
Code of Conduct for Committee Members
Individual Committee members must always comply with this Code of Conduct and with All Saints Co-operative’s (ASCO) rules, regulations, and policies practice and procedures.  Members should always act in good faith and in the best interests ASCO. Information received by Committee members in the course of their service is confidential and should not be used for personal gain. Committee members should not seek to use the opportunity of serving on the Committee to promote their personal or private interests. Personal or private interests include those of family and friends, as well as those arising through membership of ASCO or with other clubs and societies. Committee members should not accept gifts or hospitality which, in the public (residents) mind, could be likely to be seen to affect their independence.
1. Responsibilities of Individual Committee Members

a. Members should participate actively in the business of the Committee and make a positive contribution to the delivery of a visionary leadership and direction and to ensure that the organisation fulfils its obligations towards its stakeholders and meets its legal and contractual requirements.
b. Committee members should oversee the management of the affairs and business of ASCO and act honestly, in good faith and in the best interests of the membership and the residents (leaseholders or tenants).
c. Members should exercise care, diligence, and skills of a reasonably prudent person under comparable circumstances to ensure compliance with relevant acts, regulations, articles, by-laws and organisational policies practice and procedures policies. 
d. Members should make sure that they stay informed on matters relevant to governing ASCO to enable effective active and constructive participation in the discussions of the Committee.  Members should always follow the guidelines agreed on by the Committee regarding how it will govern and conduct itself. Committee members should come to meetings having read all the relevant materials and documents and being prepared to discuss what is on the agenda.
e. Committee members should make a concerted effort to attend all Committee meetings and to notify the Chair of an inability to attend any Committee meeting. If it is apparent that a member is likely to miss several Committee meetings and therefore is unable to fulfil his/her obligations, he/she should seriously consider whether it is prudent to remain a member of the Committee. They should inform themselves of the proceedings, decisions and proposed actions decided upon at meetings within a week of the meeting. 
f. Members should not express any contrary opinions or views held on matters under discussion or consideration by the Committee. Members should not represent the interests of special groups or individuals over the interests of ASCO, nor speak or act as an individual on behalf of the Committee unless authorised to do so. 
g. If Committee members have a private or personal non-pecuniary interest in a matter arising at Committee meeting, they should always disclose it, unless it is insignificant. Where a member has declared such a private or personal interest, they should decide whether it is clear and substantial. If it is not, then the member may take part in the discussion of the matter and vote on it. If, however, it is a clear and substantial interest then they should take no further part in the proceedings and should always withdraw from the meeting whilst the matter is being considered. In deciding whether such an interest is clear and substantial, the member should ask him/herself whether members of the public (residents), knowing the facts of the situation, would reasonably think he/she might be influenced by it.
h. Committee members should never become involved in the management of day to day operations of ASCO other than through Committee meetings and the organisation structures, policy, practice, and procedures. Committee members should use the appropriate channels of communication and reporting mechanism and procedures for repair, maintenance, or any other issues they want to draw to the Co-operative Manager’s attention.
i. Members should advise the Chair or, in the case of the Chair, the Company Secretary, of any significant matter concerning the conduct of themselves or their own business or organisation so that an appropriate response or announcement can be prepared by ASCO.
j. All Saints Co-operative Limited is established as a company limited by guarantee and registered under the Industrial and Provident Society Act. The organisation has corporate responsibility for all actions taken by Committee members, including any wrongful ones. Therefore, if judgement is made against the Committee, any financial settlement would be met out of ASCO funds rather than from the personal assets of individual Committee members. 

k. The arrangements for appointing individual Committee members are specified and detailed in the Organisation’s Memorandum and Articles of Association in its terms of references and the Cooperative’s rules and regulations.
2. Equal Opportunities

a. Board members should always have regard to the ASCO equal opportunities policies and practices and act in the best interests of the ASCO and in accordance with this Code of Conduct. 
3. Use of Facilities
a. Committee members should never use the facilities and services provided by ASCO for personal use or gain undue advantage by utilising contacts made by ASCO for private or own business use.
4. Rent Arrears 
a. Board members should always maintain a good rent payment record. Those in arrears of over six weeks should withdraw from the Committee until such time as the arrears come to be under the eight weeks level or it can be demonstrated that the arrears are wholly due to delays in the payment of Housing Benefit or Universal Credit. 
5. Register of Interest

a. The Company Secretary shall maintain a Register of Declaration of Interests of individual Committee members which discloses their employment, positions of public responsibility, membership of any voluntary, political, or professional organisation and any other such financial interests they or their direct family/close relatives or close associates may have, which relate to the work of ASCO. Where appropriate, the Chair, after consultation with the members concerned, may decide to place additional information about a member’s interest on the public Register. The Company Secretary shall periodically (at least annually) seek this information from Committee members, who have a duty to supply it.
6. Ordering Goods and Services

a. Committee members must not order goods and services from ASCO suppliers wherever there is a possibility of a conflict of interest arising.
7. Acceptance of Gifts

a. Committee members must not under any circumstances accept any gifts in cash which are in any way connected to their status as Committee members. Members may not accept gifts in kind, except in exceptional circumstances; a trivial gift, subject to the facts being reported to the Committee.
8. Conduct of Meetings

a. Committee members should arrive punctually, to enable the prompt commencement of the meetings and all Committee papers should be read in advance of the meeting.
b. If a Committee member has an item which he/she wishes to be raised during the meeting under A.O.B his/her request must be submitted to the Chair, prior to commencement of the meeting, or during the meeting at the Chair’s discretion.
c. Committee members must approve the time agenda at the beginning of the meeting and try to adhere to it.
d. When there are competing resolutions on the same subject matter, the Chair of the meeting will decide what resolutions and in what order they will be tabled.
e. All resolutions must have a Proposer and a Seconder.
f.  Once a resolution has been voted on and passed or rejected by the Committee, no Committee member can further pursue any debate on the matter. He/she may request that his/her specific objections be minuted. However, the matter may be tabled in the future as a separate agenda item and dealt with in the same manner as any other agenda item.
g. Any Committee members wishing to speak on a particular topic must indicate to the Chair, by way of a raised hand, that he/she requests an opportunity to do so. The Chair must then indicate the order in which various members will speak.
h. Notwithstanding the agreed time agenda, the Chair of the meeting may, at his or her discretion, terminate or extend debate. 
i. During Committee proceedings, no Committee member shall use threatening behaviour, violence, obscene language or racist/sexist behaviour or threats or otherwise disrupt meetings of the Committee.
9.  Confidentiality

a. Committee members should not disclose information, including addresses of tenants or past or prospective tenants, or the address of Committee members or staff, without first obtaining the individual's permission. The only exception to this is in response to statutory duty or emergency request by public utilities or in circumstances where life and limb are threatened.
b. Committee members should not make any contact nor divulge any information to external organisations, including the media, without prior approval from the Committee or the Chair.
c. Committee members should not do or say anything which might be construed as damaging the credibility or integrity of the Committee or ASCO.


d. Committee members should not attend any external meeting on behalf of ASCO without prior approval of the Committee/Chair, or in an emergency, the Co-operative Manager.

e. Committee members should direct all approaches by tenants, members and external organisations and individuals via ASCO’s offices and the Manager in accordance with established procedure.


f. Committee members should adhere to any reasonable instructions or guidance approved by the Committee for Committee members.
10.  Breach of Code of Conduct
a. Where a full Committee member is in serious breach of any aspects of this Code of Conduct, he/she may be removed from office by way of a two-thirds vote at a Special General Meeting, specifically convened for that purpose.
b. If the member concerned is a co-optee, he/she can be removed from office by way of a two-thirds vote of those present and voting at the Board meeting.
c. Any member in breach of the section on conduct at meetings under this Code may be suspended from the meeting and from future meetings by a resolution passed by a majority of those present and voting
11.  Role of the Chairperson

a. Communications between the Committee and the public (resident) should normally be through the Chair except where the Committee has agreed that an individual Committee member should act on its behalf. 
b. The Chair should ensure that all members of the Committee, when taking up office, are fully briefed on the terms of their appointment and on their duties and responsibilities.  This role could be delegated to the General Manager if required. They should also be given a copy of this Code of Conduct and other relevant background material such as ASCO Memorandum and Articles of Association and all the necessary documents relating to the Organisation Policies Practice and Procedures and the Code of Conduct as it relates to the requirements to disclose information in the Register of Interest. The Chair should encourage new Committee members to attend an induction course on the duties of Committee members of public bodies or some other suitable form of induction programme as appropriate.
c. The Chair has particular responsibility for providing effective strategic leadership on matters such as: formulating the Committee's strategy for discharging its duties and delivering its services, encouraging high standards of service delivery and promoting efficient and effective use of staff, financial and other resources throughout ASCP; ensuring that the Committee, in reaching decisions, takes proper account of matters raised by key partners, residents, members and  staff.
d. The Chair should ensure that the Committee meets at intervals no less frequently than that laid down in the Organisation’s Terms of Reference and Constitution and that minutes of meetings accurately record decisions taken and where appropriate, the views of individual Committee members.
12.  Role of Company Secretary

a. The Secretary shall perform the following duties:
i. The Secretary shall make sure that all meetings are called within the terms and conditions of the Cooperative’s rules and attend all meetings of the Cooperative and the Committee. 
ii. The Secretary is responsible for preparing the agenda in conjunction with the Chair and key staff.
iii. The Secretary is responsible for sending on time all the documents (agenda, minutes, and any other relevant documents) relating to the forthcoming meetings.
iv. The Secretary shall correctly record the names of the officers there present and shall keep minutes thereof in such form as the Committee direct. 
v. The Secretary shall receive proposals for membership of the Cooperative and shall hand over to the Treasurer all monies received by him/her. 
vi. The Secretary shall keep the register of members. 
vii. The Secretary shall prepare and send all returns required to be made to the Registrar. 
viii. The Secretary shall have charge of the seal of the Cooperative. 
ix. The Secretary shall produce or give up all books, documents, and property of the Cooperative in his/her possession when required so to do by a resolution of the Committee or of the Cooperative. 

13.  Role of the Treasurer 
a. The Treasurer shall perform the following duties:
i.  The Treasurer shall receive all contributions, fines, and other payments due to the 
Cooperative from the members and other persons and pay over the amount so received as the Committee direct. 
ii. The Treasurer shall pay all demands when ordered to do so by the Committee. 
iii. The Cooperative shall in General Meeting determine the method of authorising expenditure to be used by the officers and staff of the Cooperative. 
iv. The Treasurer shall keep all the books relating to loans and loan stock required to be kept under these rules and the books of account referred to in Rule 63. 
v. The Treasurer shall produce an annual budget in conjunction with the Cooperative staff.
vi. The Treasurer will present at all Committee meetings a finance report showing the Cooperative’s performance against the budget.
vii. The Treasurer shall liaise with key staff and the auditor in the preparation of the end of year accounts.
viii. The Treasurer will present the audited account to the AGM. 
ix. The Treasurer shall produce or give up all books, documents, monies and property of the Cooperative in his/her possession when required so to do by a resolution of the Committee or of the Cooperative and render a full and clear account at each audit and whenever required by a resolution of the Committee or of the Cooperative. 

14.  Corporate Responsibilities of Committee Members

a. Members of the Committee have corporate responsibility for ensuring that ASCO complies with all its legal and contractual requirements with statutory agencies and key stakeholders.
b. Committee members have the responsibility of ensuring that high standards of corporate governance are always observed.
c. Committee members have the responsibility to establish the overall strategic direction of ASCO within the Organisation policy and resources framework.
d. Committee members have the responsibility to oversee the delivery of planned results by monitoring performance against agreed strategic objectives and targets.
15.  Financial Interests of Committee Members

a.  Committee members should ensure that private or personal financial interests never influence their decisions and they never use their positions as members of the Committee for personal gain of any sort.
b. Committee members should disclose precisely any direct or indirect pecuniary interest or other interest which is not pecuniary, but which could influence judgment or give the impression that the Committee member was acting from personal motives.
c. Committee members should withdraw from any discussion at any meeting other than a Committee meeting during which the member could be regarded as having an interest. If during a Committee meeting an item arises in which a member could be regarded as having an interest he/she should declare an interest and withdraw from the Committee meeting for the duration of that item (unless requested by the Committee to remain during that time) and shall not participate in any discussion or vote.
d. Resident Committee members (Leaseholders or Tenants) who have a general interest in rent policies, allocations policies or other housing management issues and who declare that interest may participate in Committee discussions and decisions about such general rent policies, allocations policies or other housing management issues but members should not participate in discussions and decisions on matters relating directly and specifically to themselves such as their own rent arrears, maintenance, transfers or other personal housing management issues.
e. Committee members should cease to be Committee members if they have any business interests relating to the work of the ASCO which directly or indirectly give continuing personal advantage or which offends Schedule 1 of the Housing Act 1996. If a Committee member considers that another member of the Committee has such an interest, he/she has the duty to raise it in Committee.
f. Committee members should never accept gifts or accept or give entertainment in a lavish way. Extreme caution should be exercised where an offer of gift, favour or hospitality is made personally to a Committee member and should be reported to the Company Secretary to be recorded in the Register and the Chair informed.
g. Committee members should not gain any special advantage by virtue of Committee membership if he/she use the services of the consultant, contractor, professional adviser or other individual or firm that also works for ASCO. Where a Committee member uses the services of such a body or individual, the arrangement should be declared to the Company Secretary or the General Manager, preferably before the transaction takes place, in order that it can be recorded and the Chair informed.
h. The Chair and other Committee members should declare any personal or business interests which may conflict with their responsibilities as Committee members.
i. A register of members’ interests will be open for public inspection and the annual report will give details of how access to the register may be obtained. Details of the information required to be declared is contained in the register and is shown at Appendix A. It includes direct or indirect pecuniary interests which members of the public might reasonably think could influence judgement. Members are required to update the register as changes occur.
j. Committee members should declare as soon as practicable after a meeting begins if they have an interest, pecuniary or other, in a matter being considered. They should include the interests of immediate family members and persons living in the same household. Committee members should consider whether they also need to disclose relevant interests of other connected persons.
k. As a rule, Committee members should not take part in and normally should not be present for discussions or decisions if they have a pecuniary interest in the matter under consideration or other interest which is clear and substantial. The test should be whether a resident, knowing the facts of the situation, might reasonably think that a particular interest could influence the judgement of other members present.
16.  Delegation

a. Committee members serve on a voluntary basis. To the extent that ASCO is established, responsibility for day-to-day management matters should be delegated to the Co-operative Manager so far as is practicable, within a clearly understood framework of strategic control. The Co-operative Manager’s responsibilities, duties and remit should be clearly defined through his /her Job Description and Contract of Employment.
b. The Committee may also decide to delegate, where it has power to do so, responsibility for specified matters to individual members or committees of the Board. The Committee should ensure that staff operate within their schedule of delegated powers.
17.  Strategic Planning and Control

a. One of the main tasks of the Committee is the oversight of the production of a corporate plan. The process of preparing such a document provides an opportunity for agreeing, with the key partners, resident, members and key staff, the policy and resources framework within which ASCO will discharge its duties and for determining its key strategic objectives and targets. Such targets should normally cover areas such as the Organisation's financial performance, the efficiency and effectiveness of its operations and the quality of the services it provides.
18.  Openness and Responsiveness

a. Committee members and staff should conduct all their dealings with the residents, members and key partners in an open and responsible way and ensure full compliance with the principles of the Memorandum and Articles of ASCO, the Organisation Policy Practice and Procedures including this Code of Conduct as well as the terms and conditions of the Modular Management Agreement(MMA) that ASCO has with Wandsworth Borough Council. Wherever possible, consistent with the nature of ASCO business and the need for confidentiality, the Committee should make records of decisions publicly available. The Committee should ensure they can demonstrate that they are using resources to good effect, with probity and without grounds for criticism. 
19.  The Committee as Employer

a. The Committee should ensure that it complies with all relevant employment legislation and that it employs suitably qualified staff who will discharge their responsibilities in accordance with the high standards expected. The Committee should ensure that all existing posts have a clear Job Description and person specification and that a Contract of Employment is issued to staff.  Staff should be familiar with ASCO main aims and objectives and the internal management and control systems which relate to their work. 
b. The Committee should adopt a Code of Conduct for its staff using the Federation of Housing model and subject it to any modifications that may be necessary to meet the Organisation’s particular characteristics and circumstances. Mutual respect between Committee members and staff should always be maintained.
c. The Committee should ensure that its members and the Organisation's employees have access to expert advice and such training opportunities as they may require to exercise their responsibilities effectively.
d. The Chair, on behalf of the Committee, has a responsibility to monitor the performance of the Co-operative Manager and to bring to the Committee the concluding performance assessments. The Chair is responsible for conducting the performance appraisals of the Co-operative Manager and the Co-operative Manager for those of the senior staff. The Co-operative Manager is also responsible for ensuring that performance is appraised and monitored at all levels. 
e. The Committee should ensure that arrangements exist to provide that any consultants employed by ASCO are suitably qualified, experienced and capable of discharging their responsibilities in accordance with the high standards expected of ASCO’s own staff and are selected according to the requirements of both propriety and good financial management.
Register of Committee Members' Interests

Introduction

The Purpose of the Register

The purpose of the register is to provide information of any direct or indirect pecuniary interests, or other material benefit, or allegiance, which Committee members may have, which members of the public might reasonably think could influence their deliberations, judgement and actions. 
It has been compiled in accordance with the Housing Federation model Code of Best Practice for Committee Members of Public Bodies, to provide a mechanism whereby possible conflicts of interest can be identified. Interests have been defined as being of both a financial and non-financial nature. Indirect pecuniary interests arise from connections with bodies which have a direct pecuniary interest or from being a partner of, or being employed by, a person with such interests. 
The existence of the register does not remove the obligation on members to declare interests as they arise in the course of the Committee's work but by being open to all members and residents, will assist in demonstrating that the Committee is acting openly and with the impartiality and integrity required by the Code. The term "Committee member" includes the Chairperson.

Declaration of Interest Form

Committee and staff members are required to register their interests under the definitions below. The definitions are guidelines, and it is up to members to interpret these reasonably and responsibly and in the light of their own individual circumstances.

This form is for member and staff to record any actual or future potential conflict of interest arising under the Code of Conduct. 

· Give as much detail as possible. 

· Leave blank any boxes that are not relevant to your declaration. 

· Please add any other relevant information on another sheet of paper which should also be signed and dated
All Saints Co-operative Members Code of Conduct & Declaration of Interests 


