COLCHESTER BOROUGH HOMES LIMITED
EIGHTY-FIFTH BOARD MEETING
To be held 5.30 pm, Tuesday 27 October 2015
St. John Payne Church Hall, 21 Blackthorn Avenue,
Greenstead, Colchester CO4 3QD
AGENDA – Part A
(Open to the public)

1.

Apologies & quorum

2.

Welcome to newly re-elected Tenant Board Members
Anne Grahamslaw, Chair of the Board

3.

Declarations of Interest by Board Members and Officers
Members and officers to declare any interests not in the Register

4.

Minutes of Previous Meeting (Page 1)
To approve as a true record the minutes of the meeting held on 28
September 2015, and to deal with any matters arising

5.

Voice Your View

ITEMS FOR DECISION
6.

Appointment of Vice Chairs of the Board (Page 9)
Owen Howell, Board Assurance Officer

7.

Information and Confidentiality Policy (Page 11)
Owen Howell, Board Assurance Officer

8.

Strategic Risk Register (Page 51)
Michael Hadjimichael, Director of Resources

ITEMS FOR INFORMATION
9.

Annual Resident Involvement Presentation
Karen Williams, Head of Housing Management

10.

Residents’ consultation on Future Proofing (Page 57)
Karen Williams, Head of Housing Management

STANDING ITEMS
11.

Finance Assurance Report (Page 65)
Michael Hadjimichael, Director of Resources

12.

Performance Assurance Report
As the most recently compiled performance data was presented at the
previous Board Meeting, there will not be a Performance Assurance Report.

Continued…

13.

Committee Minutes (Page 69)
Board members are invited to raise questions and comments on the following
items:
(i)
(ii)

Finance & Audit Committee
Business Opportunities Panel

6 October 2015
12 October 2015

14.

Forward Look (Page 79)
An update of future decisions required and items to be discussed at future
Board meetings.

15.

Any Other Business

16.

Exclusion of the Public

Forthcoming meetings:

Meeting Dates
Wednesday 9 December 2015
Tuesday 16 February 2016
Tuesday 26 April 2016

Colchester Borough Homes Ltd
Company Number 4843624
A Company Limited by Guarantee
Registered in England

Minutes of the Eighty-Fourth Board Meeting
Held on 28 September 2015 at 5.30 pm
In Room 1, Rowan House
Sheepen Road, Colchester CO3 3WG
Present:
Anne Grahamslaw
Nigel Chapman
Alan Blois
Geoff Foster
Michala Carey
Julie Parker
Glen Houchell
Julia Havis
Tina Graves
Gerard Oxford

In Attendance:
(Chair)
(Vice Chair)
(Vice Chair)

Greg Falvey
Michael Hadjimichael
Karen Loweman
Mark Wright
Gerardine Murphy
Kirk Braker
Matt Armstrong
Kathy Fitzgerald
Owen Howell

(Minutes)

Lynn Thomas
Tim O’Connor
James Watson

(CBC)
(Scrutton Bland)
(TLCC)

1.

Apologies and quorum

1.1

Apologies had been received from Mike Lilley and Dionne Philp.

1.2

Anne Grahamslaw declared the meeting as quorate.

1.3

It was agreed that Information Items would not be discussed at the meeting, with
any questions to be sent to Owen Howell within the next two weeks, copying in
the Chair of the Board. Answers would be collected and disseminated to
Members.

2.

Declaration of interests by Board Members and Officers

2.1

No additional interests were declared.

3.

Minutes of the meeting held 17 June 2015 and Matters Arising

3.1

The minutes were approved as an accurate record and signed by the Chair.

3.2

All action points from the meeting had been completed.

4.

Voice your view

4.1

Kathy Fitzgerald read a statement on behalf of the Tenants’ and Leaseholders’
Consultative Committee to explain that there had been an interruption in their
activities, owing to loss of two members and staff absence. They would resume
now that two new members had been recruited.
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5.

Strategic risk register

5.1

Michael Hadjimichael introduced the report and explained its new style and
updates.

5.2

Two new risks had been added as a result of the government’s budget
announcements in July:
•
•

Impact of Welfare reform
Impact of announcements affecting the financial position of CBH

5.3

Progress has been made to improve the risk score of two of the items, with
further work on-going to reduce the score of all risks.

5.4

Anne Grahamslaw praised the effective and appropriate nature of the redesigned
strategic risk register and commended Michael for his work on this.

6.

Adoption of audited accounts

6.1

Michael Hadjimichael confirmed that the audited accounts had been presented to
the Finance & Audit Committee in July, where they were recommended to the
Board for approval. There have been no significant changes since that time.

6.2

Board approved the accounts and agreed that:
• The Chair of the Board signs the accounts
• The Chair of the Board signs the Directors’ Report
• The Chair of the Board and the Chair of the Finance & Audit Committee
sign the Annual Governance Statement

7.

Value for Money Strategy

7.1

Michael Hadjimichael confirmed that the Strategy had been approved by the F&A
Committee in March, which was followed by the production of an executive
summary. The Strategy will be under constant review.

7.2

Michael confirmed that the action plan will be reviewed by the F&A Committee on
a quarterly or twice-yearly basis, with an annual update going to the Board.

7.3

Greg Falvey added that CBH had invited CBC scrutiny, with regular updates
being given to CBC at Principle Liaison Meetings. This will ensure transparency.

7.4

The Value for Money Strategy was agreed.

8.

Approval of Company Annual Report

8.1

Members were shown the Annual Report, which was in the form of a video.

8.2

Greg Falvey explained that the Report had been produced as a video this year in
an attempt to increase the uptake, with research having shown that online
content was becoming the favoured way for receiving information. This also cut
down cost which had been incurred in previous years on excess copies of printed
reports. A printed synopsis of th Annual Report would still be included in Housing
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News and Views for the benefit of residents who could not view the video
version.
8.3

The Board approved the new format and it was suggested that a copy was
provided to Council and councillor colleagues, and that it be requested that a link
to the Report be added to the website of CBC. Action: Greg Falvey to ensure
that a link is requested.

9.

Information and Confidentiality Policy

9.1

Owen Howell introduced the amendments to the Policy and confirmed that the
amended Policy had been recommended for Board approval by the G&R
Committee Meeting held on 9 July 2015.
The only substantive amendment recommended by the G&R Committee was to
codify our commitment to never force a tenant or customer to lodge a Subject
Access Request with another organisation or body. Such an action would be
illegal and so the G&R Committee recommended that we expressly acknowledge
this.

9.2

The following questions were asked by Members:
•

Re. pg 117, 3rd bullet point: How do staff who work remotely store
securely their devices?
Action: Owen Howell to obtain an answer and communicate this to Board
Members.

•

Re. pg 117, 1st bullet point: How are documents to be disposed of in line
with the Document Retention Schedule, as this Schedule is not attached
to the Policy paper included in the Board Papers?
Action: Owen Howell to send a copy of the Document Retention
Schedule to Board Members.

•

Re. pg 118, 2.7: Should the Chair of the Board be notified upon
completion of the annual review of the Data Protection Register and reregistration with the Information Commissioner?
Action: Owen Howell to obtain views on best practice and to make a
recommendation in line with this.

9.3

It was agreed that Board would reconsider this Policy at the Board Meeting of 27
October 2015 once answers to the above questions had been obtained.

10.

CBH Foundation

10.1

It was explained that the working title ‘CBH Academy’ project might be renamed
as the CBH Foundation, to avoid confusion with the Colchester Academy. The
naming is still under consideration.
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10.2

Gerardine Murphy introduced the report.

10.3

Gerardine explained that this was a project to coordinate and expand existing
work under one name as a tangible product. Whilst there was currently no need
to create a separate governance structure for this, such a structure could be
introduced once the project is rolled out and proving successful.

10.4

Gerardine explained that a project initiation document had been drawn up which
included much data regarding groups who would be most likely to benefit from
the learning opportunities provided through the Foundation. Consultation
exercises had been carried out to determine the needs of potential participants.

10.5

CBH Foundation would be looking to act as a facilitator, identifying individual
training/experience needs and connecting individuals with appropriate
organisations with the capacity to offer training and opportunities. We are not
looking to run these programmes in-house. Examples include Colchester
Institute, Harlow College and the training provider Qube.

10.6

As the Foundation grows and becomes able to attract extra funding, there is the
potential for us to directly provide opportunities/training in areas where there is
currently a gap in the market.

10.7

Outcomes would be monitored by a dedicated member of staff, although some
outcomes would be difficult to monitor – e.g. employment outcomes are
dependent on many factors, so the tangible benefits of training provided are hard
to measure.

10.8

It is yet to be decided where in our organisational structure the Foundation will be
located, but it is likely that the coordinator will liaise with staff and tenants across
CBH rather than work in a discrete area.

10.9

Concern was raised that we might be duplicating sign-posting work being done
by other agencies. Gerardine explained that we would be directly providing work
experience/apprenticeship opportunities and some direct training. The rest of the
project would be partnership working with other bodies. Greg Falvey added that
all of the statutory agencies have gaps in their provision and that when we carry
out voluntary interventions to help tenants, it helps our core business through
improving the situations of our tenants. There are currently many opportunities
which are not being taken up by tenants owing to a lack of sign-posting.

10.10

Gerardine noted that the Government was planning to introduce an
apprenticeship levy on companies, whether they provide apprenticeships or not.
This would increase the incentive for us to provide apprenticeships, as we would
be paying towards them anyway.

10.11

Gerardine confirmed that volunteer involvement was expected, especially in the
provision of digital skills training, with residents and operatives being trained to
help other residents. Karen Loweman expanded on the collaborative work being
done with the Colchester Volunteer Service (CCVS) in this area. Anne
Grahamslaw highlighted the need to conform to HR legislation when involving
volunteers in service provision. It was confirmed that we have policies for both
tenant and staff volunteering.
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10.12

Questions were raised as to the term ‘Foundation’ having a set legal status.
Action: Gerardine Murphy to confirm that this was not the case.

17.

Finance Assurance Report

17.1

Michael Hadjimichael introduced the Report as the financial position of the
Company as of 31 July 2015. The F&A Committee had examined the position as
of June, but owing to timing had not seen the July figures. The position was
largely as expected, with some underspends.

17.2

Michael clarified that the new business income was the anticipated sum and was
included in the ‘other/Revenue’ total included in this report.

17.3

It was clarified that the second column in the table at 6.1 should be labelled
‘Anticipated profit’ rather than ‘Anticipated Income,’ and should appear alongside
a column showing ‘Anticipated Income.’ Action: Michael Hadjimichael to ensure
that the relevant changes are made to this table in future papers.

18.

Performance Assurance Report

18.1

Karen Loweman presented the Report and confirmed that the Operations
Committee continued to monitor performance, especially around the Key
Performance Indicators (KPIs).

18.2

There is currently only one KPI which is marked ‘Red’ (B&B usage), which at the
time of publishing was at 28. As of the day of this meeting, this was now down to
nine.

18.3

There are several KPIs which are currently Amber but are close to being ontarget (as detailed in this report). Mark Wright explained that ‘Average days to
complete a repair’ was currently running slightly over target owing to the
increased number of lengthy jobs which were taken on and completed over the
summer months.

18.4

The decrease in the average void time before re-letting (compared to the target)
was explained as partly owing to improved working between Housing and
Property Services and partly owing to the fact that we set our target based on
average times to re-let, with no way to predict when voids will appear which
require a longer amount of time before they are ready to be re-let. Karen
confirmed that we are on track to be on target by the end of the year.

18.5

Karen explained that properties which are in need of serious remedial work, but
are occupied by tenants who refuse the work, are included within the capital
works programme, but that it is impossible to know when they will become void,
thus allowing this work to be done. We know a proportion of voids will be in this
category, and this is factored in to our target and we make a pre-tenancy check
on such properties when tenants give notice of their intention to vacate.

18.6

The work being done to reduce the number of under-occupied properties
involves working to find acceptable options to downsize for the tenants, based on
location, needs, etc. We then search for acceptable alternative accommodation.
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19.

Committee minutes

19.1

No questions were raised.

20.

Board Forward Plan

20.1

Owen Howell presented the Board Forward Plan. This was accepted without
amendment.

21.

Any other business

21.1

In response to a question regarding the meeting calendar for 2015/16, Owen
Howell informed the Board that he was awaiting the release of the calendar of
CBC meetings, at which point he will compile a draft list of meeting dates, which
will be circulated for comments and amendment requests.

21.2

Greg Falvey and Anne Grahamslaw highlighted the quality of the NFA seminar
on 5 November and recommended attendance for those who are able.

21.3

CBC’s intention to find a way to assist in accommodating refugees was
discussed. If this were to happen, it is likely that CBC would act in an advisory
and sign-posting role, rather than trying to directly provide housing from the local
social housing stock. It was confirmed that housing that was being offered by
CBC were properties owned by private owners and had not been previously
available for let.

21.4

Board was reminded that the upcoming AGM/Board would confirm Committee
Chairs and Vice Chairs. Action: All Members wishing to put their name forward
for a Committee Chair- or Vice-Chairmanship should inform Owen Howell of this.
Where more than one Member has expressed interest in a role, an anonymous
election will be held to allow Board Members to choose their preferred candidate.

21.5

The size of the Board papers was raised as a concern. Whilst this will become
less of a problem once plans to give online access to Board documents are
carried out, it was proposed that all report papers which have been past a subcommittee are only provided in full within the electronic version of Board Papers,
with the hard copy only containing the executive summary. Hard copies of full
reports can be made available on request. This was agreed.

With no further business, the meeting finished at 6.27 pm.
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List of Actions arising from Board Meeting held on 28 September
Item

Action

Who

By when

Done

28 September 2015
8.3

Greg Falvey to ensure a request to link to
our annual report is put in to CBC
regarding their website.

Chief Exec

Once
report is
published

9.2

Owen Howell to provide answers to
questions regarding the Information &
Confidentiality Policy.

Board
Assurance
Officer

27
October
2015



Service
Development
Manager

27
October
2015



10.12

Gerardine Murphy to confirm if the term
‘Foundation’ has a set legal status

17.3

Michael Hadjimichael to make changes to
the table at 6.1 in this report, amending
column heading and include both
anticipated profit and anticipated income.

Director of
Resources

27
October
2015



21.4

Board Members to express interest in Vice
Chair and Committee Chair positions prior
to next Board Meeting.

Board
Members

16
October
2015
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

27 October 2015

TIME:

5.30 pm

VENUE:

St John Payne Church Hall

AGENDA ITEM:
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SUBJECT:

Appointment of Vice Chairs to the Board

REPORT BY:

Board Assurance Officer
 (01206) 282518
 owen.howell@cbhomes.org.uk

FOR DECISION
1.

Decisions Required

1.1

Members are asked to approve the confirmation of Nigel Chapman and Alan
Blois as Vice Chairs of the CBH Board

2.

Background

2.1

The Vice Chair positions are decided upon annually at the Board Meeting
which accompanies the CBH AGM.

3.

Confirmation process

3.1

There being two applications for these two positions, the Board is asked to
approve the appointment of:
• Alan Blois as Vice Chair
• Nigel Chapman as Vice Chair

4.

Financial Implications

4.1

There are no direct financial implications arising from this report.

5.

HR Implications

5.1

There are no direct HR implications arising from this report.

6.

Legal Implications

6.1

There are no direct legal implications arising from this report.
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7.

Health & Safety Implications

7.1

There are no direct Health & Safety implications arising from this report.

8.

Equality & Diversity Implications

8.1

There are no direct Equality & Diversity implications arising from this report.

9.

Residents at the Heart

9.1

There are no direct ‘Residents at the Heart’ implications arising from this
report.

10.

Risk Management

10.1

In the event of the Chair of the Board being unable to fulfil his or her role, their
responsibilities would fall to the Vice Chair/Chairs. The appointment of at least
one Vice Chair mitigates the potential risk of the Board being left without
leadership in the event of the Chair being unable to carry out their duties.

11.

Value for Money

11.1

There are no direct VfM implications arising from this report.

12.

Appendices

12.1

None.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

27 October 2015

TIME:

5.30 pm

VENUE:

St John Payne Church Hall

AGENDA ITEM:

7.

SUBJECT:

Information & Confidentiality Policy Update

REPORT BY:

Board Assurance Officer
 (01206) 282518
 owen.howell@cbhomes.org.uk

FOR DECISION
1.

Decisions Required

1.1

Members are asked to approve the updated Information & Confidentiality
Policy. This Policy forms part of Colchester Borough Homes’ Code of
Governance and so all proposed changes must be approved by the Board
before they can be applied.

2.

Background

2.1

The previous version of the Information & Confidentiality Policy was approved
by the Board in April 2013 and updated in 2014. The Policy sets out the
Company’s commitment to meeting its obligations under the Data Protection
Act 1998 and the Freedom of Information Act 2000.

2.2

The Company works closely with the Council on matters of data security and
responding to requests for information made under the two relevant Acts.

2.3

This amended Policy was first presented to Board for approval on 28
September but was subject to several questions for which answers were
requested. Approval was withheld until after these answers had been
received.

2.4

Question 1: How do staff who work remotely store securely their devices?
Answer: All devices which contain or can access confidential or sensitive
information are password protected/security coded. Secure/locked storage is
available for these devices when they are not in use.

2.5

Question 2: How are documents to be disposed of in line with the Document
Retention Schedule, as this Schedule is not attached to the Policy paper
included in the Board Papers?
Answer: Having investigated, I found that CBH did not have a Company-wide
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Document Retention Schedule. After reviewing best-practice and guidance
from housing-sector trade bodies, I have compiled a retention schedule and
a Document Retention Procedure, found at Appendix 2. This will now be
added to our list of procedures and will be marked as complete on the
Strategic Risk Register once this has been done.
2.6

Question: Should the Chair of the Board be notified upon completion of the
annual review of the Data Protection Register and re-registration with the
Information Commissioner?
Answer: This would be easy to do and would provide assurance. We have
now re-registered and a direct debit has been set up which will automatically
pay for our re-registration every year in October. Our entry in the Data
Protection Register is unlikely to change unless we move into trading in new
areas which would require us to process information for new reasons (i.e. to
allow us to bid for and carry out contracts). This information can be changed
at any time. It would be advisable for G&R Committee to be asked to review
our entry in the register whenever a contract is taken on by CBH in an area of
work it has not previously traded in, rather than simply reviewing it on an
annual basis.

3.

Update to the Policy
The following update has been made:

3.1

Forced Subject Access Requests
From 10 March 2015, an amendment to the Data Protection Act 1998 has
made it a criminal offence to require a person to make a Subject Access
Request and reveal the result. Companies can no longer force individuals to
request the disclosure of their personal information by third parties and can no
longer require the individuals to share that information with them.

3.2

CBH has never engaged in this practice, but the Policy has been amended at
2.4 to make it clear that this is illegal.

3.3

On 9 July 2015 the Governance & Remuneration Committee recommended
that the updated Policy was put forward for approval by the Board.

4.

Financial Implications

4.1

There are no direct financial implications arising from this report.

5.

HR Implications

5.1

There are no direct HR implications arising from this report.

6.

Legal Implications

6.1

There are no direct legal implications arising from this report.

7.

Health & Safety Implications

7.1

There are no direct Health & Safety implications arising from this report.
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8.

Equality & Diversity Implications

8.1

There are no direct Equality & Diversity implications arising from this report.

9.

Residents at the Heart

9.1

The proposal would guarantee to residents that they will never be coerced by
CBH into requesting disclosures of their personal information from third
parties.

10.

Risk Management

10.1

There is a significant financial and reputational risk to the Company of a Data
Protection breach. The Information Commissioner has the authority to levy
fines of up to £500,000. Concerning risk to the Company’s reputation, serious
breaches are given a high profile in the media. This proposal will help to
prevent such a breach.

11.

Value for Money

11.1

There are no direct VfM implications arising from this report.

12.

Appendices

12.1

Appendix 1 – Updated Information & Confidentiality Policy.
Appendix 2 – Document Retention Procedure and Schedule.
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Information &
Confidentiality Policy

Author: Berkeley Young, Board Assurance Officer

Version:

1.23

Date:

July
September
20145
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Building Trust • Delivering Tenant Led Services • Commitment to our Communities
Delivering Professional Services • Providing Value for Money

Glossary
CBH

Colchester Borough Homes

DMT

Directors Management Team – the executive
management team consisting of the Chief Executive and
Directors of Housing, Property Services and Resources.

FOI

Freedom of Information

ICO

Information Commissioner’s Office

NHF

National Housing Federation

SMT

Senior Management Team

The Act

In section 2, this refers to the Data Protection Act 1998;
in section 3, this refers to the Freedom of Information Act
2000.
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1. Introduction and purpose
This document ensures Colchester Borough Homes (‘the Company’) complies
with the current legislation and best practice guidance in the areas of Data
Protection and Freedom of Information
The following legislation governs how the Company maintains data privacy for
individuals and makes information available in the public interest:
•

Data Protection Act 1998

•

Freedom of Information Act 2000

The above legislation has been interpreted and explained by the Information
Commissioner’s Office (ICO) and best practice guidance can be found on the
ICO’s website.1 Staff with queries that are not covered in the policy or
associated procedures can refer their questions to the ICO.

2. Data Protection
2.1

Introduction

In order to carry out its duties, ‘the Company has to collect and use
information about the people with whom it works, members of the public,
current, past and prospective employees, customers, suppliers and others. In
addition, the Company often has to collect and use information in order to
comply with the requirements of the Local Authority.
The Company will ensure that it treats lawfully and correctly all personal
information entrusted to it.
2.2

Policy Statement

The Company fully endorses and adheres to the principles set out in the Data
Protection Act 1998 ('the Act' in section 2). The Company will therefore
ensure that all employees, board members, contractors, agents, consultants,
partners or anyone else who has access to any personal data held by or for
the Company are fully aware of and abide by their duties and responsibilities
under the Act.
The Company will ensure that all personal data is handled properly and
confidentially at all times, irrespective of whether it is held on paper or by
electronic means.

1

www.ico.gov.uk
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This includes:
•
•
•
•

The obtaining of personal data
The storage and security of personal data
The use of personal data
The disposal or destruction of personal data.

The Company will ensure that data subjects have appropriate access, upon
written request, to personal information relating to them and the right to
correct, rectify, block or erase any incorrect data.
‘Personal data’ is defined as data relating to a living individual who can be
identified from that data, or from that data and other information that is in the
possession of, or is likely to come into the possession of, the data controller.
This will include any expression of opinion about the individual and any
indication of the intentions of the data controller or any other person in respect
of the individual.
2.3

The Principles of Data Protection

The Act sets out eight principles of data protection, which the Company is
committed to upholding. Whenever collecting or handling personal and/or
sensitive information about people, the Company will ensure that:
1.
2.
3.
4.
5.
6.
7.
8.

2.4

Personal data is collected and used fairly and lawfully
The purposes for which personal data is obtained and processed are
specified and that data is not used for any other purpose
Personal data is collected, processed and retained only when
necessary
Any data used or kept is accurate and up to date
Data is disposed of properly as soon as it is no longer needed for the
purpose specified when it was collected
All personal data is processed in accordance with the rights of the
individual concerned
Appropriate security measures are taken to protect all personal data
against damage, loss or abuse
The movement of personal data is done in a lawful way, both inside
and outside the Company and that suitable safeguards exist at all
times.
Data Subject Access Requests

Under the terms of the Act, every data subject has the right to view all of their
personal data held by the Company.

04a. (show tracked changes but not formatting) CBH Information & Confidentiality Policy - July
2015CBH Information & Confidentiality Policy - July 2014

5

19

Building Trust • Delivering Tenant Led Services • Commitment to our Communities
Delivering Professional Services • Providing Value for Money

The Company recognises that requiring an individual to make a subject
access request to a third party and reveal the result to the Company (‘forced
subject access requests’) is a criminal offence and has publicised this to staff.
2.5

Document Retention Schedule

The fifth Data Protection Principle states that personal information is not to be
kept for longer than is necessary for the purpose for which it is processed.
Accordingly, the Company will introduce a Document Retention Schedule to
ensure compliance.
2.6

Responsibilities

The Company will ensure that:
•

Personal data held electronically is protected by the use of secure
passwords, which are changed regularly

•

A member of staff is appointed who has specific responsibility for data
protection within the Company

•

Any disclosure of personal data is in compliance with the law and with
approved procedures

•

Anyone managing and handling personal information understands that
they are legally bound to follow good data protection practice

•

Anyone managing and handling personal information is appropriately
trained and supervised

•

Appropriate advice and guidance is available to anyone wanting to make
enquiries about personal information held by the Company

•

Enquiries and requests regarding personal information are handled
courteously and within the time limits set by the Act

•

All board members are made aware of this policy and of their duties and
responsibilities under the Act

•

Where it is necessary to share data with outside organisations, this is done
under a written agreement setting out what is to be shared and how it is to
be kept secure (see Information Sharing Protocol at Appendix 5).

04a. (show tracked changes but not formatting) CBH Information & Confidentiality Policy - July
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Managers and team leaders will ensure that:
•

Paper files and other records or documents containing personal and/or
sensitive data are kept and disposed of securely and in line with document
retention guidelines

•

All staff are aware of their responsibilities under the Data Protection Act
and undertake the data protection training e-learning module as part of the
induction process

•

Staff working remotely from home or elsewhere are aware of the need to
keep any company-owned equipment they use secure and prevent
systems and data for which the Company is responsible being seen or
used by any unauthorised person

All staff will ensure that they:
•

Complete the Data Protection training provided

•

Understand their responsibilities under the Data Protection Act 1998 and
the practical implications for their role

•

Are familiar with the Data Subject Access Request procedure in order to
advise and assist members of the public who wish to make a request.

•

Immediately forward to the Information Officer any Data Subject Access
request received.

•

Immediately report to the Information Officer or a member of DMT any
breach of data security of which they are aware.

Contractors, consultants, partners or other servants or agents of the
Company must:
•

Confirm in writing that they will abide by the requirements of the Act with
regard to information obtained from the Company

•

When requested, allow the Company to audit the protection of data held
on its behalf

•

Ensure that they and all persons appointed by them who have access to
personal data held or processed for or on behalf of the Company are
aware of this policy and are fully trained in their duties and responsibilities
under the Act.

•

Indemnify the Company without limitation against any prosecutions,
claims, proceedings, actions or payments of compensation or damages
arising from the loss or misuse of data. Any breach of any provision of the
Act will be deemed as being a breach of any contract between the
Company and that individual, company, partner or firm.
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The Information Officer
The Company has appointed an Information Officer (currently the Board
Assurance Officer), who will have overall responsibility for:
•

The provision of data protection training for staff within the Company

•

Ensuring all Subject Access Requests are responded to within forty days

•

Developing best practice guidelines

•

Reporting any breaches to the Information Commissioner

•

Informing the Chair of the Board of any breaches reported to the
Information Commissioner.

•

Conducting an annual review of this policy and the practices and
procedures pertaining to it to ensure continuing compliance with all
relevant statutory provisions.

2.7

The Information Commissioner

The Company is registered with the Information Commissioner as a data
controller. The Act requires every data controller who is processing personal
data to notify and renew their notification on an annual basis. Failure to do so
is a criminal offence. Any changes to the type of data held or the purposes for
which it is held must be notified to the Information Commissioner within
twenty-eight days.
The Information Officer will review the Data Protection Register with members
of the Senior Management Team annually prior to notification to the
Information Commissioner.
2.8

Breaches of the Act

Any breach of the Data Protection Act will be treated with the utmost
seriousness and may result in formal disciplinary action against the member
of staff responsible.
It is imperative that any member of staff who is aware of a loss of data security
reports it immediately to their line manager and the designated Information
Officer in order that action can be taken to retrieve the information
and minimise the damage. Prompt self-reporting will be taken into account as
a mitigating factor in any investigation.
The ICO must be notified of any breaches of the Act and will then decide
whether to conduct a separate investigation. The ICO has the authority to levy
fines of up to £500,000 for serious breaches of the Act that result in significant
damage and/or distress.
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3. Freedom of Information
3.1

Introduction

The Freedom of Information (FOI) Act 2000 (‘the Act’ in section 3) provides
public access to information held by public authorities. It does this in two
ways:
•

Public authorities are obliged to publish certain information about their
activities; and

•

Members of the public are entitled to request information from public
authorities.

The Act covers any recorded information that is held by a public authority.
Recorded information includes printed documents, computer files, letters,
emails, photographs and sound or video recordings. There is no requirement
to create new information or to find the answer to a question from a member
of staff who may happen to know it.
The Act does not give people access to their own personal data
(information about themselves). If a member of the public wants to see
information that a public authority holds about them, they should make a
subject access request under the Data Protection Act 1998.
3.2

Policy Statement

The Company fully endorses and adheres to the principles set out in the Act.
The Company will publicise the fact that people can make FOI requests and
will provide contact details for making a request, including a named contact
and phone number for any enquiries about the Act.
The Company will respond to requests for information within twenty working
days, informing the applicant whether any information falling within the scope
of their request is held and providing that information if it is held, unless
exempt under the Act.
The Company will maintain a publication scheme, approved by the ICO, and
proactively publish on its website information covered by the scheme.
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3.3

The Principles of Freedom of Information

The main principle behind FOI legislation is that people have a right to know
about the activities of public authorities, unless there is a good reason for
them not to. This is sometimes described as a presumption or assumption in
favour of disclosure. It means that information should be kept private only
when there is a good reason and it is permitted by the Act, and any refusal to
disclose must be justified.
3.4

Freedom of Information Requests

Anyone has the right to request information from a public authority. The
Company has two separate duties when responding to these requests:
•

To tell the applicant whether any information is held that falls within the
scope of their request; and

•

To provide that information.

3.5

Publication Scheme

In order to meet the requirements of the Act, the Company will follow the
ICO’s Model Publication Scheme. The purpose of this scheme is to make the
maximum amount of information readily available at minimum inconvenience
and cost to the public.
3.6

Responsibilities

Managers and Team Leaders will ensure that:
•

New staff complete the Freedom of Information training provided

•

Members of their teams are aware of the Freedom of Information Policy
and the procedure for dealing with a request

All members of staff will ensure that they:
•

Complete the FOI training provided

•

Are familiar with the FOI Policy and FOI Request Procedure in order to
advise and assist members of the public who wish to make a request.

•

Immediately forward any FOI request received to the Information Officer.
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The Information Officer
The Company has appointed an Information Officer (currently the Board
Assurance Officer), who will have overall responsibility for:
•

Ensuring staff have access to appropriate training, making them aware of
the principles of the Act and their responsibilities

•

Maintaining an ICO-approved publication scheme, ensuring that all the
information covered by the scheme is published on the website in a timely
manner

•

Ensuring the public are made aware of their right to access information
from the Company

•

Ensuring the Company meets its duties under the FOI Act in relation to
confirming or denying whether information is held and providing requested
information within twenty days.

•

Conducting an annual review of this policy and the practices and
procedures pertaining to it to ensure continuing compliance with all
relevant statutory provisions.

3.7

Breaches of the Policy

Anybody who has deliberately contravened the Act or this policy may be dealt
with under the Company’s Disciplinary Procedure.
Members of staff should not be blamed in any way for rightly releasing
information under the act, even if this causes embarrassment to the
Company, a member of staff, a Board member, a borough councillor or a third
party. However, if there is the potential for embarrassment, staff should seek
further advice from the Information Officer before releasing.

4. Consultation
The following groups were consulted in the preparation of this policy:
•

Senior Management Team (March 2013)

•

Finance & Audit Sub Committee (March 2013)

•

Tenant & Leaseholder Consultative Committee (April 2013)

•

Colchester Borough Homes’ Board (April 2013).
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5. References
•
•
•
•
•

Data Protection Act 1998
Freedom of Information Act 2000
NHF Guide to Document Retention for Housing Associations 2013
Information Commissioner’s Office website: www.ico.gov.uk
Information Commissioner’s Office Model Publication Scheme

6. Related Documents
This policy should be read in conjunction with the following documents:
•

Data Subject Access Request Procedure

•

Document Retention Schedule

•

Freedom of Information Request Procedure

•

CBH Publication Scheme.
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ITEM 7. APPENDIX 2

Document Retention
Procedure
CBH-R-HRG-901
1. Introduction
It would be impossible to list all the documents that Colchester Borough
Homes keeps, or need to keep. In many cases, it will be a matter of what
‘feels right’ and the exercising of common sense when making a decision
on what to keep, what to archive or what to dispose of.
However, you should keep in mind the need to comply with the Data
Protection Act 1998 (see 3 below) and specifically its fifth principle,
‘personal information is not to be kept for longer than is necessary for the
purpose for which it is processed’. As a rule the Limitation Act of 1980 is
followed. This act in many cases sets a six year time length after an event
has occurred for keeping documents. This can be after employment
ceases (for employment records and personnel charts) or the resolution
date for a whistleblowing event or termination of a contract with suppliers,
agents etc.
The table in this procedure lists the principal documentation which we
should keep, together with details of statutory retention periods and
recommended retention periods. The format of the table broadly follows the
approach taken by the Institute of Chartered Secretaries and Administrators
(ICSA).

2. Storage medium
Care should be taken to ensure that documents stored electronically will
capture all the information on the document (front and back) and allow the
information to be presented in a readable format and if necessary, be
readily convertible to a paper format. Members of staff should bear in mind
that conversion of documents to paper form might require specific software
and hardware (for example, when data are held on removable disk). When
information systems are changed, conversion facilities need to be retained
or otherwise remain available.
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HM Customs and Excise has particular requirements relating to
electronically stored data, and has the power to withdraw approval for such
media in any individual case. It is advisable to obtain legal advice on the
admissibility of electronically formatted documents for presentation in a
court of law.

3. Data Protection Act 1998
The Data Protection Act (DPA)1998 came into force on 1 March 2000 and
was designed to implement the EU Data Protection Directive (EC/95/46).
Since then subordinate legislation has come into force and this process is
expected to continue. The core objective of the DPA is to provide a
framework in which the rights and freedoms of individuals can be
protected. It also attempts to strike a balance between that requirement
and the needs of organizations to use information for the purposes of
their business.
The DPA is underpinned by eight principles that need to be followed to
ensure full compliance with the Act. They are:
1. Personal information is to be obtained and processed fairly and

lawfully
2. it is to be processed for specified purposes
3. personal information shall be adequate, relevant and not excessive in

relation to the purpose for which it is processed
4. personal information shall be accurate and kept up to date where

necessary
5. personal information is not to be kept for longer than is necessary for

the purpose for which it is processed
6. it is to be processed in accordance with the rights of individuals under

the DPA
7. appropriate technical and organizational measures shall be taken to

ensure the personal information is secured from damage or
destruction
8. not to transfer personal information to a country that does not

offer an adequate level of protection for the privacy of the
individual

4. Background
Colchester Borough Homes must retain all documents while there is the
potential for litigation or where members of the public must have access.
There are also requirements under the Data Protection Act 1998 in relation
to personal data.
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If there is a conflict between this statement and any relevant legislation, the
legislation must prevail. If there are any doubts, advice should be sought
from CBC Legal Services.

5. Responsibility for the management of document retention
The responsibility for the retention and destruction of documents rests with
the director responsible for the service area. Where the responsibility is
delegated this must be formally recorded.

6. Managing filing
The purpose of filing is to store information for future reference. If a
document will not be of any use in the future it should not be filed. Once
filed, it is only of any use if it can be found again.
Each group of files must have a person responsible for them to ensure that
they are properly managed and the retention statement is adhered to. If a
number of people use the files, one person must have overall responsibility.
The person responsible for the files must decide when documents can be
transferred to archives. Documents must not be destroyed without the
approval of the person responsible.

7. Retention Periods
There are a number of considerations that must be made when deciding
upon an appropriate retention period. Appendix 1 gives a comprehensive list
of retention periods. If you are unable to find reference to a certain type of
document, please ask for advice from the Board Assurance Officer.
Statutory
Some retention periods are governed by statute, for example the ‘Health and
Safety at Work Act 1974’ and ‘HMC&E Notice: Keeping [VAT] records and
accounts.’ It is therefore essential that the various citations be taken into
account when deciding upon a retention period. Statutory retention periods
should be regarded as the minimum as it may be operationally advisable or
necessary to retain these longer.
Legalities
The Limitation Act 1980 imposes various time limits for the taking of legal
action. Whenever there is the possibility of litigation, the records and
information that are likely to be affected should not be disposed of until the
threat of litigation has been removed, unless they relate to matters on which
legal action can no longer be taken in accordance with the Limitation Act.
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FOI
If a request for information under FOI is made where the records holding that
information are due to be destroyed, the destruction of these records needs
to be suspended. The National Archives recommends that documents
should be retained for six months after the last correspondence on the
matter or for six months after the conclusion of an appeal, should the matter
be taken this far.
Data Protection Act
Although DPA does not specify periods for the retention of personal data, it
is up to the data controllers to decide how long personal data should be
retained, taking into account the Data Protection Principles, business needs
and any other professional guidelines. Various factors need to be considered
when determining the retention periods, such as the fact that personal data
should not be kept any longer than necessary and that the Data Protection
Act does not override provisions in other legislations (such as Health and
Safety legislation) which does specify retention periods for personal
information.
All other retention periods should be based on best and/or common practice.
The guidance schedule attached to this procedure shows examples of the
retention periods for various types of documents. Retention periods specified
for similar documents must be applied.
Each director of service is responsible for:
•

Checking the Schedule reflects current legislative requirements for
documents and records in their area

•

Effecting any changes to the schedule as required

•

Retaining documents and records to meet the specified periods

•

Destroying or reviewing documents and records at the end of the
retention period

•

Ensuring that records are held in accordance with the Data Protection
Act

To assist awareness, the Board Assurance Officer will send an annual
reminder to all directors of service to check the schedule still meets
legislative requirements and to request confirmation that appropriate
documents have been destroyed. This check will require, at minimum, a nil
return.

8. Crucial records
A record is classed as ‘crucial’ if failure to retain it securely in a form that
enables its production could have a material effect on the finances or
reputation of CBH, its members or officers.
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Due to the strategic importance of such documents, directors of service
must:
•

Identify all crucial records within their jurisdiction

•

Maintain a register of crucial records within their area. The register must
be reviewed at least annually

•

Initiate and maintain a formal booking-out system for crucial records

•

Ensure that all crucial documents are stored in a fireproof safe wherever
possible. If this is not possible, alternative secure accommodation must
be utilised.

The Freedom of Information (FOI) Act requires the Company to have good
records management practices that enables it to answer requests within 20
working days. It is the Company’s Policy and Schedule that dictates what
information needs to be retained and the length of the retention period.
It is important that all information held can be identified and released as
requested, where it is appropriate to do so, in consideration of the
exemptions under the FOI Act. Care should be taken not to prematurely
destroy records containing information that is still required under legislation
or business need, especially in light of the Company’s responsibility to
confirm or deny the existence of information held.
There are some exceptions to this rule; for example, if the information
requested is exempt under the FOI Act, including if by releasing the
information the Company would breach the Data Protection Act 1998 (DPA).
If this is the case, the Company still has a duty to confirm or deny the
existence of the information and to explain why the information cannot be
released.
As many documents have a set retention period and are not held indefinitely,
usually to comply with statute or best practice, it is always possible that the
records holding the information requested have been destroyed in
accordance with the retention schedule. If this is the case, again the
Company has a duty to explain that the information is no longer held.

9. Destroying documents
It is the responsibility of each service area to co-ordinate the destruction of
their records. Once the destruction date detailed on the archived records has
passed, the relevant documents should be destroyed without review, unless
specified to the contrary in the Schedule. It is therefore of absolute
importance that destruction dates are clearly and correctly recorded.
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All data should be destroyed in the appropriate manner, taking particular
care with information held about individual people. Disposal must ensure
that no individuals can be identified from destroyed documents containing
personal data.

10. Electronic Storage
The retention periods shown in the guidance schedule to this statement
apply to the storage of information in electronic as well as paper form. There
are specific implications for electronic storage of documents and directors of
service must consider whether electronic storage is appropriate for specific
types of document.
Access to the ‘delete’ function of the Electronic Document Management
system must be strictly controlled. Written authorisation must be given by the
director of service before this access is granted.
For legal documents, such as contracts, the requirements for electronic
storage are laid down in the British Standard PD0008:1999 - “Legal
admissibility and evidential weight of information stored electronically”, a
copy of which is held by Legal Services. This standard is extremely onerous
and it is therefore recommended that the original document should be
retained.
Day to day electronic storage (as distinct from specific data-retention
systems such as document imaging systems) must not be relied upon for a
period of longer than one month.

11. Related documents
The following should be used in conjunction with this procedure:
•

Information & Confidentiality Policy

Appendix 1 – Document retention schedule
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CBH-R-HRG-901

Word version
(available from
senior manager on
request):

T:\CBH Management\DMT and SMT Common
Files\Procedures\Colchester Borough Homes
Procedure Template v1.0.docx
Right click on the text above and choose Update Field.
This should be done after the document is saved in
Word and before it is saved in pdf format. – UNABLE
TO UPDATE THIS UNTIL APPROVED
Document amendment history

Version
•

Date

October
New
proced 2015
ure: 1.0

Notes
New Procedure

Approved by
SMT/DMT
member

07b. Document Retention Procedure - October 2015 v1.0
Printed versions should not be relied on –
always check the intranet for the latest version

7

35

OHS 621438

ITEM 7. APPENDIX 2
Document

Statutory Retention
Period

Statutory Retention
Source

Recommended
Retention Period

N/A
N/A

N/A
N/A

Permanently
Permanently

Implied by CA, Sec.15.
Implied by CA, Sec.80.

N/A

N/A

Permanently

Best practice.

Articles of association
(current).
Certificate of registration
with the appropriate
housing regulator (if there
is one in operation).

Permanently

CA

Permanently

Best practice.

N/A

N/A

Permanently

Best practice.

Board member documents
– apt letters, SLAs, bank
details etc.

N/A

N/A

6 years after board
membership ceases
though some details
should be destroyed
when membership
ceases e.g. bank
details etc.

DPA 1998 5th principle

6 years

In case of challenge to
validity of meeting or
resolutions.

1. Governance Documents
Certificate of Incorporation.
Certificate of change of
company name.
Memorandum and articles
of association (original).

2. Meetings (incl. AGMs)
Notices of meetings.

N/A
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Document

Statutory Retention
Period
Permanently

Statutory Retention
Source
CA

Permanently

CA

Permanently

N/A

N/A

5 years

Best practice.

N/A

N/A

Permanently

Best practice.

Permanently

CA

Permanently

Register of seals

N/A

N/A

Permanently

Declarations of interest

N/A

N/A

6 years

Board and committee
minutes (companies)
Board resolutions
(companies)

Recommended Retention Comments
Period
Permanently
Signed originals must be
kept.
Signed originals must be
kept.

3. Registrations and Statutory Returns:
Annual returns to
the regulator
Audited company returns
and financial statements
and Annual Governance
Statements.

Register of directors
and secretaries
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Document

Statutory Retention
Period

Statutory Retention
Source

Recommended Retention
Period

N/A

N/A

5 years after plan
completion

N/A

N/A

Permanently

5. Insurances
Current and former policies

N/A

N/A

Permanently

Annual Insurance schedule

N/A

N/A

6 years

Claims and related
correspondence

N/A

N/A

2 years after settlement

4. Strategic Management
Business plans &
supporting documentation
(e.g. organization
structures, aims,
objectives, funding
iWritten) permissions from

Comments

Best practice.

CBC Portfolio Holder for
Housing or Leader of the
Council for business
decisions requiring their
authorization.
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Statutory Retention
Period
N/A

Statutory Retention
Source
N/A

Recommended
Retention Period
6 years after expiry

Group health policies

N/A

N/A

Employer’s liability
insurance certificate

N/A

N/A

12 years after
cessation of benefit
40 Years

CA Sec 388

6 years

Document
Indemnities and
guarantees

6. Finance, Accounting & Tax Records
Accounting records for
3 years from the date
Limited Company
made

Comments
Limitation for legal
proceedings. 12 years if
related to land.
Best practice
2008 regs removed
requirement to retain for
40 years but need to be
mindful of ‘long tail’
industrial disease
claims.
TMA Sec.20 might
require any documents
relating to tax over 6
(plus) years.
Best practice. To relate
to accounting records.

Balance sheets and
supporting documents

N/A

N/A

6 to 10 years

Loan account control
reports
Social Housing
Grant
Signed copy of report
and accounts
Budgets and internal
financial reports

N/A

N/A

6 years

Best practice.

N/A

N/A

Permanently

Best practice.

N/A

N/A

Permanently

Best practice.

N/A

N/A

2 years

Best practice.

Paying in counterfoils

N/A

N/A

6 years

Limitation for legal
proceedings.
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Document

Statutory Retention
Source
CA

Recommended
Retention Period
6 years

N/A

6 years

Limitation for legal
proceedings.

N/A

N/A

Limitation for legal
proceedings.

Contracts for the supply of
goods or services,
including professional
services
Documentation relating to
small one-off purchases of
goods and services, where
there is no continuing
maintenance or similar
requirement
Loan agreements

N/A

N/A

N/A

N/A

12 years after
completion (including
any defects liability
period)
6 years after
completion (including
any defects liability
period)
3 years

N/A

N/A

Licensing agreements

N/A

N/A

12 years after last
payment
6 years after expiry

Rental and hire purchase
agreements
Indemnities and
guarantees

N/A

N/A

6 years after expiry

N/A

N/A

6 years after expiry

Bank statements and
reconciliations

Instructions to bank

Statutory Retention
Period
3 years from the end
of the financial year
the transactions were
made
N/A

8. Contracts and Agreements:
Contracts under seal
and/or executed as deeds
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Limitation for legal
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Best practice.
Suggested limit: goods
or services costing up to
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Document

Statutory Retention
Period
N/A

Documents relating to
successful tender
Documents relating to
N/A
unsuccessful tenders
Forms of tender
N/A
9. Charitable Donations
Documentation
3 years
10. Application and Tenancy Records:
N/A
Applications for
accommodation
N/A
Continuous Recording of
lettings and sales (CORE)
data record form

Statutory Retention
Source
N/A

N/A

Recommended
Retention Period
6 years after end of
contract
2 years after
notification
6 years

CA

6 years

Best practice.

N/A

Best practice.

N/A

6 years after offer
accepted
None

N/A

Housing Benefit
notifications

N/A

N/A

2 years

Rent statements
Tenants’ tenancy Files,
including rent payment
records, and details of any
complaints and harassment
cases

N/A
N/A

N/A
N/A

2 years
In general, for the
length of the tenancy
up to 6 years post
tenancy.
There may be occasion
to weed very old, but
still current, files.

07b. Document Retention Procedure - October 2015 v1.0

Comments
Best practice.
Best practice.
Best practice.

Best practice in DPA
compliance requires form
to be destroyed
immediately statistics
have been recorded.
Recommendation of
Institute of Rent Officers
(now merged with CIoH).
Best practice.
Limitations Act 1980 and
Best practice with DPA
compliance 5th principle.
For rent payment details,
best practice suggests
live system holds 2 years
records plus current
year.

13
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Document

Statutory Retention
Period

Statutory Retention
Source

Recommended
Retention Period

N/A

N/A

6 years

75 years

Ch A

Permanently

Care plans for adults and
related documents

N/A

N/A

Permanently

Documentation,
correspondence and
information provided by
other agencies relating to
special needs of current
tenants

N/A

N/A

While tenancy
continues

Records relating to
offenders, ex-offenders
and persons subject to
cautions

N/A

N/A

While tenancy
continues

Former tenants’ Tenancy
Agreements, and details of
their leaving
Care plans for children and
related documents

07b. Document Retention Procedure - October 2015 v1.0

Comments

Best practice with DPA
compliance 5th principle
Some documents may
be transferred to
subsequent caring
agency.
May be subject to DPA.
Some documents may
be transferred to
subsequent caring
agency.
Information held on
‘need to know’ basis.
Medical and Social
Services records liable to
be confidential. To be
returned or passed to
subsequent agency at
end of tenancy, or
destroyed.
Information held on
‘need to know’ basis.
Police sourced records
may be confidential. To
be dealt with as
required by police.

14
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Statutory Retention
Period

Statutory Retention
Source

Recommended
Retention Period

N/A

N/A

6 years

Rent Registration (not
superseded)

N/A

N/A

Permanently

Fair rent documentation

N/A

N/A

6years

Leases and deeds of
ownership

N/A

N/A

Copy of former leases

N/A

N/A

Deeds – permanently
or until property
disposed of. Leases –
15 years after expiry
[from NCVO]
12 years after
settlement of all issues

Wayleaves, licences and
easements

N/A

N/A

Abstracts of title

N/A

N/A

Document
11. Property Records
Rent registrations
(superseded)

07b. Document Retention Procedure - October 2015 v1.0

12 years after rights
given or received
cease
12 years after interest
ceases

Comments

6 years if it has been
superseded by a
subsequent registration.
When no new fair rent
has been registered (for
example because there
is no longer a Rent Act
tenant in the property)
the max recoverable rent
will be applicable if a
Rent Act tenant is ever
moved into the property.
Rent Officer
recommendation.
Best practice.

Limitation for legal action
relating to land or
contracts under seal.
Limitation for legal action
relating to land or
contracts under seal.
Limitation for legal action
relating to land or
contracts under seal.

15
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Document

Statutory Retention
Period
N/A

Statutory Retention
Source
N/A

Recommended
Retention Period
12 years after interest
ceases

Searches

N/A

N/A

12 years after interest
ceases

Property maintenance
records
Reports and professional
opinions
Development
documentation

N/A

N/A

6 years

N/A

N/A

6 years

N/A

N/A

12 years after
settlement of all issues

6 years

VATA

12 years

See Finance,
Accounting & Tax
Records section
See Insurances
section

See Finance,
Accounting & Tax
Records section
See Insurances section

See Finance,
Accounting & Tax
Records section
See Insurances section

12. Vehicles
Mileage records
Maintenance records, MOTs

N/A
N/A

N/A
N/A

2 years after disposal
2 years after disposal

Best practice.
Best practice.

Copy registrations
13. Capital Assets

N/A
N/A

N/A
N/A

2 years after disposal
Date of purchase to at
least 6 years after date
sold, transferred or
disposed of.

Best practice.
Best practice

Planning and building
control permissions

Invoices

VAT documentation

Insurance

07b. Document Retention Procedure - October 2015 v1.0

Comments
Limitation for legal action
relating to land or
contracts under seal.
Limitation for legal action
relating to land or
contracts under seal.
Limitation for legal
action.
Limitation for legal
action.
Limitation for legal action
relating to land or
contracts under seal.
Limitation for legal action
relating to land or
contracts under seal.
See Finance, Accounting
& Tax Records section
See section on
insurance.

16
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Document
Fixed Asset Register

Statutory Retention
Period
Permanently

Statutory
Retention Source
CA & Charities Act

Recommended
Retention Period
Permanently

TMA

6 years

14. Employees: Tax and Social Security
Record of taxable payments
6 years

Record of tax deducted or
refunded

6 years

TMA

6 years

Record of earnings on
which standard National
Insurance Contributions
payable
Record of employer’s and
employee’s National
Insurance Contributions
NIC contracted-out
arrangements
Copies of notices to
employee (e.g. P45,
P60)

6 years

TMA

6 years

6 years

TMA

6 years

6 years

TMA

6 years

6 years plus current
year

TMA

6 years plus current
year

6 years

TMA

6 years

N/A
3 years following year
to which they relate

N/A
SSPR

6 years after audit
6 years

Statutory Retention
Period

Statutory Retention
Source

Inland Revenue
notice of code
Expense claims
Record of sickness
payments
Document

07b. Document Retention Procedure - October 2015 v1.0

Recommended
Retention Period

Comments

Inland Revenue require
retention of each
payment for 3 years.
Inland Revenue require
retention of each
payment for 3 years.
Inland Revenue require
retention of each
payment for 3 years.
Inland Revenue require
retention of each
payment for 3 years.

Best practice.
Inland Revenue require
retention of each
payment for 3 years.
Comments

17
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Document
Record of maternity
payments
Income tax PAYE and NI
returns
Redundancy details and
record of payments &
refunds

Statutory Retention
Period
3 years following year
to which they relate

Statutory
Retention Source
SMPR

Recommended
Retention Period
6 years

3 years following year
to which they relate
N/A

IT(E)R

6 years

N/A

12 years

Comments
Inland Revenue require
retention of each
payment for 3 years.
Best practice.
Institute of Personnel and
Development (IPD)
recommendation.

Inland Revenue approvals
Annual earnings summary
15. Employees: Pension Schemes
Actuarial valuation reports
Detailed returns of pension
fund contributions
Annual reconciliations of
fund contributions
Money purchase details

N/A
N/A

N/A
N/A

Permanently
12 years

IPD recommendation
Best practice.

N/A
N/A

N/A
N/A

Permanently
Permanently

IPD recommendation.
Best practice.

N/A

N/A

Permanently

Best practice.

N/A

N/A

IPD recommendation.

Qualifying service details

N/A

N/A

Investment policies

N/A

N/A

6 years after transfer
or value taken
6 years after transfer or
value taken
12 years from end of
benefits payable under
policy

Pensioner records

N/A

N/A

IPD recommendation.

Records relating to
retirement benefits

6 years after year of
retirement

12 years after benefits
cease
6 years after year of
retirement

07b. Document Retention Procedure - October 2015 v1.0

RBS(IP)R

IPD recommendation.
IPD recommendation.

Statutory requirement.
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Document

Statutory Retention
Period

Statutory
Retention Source

16. Employees (Personnel Procedures):
N/A
Terms and conditions of
service, both general terms
and conditions applicable to all
staff, and specific terms and
conditions applying to
individuals

Recommended
Retention Period

N/A

6 years after last
date of
currency

3 years

CA

Remuneration package

N/A

N/A

Former employees’ Personnel
Files
References to be
provided for former
employees.

N/A

N/A

6 years after
directorship
ceases
6 years after last
date of
6 years

N/A

N/A

Training programmes

N/A

N/A

Individual training records

N/A

N/A

Short lists, interview notes
and related application
forms,
Application forms of nonshortlisted candidates

N/A

N/A

Three months after
notification

SDA & RRA

Service contracts for directors
(companies)

07b. Document Retention Procedure - October 2015 v1.0

Limitation for legal
proceedings.

Best practice.
Limitation for legal
proceedings.
IPD recommendation

20 years or until
former employee
reaches age 65
(whichever comes
6 years after
completion
6 years after
recommendation
1 year
6 months

Comments

Best practice
IPD recommendation
IPD recommendation
Recommendation of Commissions for
Racial Eq. and Eq. Opportunities.

19
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Document

Statutory Retention
Period

Statutory
Retention
Source

Date of clearance + up
to a maximum of six
months
N/A

N/A

Trade union agreements

N/A

N/A

10 years after ceasing IPD recommendation.
to be effective

Trust deeds, rules and
minutes (for
clubs, etc, set up under trust)

N/A

N/A

Permanently

IPD recommendation.

Employer/employee
committee minutes

N/A

N/A

Permanently

IPD recommendation.

CRB (Now DBS)
clearance documentation
Time cards

Insurance claims

See Insurances
section

N/A

See
Insurances
section

07b. Document Retention Procedure - October 2015 v1.0

Recommended
Retention Period

Comments

Date of clearance + up DBS check code of practice (Home
to a maximum of six Office)
months
2 years after audit
IPD recommendation.

See Insurances
section

See Insurances section
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Document

Statutory Retention
Period

Statutory
Retention
Source

Recommended
Retention Period

Comments

17. Employees: Health and Safety
Medical records relating to
asbestos
Health and Safety assessments
Health and Safety policy
Records of consultations with
representatives
Accident records, reports
Accident books
Sickness records

Health and safety statutory

40 years

CAWR

40 years

N/A
N/A
N/A

N/A
N/A
N/A

Permanently
Permanently
Permanently

3 years after date of
settlement
N/A

RIDDOR

N/A

N/A

6 years after date of
occurrence
N/A
6 years after date of
last entry
Three years after the SSP (general) 6 years from end of
end of each year for regulations
sickness
Statutory Sick Pay
purposes.
6 years after
compliance

18.Technical and research

07b. Document Retention Procedure - October 2015 v1.0

IPD recommendation.
Good practice.
IPD recommendation.
Limitation for legal
proceedings. DPA
Limitation for legal
proceedings.
Limitation for legal proceedings.
NCVO

Limitation for legal
proceedings
NCVO recommends 1215 years after
requirements have
ended for both Records
& reports and drawings &
other data
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Document

Statutory Retention
Period

Statutory
Retention
Source

Recommended
Retention Period

Comments

19. ASB case files and
associated documents

5 years or until end of legal
action

20. Supporting people –
subsidy claims / support
plans / single assessments
including supporting
information.

Duration of tenancy

21. Resident meeting minutes

N/A

07b. Document Retention Procedure - October 2015 v1.0

N/A

One year

DPA

22
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

27 October 2015

TIME:

5.30 pm

VENUE:

St John Payne Church Hall

AGENDA ITEM:

8.

SUBJECT:

Strategic Risk Register

REPORT BY:

Michael Hadjimichael, Director of Resources
 01206 507815
 Michael.hadjimichael@cbhomes.org.uk

FOR DECISION
1.

Purpose

1.1

To review the Strategic Risk Register and progress on mitigating actions.

1.2

To review the new risk identified.

2.

Background & Content

2.1

The Board approved a new Risk Management Strategy at its meeting on 29
April. Under this strategy the Finance and Audit Committee (F&A) has a remit
to scrutinise the Risk Register and to report to the Board on high-level and
difficult to manage risks. This will be a standing item on the agenda for all
future meetings.

2.2

The strategic risk register attached has been updated since the last Board
Meeting on 28th September 2015.

2.3

New Risks
The release of the Housing and Planning Bill on 13 October 2015 has
identified key areas that are of concern, that, should the Bill come into
legislation, would have significant repercussions for CBH, and social housing
in Colchester as a whole. Owing to the level of uncertainty at this time, a
current score of 15 and a target score of 10 have been identified.

2.4

Progress on Further Actions:
Six actions to further mitigate the strategic risks identified have now been
completed (highlighted in green on attachment 1, actions highlighted in blue
were marked as complete previously). This has resulted in the current score
of 1 risk: Impact of budget announcement on financial viability of organisation
- being reduced from 12 to 10. Completed actions on other identified risks are
not sufficient on their own to warrant a reduction in the current score of
associated risks.
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2.5

All risks have been given a ‘direction of travel’ to indicate movement in the risk
scoring since the last Board Meeting.

3.

Financial Implications

3.1

The financial implications to CBH, and the HRA business plan as a whole,
were discussed at the last Board Meeting, and remains a key strategic risk on
the register.

4.

Value for Money Implications

4.1

Strong financial control will identify and drive efficiencies, enabling resources
(both financial and people) to service provisions that may require it.

5.

HR Implications

5.1

At this stage is unknown. A possible change in management fee and
additional requirements on Welfare reform may result in resources being redeployed to meet requirements.

6.

Residents at the Heart Implications

6.1

There is likely to be an adverse effect on residents with a reduction of the
benefit cap to £20,000 and review of rent on homes with income greater than
£30,000.

7.

Legal, Health & Safety and Equality & Diversity Implications

7.1

None.

8.

Risk Management

8.1

If the Company does not have a robust Risk Management Strategy and Action
Plan, then its progress to achieving its key goals will be impaired or
unachievable.

9.

Appendix

9.1




Appendix 1 – Strategic Risk Register
Appendix 2 – Risk Heat Map
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08a. Strategic Risk Report Appendices

CBH Risk Register - 2015/16
Risk
No

1

2

3

Risk Name

Possible Consequences

Reliance on CBC's
Contractual
Relationship with
CAPITA to Deliver
CBH's IT
Requirements leads to computer
failure to meet
business needs

Service delivery impeded, restricted
or compromised by IT systems
breaking down or not meeting new
business requirements, resulting in
poor service and additional cost

New Trading
Opportunities
Detract from Core
Business

Reduced Performance - Increase in
complaints and loss of reputation

Inability to Raise
Reduction in Council's confidence in
Sufficient Income
CBH through failing to meet key
through new
expectation
business initiatives

Risk Type

Technological /
Economic and
Financial /
Reputational

Reputational/
Professional

Reputational/
Economic and
Financial

Unmitigated
Score

15

12

12

Assurances

New relationship manager arrangement in place from late
2014 with CBC. Agreed list of prioritised works now in
place and programme considered at Principal Liaison
meetings

Ring fence new business wherever possible.
Trading protocol created. Business Opportunities Panel in
place.
Financial Risk Management for new
business agreed.

Trading Protocal in place
in Place

Business Opportunities Panel

Current Score

15

9

9

Risk Owner

Director of Resources

Further Actions

Status

1) Fundamental review of the CAPITA relationship with CBH (through CBC) with a
view to getting closer to the provider and reducing bureaucracy. (Rethink the whole
approach).
2) SMARTen up user specifications from CBH to CBC and improve process of
implementation controls.
3) Improve ability to get reports and especially ad-hoc reports

Breach of Data
Security

ICO-imposed monetary penalty
notice of up to £500k and/or negative Economic/
reputational impact through media
Reputational
exposure.

12

Newly appointed Board Assurance Officer will complete
BCS certificate in Data Protection. Information &
Confidentiality Policy approved by Committee in July
2015. Good practice guidelines agreed and disseminated
to staff through team meetings.

Ongoing

4) Resolve the licensing issue relating to adding new properties to the system.

Dec-15

5) Look at alternatives to CAPITA for new business.

Ongoing

1) Properly resourced initiatives.
2) Carry out a core business risk assessment before agreeing new projects.

Ongoing
Ongoing

Chief Executive/Director of 3) Separate functions as far as possible through the subsidiary (look at why we should
Resources
trade paper)

Ongoing

4) Assessment for each project
5) Accounting Controls
1) Establish a trading subsidiary - produce a plan of action.

Ongoing
Complete
Complete

2) Use COLBEA or other organisation to do some work to:-carry out a critique of our
strategic approach, identify opportunities and gaps etc., identify what are our products,
the market, pricing etc.

Complete

3) Clarify the reward for Company and agree with Council.
Chief Executive/ Director
4) Review whether there should be a reward/recognition for employees - individually
of Resources
or as a whole.

Director of Resources

9

Initial conversations held with CBC/new DOR.
Plan to address identified issues to be drafted in
Q4 2015/2016

6

The trading subsidiary has been rejected by
CBC for the time being. Trading activities to be
increased within CBH. Appropriate accounting
controls and transparency of activity are already
in place.

5

The trading subsidiary has been rejected by
CBC for the time being. Trading activities to be
increased within CBH. Appropriate accounting
controls and transparency of activity are already
in place.

4

The Appointment of a full time Board Assurance
Officer will enable the delivery of the agreed
actions. ICO advisory audit due to take place in
Nov 15 and draft Document Retention Policy is
under review.

4

Increasing Confidence has been identified as a
key component of the 'future proofing' project
as presented at the July 2015 Board Away Day.
The VfM strategy has been approved.

4

The findings of the HAY evaluation was reported
to G&R Cmte in Jul'15. A market supplements
policy was approved by G&R Cmte in Sept'15 to
attract and retain appropriate staff. A Salary
Sacrifice proposal is currently being considered
and will be presented to G&R Cmte in Nov'15.

9

Pending detail of implementation of Welfare
Benefit changes. Profiling of tenant information
will provide estimate of impact. Rent income
recovery is key priority for Housing Officers, the
Income policy has recently been reviewed to
ensure early intervention and robust
monitoring. KL 20/6/15

10

HRA Project Group set up with key CBC/CBH
staff. Draft proposal presented to Board at last
meeting. Implications on HRA Business Plan
currently being calculated.

10

The bill was published on 13th October and will
be considered in detail in due course

Mar-16

6) Accounting controls in place to mitigate risk.
1) Raise profile through emails highlighting ICO judgements.
2) E-learning module completed by all staff.
8

Comments

Ongoing

5) Produce a business plan from the outcome of this for the subsidiary, including
identifying a need and quantifying income requirements short/medium and long term,
developing an appropriate business plan with sensitivities.

4

Target Score

3) Publish document retention schedule.

TBC

Complete

Complete
Complete
Ongoing
Complete
Dec-15

4) Introduce secure printing.

Dec-15

5) Audit or advisory visit from ICO.

Nov-15

1) No surprises, no blame culture:- Celebrate what is good - SMT members in
different groups to identify joint targets. One organisation - where there is a joint
accountability across teams and resolve

On-Going

2) Review complaints and enquiries.

5

Relationship with
CBC not
maintained or
effective

Detract focus of Board and senior
management leading to damaging
service delivery and new initiatives,
ultimately closure of ALMO.

Reputational

12

Maintaining the regular liaison meetings at all levels.
Chief Executive keeping a watching brief that these are
maintained and effective.

• Members - ensure SMART response and introduce feedback system at least
quarterly.
6

Chief Executive

• Speak with one voice for CBH.
complaints, learn lessons & put right.

• Process & analyse

On-Going

• Review where role sits within organisation and who reports to - identify as a function
and not person.

6

Inability to Attract
and Retain
Appropriate Staff

Damage to services, performance
and reputation.

Professional /
Economic and
Financial

8

Good working environment and reasonable working
conditions, pension, holidays, flexitime

6

Director of Resources

3) Celebrate accreditation from Housemark.
4) Publish Value for Money Strategy.

Complete
Complete

(1) Pay Levels;
a)
Review the Hay evaluation scheme to verify its use and consistency within CBH,
b) Identify our comparator levels of DMT and SMT using Hay benchmarking,
c) Introduce Market Supplements Policy,
d)
Establish process of ongoing market review

Complete

(2) Benefits Package;
a)
Identify full benefits package and consider introducing a Total Reward Statement,
b) Enhance Salary Sacrifice provision

Complete

3) Recruitment Process;
a) Ensure that the best use of advertising mechanisms are being used,
b) Ensure that the full benefit package is being advertsied and/ or explained when a
job offer is made,

Dec-15

4) Sucession Planning/ Talent Management;
Introduce a Talent Management programme

a)

Feb-16

Review impact of further cap on benefits to £20,000 per household

7

8

10

Impact of Welfare
Reform adversely
affecting the ability
to collect rents from
tenants

Increasing financial pressure on
tenants leading to possibility of
increasing rent arrears, possible
transfers and increase in
homelessness, increase in court
actions

Management Fee reduced or cut and
Impact of budget
not being able to maintain contracted
announcement on
level of services. CBH service
financial viability of
delivery adversely affected due to
organisation
financial constraints

Impact of the
Housing and
Planning Bill

Reduction in social housing housing
due to RTB extension, selling vacant
high value properties, 'pay to stay'
and changes in planning
requirements

Economic/
Reputational

Economic/
Reputational

Economic/
Reputational

15

15

15

Increased resources to support tenants to maintain
payment and claim Discretionary Housing payments;
Close work with CBC Housing Benefits. Revision to
financial inclusion strategy. Creation of digital inclusion
strategy. Worklessness strategy. Increased payment
methods available.Increased financial support and
assistance. Increased opportunity for DD. Staff trained.
Reduced impact - only 364 tenants (6%) affected by
Spare Bedroom Subsidy and only 5 tenants affected by
benefit cap.

12

Director of Housing

Review impact on tenants/rents for homes with income greater than £30,000
Review approach/methodology for collated information and monitoring and consider
resourcing requirements where necessary
Develop partnership with the DWP to make most effective use of resources
Welfare Reform Strategic Action Group set up with key partners within CBC and CBH
Support CBH Academy development to provide training, advice and support for
residents into employment
Review implications of the budget and assess possible impact on Management Fee
(both in Short and Medium Term)

Established regular liaison between CE and CBC Head of
Service. Established regular formal meetings CE CBH
and CE CBC. Established regular CBC/CBH Delivery
Plan meetings. Annual management fee budget setting
process. Annually agreed Delivery Plan. Regular liaison
with Portfolio Holder.

10

Maintaining the regular liaison meetings at all levels and
work closely with CBC colleagues to ensure impact is
minimalised to continue to provide a social housing
solution that fits the requirements of the Borough.

15

Director of Resources

Apr-16
Apr-16
Dec-15
Dec-15
On-Going

Complete

Complete

Engage CBC for early discussions as to possible consequences for 2016/17
management fee

Complete

Report to Board on possible issues and considerations for the 2016/17 Budget

Complete

Engage CBC for early discussions as to possible consequences for the social housing
provision in the borough

Dec'15

DMT
Report to Board on possible issues and considerations

Dec'15
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CBH Risk Register 2015.16 - Heat Map
Current Score
Impact of Jul'15
Budget
Announcement
on fin. viability of

10

Likelihood

13

New Trading
Opportunites
detract from core
business

Inability to
Attract and
Retain Staff

Relationship with
CBC not
maintained or
effective

Impact of
Housing and
Planning Bill

Reliance on
Capita

6

15

Inability to raise
sufficient Income
from new
business

16

Impact of
Welfare Reform

9

12

14

Breach of Data
Security

3

5

8

11

1

2

4

7

Impact
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REPORT TO COLCHESTER BOROUGH HOMES BOARD
DATE:

27 October 2015

TIME:

5.30pm

VENUE:

St John Payne Church Hall, Greenstead

SUBJECT:

Future Proofing Project – Task & Finish Group feedback

REPORT BY:

Karen Williams, Head of Housing Management
 (01206) 282919
 karen.williams@cbhomes.org.uk

FOR INFORMATION
1.

Introduction

1.1

The Future Proofing project is underway and has been scrutinised and
commented on by a Task and Finish Group of involved residents.

2.

Task and Finish Group feedback

2.1

The Task and Finish Group met on Friday 16 October to discuss the Future
Proofing Project and compile their feedback. The feedback produced is attached
to this report as Appendix 1.

3.

Risk Management

3.1

None.

4.

HR Implications

4.1

None at this stage.

5.

Legal Implications

5.1

None.

6.

Financial Implications

6.1

None at this stage.

7.

Value for Money

7.1

None at this stage.

8.

Health & Safety Implications

8.1

None.
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9.

Equality & Diversity Implications

9.1

None.

10.

Residents at the Heart

10.1 The project includes a focus on “Community Development” and a number of
recommendations will emerge in this area.
11.

Appendix

11.1 The following document is appended to this report:
•

Appendix 1 – Task and Finish Group Feedback
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Item 10. Appendix 1

Feedback from the CBH Task & Finish Group
Future Proofing
16th October 2015

Present:
Tenants
Lynda Buxton
Mick Billimore
Anthony Philipps
Jean West
David Walsh
Maggie Griffen
Alex Matthews
Dawn Tibble
Peter Tweedle
Maura Broad
Sylvia Sellers

Leaseholders
Fiona Hetherington
Barbara Aiken

Staff
Karen Williams
Kathy Fitzgerald
Polly Hardy
Ria Eustace
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Topic – we want to ensure that CBH is in a good position to achieve our
objectives.
1. Improving and maintaining the Council housing stock
2. Increasing the supply of housing (Assisting the Council to build homes
and managing privately rented homes)
3. Improving energy efficiency and tackling fuel poverty (helping tenants
to manage gas and electricity bills)
4. Supporting tenants – including help with neighbourhood problems

Session 1
The group members were asked to work in groups and respond to the
following questions:
Tenants Response
1.

Do they agree that these are our key objectives?
•
•

2.

The tenant representatives agreed with the Board’s four objectives with
a real emphasis on Supporting Tenants with further welfare cuts on the
horizon.
External trading is a good idea moving forward, but we need to keep
the focus on improving the quality of improvement works.
Is there anything else that CBH need to consider for the future?

•
•
•
•

•
•
•

Less money is spent on innovation of new build and refurbishment and
more focus on standard but good quality homes.
Agree with expanding supply of housing – but should focus on utilising
existing Council-owned properties.
Look at the empty privately-owned accommodation across the
Borough, including office blocks – some of this could be converted to
housing / homeless accommodation at relatively low cost
Not to be satisfied with STAR survey, consider routinely seeking
feedback to give a sharper image of successful areas and exactly
where and how improvements or changes should be affected.
Essential for planning and development.
Where CBH are promoting cost-efficient systems to tackle fuel poverty,
that more detail in how much a tenant could save would be really
helpful and possible encourage more tenants to buy into new services.
More detailed information needed e.g. energy efficiency/ fuel poverty –
how much will I save. Current information is too basic.
Installing showers as standard will encourage energy efficiency.
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•
•

3.

Agree that Support needs to continue to be our focus as a public sector
organisation.
Under-occupation – CBH generally have the right approach –
supporting people to downsize but we need to provide enough one
bedroom units to downsize to.

Strengths, weaknesses and Threats

The group agreed with the Board’s SWOT analysis
Strengths
• The group felt CBH are already very tenant focussed
Weakness
• Communication between departments and feedback to tenants
Threats
• Increase in demand for social housing.
• Increase in demand for support services.
• Older persons exempt from some of the welfare reform that impacts on
utilising our housing stock.
• Dangers from tenant damage/lifestyle to our stock.
• One of the major threats is RTB. The best Council properties are sold.
Restrictions on certain types of properties (larger homes, our new
homes) they need to be lived in for certain number of years before
taking up the Right to Buy.
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Session 2
1.

What do the tenants consider the most important issues for the
Board to consider?
•
•
•
•
•
•
•
•

2.

Board should focus on Organisational Development as this influences /
impacts on both Finance and Risk Management.
Building stronger working relationships with other housing providers to
spread financial and business risk.
Board should consider short term lets to enable smarter use of stock.
Building new homes should be a key priority.
Focus on procurement of new homes; using CBH services to change
difficult-to-let buildings into affordable homes.
Maintaining what we have is as important as building new homes,
condition of existing housing affects tenants on a day-to-day basis.
Risk Management, more focus on core business and tenant focussed
services.
Departments need to talk to each other – a more cohesive approach is
needed.
Why do tenants think it is important for CBH to have residents on
the Board?

•
•
•

3.

It is vital that there are tenants on the Board – to ensure they have a
voice.
Board members need to be local people – including the Chair of the
Board.
The tenants’ voice on the Board helps to ensure that CBH are working
on tenants’ priorities and also gives tenants’ view when considering
fundamental service changes.
What skills do the tenants think we should look for in a Board
Member?

•
•
•

Knowledge of the company and our communities.
A broad range of specialist skills should be considered when recruiting
for the board, Governance, Risk, Finance, Legal, Social Housing and
Construction.
Negotiation skills
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4.

What Qualities would you consider most important in our staff?
•
•
•
•
•

Excellent Customer Service in terms of everyone being recognised as
a customer so this impacts on, colleagues supporting each other
through real teamwork.
Departments need to talk to each other – to encourage a cohesive
approach.
Staff need to be approachable and accessible.
More work to encourage a bottom-up approach – do tenants views get
passed up via front line staff to board level?
More door knocking and community-based meetings are needed.

Session 3
1. What do the tenants think are the most important services that we
deliver
•
•
•

Repairs and maintenance
Tenancy support
Community development

2. Thinking about their most recent contact with CBH, how would
they rate the service
•
•
•
•

Contact with CBH is overall good, but can be inconsistent, issues drag
on.
Good experience of contact with services, staff polite and helpful
Mixed experiences of contact with CBH. When the enquiry is more
complex it can sometimes go really wrong and then the communication
is poor.
Some great examples of good customer service were provided where
staff had gone above and beyond

3. What could we improve?
•
•
•

Property services staff need to have all the information and resources
when they are visiting tenants homes.
ICT staff need the right equipment so they have all the information to
hand.
Train every member of staff, regardless of role or level, to an
exemplary level of customer service. Every employee’s life should
become easier whilst resources would protect from waste of time and
money, e.g. needless phone calls and frustratingly negative
conversations plus the deleterious effect of issues being allowed to
drag on to no advantage.
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4.

Can you think of examples of how we improve residents’ lives?
•
•
•
•

5.

More support – with more welfare cuts on the horizon it is important
they receive the right support and guidance to enable them to make the
right choices.
More support and help with fuel poverty.
Opportunities for work experience and support to gain employment.
More apprenticeships.
What else could we become involved in?

•
•

We are already involved in lots of things – need to focus on improving
what we have to a high standard.
Stronger links with Schools – promoting apprenticeships.

Final task
The tenants were asked to list 5 issues that they think CBH should consider to
develop the organisation.
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Proactively gathering specific feedback throughout the year.
Routinely inspecting work by contractors, sub-contractors,
maintenance teams other staff.
To create more front doors for CBH – empty property reclaim.
Develop unused office buildings to homes.
Board to be made up of even number of tenant and non-tenant
members.
More New Council homes.
More apprenticeships.
Community contact – move away from focus groups and do more door
knocking to seek tenant views.
Extend the Board from 12 to 16 and have 4 more Tenant Members – a
stronger voice.
Improve knowledge of customer service front line team.
Clearer information for tenants on contractor processes.
Improved technology for tenants and staff.
Community led meetings – giving tenants a stronger voice.
Suggest more community MAD Days, door knocking and smaller
community events.
Stronger links with Schools – offer apprenticeships to school leavers.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

27 October 2015

TIME:

5.30 pm

VENUE:

St John Payne Church Hall

AGENDA ITEM:

11.

SUBJECT:

Finance Assurance Report

REPORT BY:

Michael Hadjimichael, Director of Resources
 (01206) 507815
 michael.hadjimichael@cbhomes.org.uk

FOR INFORMATION
1.

Purpose of Report

1.1

To provide the Board with a high-level statement of the financial position at 31
August 2015.

2.

Recommendations

2.1

That the Board:
• Notes the review of financial position as at 31 August 2015.

3.

Background

3.1

The Management Fee Budgets are managed on a risk-based approach with a
high level of monitoring on the key risk budgets. These include salaries,
premises, SLAs and new services taken on from the Council. The salaries
budget represents over 70% of the controllable budgets and a detailed model is
used to monitor this.

3.2

The Finance & Audit (F&A) Committee monitors the progress against the
budgets in detail at their meetings during the year to ensure these are
effectively monitored.

4.

Review of Financial Position as at 31 August 2015

4.1

Set out below is the actual expenditure on the operating budget and a forecast of
the 31 March 2016 outturn. This outturn forecast is the current best estimate but
will be subject to any revisions throughout the year. The October 2015 position will
be reported to the F&A Committee on 15th December 2015.
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Budget
2015-16

Expenditure
to 31 August
15

Forecast to
31 Mar 16

Projected
variance at
31 Mar 16

(£000)

(£000)

(£000)

(£000)

Management Fee - HRA

8,194

3,077

8,094

-100

Management Fee - GF

1,196

495

1,196

0

2,753

338

2,708

-45

657

279

657

0

11,724

6,307

11,724

0

1,581

1,011

1,581

0

Other Budgets
Delegated Budgets
Corp Facilities Budget
Capital (CBC and CBH)
Revenue/other

The key reasons for variances are as follows:
Management Fee
4.2

There have been a number of vacant posts that have been hard to fill, which have
led to an underspend to date on the salaries budget. In addition, some top of grade
staff have left to be replaced by new staff on the lower end of the grade. By the
year end this is estimated to be in the region of approximately £100,000. Property
Services is also anticipating an underspend through vacant posts and lower than
budgeted expenditure on professional fees which will be reported in future months.
Delegated Budgets

4.3

4.4

Expenditure to the end of August is £590,000 below the profiled budget expected
for year to date. Although it may be a little early in the year for concern, DMT have
asked to monitor progress carefully, with CBC being kept informed over the coming
months.
Corp Facilities Budget
Expenditure to the end of August is £279,000 in line with the profiled budget.
Capital – all capital works

4.5

Expenditure to the end of August is £6,307,000 in line with the profiled budget
which is anticipated to be fully committed by January 2016 to ensure all
programmes are completed by year end.
Revenue CBC Contracts

4.6

Expenditure to the end of August is £1,011,000 in line with the profiled budget.
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5.

2015-16 Carry Forwards

5.1

A number of projects intended to be funded in 2014-15 were carried forward into
2015-16 following approval by F&A Committee.

5.2

In total they amount to:CBH budgets – £244,000
Delegated CBC budgets - £384,000

5.3

A recent review of progress shows that the majority of projects from both budgets
have now either been completed, or are committed.

5.4

The remainder will be closely monitored to ensure expenditure is completed within
2015-16.

6.

New Business Income

6.1

New Business trading anticipated profit for the year is set out below:

Description

Expenditure Income to
to date
date (Aug
(Aug15) £
15)

Anticipated
profit by
year end

£

£

Professional fees

5,937

3,500

3,500

Co-op properties

4,993

0

500

17,592

0

6,500

0

1,516

1,516

28,522

5,016

12,016

Gateway management fee
Other projects
Total

Expenditure is typically in advance of income, as invoices will be raised on a
periodic basis. A number of invoices will be raised mid-year (September).
7.

Financial Implications

7.1

These are incorporated in the body of the report.

8.

HR, Health & Safety and Equality & Diversity Implications

8.1

None.

9.

Residents at the Heart

9.1

Residents are indirectly involved in budgetary control as they review our
performance on a regular basis. Our performance on standards is underpinned by
our expenditure.
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Minutes of the Finance & Audit Committee Meeting
Held at 4.30 pm on Tuesday 6 October 2015
In Room 2, Rowan House
Present:

In Attendance:

Nigel Chapman
Geoff Foster
Mike Lilley
Julie Parker
Glenn Houchell

(Chair)

Michael Hadjimichael (MH)
Mark Wright (MW)
Cassandra Clements (CC)

(Until Item 8)
(Item 3)

Alan Woodhead (AW)

(Mazars)

Owen Howell (OH)

(Minutes)

1.

Apologies for absence

1.1

None.

2.

Minutes of the meeting held 30 July 2015 and Matters Arising

2.1

The minutes were approved as an accurate record for the Chair to sign.

2.2

Action from 30 July 2014: Regarding 8.5, MH confirmed that initial discussions
had been held.

3.

Grounds Maintenance report

3.1

CC presented her report on grounds maintenance work and budget
management. She explained previous underspends and how to avoid this in the
future. This included the appointment of an officer (Mark Briggs) dedicated to
bringing the 2014/15 budget back in line and to ensuring effective use of budget
in future years. This meant that there was only a £500 variance by year end of
2014/15. This was in comparison to the previous year, which had seen a carry
forward of around £60k.

3.2

CC detailed the two main balances to strike:
•
•

General Needs vs Sheltered Accommodation
Responsive work vs Project Work

3.3

Mark Briggs has worked to improve the responsiveness towards requests by
residents and housing officers with around 80-90% of his efforts this year going
towards responsive work, with project work now to be dealt with in priority order.
This will include three sheltered schemes this year and eight general needs
projects.

3.4

Adaptions work has a small budget allocated towards it. There is an adaptions
officer who has a budget of around £8k for this. Work in this area often deals with
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adapting gardens for tenants who cannot have uneven ground. It is being
discussed whether our adaptions budget should be increased or added to the
budget of the adaptions officer.
3.5

It was noted that whilst Mark Briggs controls the budgets for responsive and
project work, parks officers deal with contracted maintenance and, with zone
teams, the maintenance of play areas.

3.6

MH confirmed that CBH was in dialogue with CBC regarding all delegated
budgets. Once the September position has been confirmed, MH will discuss any
concerns further with Geoff Beales and Lynn Thomas.

3.7

MW explained that the money for this work comes from the general fund, with an
amount paid into the HRA to make up for any properties which have been sold
via Right to Buy within the area in which work is being done. If no such properties
are located within an estate receiving work, then no contribution would have to
be made from the general fund. Any leaseholders are also asked to make a
contribution.

3.8

In answer to questions, CC informed the Committee that it was not a requirement
that CBC was used to carry out works in this area, but that there are regulations
regarding giving notice of an intention to use an alternative work provider. There
is an exception, with grounds maintenance involving a long term contract with
CBC.

4.

Strategic Risk Register review
n.b. This item was begun prior to Item 3 as CC had yet to arrive at that point
(owing to Committee commencing proceedings before the set start time of
4.30pm. It was concluded after CC had arrived and presented Item 3.

4.1

MH presented the report.

4.2

MH informed Committee that some of the further mitigating actions on the
strategic risk register due to be carried out by September had now been
completed, but had not been marked as complete as this occurred after the
despatch of Committee papers. All such actions had been completed or were set
to be completed in October. It was also noted that G&R Committee had
approved the Market Supplements Policy.

4.3

The Market Supplements Policy was briefly discussed. MH confirmed that each
supplement would be reviewed annually as to its continuation. Equal Pay issues
had been taken into account to ensure compliance with legislation.

4.4

The two new major risks identified were covered by MH - Welfare
reform/collection of rents and the effects of budget announcements on the
financial viability of CBH. MH expanded on what had already been discussed at
Board on 28 September.

4.5

It was suggested that Committee be presented an overview of the operational
risk registers, showing numbers of risks, how they were split in the RAG
spectrum and where new risks had been identified and any change in the
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severity of risks. It was noted that changes in the severity of risks should be
reported to the Committee. It was agreed that an information paper on the
Operational Risk Registers be brought to Committee after Christmas. Action:
MH to prepare an information paper for the first F&A Committee meeting of 2016.
5.

Ant-Fraud and Corruption Policy

5.1

MH introduced the report. Several changes were requested by members and
therefore the policy will be brought back to Committee in December for approval.
Enhancements include:
•
•
•
•
•

Removal of sections 4.6.2 to 4.6.8
To inform CBC’s management if any fraudulent activity identified amongst CBH’s
management team
To add a section on contractor’s obligations to have an Anti-Fraud policy as part
of any engagement (captured by the PQQ).
MH to explore whether to include ‘tipping off’ within the policy
To cross-reference to the disciplinary policy where relevant

Action: MH to prepare revised policy for F&A Committee in December 2015.
6.

Changes to Public Sector Procurement regulations.

6.1

MW took the Committee through his presentation. A paper had not been written
on this issue, owing to the complex nature of the changes. A copy of the
presentation slides is included with these minutes. Questions were asked
throughout the presentation to the satisfaction of the committee.

7.

Financial update

7.1

MH presented this report, reporting a current surplus of around £317k across the
business. There was a slight anomaly found in the original version of this report,
where the income from the gas contract taken on by CBH had not been
reflected.. A revised position was presented. This has had an effect on the
forecast out-turn which is now shown as £100k.

7.2

MH highlighted the HR issues which have had an effect on CBH’s costs,
including vacancies and a restructuring of the neighbourhood team.

7.3

The September position is currently being calculated and we look set to keep our
costs within the management fee. There will then be discussions about projects
and services which had not been taken on in previous years.

7.4

MW confirmed that at the mid-year point, the capital budget was over 40%
committed, with 28% paid. It was expected that there would be an increase in
spending on works during the winter, especially post-Christmas. MW aimed to
build up a reserve, up to the limit of £50k, to allow for any extra work over the
winter. There have been sizeable salary underspends in Property Services, both
on the revenue repairs side, and on the capital side, from both vacancies and
staff turnover.

7.5

The delegated budget position does not currently look positive but a lot of budget
work is due to be completed by year’s end. The discrepancy between the £157k
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spend (as of August) and the £700k total expected spend for the year is a cause
for concern which MH will be flagged up with CBC when they meet at the end of
the month.
7.6

MH gave assurance that regarding the outstanding photovoltaic grant money
from Climate Energy, this was being pursued by us, as CBH conducted the work
on behalf of CBC. This did not affect our finances as we had been reimbursed for
the work by CBC and we were therefore pursuing payment on their behalf.

7.7

In answer to questions regarding the vacancy underspend on salary budgets,
MH told Members that salary levels were benchmarked and under constant
review, with the possibility of taking on short-term contract or agency staff. MH
will also propose that a part of the reserves taken forward from this year be ringfenced in order to pay for market supplements when market pressures make it
difficult to recruit.

7.8

MW was asked what level of inflationary pressure we were seeing on building
costs and if we would be taking this into account when bidding for contracts with
fixed rates. MW assured the Committee that CBH charged commercial clients
differently to how we charge when carrying out work for CBC. Whilst salary
inflation is currently only 1%, staff are being lost to jobs offering better salaries.
Construction supply inflation is currently at around 7.5%. The split of costs is
roughly 60% on salaries, 40% on materials.

7.9

The current sub-contracting rates paid by us are quite reasonable as they were
set at the start of the year. MW explained the difficulties being caused by loss of
staff and difficulty recruiting. He admitted that agency staff had been sought
where we had vacancies or need for extra capacity, but the quality of such staff
had dropped to such an extent that they were now often un-appointable, even
though they came at a more expensive rate than regular staff. This situation and
the loss of productive staff are what is leading to the introduction of market
supplements.

7.10 Committee raised questions regarding the table showing ‘new business income.’
MH explained that CBH reports on cash income, rather than total billable income,
which would be much higher than the £3,500. It was agreed that in the future the
figures given should be on an accrual rather than a cash basis.
7.11 A discussion took place regarding the reporting of trading activity in future due to
potential commercial sensitivities. As the level of trading activity grows, this will
be explored further to meet the needs of the committee.
8.

Internal Audit progress and follow up

8.1

Alan Woodhead led the Committee through his report.

8.2

There were no questions.

9.

Standing items/Governance update

9.1

OH confirmed that we were due to re-register with the ICO by the end of the
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month and that this would be done within the fortnight.
9.2

On the policy update schedule, it was questioned whether the Staff Code of
Conduct had really been last updated in 2007, as listed. Action: OH to check
this. MH highlighted that this is an example of the problem we have regarding the
large number of different HR policies within CBH. It is planned for our HR policies
to be brought together in a staff handbook. This would reduce the number of
separate policy reviews needed.

10.

Work plan

10.1 Committee agreed that ‘Value for Money’ Strategy updates should be twiceyearly, with the next update given in March 2016. Action: OH to amend work
plan accordingly.
10.2 It was agreed that the item set for November concerning insurance cover should
be removed. Action: OH to amend work plan accordingly.
10.3 It was agreed that the Anti-Fraud and Corruption Policy should return to be
considered by Committee at its December Meeting. Action: OH to amend work
plan accordingly.
10.4 MH informed Committee that he had been asked by CBC to be involved with the
process to select the internal auditor.
10.5 Committee requested that future meetings should be set to start at 4pm. Action:
OH to set 4pm starts.
11.

Any other business.
The Committee requested an update on CBH insurance cover when the policy
had been agreed. Action: Director of Resources to circulate an email with details
of the cover.
MH informed Committee that the new Lone Worker device contract had been
placed, but as it had had come in at £220 over the £50k limit for DMT-approved
spending and therefore it needed F&A Committee’s approval. Committee duly
approved this contract.
With no further business, the open meeting finished at 6.54 pm. The Confidential
section of the meeting followed.
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Minutes of the Business Opportunities Panel
Held at 3.30 pm on 12 October 2015
Room 1, Rowan House
Sheepen Road, Colchester

Present:
Gerard Oxford (GO)
Alan Blois (AB)
Michala Carey (MC)
Greg Falvey (GF)

(Chair)

In Attendance:
Michael Hadjimichael (MH)
Mark Wright (MW)

Owen Howell

(Minutes)

1.

Apologies for absence

1.1

There were apologies for absence from Anne Grahamslaw (AG).

2.

Minutes of meeting 13 May 2015 and matters arising

2.1

The minutes of the previous meeting were agreed as an accurate record and
signed by the Chair.

3.

Trading Partnership Guidelines

3.1

GF introduced the report and explained its purpose. He took the Panel through the
suggested guidelines as included in Appendix 1.

3.2

A suggestion had been submitted by AG that we add a guideline to commit to only
entering into partnerships with organisations which have values that are not
contrary to the values of CBH (as detailed in our Core Values). This was agreed.
Action: GF to add a sentence to the Guidelines document to encapsulate the
above commitment.

3.3

The Panel discussed the regularity with which these guidelines should be
reviewed. It was agreed that they should be reviewed whenever the possibility of
entering into a partnership is explored, rather than on a set annual review.

3.4

Subject to the amendment in 3.2 being made, the Trading Partnership Guidelines
were approved by the Panel.

4.

CBH Trading Update

4.1

MH introduced the report and dealt with questions raised by Panel Members prior
to the meeting.

4.2

MH confirmed that where ‘Costs’ in Appendix 1 were marked as £0, this reflected
the fact that this meant no additional costs were incurred over and above those
already incurred by CBH and accounted for elsewhere. Action: MH to amend the
‘Cost’ heading on Appendix 1 to read ‘Additional cost on top of existing
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overheads.’ MW informed the Panel that the ‘Colne Housing – Surveyor’ did have
a cost associated with it, although it had been marked as zero-cost. Action: MW
to obtain a figure for this cost.
4.3

The Panel approved of the format of the table in Appendix 1.

5.

Trading account – contingency reserve level

5.1

MH explained that the contingency level was set at a level proportionate to the
risks being taken on by the Company. This level must be approved by the F&A
Committee and Board will be notified as part of the budget proposal.

5.2

MH informed the Panel that CBH had already set aside around a healthy reserve
of £250k in order to be able to fund the set-up of a subsidiary trading body
(although that plan was now on hold).

6.

Committee Terms of Reference – potential changes

6.1

OH introduced this report and explained that, in line with discussions held at the
Board Meeting of 28 September, BOP would review its Terms of Reference before
making recommendations to other Committees if it felt that amendments to their
Terms of Reference would help with their governance functions relating to an
expansion in our trading. OH recommended the approval of the amended Terms
of Reference (additions shown in Appendix 1).

6.2

MH recommended strengthening the BOP Terms with a sentence to detail the
BOP’s ability to authorise trading up to a certain value (as detailed in the Trading
Protocol with CBC, contracts worth up to £150k, with contracts under £50k able to
be approved by DMT). Action: OH to word a sentence to state that the BOP is
permitted to authorise trading involving contracts up to the value specified in the
Trading Protocol included within our Management Agreement with CBC. This
would illustrate the BOP’s performing the role which would have been taken up by
a subsidiary board, if the creation of a trading subsidiary had been permitted by
CBC.

6.3

MW pointed out that in the BOP Terms of Reference there was no reference to
the monitoring of extra trading and contracts (which would be in the BOP’s remit
as a substitute for a subsidiary board). It was agreed that a new Section 4.3
should be added to detail this scrutiny functions. Action: OH to insert new 4.3 –
‘The Panel will provide ongoing operational monitoring of both existing and new
business initiatives.’
MH confirmed that F&A Committee would receive reports on trading activity as an
appendix to the financial position, when this is reported to that Committee. This
would have to be confidential if commercially sensitive.
It was agreed that the amendments suggested should be made. Action: OH to
make amendments and send the amended Terms of Reference out to Panel
Members for them to give approval by email.
OH advised that G&R Terms of Reference would not be affected by an increase in
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CBH trading. The Panel agreed.
It was suggested that an addition of a Section 3.1 (d) to the Terms of Reference
for F&A Committee, to read ‘Provide independent scrutiny of trading activity,
financial performance and exposure to risk, ensuring reporting of trading activity
accounting is transparent.’ It was feared that this might lead to a duplication of
work done by the BOP, so an alternative was suggested, to strengthen 3.1 (b)
(new text in red) to read:
‘Provide independent scrutiny of the Company’s financial and non-financial
performance, including trading activity, to the extent that it affects the Company’s
exposure to risk and weakens the control environment.’
A further recommendation for amending F&A Terms of Reference was debated
but judged to only be necessary if we were to set up a trading body to which
different accounting rules would apply.
Regarding the Terms of Reference for Operations Committee, it was agreed to
add a 3.1 (C):
‘The potential impact of trading activities on core services to be taken into
account.’
Action: OH to write up the recommendations to other Committees, have these
approved by BOP electronically and then submitted to Committee Chairs to be
considered when they discuss their Terms of Reference.
7.

Work Plan

7.1

GF noted that the item concerning IT should be marked as for MH.

7.2

GF suggested dropping the Year 2 review of BOP’s guiding principles. This was
agreed.

7.3

It was agreed that the next meeting should discuss our partnership with
Whybrows.

8.

Any Other Business

8.1

No other business was raised.

With no further business, the meeting closed at 4.20 pm.
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Board Forward Plan 2015
Date

Item

Committee

9 Dec 2015

5 Year Investment Plan

F&A

Housing Investment Programme 2016/17
Future Proofing Recommendations – Final Stage
Approve Committee Terms of Reference

ALL

Reports to be scheduled:
Trading Opportunities: Year One Review

BOP Chair

Mitigating the risks to CBH of increasing
Right to Buy completions

DMT

Allocations Policy (for consultation)

CBC

CBH Role in Phase 2 Development

Director of Property Services

Anti-Fraud & Corruption Procedure

Director of Resources

February 2016
Management Fee

Director of Resources

April 2016
Future Proofing project end report

Chief Executive
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