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MINUTE OF THE BOARD MEETING 
 

27 April 2022 
 

Present:  R Hutton (Chair); A Scott (Vice-Chair) 
 
 A Clark; I Crawford; K Gillies; N Hicks; C Jayne; G Kitchener; W Raeburn;  

P Rowsby 
   

   C Ironside (Secretary) 
 
In attendance: C Hughes; A Hay; K Miller 
   N Wardrope; M Neill (Observers) 
 
Apologies:  None 
 
The meeting was held virtually via Zoom.  

ACTION 
1 Apologies for Absence 

 
There were no apologies. 
 

 

2 Declarations of Interest 
 
N Hicks – Board member and treasurer of The Action Group, and member of SHAPS 
Pensions Employers Committee 
R Hutton – Employee of Port of Leith Housing Association.  
G Kitchener – tenant of the Association 
A Scott – Employer uses the services of TSG, one of the Association’s suppliers 
C Jayne – Employee of City of Edinburgh Council 
 

 

3 Risk Management Issues / Health & Safety Issues / Notifiable Events / GDPR 
 
Ongoing: 
 
Notifiable event 1003661 
Closure of the office due to CoVid 19  
 
C Hughes advised members that the Association has had one potential data breach 
and two data breaches. 
 
The potential breach involved incorrect name being used in the greeting of a letter to a 
member of staff. The information in the letter was intended for the recipient. No 
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personal information was shared inappropriately, however the matter was recorded as 
a potential breach as the case demonstrated how easily incorrect information could be 
included. The potential breach has emphasised the need to check correspondence of 
this nature thoroughly. 
 
The two breaches both arose because of information sent via email going to the wrong 
person. Both were dealt with in accordance with the Association’s procedures and 
discussed with our Data Protection Officer (DPO) who confirmed there was no 
requirement to report to the Information Commissioners Office. The DPO was invited to 
attend a meeting of the Housing Management Team, at which she offered guidance on 
how best to avoid errors involving the issuing of emails. 
 
Members noted the position. 
 

4 Minutes of the Board meeting held on 16 March 2022 
 
The minutes of the meeting held on 16 March 2022 were approved as a true record, 
proposed by G Kitchener, and seconded by Karen Gillies. 
 

 

5 Matters Arising 
 
None. 
 

 

6 Board Actions 
 
Noted. 
 

 

7 Minutes of Sub Committee or Subsidiary Meetings 
 

 

 7(i) Audit Committee of 9 February 2022 
 
Members approved the minute of the Audit Committee meeting of 9 February 
2022, proposed by W Raeburn  and seconded by N Hicks. 
 

 

8 Matters for Approval / Decision 
 

 

 8(i) 
 

Impairment Review 
 
K Miller introduced the report that had been circulated previously. She 
confirmed that the Association had sought the view of the External Auditor 
regarding what should be included, resulting in the format of the review 
changing slightly. 
 
K Miller advised that spend committed to the achievement of EESSH could 
affect impairment, however this will depend on whether the spend is 
capitalised. She confirmed that a further report regarding the Association’s 
capitalisation policy would be presented to the Audit Committee in October 
2022. 
 

 
 
 
 
 
 
 
 
 
 

KM 
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Following discussion, members approved the information that demonstrated 
there has been no impairment of the value of the Association’s stock, proposed 
by K Gillies and seconded by C Jaynes. 
 

 Policies for Approval 
 

 

 8(ii) Social Media Policy 
 
K Miller introduced the report that had been circulated previously. She 
highlighted that a number of changes were proposed, including that staff 
members should not have private accounts on social media that refer to Manor 
Estates. 
 
C Jaynes commented that it was useful to have the tracked changes 
document, to identify what has been changed, particularly for newer members. 
 
Following discussion, members approved the policy, proposed by P Rowsby, 
and seconded by G Kitchener. 
 

 

 8(iii) 
 

Annual Appraisal 
 
C Ironside introduced the report that had been circulated previously. She 
highlighted that there were no significant changes proposed and noted the 
reasons for delaying the report from February to April, i.e., to take account of 
any emerging issues following this year’s appraisal of members. 
 
W Raeburn noted that the appraisal process was easy to follow and sought 
confirmation of what the next stage would be. 
 
C Ironside advised that the information would inform a skills audit of the Board 
that would identify any specific gaps and enable targeted advertising for new 
members. She confirmed that the Chair and Vice Chair would be arranging 
meetings with new members over the next few weeks and that any member 
could seek to have such a meeting. 
 
C Ironside advised that information from the collective assessment had 
identified an appetite for members to hold a face-to-fact meeting. She 
confirmed that staff are currently looking to identify a suitable venue, the 
Association’s board room being unavailable. It is anticipated that members may 
wish to have a session with the Senior Management Team with the opportunity 
to continue the meeting without staff present.  
 
C Ironside confirmed that issues arising from individual assessments will be 
made available for discussion by the Board. She also advised that individual 
and collective training plans will be developed as a result of the appraisal 
process. 
 

 
 
 
 
 
 
 
 
 
 
 
 

CI 
 
 
 
 
 
 
 

Ci 
 
 
 
 

CI 
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P Rowsby commented on the section regarding corporate values, suggesting 
that it would be useful to have others’ views in this regard. He indicated that 
overall he found the process to be extremely useful. 
 
C Ironside advised members that she hoped arrangements could be made for 
Board members to meet / shadow staff other than SMT. 
 
Following discussion, members approved the policy, proposed by P Rowsby, 
seconded by K Gillies 
 

 8(iv) 
 

Rent Collection and Arrears Policy 
 
C Hughes introduced the report that had been circulated previously. She 
apologised that a tracked changes version had not been included. 
 
C Hughes highlighted that there were no major changes proposed to the 
current approach which focusses on early identification and intervention where 
arrears cases are identified. 
 
C Hughes drew members’ attention to the consultation exercise carried out by 
the Housing Officers which involved speaking to tenants who had been or were 
still in arrears with their rent.  Whilst most indicated that they were happy with 
the support and advice offered, a number felt that more account should have 
been taken of their individual circumstances. Going forward this is something 
that we will focus on, including asking individual tenants what help and support 
they are looking for. 
 
Following discussion, members approved the report, proposed by W Raeburn, 
and seconded by G Kitchener. 
 

 

9 Matters for Information 
 

 

 9(i) 
 

KPIs 
 
A Hay advised members that staff had attended the first of a series of 
workshops arranged by the reactive repairs contractor, noting that the next 
session will cover voids and staff from both the Property Services and Housing 
Management Teams will attend. 
 
W Raeburn expressed concern that staff are regularly reporting on discussions 
with the contractor, however there is no evidence of any improvement on 
performance. A Hay confirmed that the contractor has now appointed a number 
of key staff both at an operational and supervisory level. This, together with 
their proposed initiatives, is giving a positive message, however she 
acknowledged that we have yet to see results. 
 
C Ironside advised that the contract with the current provider is in its final year 
and the Association will be going out to tender later in the year. She expressed 
concern that feedback from other organisations also indicated poor 
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performance by other contractors. Currently thinking a key focus of the 
tendering exercise will be to ensure that any contract includes some form of 
penalty for non-performance. 
 
C Ironside sought to ensure members that staff are meeting with contractor 
representatives on a regular basis to address issues of concern. 
 
C Jaynes asked if the Association would consider splitting the contract rather 
that awarding to one provider. A Hay advised that this could be considered, 
more likely to be on a ‘function’ basis rather than splitting the stock. K Gillies 
expressed concern that splitting the contract could result in additional work 
through having to manage more than one contractor. She stressed the 
importance of having a contract that includes clear consequences for the 
contractor as a result of performance failures. 
 
K Gillies asked if the Association has a named contact who deals with planning 
the Associations calls. A Hay confirmed that one of the Contractors planning 
team deals largely with MEHA stock, building knowledge and expertise into the 
arrangements.  
 
C Ironside advised members that work is ongoing to improve IT systems to 
better report on issues relating to voids performance. 
 
A Hay noted that the Contractor would be adjusting the automised appointment 
backfill to build in greater flexibility for replanning works postponed by 
emergencies.  
 
Following discussion, members noted the report. 
 

 9(ii) 
 

Complaints Monitoring 
 
C Hughes introduced the report that had been circulated previously, noting the 
action proposed to address under-reporting of complaints and compliance with 
the Scottish Public Services Ombudsman (SPSO) response timescales. 
 
C Hughes further advised members that the format of the report had been 
designed to meet the requirements of the SPSO, however she recognised that 
this could be improved and will review. 
 
Following discussion, members noted the report. 
 

 
 
 
 
 
 
 
 

CH 

 N Wardrope and M Neill left the meeting prior to consideration of the Staffing Report 
 

 

 9(iii) 
 

Staffing Report 
 
C Hughes introduced the report that had been circulated previously. 
 
The Chair asked members to note that the Senior Finance Officer who has 
resigned offered to continue to work one day per week with the Association to 
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ensure a smooth handover to their successor. Members acknowledged that 
this was a testament to the member of staff and the culture of the organisation. 
 
Following discussion, members noted the report. 
 

 9(iv) 
 

Allocations 
 
C Hughes introduced the report that had been circulated previously, noting the 
Association’s continued support of City of Edinburgh Council in addressing 
homelessness throughout the city. 
 
Following discussion, members noted the report. 
 

 

 9(v) 
 

Planned and Cyclical Maintenance Report 
 
A Hay spoke to her report, noting that there had been an underspend in 
2021/22. She highlighted in particular a number of issues that had affected the 
proposed bathroom and door replacement programmes. 
 
A Hay confirmed that work is ongoing tendering current year contracts. 
 
Regarding question raised by the Chair ahead of the meeting, A Hay clarified 
that the combined non-access for fitting of smoke detectors, electric checks 
and loft insulation top ups spread across sixty-one properties. She confirmed 
that work is ongoing to address the issue, including pro-active contact by 
Technical Inspectors and Housing Officers. 
 
In response to a question from W Raeburn  regarding the impact on insurance 
if electrical check/smoke detector work has not been completed, A Hay advised 
that the Association’s insurer has confirmed there is no impact if we can 
demonstrate that we are actively managing it. W Raeburn  was concerned 
about the reputational risk were a fire to occur in a property where smoke 
detectors had not been fitted. A Hay acknowledged the concern and noted that 
the situation regarding a recent fire where detectors had been fitted and the 
residents were able to evacuate the property safely could be used as an 
example to encourage others to allow work to be carried out. 
 
In response to a question from C Jaynes, A Hay confirmed that Appendix 2 to 
the report shows percentage of budget spend and percentage of works 
complete.  
 
Following discussion, members noted the report. 
 

 

 9(vi) Health & Safety Report 
 
C Ironside spoke to her report, noting that it seeks to offer reassurance to the 
Board that matters are being monitored and dealt with appropriately, and that 
the Association is fully compliant with requirements. 
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K Gillies questioned why legionella testing is being carried out monthly, A Hay 
agreed to check legislative/good practice requirements. 
 
Following discussion, members noted the report.  
 

AH 

 9(vii) CEO Appraisal 
 
C Ironside asked members to note that the paper presented was a summary of 
her appraisal and that she would be happy to circulate the full report to any 
members who wished to see it. C Ironside also offered to leave the meeting if 
members wanted to discuss the review without her present. No member felt 
that this was necessary. 
 
W Raeburn  wished to support the comments that were included in the report, 
indicating the exceptional approach taken by the CEO, noting that she is easy 
to deal with and is clearly focusing on the right things. He also noted that the 
overall approach taken by the CEO is reflected in how well the SMT work 
together. 
 
Following discussion, members noted the report. 
 

 

 9(viii) SHQS and Door Entry 
 
A Hay introduced the report that had been circulated previously. She 
emphasised the advice received from the Association’s solicitor confirming that 
the Association cannot subsidise works carried out on behalf of owners and 
that installation of door entry systems cannot be considered an essential repair. 
 
A Hay noted that the inability to carry out works in mixed tenure blocks will 
impact on the Associations’ compliance with the Scottish Housing Quality 
Standard. She advised members that staff would continue to work to seek 
owners’ ‘buy in’ to have works carried out. 
 
Following discussion, members noted the report. 
 

 

 9(ix) SMT Update 
 
C Ironside introduced the report that had been circulated previously. 
 
There was considerable discussion regarding the ongoing issues with the 
Association’s lender in respect of seeking fixed rates for loans. It was agreed 
that the decision as to making a formal complaint be delayed until the end of 
May 2022. 
 
P Rowsby asked that Board thanks be passed on to the Welfare Rights Officer 
and the Housing Officers for the work done in obtaining significant financial 
gains for tenants. 
 
Following discussion, members noted the report. 

 
 
 
 
 
 
 
 
 

CH 
CI 
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10 Date and time of next meeting: Wednesday 25 May 2022 at 5.30 p.m.  

 
The meeting closed at: 7.00 p.m. 
 
 


