Financial Support
Financial Support
Financial Support
Development
Financial Support
Financial Support
Financial Support
Development
Financial Support
Retirement Housing
Retirement Housing
Retirement Housing
Financial Support
Housing
Retirement Housing
Retirement Housing
Housing
Housing
Financial Support
Financial Support
Financial Support
Financial Support
Financial Support
Financial Support
Financial Support
Property
Property
Retirement Housing
Financial Support
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing
Retirement Housing

£1-£10
£11-£25
£1-£10
>£25
£1-£10
£1-£10
£1-£10
>£25
£11-£25
£11-£25
£11-£25
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
>£25
£1-£10
£1-£10
>£25
£1-£10
>£25
£1-£10
>£25
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
>£25
£1-£10
£1-£10
£1-£10
>£25
£1-£10
£1-£10
£11-£25

Registration
Date
01/04/2019
12/04/2019
12/04/2019
08/05/2019
29/04/2019
29/04/2019
30/04/2019
08/05/2019
03/05/2019
08/07/2019
08/07/2019
08/08/2019
05/08/2019
05/08/2019
08/08/2019
08/08/2019
02/09/2019
24/09/2019
24/09/2019
24/09/2019
28/10/2019
21/10/2019
21/10/2019
31/10/2019
19/12/2019
19/12/2019
24/12/2019
17/02/2020
24/12/2019
13/01/2020
13/01/2020
13/01/2020
13/01/2020
13/01/2020
13/01/2020
13/01/2020
13/01/2020
13/01/2020
13/01/2019
13/01/2020
17/02/2020

Accepted/
Refused
Accepted
Refused
Accepted
Refused
Accepted
Accepted
Accepted
Refused
Refused
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Refused
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Refused
Accepted
Accepted
Accepted
Refused
Accepted
Accepted
Accepted

Comments
Shared with colleagues
Refused offer of £20 cash
Shared with colleagues
Refused as over the limit
Shared with colleagues
Rude to refuse
Shared with colleagues
Refused as over the limit
Refused offer of £20 cash
Rude to refuse
Rude to refuse
Rude to refuse
Shared with colleagues
Shared with colleagues
Rude to refuse
Rude to refuse
Rude to refuse
Shared with colleagues
Shared with colleagues
Shared with colleagues
Cannot accept alcohol from customer
Shared with colleagues
Shared with colleagues
Christmas Raffle
Shared with colleagues
Christmas Raffle
Shared with colleagues
Rude to refuse
Shared with colleagues
Shared with colleagues
Shared with colleagues
Rude to refuse
Shared with colleagues
Returned as over the limit
Shared with colleagues
Rude to refuse
Rude to refuse
Returned as over the limit
Shared with colleagues
Shared with colleagues
Rude to refuse
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Date

Gift Received

Received from

Given to

Value

24/12/2019
10/01/2020
16/01/2020
07/02/2020
10/02/2020
10/02/2020
13/02/2020
17/02/2020
25/02/2020

Shirt
Scarf
Chocolates
Box of Chocolates and Biscuits
Box of Chocolates
Networking event
Box of Doughnuts
Wine and Chocolates
Chocolates, Book & Bath Set

Customer
Customer
Customer
Customer
Customer
Graham & Sibbald Surveyors
Caledonian Maintenance
Customer
Customer

Retirement Housing
Retirement Housing
Financial Support
Financial Support
Financial Support
Development
Corporate
Financial Support
Housing

>£25
£11-£25
£1-£10
£1-£10
£1-£10
£1-£10
£1-£10
>£25
£1-£10

Registration
Date
17/02/2020
17/02/2020
21/01/2020
11/02/2020
14/02/2020
03/03/2020
13/02/2020
20/02/2020
25/02/2020

Accepted/
Refused
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted
Accepted

Comments
Rude to refuse
Rude to refuse
Shared with colleagues
Shared with colleagues
Shared with colleagues
Attended as good networking opp
Shared with colleagues
Christmas Raffle
Rude to refuse
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REPORT TITLE: CORONAVIRUS IMPACT AND RISK ANALYSIS
1.

PURPOSE OF THE REPORT:

1.1 The purpose of this report is to provide Board with an update on the impact of the
coronavirus restrictions across the Association’s activities.
2.

RECOMMENDATIONS: That the Board
- Note the COVID-19 Impact Analysis as at 19 May 2020

3.

EXECUTIVE SUMMARY:

3.1 The restrictions imposed in the fight against coronavirus (COVID-19) are unprecedented
and are having a significant impact across all aspects of daily life. It is extremely important
that the Association monitors the impact on our activities, manages the risks created and
also puts in place plans for the relaunch of services once restrictions are lifted.
3.2 Appendix A provides Board with the summary version of the COVID-19 Impact Analysis as
at 19 May 2020. The Impact Analysis is updated on a weekly basis by Senior Management
Team (SMT) members.

IMPLICATIONS OF THE REPORT

FINANCIAL RESOURCE
AND VALUE FOR MONEY:

The financial impact of the coronavirus restrictions are being
monitored within the impact analysis.
A revised budget for 2020/21 will be presented to the
September 2020 Board.

LEGAL/REGULATORY/
RULES/NOTIFIABLE
EVENTS:

The Scottish Housing Regulator has requested submission of
a monthly return on coronavirus impact. The first return was
submitted on time on 7th May.
The SFHA produced COVID-19 guidance on Practical
Governance Advice, this included a template business
continuity update which has been used as a starting point to
develop the Association’s COVID-19 Impact Analysis
document.
1

CORPORATE
PLAN/STRATEGIC
OBJECTIVES:

The coronavirus restrictions could have a significant impact on
our ability to deliver our corporate plan objectives within the
desired timeframes. An important part of the impact analysis
process will be developing comprehensive relaunch plans to
enable the Association to get back on track with service
delivery and achievement of objectives as soon as possible.

CUSTOMER/TENANT
PARTICIPATION:

Consultation methods with customers during the period of
restrictions have to be tailored to avoid face to face meetings.

COMMUNICATIONS:

Effective communication with all stakeholders is an integral
part of managing the coronavirus restrictions.

HEALTH AND SAFETY:

The Health & Safety implications of the coronavirus
restrictions such as social distancing, actions to limit infection
risk and PPE are contained within the Impact Analysis and the
risk register.

ENVIRONMENTAL:

There are no implications.

EQUALITY IMPACT
ASSESSMENT:

There are no implications.

RISK ANALYSIS:

10 identified risks arising from the coronavirus restrictions
have been identified and were reported to April Board. These
risks will be reviewed in June 2020 and reported to the June
2020 Assurance Board.

2

Maryhill Housing – COVID19 Impact Analysis Summary
Service Delivery











Routine repairs suspended
Allocations other than temp TFFs suspended
Court actions suspended
Restricted close cleaning & landscaping
Reduced neighbourhood team service
Arrears management continuing but cannot proceed to
serving notice stage
Welfare calls to tenants taking place – number of calls to
date - 1439
Void maintenance suspended
Medical adaptations suspended
COVID-19 funding awarded via community regen team
£102,000 with just over £31,000 having been distributed to
local organisations and tenants.

Legal & Regulatory





water tank and asbestos surveys stopped
fire doors install stopped
smoke detection upgrades stopped
gas servicing very limited – current number of overdue
services 50 (as at 18/5/20)

Latest Data as at 18 May 2020
Staff Welfare














All Garrioch Road staff enabled for home working
Office closed and no face to face customer contact
Neighbourhood team skeleton staff COVID-19 measures in place
Guidance to managers & regular team ‘meetings’
Furlough FAQs sent out to all staff
Healthy @ Home initiative – good take up
All staff email on approach to supporting staff 21/4/20
All staff Teams Meeting – 19.5.20
Priority Covid-19 testing portal established
Current number of staff furloughed - 9
Current number of staff on reduced hours - 17
Current number of staff on relaxed working pattern - 6
Monthly sickness absence numbers:
o Normal absence – for April 17 days – 3 people
o COVID sick – 0 COVID self isolating – 1

Finance – monthly data as at 30/04/20
Cashflow impact since end
of February 2020

£5.8m end of February,

Rent arrears impact (since
Feb 2020)

£103,318 increase in arrears

Void rent loss impact

£7324.61 void loss since the start of April
2020.

Furlough income

£13k for March & April

Amount paid out due to
supplier price increases

£nil

 construction site at Leyden Street stopped & fully secured.

£5.8m end of April = Stable
(However c£30k due to late GCC
payment which has now been received)
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1.

PURPOSE:

1.1

This report aims to provide Board with an overview of key activity and issues for
information. The report updates Board Members on organisational, housing related or
other relevant issues, and provides progress updates on items which do not require a
paper in their own right.

2.

RECOMMENDATIONS:

2.1.

The Board is asked to:


Note the content of this report.



Approve extension of the contract with Scott Moncrieff for provision of external
audit services for one year to the 2020/21 financial year.

Contents:
1.
2.
3.

CEO
Operations
Resources

1.

CHIEF EXECUTIVE

1.1

Notifiable events
One new notifiable event has been submitted since the last meeting:
-

003896 Breach of the Association’s Rules around removal of GCC nominee from
the Board.

Two notifiable events have been closed since the last meeting.
-

1003848 Attempted fraud
1003896 Settlement agreement for a member of staff

At the time of writing five notifiable evens remain open as follows:
-

1002840 Glenavon render failure
1003364 Common area asbestos records
1003383 Water safety management
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-

1003452 Employment tribunal
1003706 Closure of the offices to the public as a result of Coronavirus
1003862 MPS termination of contract
1003896 Breach of the Association’s Rules around removal of GCC nominee
from the Board.

The Regulator has been updated around actions taken on the GCC nominee issue.
1.2

Correspondence from Regulators
Three letters have been received from the Scottish Housing Regulator (SHR):
1. Confirming details for the new Covid-19 return that the Regulator is asking all
Associations to complete.
2. Highlighting the Mears termination and the requirement to submit a notifiable event
to the Regulator.
3. Highlighting changes to the Scottish Housing Quality Standard reportable from April
2021.

1.3

Board recruitment update
The Board recruitment exercise is progressing well. In total we received 19 applications
to join the Board – four from tenants and 15 from independents. A recruitment panel
has been formed comprising Roger, Sandra, Lorna and Najah, who have now
shortlisted 9 of the applicants for interview. The aim is to bring on an equal number of
tenants and independent Board members. The next steps in the recruitment exercise
are shown in the table below:
Advertised

17th April

Closing date

8th May

Shortlisting by

20th May

Induction Session 1

26th May

Interviews

w/c 15th June

Decisions by

19th June

Board meeting observation 1

25th June

Induction Session 2

3rd July

Induction Session 3

30th July

Board meeting observation 2

27th August

AGM

16th September
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2.

OPERATIONS

2.1

Working group for in-house services
It was agreed at the Board Away Day in November that the next steps in considering inhouse services would be the formation of a working-group to carry out learning visits to
other Associations who have developed and disbanded in-house services.
The proposed remit for the working group is shown at Appendix A. No Board Members
have volunteered to be part of this working group to date. Please do step forward and
volunteer.

3.

RESOURCES

3.1

Changes to the remit of Senior Management Team Members
A paper is attached at Appendix B which sets out plans to change the remit of various
members of the Senior Management Team. The changes are summarised below. The
changes will be introduced from August 2020 for a twelve month period. Until then the
Chief Executive will retain responsibility for Development and direct line management of
the Corporate Managers. A further update will be provided to the Board once the new
temporary post of Head of Corporate Services has been recruited to, this will include a
new staffing structure.
Director of Resources
-

Continue with reduced working hours and working pattern (three days a week
from home, two in the office) introduced in January.
No longer have line management responsibility for the Head of Development
No longer have strategic responsibility for development and delivery of the
development programme
No longer have strategic responsibility for the Development Hub with Queens
Cross or delivery of development services to the FLAIR partners

CEO
-

Take on responsibility for line management of the Head of Development
Take on strategic responsibility for development and delivery of the development
programme
Take on strategic responsibility for the Development Hub with Queens Cross and
delivery of development services to the FLAIR partners
No longer have line management of two of the Corporate Manager posts but
retain line management responsibility for the Head of Corporate Services.

Head of Corporate Services
-

Introduce a new Head of Corporate Service post as an opportunity for one of the
existing Corporate Managers to take on additional responsibilities and receive an
honorarium/responsibility payment to bring them up to SM 6 – 8 on the EVH
scale (in line with other Heads of Service). They would also be asked to adopt
other Head of Service Ts and Cs.
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-

3.2

The additional responsibilities would be:
o Line management of the other Corporate Managers
o Leading Corporate Projects that the CEO currently leads, e.g. Paperless
o Representing the Corporate Team in the Association and being
accountable for Corporate KPI delivery

Suspected Fraud at the shop at the Locks
Details removed as potential police matter

3.3

Extension of the external audit contract.
Details removed as commercially sensitive
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Remit for In-House Services Working Group
Summary:
The Board agreed at its last Away Day to set up a working group of staff and Board
members to investigate the provision of in-house services.
Background
Reactive repairs, close cleaning and landscaping are key services for the
Association. Past and current experience of service delivery by external contractors
has been variable and there has been several discussions between the Board about
the potential benefits to bring some of the services in house. The investigation of the
delivery of in-house services was highlighted by the Board as a priority for the
Association and is included in the Delivery Plan for 2019/20.
The discussion at the away day considered the benefits and risks of bringing
services in house and the following key issues and considerations were identified:








Clarity on the overall objective of bringing any service in house
Potential areas of service which should be brought in house
Resource implications
HR issues – cultural challenges, location of staff
Management capability and resourcing
Reputational risk
Governance/legislative implications

The Scope of the Group.
The scope of the group is to consider the benefits and risks in more detail through
learning from other Associations. The working group will report on each of the key
issues identified above and consider different models of in-house delivery, e.g.
sharing with other Associations, directly employed staff and use of subsidiaries.
Timeframes/Format
Stage 1:
Establish a group of Board member volunteers to be part of the working group by
Friday 14 February 2020.
Stage 2:
Staff and volunteer Board members to attend a workshop meeting to agree other
Associations to visit and key information to collect by end March 2020.
Stage 3:

Complete visits to other Associations by September 2020
Stage 4:
Collate information from visits and working group to meet to discuss feedback from
visits and agree recommended next steps by November 2020.
Stage 5:
Working group to report back to the Board with recommendations by January 2021.

