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1 INTRODUCTION

This Governance Manual reflects and should be read in conjunction with the company’s:

 Memorandum of Association
 Articles of Association
 Employee Handbook

The intention of this Manual is to provide information and guidance to all directors and staff in order to 
support the provision of a competent and professional quality service. It also sets out the policies and 
procedures that ensure good governance practices within the Company, both at operational and 
strategic levels. 

The Manual is a constantly evolving document and InvestSK is continually seeking ways of being 
more efficient and improving our service. Everyone is encouraged to make any observations to the 
Chief Executive, both in terms of suggestions for improvement and comment on current governance 
and operational practice. 

This manual is confidential to InvestSK and its contents may not be discussed with or disclosed to 
anyone outside the company.

Proposed changes to this Governance Manual, should in the first instance be forwarded to the 
Assistant Chief Executive for consideration and approval.  Once approved they will be incorporated 
into the next issue which will require full board approval before becoming effective.  In the normal 
course of business there will be an annual review and update of this document.

1.1 InvestSK

Our vision is to drive and support the economic, cultural and social growth of South Kesteven, and 
establish InvestSK as a credible deliverer of that ambition.

InvestSK has been established as an arm’s length company of South Kesteven District Council to 
occupy a position within and among external partners from the private and third sectors, and link 
those back into the Council’s ambition. Operating in this arena, its aims are to ensure that the 
economy of South Kesteven continues to grow; that its citizens have access to an excellent quality of 
life, through cultural and place-making interventions; and that its citizens and businesses can access 
the right skills to deliver that growth. 

Whilst initial funding has been made available by South Kesteven District Council for InvestSK to 
recruit, establish its business and fund interventions, the company fully recognises that it has a 
responsibility to source alternative sources of funding to reduce the financial burden on the council 
and/or define more outcomes. 

The aims of InvestSK focus on delivering improvements in the following key areas:

Business Growth & Inward Investment Arts & Culture
Skills Development Heritage
Town Centres & Markets Visitor Economy
Place-Making & Regeneration Marketing
Community Funding

Operating aims of the company, are to be effective, efficient and accountable; while members of staff 
are encouraged to be creative and responsible, with clear aims to deliver outcomes for South 
Kesteven.



1.2 Governance Structure

1.3 Operational Structure



1.4 Key Governance Documents

A copy of all of the following documents are available from InvestSK’s Office Manager on request.

i) Articles of Association

InvestSK was registered as a company (private, limited by guarantee) on 13th June 2018 and has a 
company registration number 11413907. 

The Articles of Association were amended in 2019 to register InvestSK as a not for profit company. 

ii) Memorandum of Understanding

A Memorandum of Understanding has been signed by South Kesteven District Council and the board 
of directors for InvestSK. This agreement sets the terms and understanding between South Kesteven 
District Council (the Member) and InvestSK Limited (the company) as it delivers economic growth and 
place-making activities and services to the district of South Kesteven.  

The agreement was signed in August 2018 and runs until July 2021.

iii) Service Level Agreements for Core Services 

South Kesteven District Council offers core services to InvestSK as a wholly owned company of the 
local authority. These include IT, facilities and property management. These are reviewed on an 
annual basis.

iv) Employee Handbook

This document sets out all of the governing policies and procedures relating to employment within the 
Company.

v) External Contracts for Services 

External contracts for services delivered by InvestSK may require specific governance structures for 
the delivery of those services.



2 Board of Directors 

2.1 The Role of the Board of Directors

The board of directors of a company is primarily responsible for:

 Determining the company’s strategic objectives and policies
 Monitoring progress towards achieving the objectives and policies
 Ensuring the proper financial management of the company
 Appointing and managing the Chief Executive 
 Accounting for the company’s activities to relevant parties, e.g. shareholders.

2.2 Structure and Operation of the Board 

InvestSK is required to have a minimum of one Director and no maximum number of individual 
Directors is set. Directors should bear in mind the need to maintain a reasonable maximum number to 
ensure that decision making is robust and transparent.

A Chairman is elected by other members of the Board, who will lead board meetings and 
communicate regularly with the Chief Executive. The Chairman also has the casting vote in any 
decision making.

Decisions are taken on a majority basis. However, such a decision will only be valid where it is 
supported by at least one director who is an elected representative of the Member.

Directors will meet on a quarterly basis to discuss progress, assess risk, review financial performance 
and offer advice and guidance to the Chief Executive. In order to be quorate during these meetings, at 
least half the number of Directors currently on the Board must be present and able to vote.

The Company keeps a register of Declarations of Interest for Directors so that any conflicts of interest 
are noted in advance of all decision making and measures taken accordingly. 

Additional Directors are to be appointed within a board meeting by existing Board members.

Additional Member applications (if this ever arises) are subject to the consent of the existing Member 
and may be subject to conditions.

Annual General Meetings of the Company are held annually in June and must be attended by 
Directors and a Member representative. At this meeting, the annual audited accounts are reviewed 
and approved by Directors and the Member. 

The minutes of all meetings of the Board of Directors shall be drawn up and kept as a permanent 
record.  Given the commercially sensitive nature of many of InvestSK activities, these minutes shall 
have restricted access. The minutes of the meetings will be presented to the Board of Directors at the 
next meeting.

The Board of Directors will appoint a Company Secretary, who will be responsible for submitting 
annual accounts to Companies House and ensuring all corporate responsibilities and regulations are 
met. 

For additional information please refer to InvestSK’s Articles of Association.

2.3 Marketing and Communications

All marketing and promotion relating to the Board of Directors is to be approved by the Chairman in 
advance. 

The Chief Executive Officer leads on day to day communication with the Board of Directors and the 
Member of the Company. Other senior members of staff are asked to keep the Chief Executive 
informed of any communications to maintain an informed and transparent dialogue within the team.



3. Delegated Authority 

3.1 Financial Regulations

Delegated authority is given to the Chief Executive for financial management according to the 
following regulations:

i) Annual Budgets

 The Chief Executive shall be responsible for preparing and presenting an annual budget with 
sufficient information for approval and sign-off by the Board, prior to the start of the financial 
year.

 Significant budget alterations and deviations outside approved expenditure can only be by 
Board approval unless the Chief Executive and Chair have agreed the deviation or alterations 
and report it to the next Board meeting.

ii) Management Accounts

 Management accounts will be provided to the Board of Directors on a quarterly basis.

 Management accounts presented to the Board of Directors will consist of:

- An Income Expenditure account
- An Actual vs. Budget statement for the quarter and a year to date statement with an 

explanation for significant variances
- An accounts receivable ageing summary
- A balance sheet
- Analyses of any other material or variances

The management accounts will be reviewed by the CEO prior to the Board Meeting.

iii) Control of Revenue budgets

 It shall be the duty of the Chief Executive to ensure that adequate controls and systems are in 
place for financial and accounting arrangements, the proper recording of all monies due to the 
Company, and the proper collection, custody, control and disposal of all cash.

 Details of all charges made for work done, services provided, or goods supplied by the 
Company and all other amounts due to the Company shall be notified to the Office Manager.

 Senior Managers are responsible for their individual budget and will manage expenditure on a 
day to day basis. Budgets will be reviewed at Senior Management Team meetings.

 If there is a cost saving on a particular Department Centre, the Senior Manager must obtain 
authorisation from the Chief Executive prior to relocating the funds to another area.  On the 
contrary, any overspend must be agreed with the Chief Executive prior to committing 
expenditure.

iv) Capital expenditure

 All projects, developments or items defined as capital expenditure with a £5,000 minimum will 
need an appraisal before approval by the Chief Executive and/or the Board.

 Capital expenditure projects in excess of £10,000 will require approval by the Board.

 All acquisitions of land and property require approval by the Board.

v) Loans and Investments

 All loans taken out by the Company require the approval of the Board.

 All investments outside normal Bank Accounts require the approval of the Board.



vi) Procurement 

 Senior Managers are able to procure goods, services and capital items up to £1,500 without 
authorisation from the Chief Executive, providing that this expenditure is included within their 
annual budget. Procurement above £1,500 requires authorisation from both the Chief 
Executive and the Senior Manager responsible for the budget allocation.

 InvestSK ensure value for money when procuring services or items and will seek following 
levels for tender.

 These rules note the following procurement thresholds:
- £0 - £10,000 – one quotation, direct approach to single supplier
- £10,001 - £50,000 - three written quotations based on a Request for Quotation document, 

unless an exception can be made
- Above £50,000 – four written quotations based on a Request for Quotation document, no 

exception
- Please note the EU procurement thresholds for Services, Supplies and Works and 

ensure that the OJEU process is followed.

 Tenders will be scored based on both quality of the tender, value for money and benefits to 
the local economy from procuring from local companies. 

vi) Payment of Invoices

 All invoices received, either as hard copy or e-mail attachment, shall be logged by the Office 
Manager who shall ensure as far as possible, that they are properly payable by the Company.  
A copy should be given to the relevant Senior Manager.  

 All invoices shall be matched for payment with the relevant purchase order, subject to 
approval as outlined above.  All invoices will be coded to the appropriate Department Code 
and Nominal Code where applicable. 

vii) Banking Arrangements

 The Chairman and Chief Executive jointly shall be authorised to initiate with InvestSK’s 
Bankers the opening and closure of such bank accounts as they think necessary. Ratification 
of bank account opening and closure and/or applications to vary the signatories of existing 
accounts shall require the Board approval.

 All instructions to the Bank shall be signed by an authorised bank signatory. Any amount over 
£50,000 will require authorisation from the Chairman of the board.

 Cheque books, bank statements and credit cards are to be held securely and used only by 
those authorised to make payments.

 The Chief Executive is authorised to arrange overdraft facilities with the bank in consultation 
with the Chair of the Board.

viii) Write Offs / Losses

 Sums due to the Company in excess of £500 shall not be written off without the prior approval 
of the Board.

 Sums of less than £500 may be written off by the Chief Executive and reported to the Board 
quarterly.  All write offs shall be entered on a register detailing the company, the amount, the 
reason and the date of the write off.

xi) Insurances

 The Chief Executive will ensure that professional indemnity, employer’s liability and public 
liability insurance cover are in place and will lead on negotiation for any claims. Senior 
Managers will undertake this role for any projects or initiatives managed by them.

 The Board will be kept informed of all major risks which require to be insured and of any 
significant material alterations affecting existing insurances. Insurance requirements relating 
to specific projects should be arranged by the Chief Executive and Senior Managers. 



 The Board will be kept informed of insurance cover on an annual basis.

x) Employee Salaries and Expenses

 The CEO has overall responsibility for Terms and Conditions of Employment for employees of 
InvestSK.

 The Board will approve the parameters within which pay awards should take place and 
material changes to the Conditions of Employment.

 The Board will approve the remuneration package for the Chief Executive will be involved in 
subsequent appointment.

 The Chief Executive will appoint staff and will undertake interviews and appointments in 
consultation with the relevant senior manager.

 The Board will approve all redundancy proposals and severance terms for the Chief 
Executive and Senior Team.

 The Chief Executive will authorise all contracts and amendments to terms and conditions 
within parameters of budget and the employee handbook.

 The payment of salaries and wages shall be approved by the Chief Executive or Assistant 
Chief Executive.

 All claims for payment of mileage and other expenses shall be approved by an employee’s 
line manager and payment of these expenses will be approved by the Chief Executive or 
Assistant Chief Executive.

3.2 Chief Executive – Delegated Responsibilities

Subject Reserved to the Board Delegated to – responsibility of 
the CEO

Corporate governance Consideration and approval of 
aspects of corporate 
governance, including 
principles of good governance, 
and appointments to 
committees.

All matters of organisational 
structure at operation level.
Delegation of authority to other 
senior employees.
Recruit staff, Company consultants 
and prepare and maintain a 
comprehensive scheme of 
delegation for the organisation.

Strategy Determining the overall 
strategic direction of the 
Company. Consideration and 
approval of the Company’s 
strategic business plan.
Consideration and approval of 
formal strategic partnerships 
with other organisations, 
following recommendation by 
CEO.

Preparation of the Company’s 
strategic plan for consideration and 
approval by the Board, ensuring 
early consultation with the Board.
Recommendations to the Board for 
formal strategic partnerships with 
other organisations.

Functions, powers and 
discretions (legal and 
administrative)

Strategic principles governing 
operational policy relating to 
the exercise of the Company’s 
functions, powers and 
discretions.

Exercise of all the Company’s legal 
and administrative powers and 
discretions in furtherance of 
statutory functions, subject to 



Subject Reserved to the Board Delegated to – responsibility of 
the CEO

escalating any high risk/high impact 
issues to Directors.

Corporate plans and 
budget

Consideration and approval of 
the Company’s works plans 
and annual budgets.

Preparation of work plans and 
annual budgets in line with the 
Company’s strategic business plan, 
ensuring early consultation with the 
Board.

 Variations to the approved 
budget where the variation 
would have a significant impact 
on the overall approved levels 
of income and expenditure.

Variations to the approved budget 
where the variation would not have a 
significant impact on the overall 
approved levels of income and 
expenditure. 
Please also note the Financial 
Regulations outlined above.

Annual report and 
accounts

Approval of annual report and 
accounts, in conjunction with 
the Auditor, with reference to 
any recommendations offered.

Drawing up the annual report for 
board approval.
Drawing up annual accounts for 
Board approval.

Audit issues Appointing both the internal 
auditors and approval of 
changes to auditors’ overall 
terms of appointment.

Responsibility for management of 
relationships with internal and 
external auditors.

Corporate/operational 
performance 
management

Determination and approval of 
arrangements for performance 
management and 
consideration of regular 
monitoring reports.

Informing the Board of progress in 
achieving performance objectives 
and advising of any significant 
variance from the approved 
operating plans and budget.
Informing the Board of any 
significant issues in the operation of 
the Company.

Risk management Approval of the Company’s risk 
register and mitigation 
strategies. Ownership of the 
risks associated with the 
operation of the company.

Maintaining the risk register and 
ensuring that the mitigation 
strategies are actioned. Delegating 
to other senior staff as appropriate.  
Advising the Board of any material 
change to the risk register. 
Escalation of issues for 
consideration by the Board in 
accordance with the Company’s risk 
management strategy.

People issues Approval of significant changes 
to overall HR policy, including 
staff terms and conditions of 
employment, and structure of 
the Company.

Responsible for management of 
staff, delegating line management to 
senior managers and working with 
an external HR consultant. 



Subject Reserved to the Board Delegated to – responsibility of 
the CEO

Lead on recruitment for all staff 
underneath the CEO.
Escalation of issues for 
consideration of the Board in relation 
to the Discipline and Grievance 
procedures. 

 Approval of any cost of living 
salary increases and 
renumeration of the CEO.

Responsible for renumeration of all 
staff within the salary structure set 
by the Board.

 Significant 
publications

Approval, in good time before 
publication, in the case of 
significant publications, of the 
content including the key 
messages, and the plan for 
communication and 
implementation.

Publishing significant publications in 
accordance with the Board’s 
approval.

Communication issues Approval of communication 
strategy and plans in relation to 
matters of major public, 
political or reputational 
significance.

In consultation with the Chair as 
appropriate, signing off all press 
releases and other statements 
where the statement is on a matter 
of major public, political or 
reputational significance.
Identifications of significant issues to 
be considered by the Board.

Company 
administration

The cycle of Board meetings, 
the composition of Board 
agendas and approval of 
minutes of Board meetings.

Ensuring adequate resources are 
available for the functioning of an 
effective Board secretariat. 
Board Secretary to be appointed 
subject to Chair approval and to be 
provided with administrative support.

GDPR GDPR Policy and Guidance.
Review of Retention and 
Disposal Register. 

Ensuring that the Retention and 
Disposal Register is kept up to date 
and advise staff on requirements. 
Respond to FOI requests that are 
submitted to South Kesteven District 
Council 



4 InvestSK – Strategic Business Planning

InvestSK as a not for profit company is only recently established and the board is working closely with 
the Chief Executive and Senior Management Team to consolidate progress to date and to embed 
good governance practices.

The following plan shows the stages needed to reach a sustainable position and to continue to meet 
the vision of the company for its Member in the future.

A strategic business plan for the period of 2019-22 has been adopted by the Board of Directors and 
approved by the member. This includes information about the individual work plans of the thematic 
priorities noted above and allows InvestSK to measure performance and demonstrate impact.

Performance management targets are also contained within the Memorandum of Understanding with 
South Kesteven District Council.



5 Company Policies and Procedures

Ref Policy/Procedure
GOVERNANCE

Equal Opportunities

Safeguarding

Anti-Slavery

Raising a Concern at Work

Environmental Protection

Corporate Social Responsibility

EMPLOYMENT
01 Maternity
02 Paternity

03 Adoption

04 Flexible Working

05 Parental Leave

06 Time Off for Dependants

07 Alcohol and Drugs

08 Managing Stress

11 Managing Absence at Work

15 Homeworking

18 Working Alone – Personal Safety

21 Shared Parental Leave

23 Privacy Notice for Current and Former Employees

Training and Development

Holiday 

Sickness 

Telephone & Mobile 

Disciplinary

Grievance

Capability

Bullying and Harassment

No smoking

Dress Code & Appearance



OPERATIONAL

Health & Safety at Work

Fire Safety

12 Display Screen Equipment

16 Manual Handling at Work

IT

20 Social Media

22
Managing the Risk of Cyber Attacks in the 
Workplace

24 Managing the Risk of Slavery in the Workplace 

Control of contractors

Complaints 

Record Retention & Disposal

Quality Assurance

Recruitment of Ex Offenders

Use of Photographs

Volunteer Policy


