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HILLHEAD HOUSING ASSOCIATION 2000 
 

POLICY AND PROCEDURE ON 
DISCLOSURE OF INTEREST 

 
1. INTRODUCTION 
 

1.1 Hillhead Housing Association 2000 aims to conduct its business in an open and 
transparent manner and in accordance with best practice for bodies in receipt of 
public funds. 

 
1.2 An important contribution to this process is to ensure where possible that decision 

makers have no duality of interest, or where this exists, to have the interest declared 
and recorded. 

 
1.3 This policy and procedure note pulls together guidance for both committee and staff.   
 

 
2. COMMITTEE 
 

2.1 Hillhead Housing Association 2000’s Code of Conduct for committee members 
states that “Association committee members must disclose any personal interest in 
an issue under discussion before the discussion takes place”. 

 
2.2 Hillhead Housing Association’s standing orders state “ All Committee members who 

have a conflict of interest in any matter being discussed at a meeting, must declare 
this. The member may be required to leave the room during the discussion and will 
not be allowed to vote.” The Chairperson will, however, decide whether the 
Committee member may be heard on the matter”. 

 
2.3 A register of member’s interests in other companies, partnerships, voluntary 

organisations or similar shall be maintained.  Committee members will be required 
on an annual basis to complete a declaration form. 

 
3. STAFF 
 

3.1 In the Terms and Conditions of Service section C.1.2 “Interest in contracts and 
appointments” it states: 

 

You must, as soon as possible, tell your line manager in writing, if you discover: 

 we have, or plan to enter into, a contract or an appointment; and 

 you have a financial or private interest in that contract or appointment.  This 
interest can be direct or indirect (which includes some situations where you are 
not a party to it but your relatives or friends are). 

 
 
3.2 In section C.1.5 “other employment and volunteering activities” it states: 

 
 “You may not accept a post or carry out any occupation or activity which would: 

 Mean you need to take time off during your contracted hours;or 

 Affect your performance at work. 
In exceptional circumstances, we grant permission for these extra activities. You 
should ask permission beforehand. If you are in any doubt as to whether this 
condition would apply, please ask your Line Manger.” 

 
3.3 The Staff Code of Conduct sets out in considerably more detail how a conflict of 

interest may be defined and gives examples of situations which may occur.  The 
Code of Conduct requires disclosures of interest to be made to the relevant 
departmental manager and line manager.  Staff are expected to comply with 
guidance within the Code of Conduct. 



Page 2 of 5 
 

 
3.4 New members of staff will be issued with a declaration of interest form (attached) as 

part of their induction, and this form will be completed on an annual basis by all staff 
(draft form attached). 

 
 
4. REGISTER OF COMMITTEE MEMBER AND STAFF INTERESTS 
 

The register, and the issue and compilation of declaration of interest forms to both 
committee members and staff, shall be the responsibility of the Corporate Services 
Manager. 

 
 
5. POLICY AND PROCEDURE REVIEW 
 

This document will be reviewed once every three years , or earlier in response to change in 
best practice,  and regulatory requirements. 

 
 



Page 3 of 5 
 

 
HILLHEAD HOUSING ASSOCIATION 2000 

 
DISCLOSURE OF INTEREST DECLARATION  

 
In accordance with  the Association’s Payments & Benefits Policy the Association will not normally 
cannot engage or pay any contractors, consultants or other business trading for profit, if any 
partner, significant shareholder, director or person directly concerned in the firm’s management is 
defined as a connected person (Appendix 1) of an employee. 
 
The award of a commercial contract by the Association to a Committee Member, employee or 
“connected person”, such as a building contract, letting of commercial premises or provision of 
services or supplies, may be permitted but only if the Committee Member, employee or “connected 
person” has had no involvement in the decision making process leading to award of that contract. If 
the contract relates to a Committee Member or a person “connected” to a Committee Member, the 
Association must first meet the conditions set out with Section 68 of the Charities and Trustee 
Investment (Scotland), Act 2005. These are set out in the Association’s Payments & Benefits 
Policy.  
 
All Committee Members, employees and job interviewees are therefore asked to complete 
this form on an annual basis (or as otherwise deemed appropriate), and return to the 
Corporate Services Manager within 2 weeks. 
 
This form must be returned regardless of whether you have anything to declare or not. 
 
Name    
 
 
Job Title 
 

Membership of any other organisations *  Yes □ No □ 

 
If yes, please give details  
    
  
Are you or is a close relative a significant shareholder, director or person directly concerned in the 
management of an organisation  who provides goods or services to the Association (see attached list) 
   

      Yes □ No □ 

 
 
If yes, please give details including name of 
organisation &  relationship to yourself or close 
relative      
 
    
Signed 
 
Director’s signature   
 
If you have any queries about how to complete this form, please contact Mandy White, Corporate 
Services Manager or at mwhite@hillheadhousing.org. 
 
* This should exclude membership of sporting and social clubs/organisations, but would include 
membership of voluntary organisations and companies where there might be a potential conflict of 
interest.   

 

 

 

 

 Date: 

 Date: 

mailto:mwhite@hillheadhousing.org
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Appendix 1: definition of “connected person” 
In summary: a person is connected with: 

 
Family =  

 Spouses, civil partners, co-habitees  

 Children, parents, grandchildren, grandparents, siblings and any spouses of these relatives  
 
Institutions = if controlled by, or conducted in accordance with the person’s wishes, (directly or 

through nominee(s)) by:  

 The trustee or  

 A connected family member (above) or  

 A connected Corporate body or Partnership (below)  
 
Corporate bodies = if substantial interest (more than one fifth of: the share capital; or the voting 

    power at any general meeting) held by:  

 The trustee or  

 A connected family member or Institution (above) or  

 A connected Partnership (below)  
 
Partnerships = if one or more partner is:  

 The trustee or  

 A connected family member (above) 
 
The full definition: Section 68 of the Charities and Trustee Investment (Scotland) Act 2005 
defines individuals who are “connected” to a charity trustee as follows: 
 
(2)  ... the following persons are “connected” with a charity trustee— 
 
(a) any person— 

(i) to whom the trustee is married, 
(ii) who is the civil partner of the trustee, or 
(iii)with whom the trustee is living as husband and wife or, where the trustee and the other 

person are of the same sex, in an equivalent relationship, 
 
(b) any child, parent, grandchild, grandparent, brother or sister of the trustee (and any spouse of 

any such person), 
 
(c) any institution which is controlled (whether directly or through one or more nominees) by— 

(i) the charity trustee, 
(ii) any person with whom the charity trustee is connected by virtue of paragraph (a), (b), (d) or 

(e), or 
(iii) two or more persons falling within sub-paragraph (i) or (ii), when taken together, 

 
(d) a body corporate in which— 

(i) the charity trustee has a substantial interest, 
(ii) any person with whom the charity trustee is connected by virtue of paragraph (a), (b), (c) or 
(e) has a substantial interest, or 
(iii) two or more persons falling within sub-paragraph (i) or (ii), when taken together, have a 

substantial interest 
 
(e)  a Scottish partnership in which one or more of the partners is— 

(i) the charity trustee, or 
(ii) a person with whom the charity trustee is, by virtue of paragraph (a) or (b), connected. 

 
(3) For the purposes of subsection (2) a person who is— 

(a) another person’s stepchild, or 
(b) brought up or treated by another person as if the person were a child of the other 

person,  
is to be treated as that other person’s child. 


