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Annual Declarations of Interest Form  
for Governing Body Members  

  
 
 

Purpose 
 

1. WGHC has approved a Code of Conduct for Governing Body Members.  This must be 
signed annually (usually after the AGM but before the September meeting) by each individual 
member. 
 

2. In accordance with Section C of the Code, members must also annually complete a 
Declaration of Interests Form (DOI).  Committee members will complete this DOI form on 
an annual basis (every year following the AGM but before the first Committee Meeting held 
thereafter) to ensure any interests which have arisen throughout the previous year are 
recorded in the DOI Register.  

 
3. At Committee and Subcommittee Meetings, where a member has an interest in any matter 

being discussed or considered at a meeting, a declaration of interest must be made.  
 

4. The Committee Member must not take part in the discussion.  
 
As per our Rules, it will be at the Chair’s discretion whether the Committee Member will be 
permitted to stay in the meeting whilst the matter is being discussed or whether they must 
withdraw from the meeting.  

 
5. Any declarations made will be recorded in the minute and the DOI Register will be updated 

after the meeting. The Code of Conduct for Governing Body members contains a section on 
Declaring Interests that should be complied with at all times.  

 
6. The Register of Interests will be maintained by the CEO/Secretary. 
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Annual Process (September each year) 
 

1. On an annual basis, after the Annual General Meeting but BEFORE the first Committee 
Meeting thereafter, all Committee Members will be required to sign their Code of Conduct and 
complete a Declaration of Interest Form as found below in Appendix 1.     Appendix 2 provides 
our Approved List of Contractors, Suppliers and  Consultants;  

 
2.   All completed Signed Code of Conducts and DOI forms will be returned to the CEO/Secretary 

and be shared with the Chair. 
 
3.    The CEO/Secretary and Chair will jointly review all DOI forms, and if there are any declarations 

of interest  noted on the form, the Chair will note any steps which are to be taken to ensure this 
interest is managed and will sign off and return the form to the CEO/Secretary. 

 
 4.    The Secretary/CEO will then ensure that all declarations of interest are recorded      on the 

Register of Interests.  All completed DOI forms will be filed and retained by WGHC. 
 
5.     The Secretary/CEO will also ensure that each Committee Member has signed 
         their own copy of the Code of Conduct for Governing Body members and returned these to the 

office for filing alongside the respective DOI form.  
 
 
 
 
 The Process Summarised 
 

Step 1. Look at the List of Approved Contractors on page  
Step 2. Complete this form  
Step 3. Joint Review with CEO/Secretary and Chair  
Step 4. All DOI will be recorded in the Register of Interests 
Step 5: Completed DOI forms and signed Code of Conduct will be filed and held by WGHC. 
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Annual Declaration of Interest Form 

 
 
Name :  «Forename» «Surname» 
 
 
Address:  «Address», «City», «Postcode» 
 
 
ACTION 1   Completing your Declaration of Interest (DOI) Form 
 
As per WGHC’s  Entitlements, Payments & Benefits policy, we have a legal duty under the Housing 
(Scotland) Act 2001 to ensure that our Governing Body Members have no conflict of interest 
between their personal circumstances and the work of West Granton Housing Co-operative.  
 
This declaration of interest, is a requirement under Rule 35.2 of WGHC’s Registered Rules, and  
protects both the organisation and the governing body member, by disclosing any personal or 
professional interests, that could potentially influence or might be perceived as influencing decision-
making.   
 
The purpose of your signed declaration is to help WGHC ensure that all interests are transparently 
disclosed and appropriately managed. 
 
If your circumstances change during the year, it is your responsibility to tell us about a potential 
conflict of interest.  
 

 
 
ACTION 2   Signing your Code of Conduct 
It is a requirement of the WGHC Registered Rule 34.5, that no Committee Member can take up 
office until they have agreed to so and signed their Code of Conduct.   
 
Accordingly, every Committee Member is also required to have signed their Code of Conduct every 
year alongside their completed Declaration of Interest Form, following the AGM but before attending 
the first Committee Meeting thereafter.  
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Q1. Are you closely connected to of a member of staff, a tenant or someone who works for 
anyone our Approved List of Contractors, Suppliers and Consultants?  
 
 
Yes         No 
 
 
If yes, give the name of this connected person.................................................................  
 
Details of your Relationship with this connected person ………………….…………….. 
 
Work position held by this person......................................................................................  
 
 
 
 
Q2. Have you, or are you, employed in a private capacity by a WGHC supplier or funder?  
(this includes City of Edinburgh Council or Scottish Govt) 
 
 
Yes         No 
 
 
If yes, give the name of the organisation………………………………………………….  
 
Dates of Employment…………………………………… ………………….…………….. 
 
Work position held by you......................................................................................  
 
 
 
 
Q3. Do you have an interest which could have an influence on your role as a Committee 
Member?   (for example, are you a Director, or officer, of another business OR are you an official or 
elected member of any other membership organisation or statutory body)? 
 
 
Yes         No 
 
 
If yes, please give details: 
 
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………… 
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Appendix 1 

 
Signed Declaration by Governing Body Member 
 
 

❖ Code of Conduct for Governing Body Members 

 
I, «Forename»«Surname», residing at my Scottish Secure Tenancy address of «Address», 
«City», «Postcode», confirm I have read and understood the Code of Conduct for Governing 
Body Members, and accept the expectations and obligations contained within it.  I understand 
that action may be taken by the Co-operative in the event of any breach of the Code.   
I confirm I have signed my copy of Code of Conduct and returned this to the WGHC Office. 
 
 

❖ Declaration of Interests Form 
 
I, «Forename»«Surname», residing at my Scottish Secure Tenancy address of «Address», 
«City», «Postcode», confirm I have read the List of Approved Contractor, Consultants and 
Suppliers in Appendix 2, and completed the DOI Form accurately to the best of my knowledge.  
I confirm it is my responsibility to disclose all current or past, private or business, relationships 
or dealings with these contractors and consultants.  I further confirm that it is my responsibility 
to declare any changes in this form, in writing, within 7 working days of that change.  

 
 

 

 

Signed……………………………………….........................Dated…………….......................... 

«Forename» «Surname» 
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▪ REVIEW 

 
Carried out jointly by both the CEO/Secretary and Chair 
 
Is there a potential conflict of interest declared in this form? 
 
 
Yes         No 
 
 
If yes, please give details: 
 
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………
………………………………………………………………………………………………………………… 
 

Signed……………………………………….........................Dated…………….......................... 

CEO/Secretary 

Signed……………………………………….........................Dated…………….......................... 

Chair 

 

▪ Recording in the Register of Interests 
 
Date recorded in the DOI Register………………………………………......................... 

 

Signed……………………………………………………………………………………….. 

CEO/Secretary 
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APPENDIX 2 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 


