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MANAGEMENT COMMITTEE INDUCTION POLICY  
 

1.0 Purpose 
1.1 The purpose of this document is to ensure that all Management Committee members receive consistent 
and comprehensive induction training, information, and support to enable them to contribute effectively to 
the committee's work from the outset. 

2.0 Background & Context 
2.1 Calvay Housing Association’s Committee Effectiveness Policy outlined in the members' handbook, 
emphasises the pivotal role of an effective Management Committee in governing the Association. 

2.2 This document offers an overview of the Induction Policy to provide context for new members. 

2.3 New committee members may join through election, appointment, or co-option, receiving initial 
information about Calvay, its management committee, and governance. 

2.4 New committee members may need time to acclimatise to the committee and its governance 
procedures, given varying learning paces and previous experiences. This document outlines a phased 
induction process spanning the first 6 months of membership, followed by consolidation and individual 
learning in the subsequent 6 months. 

2.5 The induction process is deemed complete after this period. 

3.0 Induction Process Overview 
3.1 We will offer a structured induction programme for all new committee members, adaptable to 
accommodate their individual commitments, skills, experience, and knowledge, with the goal of making 
learning meaningful and rewarding. 

3.2 New committee members will benefit from training and other events provided for the entire 
Management Committee. 

3.3 Calvay is dedicated to ensuring equal opportunities and fair treatment, and we will make efforts to 
accommodate individual needs if committee members require adjustments to our standard approach. 

3.4 The induction process comprises two main phases as follows: 

 Block 1 – Introductions, access to Decision Time/Members Handbook 
 Block 2 – Access to induction training courses. 

3.5. Support for Committee Members 
 
New Committee members will be paired with experienced Committee Members (referred to as "buddies") 
who can offer guidance and information during their initial six months of membership of the Committee (or 
longer if agreed upon). Buddies will aid new members in familiarising themselves to the committee, 
providing advice between meetings, and directing them to relevant documents and additional information 
about the Association's work. Meetings between buddies and new members will occur by mutual 
agreement and take place in an informal setting. 
 
4.0 Regulatory Overview 
 
4.1 The induction process is a key requirement of the Scottish Housing Regulator’s Regulatory Framework 
and contributes toward the effectiveness of the Management Committee and its members.  
 
4.2 The Scottish Housing Regulator's Regulatory Standards of Governance and Financial  
      Management set forth requirements for RSLs concerning annual reviews, succession planning, and  
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      learning and development. A robust recruitment and induction process is crucial for compliance. 

 
 
 
4.3 Regulatory Standard 6 .1 mandates RSLs to plan for the orderly succession within the governing body  
       to maintain an effective composition of members. 
 
4.4 Regulatory Standard 6.3 links annual performance reviews to succession planning, requiring  
       consideration of these reviews and skills needs in succession planning and learning and development  
       plans. 
 
4.5 Regulatory Standard 6.7 ensures that the senior officer possesses the necessary skills and 
       knowledge. The governing body oversees performance, conducts annual appraisals, and mandates 
      continuous professional development. 
 
4.6 Meeting these standards involves a critical assessment of the current governing body composition and  
       planning in order to ensure: 
 

• Effective governance through collaboration between the governing body and senior staff. 
• Success in achieving corporate objectives via the senior staff's skills and execution of governing   
   body plans. 
• Succession planning for both Committee and Senior Staff. 

 
4.7 Individual and collective training and development plans are derived from annual reviews and will  
       complement the early learning achieved via induction. Calvay’s Committee Effectiveness Policy  
        states how this will be achieved.  
 
5.0   Equalities    
        The Association will consider its responsibilities under the Equality Act 2010 and its equality and    
        diversity policy when implementing this policy and procedure. 
 
6.0   Closure of Induction Period 

No later than six months into their membership, there will be a meeting to allow the member feedback 
on their induction progress. If the new member’s appraisal is around their six months anniversary on 
the Committee, the feedback on their induction will be done at the same time. This will conclude the 
induction process; however, the members personal Learning and Development plan will be 
populated.  

 
7.0    Policy Reviews 

This policy will undergo a review once every five years or earlier if there is legislative change or 
updates to best practice. 
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Induction Process  
 
1.0 Overview & Context  
 

1.1 Context: 

Calvay’s Business Plan and subsequent annual reviews will influence the skills required of the 
Management Committee. Examples of skills we are looking for in a committee member are listed 
below. At least one member of the Audit and Risk Committee should have recent and relevant financial 
and/or internal/external audit experience. 

• Financial Management 
• Housing and Estate Management 
• Housing Development and Construction 
• Risk Management 
• Legal and Regulation 
• Asset Management/Surveying 
• IT/Digital 
• Employment and People Management 
• Corporate Management 

 
 
1.2: Registered Social Landlords are regulated by the Scottish Housing Regulator. Governing Body  

 Members, whether they are called a Management Committee or Boards, need to annually assure, 
  through the framework of Regulatory Standards and Guidance: 

 
• Effective leadership 
• Financial well-being 
• Risk identification and management 
• Delivery of quality and responsive services 
• Accountability, including consideration of tenant and other stakeholders' views 
• The right combination of people and processes 
• Partnership with senior staff 
• A forward-looking approach while monitoring current performance 
• Critical oversight and challenge 

 
2.0 Recruitment 
 

Attracting new and retaining existing committee members is a fundamental requirement of CHA. Our 
onboarding of new members starts during the recruitment process from the first member enquiries 
about the Association and its work. Our recruitment process is available for members to read on our 
website. 
 
Those enquiring will receive a recruitment pack, consisting of the following: 

 
 Information on the Background and History of Calvay Housing Association 
 Information on the process of becoming a Management Committee member 
 Management Committee Member role description 
 Application form, which asks for information on the areas of skills, knowledge, and 

experience that the applicant can offer, and for personal information to allow equal 
opportunities monitoring. 
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3.0      Scope 
 

This document is intended to provide guidance to new committee members and, if necessary, as a 
refresher to existing committee members 

 
4. 0     Calvay Committee Structure 

 
 
4.1 The Induction Blocks 
 
The induction programme consists of two blocks of activity. 
 
Section A - Block One - Introductions, Overview and Handbook 
Section B – Block Two Induction Training – Online/In Person 
 
4.2: For each new member, Block One, regardless of skills or experience, must be completed  
 
4.3: The induction programme can also support refresher training for existing committee members, if 
required. 
 
4.4: Each block of activity is designed to support new members in understanding their role, the role of  
 others at CHA, the regulatory environment and how to strategically guide the direction of the Association. 
 
5.0 Conclusion & Monitoring 
 
5.1 The expectation is that this document will improve Committee Member effectiveness.  There will be an 
opportunity to provide feedback on the induction process at a member’s 6-month   
review (or annual appraisal, whichever comes first). Any suggested improvements or changes to the 
induction process will be considered during any induction review process. 
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Section A - Block One 
Introduction, Overview, New Members Handbook & Checklist 
 
1.0 Introduction 
New elected committee member/s will be invited to a meeting, prior to their first Committee Meeting, with 
the Chair of the Management Committee (or another office bearer) and the Director to go through and 
complete the following: -  

• Welcome 
• Code of Conduct  
• Declaration of Interest 
• Any other relevant documentation, e.g. Privacy Notice, health and safety responsibilities 

As part of the induction process, the Committee Member will be: 

• Given instruction on how to navigate Decision Time, our online governance platform  
• Provided with a diary of meetings and rules on attendance, etc. 
• How to claim expenses 
• Contact details for their committee buddy if required 

 

      Member’s Handbook: 
 
The Committee Member’s Handbook is an online ‘virtual’ book for members containing information 
members may need to support their learning. If any member requires a hard copy, this can be 
provided by a member of the Corporate Services team.  
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Section B - Block Two – Induction Training Access for Online  

Calvay will provide access to an online training portal that contains various courses for members. Members 
will be set up with a login and password plus introductory training and ongoing support to use the portal. 

The undernoted are examples of induction-type courses.  Titles may change slightly, depending on 
provider.  

• Code of Conduct 
• Regulatory Framework 
• Notifiable events 
• Equal opportunities 
• The Scottish Social Housing Charter (SSHC) 
• Relevant Housing (Scotland) Act(s) 
• Introduction to housing associations 
• Introduction to housing management 
• Introduction to housing maintenance 
• Introduction to housing finance 
• Introduction to development 

 

3.0 Review 

This document will be subject to review every five years or sooner if necessary. 
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APPENDIX 1 Induction Checklist 
 

Induction Checklist 

Documents/Information Tick to confirm  

Block One   

Welcome Meeting   

Useful Contacts   

Code of Conduct Signed  

Declaration of Interests  

Calendar of Meetings  

Expenses Policy and How to Claim Expenses   

  

Block Two  

Access and Navigation of Decision Time  

Access to Online Members Handbook   

Access to Online Induction Training and how to navigate  

Date for 6 Month Review/Appraisal (whatever comes first)  
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