COLCHESTER BOROUGH HOMES LIMITED
NINETY-FIFTH BOARD MEETING
To be held 5.30 pm, Wedesday 14 June 2017
Room 1, CBH Offices, Rowan House

1.

AGENDA – Part A
(Open to the public)
Welcome, Apologies & quorum

2.

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

3.

Minutes of Previous Meeting (Page 3)
To approve as a true record the minutes of the meeting held on 25 April 2017,
and to deal with any matters arising

4.

Voice Your View

ITEMS FOR DECISION
5.

Code of Governance (Page 7)
Owen Howell, Board Assurance Officer

6.

Scheme of Delegation (Page 47)
Owen Howell, Board Assurance Officer

7.

Strategic Risk Register (Page 99)
Michael Hadjimichael, Director of Resources

8.

Revised Contract Procedure Rules (Page 107)
Michael Hadjimichael, Director of Resources

ITEMS FOR INFORMATION
9.

Annual Health & Safety Report (Page 109)
Ryan Curtis, Health, Safety, Environmental & CDM Manager

10.

CBH Scrutiny Panel Report on temporary accommodation (Page 175)
Member of the Scrutiny Panel will present

11.

Resident Insight & Engagement Strategy
progress report and review (Page 183)
Karen Williams, Head of Housing

STANDING ITEMS
12.

Finance Assurance Report (Page 201)
Michael Hadjimichael, Director of Resources

Continued overleaf
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13.

Performance Assurance Report (Page 205)
Karen Loweman, Director of Housing

14.

Committee Minutes (Page 217)
Board members are invited to ask questions and comment on the minutes of:
Operations Committee

11 May 2017

15.

Forward Look (Page 223)
An update of future decisions required and items to be discussed at future
Board meetings.

16.

Any Other Business

17.

Exclusion of the Public
Forthcoming meetings:
Meeting Dates
Thursday 20 July 2017
Tuesday 19 September 2017
Wednesday 25 October 2017
Wednesday 29 November 2017

Colchester Borough Homes Ltd
Company Number 4843624
A Company Limited by Guarantee
Registered in England
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Minutes of the Ninety-fourth Board Meeting
Held on 25 April 2017 at 5.30pm
At Room 1, CBH, Rowan House,
33 Sheepen Road, Colchester CO3 3WG
Present:
Anne Grahamslaw
Alan Blois
Cllr Nigel Chapman
Julie Parker
Glenn Houchell
Geoff Foster
Michala Carey
Tina Graves
Cllr Cyril Liddy
Cllr Mike Hogg

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

Michael Hadjimichael
Karen Loweman
Mark Wright
Gerardine Murphy
Matt Armstrong
Angelique Ryan
Kirk Braker
Owen Howell
Observing:
Lynn Thomas
Jan Sexton
Lynda Buxton

(Minutes)

(CBC)

1.

Apologies and quorum

1.1

Apologies were received from Cllr Daniel Ellis and Dionne Philp. Chair declared
the meeting as quorate.

2.

Declaration of interests by Board Members and Officers

2.1

There were no new declarations of interest.

3.

Minutes of the meeting held on 21 February 2017 and Matters Arising

3.1

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

3.2

It was confirmed that the action arising from the minutes had been completed.

4.

Voice your view

4.1

There were no speakers for ‘Voice your view’ however Alan Blois spoke to
express the Board’s condolences to the family of James (Jimmy) Watson,
following his recent death, and to express the Board’s thanks for all of his work to
represent tenants’ views.

4.2

The details for Jimmy’s funeral were given by Alan Blois and Lynda Buxton, and
Board Members and officers attending were invited to attend. Board were
informed that the family had asked for charitable donations rather than flowers.
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5.

Corporate Facilities Management (CFM) Annual update

5.1

Lee Spalding presented the annual report from his team. Copies of this
presentation will be sent to all Board Members and are available on request from
the Board Assurance Officer. The presentation detailed the history of the team
since its transfer from CBC to CBH, and an explanation of the work it undertakes,
both for CBC on core services, and in providing externally traded services and
work. A reminder was also given as to how each area of service provision are
funded from either the management fee or from other sources.

5.2

Board were assured that additional or external work taken on was fitted in around
provision of core services and work on CBC’s corporate facilities, paid for by
CBC through the management fee. A reminder was given that CBC’s
complement of corporate buildings totalled around 100 buildings values at
around £90million (including buildings such as the Castle and Roman walls).

5.3

CBH is now the primary deliverer of CBC’s capital building projects. The CFM
team has delivered around £9million of project work since 2008 (includes work
done before team transferred to CBH).

5.4

The work done by the CFM team on maintenance of un-adopted highways for
which CBC is responsible has resulted in a drop in the number of accidental
injury claims from around 12 per year down to the most recent total of 2 in
2016/17.

5.5

Gareth Mitchell highlighted the success CFM had experienced in relation to
relieving pressures on the General Fund and as the significant area of business
growth for CBH, including external trading. Board agreed that it was important for
the successful elements of this team’s work and look to have them copied by
other teams where appropriate.

5.6

Cllr Chapman questioned what work the CFM team did relating to land drainage.
It was stated that the engineering team dealt with this. A Memorandum of
Understanding was in operation between CBC and ECC, with CBH being the
agent for CBC. Action: Lee Spalding to email a summary to Cllr Nigel Chapman.

6.

Whistleblowing Policy

6.1

The Policy had been reviewed by F&A Committee in March 2017 and only minor
amendments recommended.

6.2

It was questioned whether the whistleblowing form should be put on the CBH
website for non-staff members to access. Action: Owen Howell and Michael
Hadjimichael to investigate whether this would be appropriate.

6.2

Decision: Board unanimously approved the updated Policy.

7.

Strategic Risk Register

7.1

No new strategic risks had been identified.

7.2

Regarding 2.7, DMT have approved an updated Business Continuity Plan, which
is now under review by internal audit.
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7.3

Decision: Board accepted the Strategic Risk Register.

8.

Finance Assurance Report

8.1

The report shows the position as of the end of February. Year End figures are
now being compiled and look to show a relatively small operating surplus for the
year. This is being audited by external audit and a detailed review will be
presented at the 6 June F&A Committee.

9.

Performance Assurance Report

9.1

The report gives figures to end of February, but year-end figures were now
available.

9.2






Households in B&B accommodation: This has now reduced from 36 to 23.
N.B. the new target agreed with CBC will now be 30.
Average time taken to complete reactive repairs: Overall cumulative
average at year-end of 6.14 days, down from 6.35 at end of February.
Former Tenant Arrears: Year-end outcome is 1.16%, down from 1.2% at
end of February.
The target relating to first-call resolution by customer services has been
agreed at 85%. This will now only apply to repairs calls as it had been
found that in other areas, customer experiences were improved by
directing their calls directly to the relevant officers or teams.

9.3

Operations Committee will continue to monitor performance relating to KPIs.

9.4

Board asked whether length of B&B stays were measured and whether a target
should be set for average length of stay. Karen Loweman agreed this was
important and informed Board that this was one of the issues that the CBH
Scrutiny Panel had been asked to investigate (as part of their scrutiny of
temporary accommodation). They had been asked to examine data on length of
stays, what additional data should be reported to Board and on the location and
details of B&B sites.

9.5

More B&B accommodation has been found in the Borough, but some is still in
use (for emergency accommodation) in Maldon, Braintree, Clacton and Ipswich.
15 households were currently accommodated in Ipswich.

9.6

Karen was asked about the causes of loss of private-sector tenancies. She
explained that this was often caused by landlords serving notice in order to bring
in new tenants on a higher rent. It is frequently the case that private sector
tenants are on short-term year-long tenancy contracts.

9.7

It is expected that the delegated budget for temporary accommodation will stand
at around a £350k overspend, but slightly offset by some income, housing benefit
subsidy and set-aside subsidy. This is likely to leave a net overspend of around
£320k-£330k at year end.

9.8

Decision: The new KPI targets for Households in B&B accommodation (30) and
First-call resolution by customer services (85%) were both agreed.
5

10.

Committee minutes

10.1

The Chairs of G&R and F&A Committees presented the minutes from their
respective committee’s meetings. The Chair of F&A Committee highlighted that
his committee had been given a number of choices at the meeting regarding the
plan for internal audit. The Committee requested to see a full plan, to be
presented at their next meeting.

10.2

Board noted these minutes

11.

Forward Look

11.1

The Forward Look was noted and no amendments requested.

12.

Any other business

12.1

There was no other business as the tender report which had been scheduled for
this section had been transferred to the confidential session of this meeting.
With no further business, the open meeting concluded at 6.04pm.

Item

Action

Who

By When

Done

Item

Action

Who

By When

Done

25 April 2016
5.6

Email a summary of CFM work on land
drainage to Cllr Nigel Chapman

Lee Spalding

5 May ‘17

6.2

Check if appropriate to put whistleblowing
form on website

Owen Howell
and Michael
Hadjimichael

5 May ‘17

Yes
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5:30pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

5.

SUBJECT:

Code of Governance

REPORT BY:

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

FOR APPROVAL
1.

Approval Required

2.

Purpose of Report

2.1

To review the new Code of Governance and present it to Board for approval.
This new Code has been reviewed by the Governance & Remuneration
(G&R) Committee who recommend it to Board for their approval.

3.

Background & Content

3.1

The draft 2017 Code of Governance is not just an amended version of the
2016 Code. The production of the latest principles of good governance from
the Chartered Institute of Public Finance and Accountancy (CIPFA) in 2016
has meant that a full rewrite of CBH’s Code of Governance was necessary,
with the existing content being based on the principles drawn up by CIPFA
back in 2007. The 2016 principles have been comprehensively rewritten and
are not comparable with the previous principles from 2007. The sub-principles
have been greatly expanded and cover far more detail than those from 2007.

3.2

Owing to the expansion of sub-principles in number and complexity, a
decision has been made to expand the listing of CBH documents which
provide evidence of compliance with the Code. Although there is little change
in the number and type of documents, policies and strategies included within
the Code, multiple listings of documents are now being used. This means that
some policies and strategies appear as evidence of compliance with more
than one of the principles, in comparison to the current (2016) Code, where
CBH documents are only listed once, next to the principle that they were felt
to most closely match up with.

3.3

As the Code of Governance has been extensively rewritten and the main body
of the document has completely changed, it is not practical to list all of the
7

changes within this report. Instead, a copy of the current (2016) Code is
included with this report as Appendix 2 so that Board Members can compare
the changes in both the principles themselves and the listing of CBH
documents which show our compliance.
3.4

Several changes to note are:
 Deletion of Appendix 1. This appendix gave guidance as to whether
non-Code policies and strategies should come to Board (as was
discussed by G&R Committee in January), with a revised process
agreed). In line with the current drive to focus Board’s attention on its
statutory duties and strategic thinking, this has been removed. Whilst
Board and its committees can request to question or examine nonCode policies, the expectation is that these will be maintained and
reviewed by management, rather than by the Board.
 Inclusion of the CBH Vision, Mission and Values (next to Principle C)
 Inclusion of the Annual Budgets (next to Principle D)
 Inclusion of the Wellbeing Plan (next to Principle E)
 Removal of the Operational Scheme of Delegation (as this is already
included as an appendix within the overall Scheme of Delegation)
 Inclusion of the Annual Financial and Governance Statements (next to
Principle G).
 Suggested inclusion of the Internal and External Audit Plans (next to
Principles F & G).

3.5

Several of the inclusions suggested above involve documents (such as the
Annual Budgets and Financial & Governance Statements) which have not
previously been listed on the Code of Governance, but have nevertheless
required Board approval. This will not increase the workload of the Board.

3.6

Please note that documents on the Code of Governance can be kept
confidential, should they contain content that is commercially sensitive.
Current documents kept confidential are the Trading Strategy and Protocol,
and the Management Agreement. Board Members are asked to consider
whether there are other documents listed within the Code which should be
kept confidential. Board will then vote on whether to keep any further
documents confidential.

4.

Risk Management

4.1

The production of, and adherence to, a comprehensive Code of Governance
is an important way to mitigate a wide range of risks for the Company. It also
ensures that risks are effectively identified and monitored.

5.

HR and Health & Safety Implications

5.1

The Code of Governance has no direct HR implications relating to staffing
levels. However, the importance of Board oversight on issues such as staff
development and Health & Safety management is significant. The Code of
Governance ensures that policies and strategies are in place to show
members of staff what is expected of them and details how the Company will
support them, help them develop and safeguard them at work.
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6.

Legal Implications

6.1

Adherence to a strong and clear Code of Governance can help ensure that
Board Members carry out their duties and take heed of their liabilities as
directors. The documents which are included on the Code are vital to ensure
that Board Members and members of staff adhere to ethical values, statutory
requirements and the rule of law.

7.

Financial Implications

7.1

No specific implications, but a strong Code of Governance assists officers and
Board Members in avoiding unnecessary financial losses.

8.

Value for Money

8.1

None.

9.

Equality & Diversity Implications

9.1

The Code emphasises the commitment by Colchester Borough Homes to
ensuring fair access to our services and an awareness of the importance of
equality & diversity considerations in decision making and service provision.

10.

Residents at the Heart

10.1 The Code of Governance shows our commitment, as a Company, to good
governance and shows our service users and the general public what they
can expect from us as an organization. The Code and the documents
contained within it show how we are committed to providing the best possible
services by ensuring CBH is an effectively- and ethically-run company.
11.

Decision Required?

11.1 YES: Approval required
12.

Appendices

12.1 Appendix 1 – Draft 2017 Code of Governance
12.2 Appendix 2 – Current (2016) Code of Governance
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Item 5 Appendix 1

Code of Governance

Author: Owen Howell, Board Assurance Officer

Version 3.0
April 2017

11

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

Glossary
Business
Opportunities
Panel

A Panel which examines potential trading opportunities. The majority of
Members of this panel are serving Board Members. Sometimes referred
to as ‘BOP.’

CIPFA

Chartered Institute of Public Finance and Accountancy. A professional
institute for accountants working in the public sector.

Finance &
Audit
Committee

An official Board Committee which chiefly scrutinizes issues regarding
the finances of Colchester Borough Homes, as well as monitoring the
Company Strategic Risk Register. Possesses delegated powers to make
certain decisions within these fields. Sometimes referred to as ‘F&A.’

Governance &
Remuneration
Committee

An official Board Committee which chiefly scrutinizes governance and
HR issues. Possesses delegated powers to make certain decisions
within these fields. Sometimes referred to as ‘G&R.’

Key
Performance
Indicators
(KPIs)

The set of quantifiable measures which the Company uses to gauge and
compare performance in meeting strategic and operational goals and
standards. These are also used to compare our performance with that of
other housing providers.

Memorandum
and Articles of
Association

The Constitution of Colchester Borough Homes, detailing the
responsibilities and powers of Board Members, the obligations and
powers of the Company and the objects of the Company.

Operations
Committee

An official Board Committee which chiefly scrutinizes operational matters
within the Company and monitors performance measured against KPIs.
Possesses delegated powers to make certain decisions within these
fields. Sometimes referred to as ‘Ops.’

Scheme of
Delegation

A document detailing where responsibilities and/or authority for
authorizing certain actions lie within an organization.

SOLACE

Society of Local Authority Chief Executives and Senior Managers. A
representative body for senior managers working within local
government.

05a CBH Code Of Governance - January 2017 V32017
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1. Introduction & purpose
Governance is about how organisations ensure that they are doing the right things, in the
right way, for the right people, in a timely, inclusive, open, honest and accountable
manner.
Governance comprises the systems and processes, and culture and values, by which
organisations are directed and controlled and through which they account to, engage with
and, where appropriate, provide leadership to their communities.
At Colchester Borough Homes we recognise that:


Good governance leads to good management, good performance, good stewardship of
an organisation’s money, good public engagement and, ultimately, good outcomes for
citizens and service users;



Good governance enables organisations to pursue their visions in an effective manner,
as well as underpinning their visions with appropriate mechanisms for control and
management of risk;



All organisations should aim to meet the highest standards, and governance
arrangements should not only be sound but also be seen to be sound.

We are committed to applying the core principles set out in the SOLACE / CIPFA Good
Governance Framework (2016) of:


Behaving with integrity, demonstrating strong commitment to ethical values,
and respecting the rule of law.



Ensuring openness and comprehensive stakeholder engagement.



Defining outcomes in terms of sustainable economic, social and environmental
benefits.



Determining the interventions necessary to optimize the achievement of the intended
outcomes.



Developing the entity’s capacity, including the capability of its leadership and the
individuals within it.



Managing risks and performance through robust internal control and strong public
financial management.



Implementing good practices in transparency, reporting, and audit to deliver effective
accountability.

The key principles, policies and strategies that set out the way Colchester Borough Homes
will conduct its overall governance arrangements are outlined below.
Colchester Borough Homes is mindful of its duty to promote good governance for its
tenants & leaseholders and the wider community of Colchester. The Company has a range
of policies and governance documents in place to achieve this, alongside its Memorandum
& Articles of Association and the Management Agreement with Colchester Borough
Council.

05a CBH Code Of Governance - January 2017 V32017
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The purpose of this Code of Governance, therefore, is to provide a simple document with
links to relevant documents relating to governance, which are available free of charge on
the Company's website: www.cbhomes.org.uk
All documents within this Code of Governance are reserved for the approval of the full Board
of Colchester Borough Homes. Appendix 1 sets out the principles that will be applied to
determine the approval route for a policy or strategy that is not within this Code.
For further information on Colchester Borough Homes’ Good Governance arrangements,
please contact:
Owen Howell
Board Assurance Officer Colchester Borough Homes Rowan House,
33 Sheepen Road Colchester CO3 3WG
 (01206) 282518
 owen.howell@cbhomes.org.uk

05a CBH
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2. Code of Governance

Principle

Sub-principles

Principle A

• Ensuring members and officers behave with integrity and lead a
culture where acting in the public interest is visibly and
consistently demonstrated, thereby protecting the reputation of
the organization.



Code of Governance



Board Member Code of Conduct



Board Member Expenses Scheme

• Ensuring members take the lead in establishing specific standard
operating principles or values for the organisation and its staff and
that they are communicated and understood. These should build
on the Seven Principles of Public Life (the Nolan Principles)



Board Member Register of Interests



Staff Code of Conduct



Hospitality & Gifts Policy

• Leading by example and using the above standard operating
principles or values as a framework for decision making and other
actions.



Equality Strategy



Business Opportunities Panel
terms of reference



Finance & Audit Committee
terms of reference

• Seeking to establish, monitor and maintain the Company’s ethical
standards and performance.



Governance & Remuneration
Committee terms of reference

• Underpinning personal behaviour with ethical values and ensuring
they permeate all aspects of the Company’s culture and operation.



Operations Committee terms of
reference

• Developing and maintaining robust policies and procedures which
place emphasis on agreed ethical values.



Value for money strategy



Anti-fraud & Corruption Policy



Standing Financial Instructions



Contract Procedure Rules

Behaving with integrity,
demonstrating strong
commitment to ethical
values, and respecting
the rule of law.
Colchester Borough
Homes are accountable
not only for how much
we spend, but also for
how we use the
resources under our
stewardship. This
includes accountability
for outputs, both positive
and negative, and for the
outcomes we have
achieved. In addition, we
have an overarching
responsibility to serve
the public interest in
adhering to the
requirements of
legislation and
government policies.

• Demonstrating, communicating and embedding the standard
operating principles or values as a framework for decision making
and other actions.

• Ensuring that external providers of services on behalf of the
organisation are required to act with integrity and in compliance
with ethical standards expected by the organisation

05a CBH
7 Code Of Governance - January 2017 V3

CBH documents

17

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

Principle

Sub-principles

CBH documents

It is essential that, as a
• Ensuring members and staff demonstrate a strong commitment
whole, the Company can
to the rule of law as well as adhering to relevant laws and
demonstrate the
regulations.
appropriateness of all our • Creating the conditions to ensure that the statutory officers, other
actions across all activities
key post holders, and members, are able to fulfil their
and have mechanisms in
responsibilities in accordance with legislative and regulatory
place to encourage and
requirements.
enforce adherence to
• Striving to optimize the use of the full powers available for the
ethical values and to
benefit of citizens, communities and other stakeholders.
respect the rule of law.
Principle B
Ensuring openness and
comprehensive
stakeholder
engagement.
Colchester Borough
Homes is run for the
public good and therefore
should ensure openness
in our activities. Clear,
trusted channels of
communication and
consultation should be
used to engage
effectively with all
stakeholders, such as
individual citizens/service
users, and institutional
stakeholders such as
Colchester Borough
Council.

• Ensuring an open culture through demonstrating, documenting
and communicating the Company’s commitment to openness.

• Annual report

• Making decisions that are open about actions, plans, resource
use, forecasts, outputs and outcomes. The presumption is for
openness. If that is not the case, a justification for the reasoning
for keeping a decision confidential should be provided.

• Risk Management Policy & Strategy

• Providing clear reasoning and evidence for decisions in both
public records and explanations to stakeholders and being
explicit about the criteria, rationale and considerations used. In
due course, ensuring that the impact and consequences of
those decisions are clear.
• Using formal and informal consultation and engagement to
determine the most appropriate and effective interventions/
courses of action.

• Anti-fraud & Corruption Policy
• Whistleblowing Policy
• Safeguarding Policy
• Information & confidentiality policy
• Resident insight & engagement strategy
• Communication strategy
• Complaints policy
• Customer service strategy

NB institutional stakeholders are the other organisations that local
government needs to work with to improve services and outcomes
(such as commercial partners and suppliers as well as other public
or third sector organisations) or organisations to which they are
accountable.
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• Effectively engaging with institutional stakeholders to ensure that
the purpose, objectives and intended outcomes for each
stakeholder relationship are clear so that outcomes are achieved
successfully and sustainably.
• Developing formal and informal partnerships to allow for
resources to be used more efficiently and outcomes achieved
more effectively.
• Ensuring that partnerships are based on:
I.

trust and shared values

II.

a shared commitment to change

III.

a culture that promotes and accepts challenge among partners

and that the added value of partnership working is explicit
 Establishing clear policy on the type of issues that the Company
will meaningfully consult with or involve communities, individual
citizens, service users and other stakeholders to ensure that
service (or other) provision is contributing towards the
achievement of intended outcomes
 Ensuring that communication methods are effective and that
members and officers are clear about their roles with regard to
community engagement.
 Encouraging, collecting and evaluating the views and
experiences of communities, citizens, service users and
organizations of different backgrounds including reference to
future needs.
 Implementing effective feedback mechanisms in order to
demonstrate how views have been taken into account.
 Balancing feedback from more active stakeholder groups with
other stakeholder groups to ensure inclusivity.
 Taking account of the impact of decisions on future generations of

tax payers and service users.

05a CBH
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Principle C
Defining outcomes in
terms of sustainable
economic, social, and
environmental
benefits.
The long-term nature
and impact of many of
the Company’s
responsibilities mean
that it should define and
plan outcomes and that
these should be
sustainable. Decisions
should further the
Company’s purpose,
contribute to intended
benefits and outcomes,
and remain within the
limits of authority and
resources. Input from all
groups of stakeholders,
including citizens,
service users, and
institutional
stakeholders, is vital to
the success of this
process and in
balancing competing
demands when
determining priorities for
the finite resources
available.

• Having a clear vision, which is an agreed formal statement of
the Company’s purpose and intended outcomes containing
appropriate performance indicators, which provide the basis for
the Company’s overall strategy, planning and other decisions.

• CBH Vision, Mission and Values

• Specifying the intended impact on, or changes for,
stakeholders including citizens and service users. It could be
immediately or over the course of a year or longer.

• Medium Term Delivery Plan

• Delivering defined outcomes on a sustainable basis within the
resources that will be available.

• Management Agreement (Confidential)
• Memorandum & Articles of Association
• Equality Strategy
• Asset management strategy

• Identifying and managing risks to the achievement of
outcomes.
• Managing service users’ expectations effectively with regard to
determining priorities and making the best use of the resources
available.
• Considering and balancing the combined economic, social and
environmental impact of policies and plans when taking
decisions about service provision.
• Taking a longer-term view with regard to decision making,
taking account of risk and acting transparently where there are
potential conflicts between the Company’s intended outcomes
and short-term factors such as the political cycle or financial
constraints.
• Determining the wider public interest associated with balancing
conflicting interests between achieving the various economic,
social and environmental benefits, through consultation where
possible, in order to ensure appropriate trade-offs.
• Ensuring fair access to services.

05a CBH
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Principle D
Determining the
interventions
necessary to optimize
the achievement of
the intended
outcomes.
The Company
achieves its intended
outcomes by providing
a mixture of legal,
regulatory, and
practical interventions
(courses of action).
Determining the right
mix of these courses of
action is a critically
important strategic
choice that the
Company has to make
to ensure intended
outcomes are
achieved. Robust
decision-making
mechanisms are
needed to ensure that
defined outcomes can
be achieved in a way
that provides the best
trade-off between the
various types of
resource inputs while
still enabling effective
& efficient operations.

• Ensuring decision makers receive objective and rigorous
analysis of a variety of options indicating how intended outcomes
would be achieved and associated risks. Therefore ensuring
best value is achieved however services are provided.

• Scheme of Delegation

• Considering feedback from citizens and service users when
making decisions about service improvements or where services
are no longer required in order to prioritize competing demands
within limited resources available including people, skills, land
and assets and bearing in mind future impacts.

• Trading protocol (Confidential)

• Medium Term Delivery Plan
• Annual Budgets
• Trading strategy (Confidential)

• Establishing and implementing robust planning and control
cycles that cover strategic and operational plans, priorities and
targets.
• Engaging with internal and external stakeholders in determining
how services and other courses of action should be planned and
delivered.
• Considering and monitoring risks facing each partner when
working collaboratively, including shared risks.
• Ensuring arrangements are flexible and agile so that the
mechanisms for delivering goods and services can be adapted
to changing circumstances.
• Establishing appropriate key performance indicators (KPIs) as
part of the planning process in order to identify how the
performance of services and projects is to be measured.
• Ensuring capacity exists to generate the information required to
review service quality regularly.
• Preparing budgets in accordance with objectives, strategies and
the medium term financial plan.
• Informing medium and long term resource planning by drawing up
realistic estimates of revenue and capital expenditure aimed at
developing a sustainable funding strategy

05a CBH
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Principle

Sub-principles

Decisions made need to be
reviewed frequently to
ensure that achievement of
outcomes is optimised.

• Ensuring the medium term financial strategy integrates
and balances service priorities, affordability and other
resource constraints.

CBH documents

• Ensuring the budgeting process is all-inclusive, taking
into account the full cost of operations over the medium
and longer term.
• Ensuring the medium term financial strategy sets the
context for ongoing decisions on significant delivery
issues or responses to changes in the external
environment that may arise during the budgetary period
in order for outcomes to be achieved while optimizing
resource usage.
• Ensuring the achievement of ‘social value’ through
service planning and commissioning.

Principle E
Developing the
Company’s capacity,
including the capability
of its leadership and the
individuals within it.
Appropriate structures and
leadership is required, as
well as people with the
right skills, appropriate
qualifications and mindset,
to operate efficiently and
effectively and achieve
intended outcomes within
the specified periods.

• Making sure Board Members and staff have the skills,
knowledge, experience and resources they need to
perform well in their roles.
• Developing the capability of people and evaluating
their performance, both as individuals and as a
group.
• Encouraging new talent for membership of the Company
so that best use can be made of individuals’ skills and
resources for balancing continuity and renewal.

05a CBH
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A public sector
organisation must ensure
that it has both the
capacity to fulfil its own
mandate and to make
certain that there are
policies in place to
guarantee that its
management has the
operational capacity for
the organisation as a
whole. Because both
individuals and the
environment in which
Colchester Borough
Homes operates will
change over time, there
will be a continuous need
to develop our capacity as
well as the skills and
experience of individual
staff members.
Leadership in the
Company is strengthened
by the participation of
people with many different
types of backgrounds,
reflecting the structure
and diversity of
communities.

• Reviewing operations, performance and use of assets on
a regular basis to ensure their continuing effectiveness.
• Improving resource use through appropriate application
of techniques such as benchmarking and other options in
order to determine how resources are allocated so that
defined outcomes are achieved effectively and efficiently.
• Recognizing the benefits of partnerships and
collaborative working where added value can be
achieved.
• Developing and maintaining an effective workforce plan
to enhance the strategic allocation of resources.
• Developing protocols to ensure that elected and
appointed leaders negotiate with each other regarding
their respective roles early on in the relationship and that
a shared understanding of roles and objectives is
maintained.
• Publishing a statement that specifies the types of
decisions that are delegated and those reserved for the
collective decision making of the governing body.
• Ensuring the Board and the Chief Executive have clearly
defined and distinctive leadership roles within a structure
whereby the chief executive leads in implementing
strategy and managing the delivery of services and other
outputs set by members and each provides a check and
a balance for each other’s authority.

05a CBH
13Code Of Governance - January 2017 V3

23

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

• Developing the capabilities of members and senior
management to achieve effective leadership and to enable
the Company to respond successfully to changing legal and
policy demands as well as economic, political and
environmental changes and risks by:
I.

Ensuring members and staff have access to
appropriate induction tailored to their role and that
ongoing training and development matching
individual and organizational requirements is
available and encouraged

II.

Ensuring members and officers have the appropriate
skills, knowledge, resources and support to fulfil their
roles and responsibilities and ensuring that they are
able to update their knowledge on a continuing basis

III.

Ensuring personal, organizational and system-wide
development through shared learning, including
lessons learnt from governance weaknesses both
internal and external.

 Ensuring that there are structures in place to encourage
public participation.
 Taking steps to consider the leadership’s own effectiveness
and ensuring leaders are open to constructive feedback
from peer review and inspections.
 Holding staff to account through regular performance
reviews which take account of training or development
needs.
 Ensuring arrangements are in place to maintain the
health and wellbeing of the workforce and support
individuals in maintaining their own physical and mental
wellbeing.

05a CBH
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Principle F
Managing risks and
performance through
robust internal control
and strong public
financial management.

• Recognizing that risk management is an integral part of
all activities and must be considered in all aspects of
decision making.
• Implementing robust and integrated risk management
arrangements and ensuring that they are working
effectively.

Colchester Borough
Homes must ensure that
its governance structure
that it has implemented,
can sustain an effective
performance management
system that facilitates
effective and efficient
delivery of planned
services.

• Ensuring that responsibilities for managing individual
risks are clearly allocated.

Risk management and
internal control are
important and integral
parts of a performance
management system and
are crucial to the
achievement of outcomes.
Risk should be considered
and addressed as part of
all decision making
activities.

• Ensuring an effective scrutiny or oversight function is in
place which provides constructive challenge and debate
on policies and objectives before, during and after
decisions are made thereby enhancing the Company
performance and that of any organization for which it is
responsible.

• Monitoring service delivery effectively including planning,
specification, execution and independent post
implementation review.
• Making decisions based on relevant, clear objective
analysis and advice pointing out the implications and
risks inherent in the Company’s financial, social and
environmental position and outlook.

• Risk Management Policy & Strategy
• Scheme of Delegation
• Business Opportunities Panel terms of
reference
• Finance & Audit Committee terms of
reference
• Governance & Remuneration Committee
terms of reference
• Operations Committee terms of reference
• Board Member Code of Conduct
• Anti-Fraud and Corruption Policy
• Internal Audit Plan
• External Audit Plan
• Information & Confidentiality Policy

• Encouraging effective and constructive challenge and
debate on policies and objectives to support balanced
and effective decision making.
• Providing members and senior management with regular
reports on service delivery plans and on progress
towards outcome achievement.
• Ensuring there is consistency between specification
stages (such as budgets) and post implementation
reporting (e.g. financial statements).

05a CBH
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A strong system of
financial management is
essential for the
implementation of policies
and the achievement of
intended outcomes, as it
will enforce financial
discipline, strategic
allocation of resources,
efficient service delivery
and accountability.
It is also essential that a
culture and structure for
scrutiny are in place as a
key part of accountable
decision making, policy
making and review. A
positive working culture
that accepts, promotes
and encourages
constructive challenge is
critical to successful
scrutiny and successful
service delivery.
Importantly, this culture
does not happen
automatically, it requires
repeated public
commitment from those in
authority.

• Aligning the risk management strategy and policies on
internal control with achieving objectives.
• Evaluating and monitoring risk management and internal
control on a regular basis.
• Ensuring effective counter fraud and anti-corruption
arrangements are in place.
• Ensuring additional assurance on the overall adequacy and
effectiveness of the framework of governance, risk
management and control is provided by the internal auditor.
• Ensuring an audit committee or equivalent group/ function,
which is independent of the executive and accountable to
the governing body:
I. Provides a further source of effective assurance regarding
arrangements for managing risk and maintaining an
effective control environment
II. That its recommendations are listened to and acted upon
• Ensuring effective arrangements are in place for the safe
collection, storage, processing and sharing of data,
including processes to safeguard personal data.
• Ensuring effective arrangements are in place and operating
effectively when sharing data with other bodies.
• Reviewing and auditing regularly the quality and accuracy
of data used in decision making and performance
monitoring.
• Ensuring financial management supports both long-term
achievement of outcomes and short-term financial and
operational performance.
• Ensuring well-developed financial management is
integrated at all levels of planning and control, including
management of financial risks and controls.

05a CBH
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• Writing and communicating reports for the public and
other stakeholders in a fair, balanced and understandable
Implementing good
style appropriate to the intended audience and ensuring
practices in transparency,
that they are easy to access and interrogate.
reporting, and audit to
deliver effective
• Striking a balance between providing the right amount of
accountability.
information to satisfy transparency demands and
enhance public scrutiny while not being too onerous to
provide and for users to understand.
Accountability is about
ensuring that those making • Reporting at least annually on performance, value for
money and stewardship of resources to stakeholders in a
decisions and delivering
timely and understandable way.
services are answerable for
them. Effective
• Ensuring members and senior management own the
accountability is concerned
results reported.
not only with reporting on
• Ensuring robust arrangements for assessing the extent to
actions completed, but also
which the principles contained in this Framework have
ensuring that stakeholders
been applied and publishing the results on this
are able to understand and
assessment, including an action plan for improvement
respond as Colchester
and evidence to demonstrate good governance (the
Borough Homes plans and
annual governance statement).
carries out its activities in a
• Ensuring that this Framework is applied to jointly
transparent manner. Both
managed or shared service organizations as appropriate.
external and internal audit
contribute to effective
• Ensuring the performance information that accompanies
accountability.
the financial statements is prepared on a consistent and
Principle G

• Board meeting reports published on website
• Annual Report
• Communications Strategy
• AGM
• Annual Governance Statement (within
Financial Statements)
• Annual Financial Statements
• Finance & Audit Committee terms of
reference
• Internal Audit Plan
• External Audit Plan

timely basis and the statements allow for comparison with
other, similar organizations.

• Ensuring that recommendations for corrective action
made by external audit are acted upon.
• Ensuring an effective internal audit service with direct
access to members is in place, providing assurance with
regard to governance arrangements and that
recommendations are acted upon.
05a CBH
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• Welcoming peer challenge, reviews and inspections from
regulatory bodies and implementing recommendations.
• Gaining assurance on risks associated with delivering
services through third parties and that this is evidenced in
the annual governance statement.
• Ensuring that when working in partnership, arrangements
for accountability are clear and the need for wider public
accountability has been recognized and met.

05a CBH
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3. Consultation
Best practice and guidance from CIPFA. Consultation with DMT, the Chair of the Board and
Head of HR & Governance. The Governance & Remuneration Committee examined the draft of
this code in March/April 2017 and recommended the updated code to Board for approval as it
appears here.

4. References
The document was produced and compiled in line with the SOLACE/CIPFA ‘Delivering Good
Governance in Local Government Framework (2016).

5. Related documents
All documents included within the Code of Governance. These can be found on the CBH
website.

05a CBH Code Of Governance - January 2017 V3

19

29

Appendix 1 – Principles for key policies
Under the current Scheme of Delegation, any changes made to documents covered
by the Code of Governance need to be approved at Board level and cannot be
delegated.
This framework determines whether corporate documents that are not within the
Code should be approved at Board level or delegated to committees and/or the
executive team.
The approach is to make a distinction between strategic and operational content, the
assumption being that the Board would need to consider strategic matters only.
Below are five criteria that will be used as a checklist:
Criteria

Yes

No

Does the document concern the future and long-term
goals of the organisation as a whole?

Strategic

Operational

Does the document serve as the framework for lowerlevel planning?

Strategic

Operational

Does implementation require involvement from each
level of the organisation?

Strategic

Operational

Is it an overarching company-wide policy rather than a
service policy?

Strategic

Operational

Operational

Strategic

Is it mainly focused on the rules, procedures and
processes used at all levels of the organisation?

In addition, where a policy or strategy exposes non-executive directors to legal
liabilities, it must be brought to full Board for approval. If there is any doubt over
whether a policy should be brought to Board, the final decision rests with the Chair of
the Board.
Example
Current documents approved at Board level that do not currently feature in the Code
of Governance include the Pets Policy and the Welfare Reform Strategy. Applying
the above framework, the Welfare Reform Strategy would need approval by the
Board but the Pets policy would not.
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Document control sheet
Title:

Code of Governance

Electronic File Name T:\Common Files\Policies, strategies and corporate
& location:
documents\Word versions of current corporate
documents\CBH Code of Governance - September
2016.docx
Consultation with
stakeholders:

DMT in March 2017

Approved:

CBH Board in June 2017

Next Review date:

September 2017

Circulation method:

CBH website and intranet, email to all staff and circulation
to DMT

Equality Impact
Assessment:

N/A –

G&R Committee in March/April 2017
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Document amendment history
Version

Type

Date

Notes

1.0

New

Oct 2006 Code created.

2.0

Major
revision

April
2012

New format. Tightening up of content to
remove unnecessary sections. Listing of key
corporate documents.

2.1

Minor
revision

April
2014

Updating of key document names and other
details.

2.2

Major
revision

April
2015

Major changes: Statement of key principles
from SOLACE/CIPFA Good Governance
Framework, plus sub-principles. Key
corporate documents matched to principles.
Procedure for deciding if policies not within
the Code go to Board.

2.3

Minor
revision

Sept
2016

Two additions and one deletion of corporate
documents included on the Code. Code put
into current corporate format.

3.0

Major
revision

June
2017

Replacement of 2007 CIPFA principles with
2016 principles. Complete restructure of
documents listed as providing evidence of
compliance.
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Glossary
Business
Opportunites
Panel

A Panel which examines potential trading opportunities. The majority of
Members of this panel are serving Board Members. Sometimes referred
to as ‘BOP.’

CIPFA

Chartered Institute of Public Finance and Accountancy. A professional
institute for accountants working in the public sector.

Finance &
Audit
Committee

An official Board Committee which chiefly scrutinizes issues regarding
the finances of Colchester Borough Homes, as well as monitoring the
Company Strategic Risk Register. Possesses delegated powers to make
certain decisions within these fields. Sometimes referred to as ‘F&A.’

Governance &
Remuneration
Committee

An official Board Committee which chiefly scrutinizes governance and
HR issues. Possesses delegated powers to make certain decisions
within these fields. Sometimes referred to as ‘G&R.’

Key
Performance
Indicators
(KPIs)

The set of quantifiable measures which the Company uses to gauge and
compare performance in meeting strategic and operational goals and
standards. These are also used to compare our performance with that of
other housing providers.

Memorandum The Constitution of Colchester Borough Homes, detailing the
and Articles of responsibilities and powers of Board Members, the obligations and
Association
powers of the Company and the objects of the Company.
Operations
Committee

An official Board Committee which chiefly scrutinizes operational matters
within the Company and monitors performance measured against KPIs.
Possesses delegated powers to make certain decisions within these
fields. Sometimes referred to as ‘Ops.’

Scheme of
Delegation

A document detailing where responsibilities and/or authority for
authorizing certain actions lie within an organization.

SOLACE

Society of Local Authority Chief Executives and Senior Managers. A
representative body for senior managers working within local
government.
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1. Introduction & purpose
Governance is about how organisations ensure that they are doing the right things, in the
right way, for the right people, in a timely, inclusive, open, honest and accountable
manner.
Governance comprises the systems and processes, and culture and values, by which
organisations are directed and controlled and through which they account to, engage with
and, where appropriate, provide leadership to their communities.
At Colchester Borough Homes we recognise that:


Good governance leads to good management, good performance, good stewardship of
an organisation’s money, good public engagement and, ultimately, good outcomes for
citizens and service users;



Good governance enables organisations to pursue their visions in an effective manner,
as well as underpinning their visions with appropriate mechanisms for control and
management of risk;



All organisations should aim to meet the highest standards, and governance
arrangements should not only be sound but also be seen to be sound.

We are committed to applying the core principles set out in the SOLACE / CIPFA Good
Governance Framework (2007) of:


Focusing on the purpose of the company and outcomes for the community and
creating and implementing a vision for the local area;



Members and officers working together to achieve a common purpose with clearly
defined functions and roles;



Promoting values for the company and demonstrating the values of good governance
through upholding high standards of conduct and behaviour;



Taking informed and transparent decisions that are subject to effective scrutiny, and
managing risks;



Developing the capacity and capability of board members and officers to be effective;
and



Engaging with local people and other stakeholders to ensure robust public
accountability.

The key principles, policies and strategies that set out the way Colchester Borough Homes
will conduct its overall governance arrangements are outlined below.
Colchester Borough Homes is mindful of its duty to promote good governance for its
tenants & leaseholders and the wider community of Colchester. The Company has a range
of policies and governance documents in place to achieve this, alongside its Memorandum
& Articles of Association and the Management Agreement with Colchester Borough
Council.
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The purpose of this Code of Governance, therefore, is to provide a simple
document with hyperlinks to relevant documents relating to governance,
which are available free of charge on the Company's website:
www.cbhomes.org.uk
All documents within this Code of Governance are reserved for the approval
of the full Board of Colchester Borough Homes. Appendix 1 sets out the
principles that will be applied to determine the approval route for a policy
or strategy that is not within this Code.
For further information on Colchester Borough Homes’ Good Governance
arrangements, please contact:
Owen Howell
Board Assurance
Officer Colchester
Borough Homes
Rowan House,
33 Sheepen Road
Colchester CO3
3WG
 (01206) 282518
 owen.howell@cbhomes.org.uk
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2. Code of Governance

Principle

Sub-principles

Cbh documents

Principle 1

• Exercising strategic leadership by developing and clearly
communicating the Company’s purpose and vision, and its
intended outcomes for residents and service users.

• Medium term delivery plan

Focusing on the purpose
of the Company and on
outcomes for the
community, creating and
implementing a vision for
the local area.

Principle 2
Relating to board
members and staff of the
Company working
together to achieve a
common purpose with
clearly defined functions
and roles.

• Ensuring users receive a high quality of service whether
directly, or in partnership, or by commissioning.

• Annual report
• Contract procedure rules
• Standing financial instructions

• Ensuring the Company makes best use of resources and that
rent payers and service users receive excellent value for
money.

• Asset management strategy

• Ensuring effective leadership throughout the Company and
being clear about executive and non-executive functions and
of the roles and responsibilities of the scrutiny function.

• Strategic Scheme of Delegation

• Ensuring that a constructive working relationship exists
between Board Members and staff, and that the
responsibilities of Board Members and officers are carried out
to a high standard.

• Trading protocol
• Trading strategy

• Operational Scheme of Delegation
• Memorandum & Articles of Association
• Management Agreement

• Ensuring relationships between the Company and the public
are clear so that each knows what to expect of the other.
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Principle

Sub-principles

CBH documents

Principle 3

• Ensuring board members and staff exercise leadership by
behaving in ways that exemplify high standards of conduct
and effective governance.

• Board member code of conduct

Ensuring the promotion
of the values of the
Company,
demonstrating the
values of good
governance by
upholding high
standards of conduct
and behavior.

• Ensuring organisational values are put into practice and are
effective.

• Board member expenses scheme
• Board member register of interests
• Equality strategy
• Hospitality & gifts policy
• Staff code of conduct
• Business Opportunities Panel terms of
reference
• Finance & Audit Committee terms of
reference
• Governance & Remuneration Committee
terms of reference
• Operations Committee terms of reference
• Value for money strategy

Principle 4
How we take informed
and transparent
decisions which are
subject to effective
scrutiny, and how we
manage risk.

• Being rigorous and transparent about how decisions are
taken and listening and acting on the outcome of constructive
scrutiny.
• Having good-quality information, advice and support to
ensure that services are delivered effectively and are what
the community wants/needs.
• Ensuring that an effective risk management system is in
place.
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Principle

Sub-principles

CBH documents

Principle 5

• Making sure Board Members and staff have the skills,
knowledge, experience and resources they need to perform
well in their roles.

• Board member recruitment policy

The ways we develop
the capacity and
capability of board
members and staff to be
effective.

Principle 6
How we engage with
local people and other
stakeholders to ensure
robust public
accountability.

• Developing the capability of people and evaluating their
performance, both as individuals and as a group.
• Encouraging new talent for membership of the company so
that best use can be made of individuals’ skills and resources
for balancing continuity and renewal.
• Exercising leadership through robust scrutiny functions
which effectively engage residents and local institutional
stakeholders, including partnerships, and develop
constructive accountability relationships.

• HR strategy

• Taking an active and planned approach to dialogue with and
accountability to the public to ensure effective and appropriate
service delivery whether directly by the Company,
in partnership, or by commissioning.

• Complaints policy

• Information & confidentiality policy
• Communication strategy
• Customer service strategy
• Resident insight & engagement strategy

• Making the best use of human resources by taking an active
and planned approach to meet responsibility to staff.
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3. Consultation
Extensive consultation with DMT and SMT. The Institute of Directors and Health & Safety
Executive was consulted with regard to Health & Safety best practice and liability. The
Governance & Remuneration Committee examined the draft of this code and recommended the
updated code to Board for approval as it appears here.

4. References
The document was produced and amended in line with the SOLACE/CIPFA Good Governance
Framework (2007).

5. Related documents
All documents included within the Code of Governance. These can be found on the CBH
website.
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Appendix 1 – Principles for key policies
Under the current Scheme of Delegation, any changes made to documents covered
by the Code of Governance need to be approved at Board level and cannot be
delegated.
This framework determines whether corporate documents that are not within the
Code should be approved at Board level or delegated to committees and/or the
executive team.
The approach is to make a distinction between strategic and operational content, the
assumption being that the Board would need to consider strategic matters only.
Below are five criteria that will be used as a checklist:
Criteria

Yes

No

Does the document concern the future and long-term
goals of the organisation as a whole?

Strategic

Operational

Does the document serve as the framework for lowerlevel planning?

Strategic

Operational

Does implementation require involvement from each
level of the organisation?

Strategic

Operational

Is it an overarching company-wide policy rather than a
service policy?

Strategic

Operational

Operational

Strategic

Is it mainly focused on the rules, procedures and
processes used at all levels of the organisation?

In addition, where a policy or strategy exposes non-executive directors to legal
liabilities, it must be brought to full Board for approval. If there is any doubt over
whether a policy should be brought to Board, the final decision rests with the Chair of
the Board.
Example
Current documents approved at Board level that do not currently feature in the Code
of Governance include the Pets Policy and the Welfare Reform Strategy. Applying
the above framework, the Welfare Reform Strategy would need approval by the
Board but the Pets policy would not.
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Consultation with
stakeholders:
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April
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corporate documents.

2.1

Minor
revision

April
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details.

2.2

Major
revision

April
2015

Major changes: Statement of key principles
from SOLACE/CIPFA Good Governance
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corporate documents matched to principles.
Procedure for deciding if policies not within
the Code go to Board.
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Version
2.3

Type
Minor
revision

Date
Sept
2016

Notes
Two additions and one deletion of corporate
documents included on the Code. Code put
into current corporate format.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5:30pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

6.

SUBJECT:

Scheme of Delegation

REPORT BY:

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

FOR APPROVAL
1.

Approval Required

2.

Purpose of Report

2.1

To review the Scheme of Delegation and approve amendments. Governance
& Remuneration Committee has recommended that the amendments detailed
in this report be accepted.

3.

Background & Content

3.1

The review by officers and the Governance & Remuneration Committee has
identified the need for some minor clarifications in terminology used, as well
as some important changes needed. One general amendment is to replace
uses of the phrase ‘Executive Directors’ (referring to the Directors’
Management Team) with the phrase ‘Executive Officers.’ This brings the
Scheme of Delegation into line with the language used in the Memorandum
and Articles of Association and recognises that the term ‘Executive Directors’
is usually used for members of senior staff who also sit on an organization’s
Board of Directors. Currently CBH has no officers on its Board, so this term
should not be used, so as to prevent confusion.

3.2

Substantive changes proposed for the Scheme of Delegation:
 A 2.10: Correction of Data Protection Act details (1998 replaces 2006
for the year of enactment)
 A 4.4-4.6: Clarification of points
 B 1: Clarification that this point relates to Board meetings
 F 2: Inclusion of content to give Committee Chairs responsibility for
ensuring their committees act in accordance with their Terms of
Reference

3.3

Substantive changes proposed for the Operational Scheme of Delegation:
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Removal of reference to the Race Relations Act (1976) and Disability
Discrimination Act (1995) as these Acts have been superseded by the
Equality Act (2010)
Amalgamation of the delegated duties from the above two Acts and
addition of duty to prevent unlawful discrimination relating to protected
characteristics. These points now feature under a new section for the
Equalities Act (2010)
Suggested secondary delegation of duties arising from the Equalities
Act (2010) to the Equality and Diversity Officer.

3.4

At the initial informal review by a member of G&R Committee, a number of
items under the Operational Scheme were raised and queried as to whether
they should include notification being given to Committees should decisions
be taken relating to them by the officers to which decision-making powers
have been delegated. It is officers’ view that these are operational matters
and therefore do not require notification of Committees or Board, except
where this is stipulated within the policies of CBH. Furthermore, the
Operational Scheme of Delegation is only concerned with assigning delegated
powers and does not detail requirements of notification of decisions made
(with details of notification requirements being listed within individual
Company policies where necessary). However, Board Members are welcome
to discuss this and assess whether they agree with this view.

4.

Risk Management

4.1

A clear and comprehensive Scheme of Delegation is vital to show where
decision-making powers lie with regard to key matters, and to list the duties of
the Board and senior officers. If this document is unclear, ambiguous or
inaccurate, this is likely to make it difficult if not impossible for CBH to act to
mitigate risks that are identified.

5.

HR and Health & Safety Implications

5.1

Clarity regarding decision making powers is vital to ensure that CBH meets its
statutory duties regarding employment and Health & Safety and that decisions
are taken at the appropriate level.

6.

Legal Implications

6.1

Clarity regarding decision making powers is vital to ensure that CBH meets all
of its statutory duties. Ensuring that decisions are taken at the appropriate
level is a key part of good governance.

7.

Financial Implications

7.1

None

8.

Value for Money

8.1

None.
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9.

Equality & Diversity Implications

9.1

Clarity regarding decision making powers is vital to ensure that CBH meets its
statutory duties stemming from the Equalities Act (2010) and that decisions
are taken at the appropriate level. If the amendments relating to this Act, and
the legislation it superseded, are not approved, this will leave CBH in
increased danger of not fulfilling its duties relating to the Equalities Act (2010).

10.

Residents at the Heart

10.1 The clear listing of delegated powers and decision making powers ensures
that decisions are taken at the appropriate level and helps to ensure that the
provision of core services is not negatively affected by confused or
inappropriate decision making within the Company.
11.

Decision Required?

11.1 YES: Approval required
12.

Appendices

12.1 Appendix 1 – Scheme of Delegation
12.2 Appendix 2 – Operational Scheme of Delegation
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1. Purpose
The Scheme of Delegation (‘the Scheme’) ensures the Board of
Colchester Borough Homes Ltd (‘the Company’) has in place
arrangements for the efficient and effective conduct of its business,
both as a Limited Company and as an Arm’s Length Management
Organisation providing housing management services to the
tenants residents of Colchester Borough Council (‘the Council’).
The Scheme provides a framework that facilitates efficient,
effective and transparent decision making with clear audit trails
and effective risk assessment and risk management.
2. Introduction
The Scheme is a key governance document. It outlines the powers
and duties of the non-executive directors (Board Members) and
executive directors (Directors Management Team)senior officers. It
is a vital tool that ensures decisions are made by the right body –
the Board, a Committee of the Board or an employee of the
Company.
There are three levels of delegated power within the Company:
 Board powers – including those matters that only the Board
may decide and may not be delegated, and specific powers that
are given to the Chair and Vice Chair(s) outlined in the Strategic
Scheme of Delegation (Appendix A)
 Committee powers – described in their Terms of Reference,
which are approved annually by the Board
 Employee powers – those of the Chief Executive and Executive
Directorsother officers, outlined to in the Operational Scheme of
Delegation (Appendix B).
3. Relationship with other governance arrangements
Delegation of powers does not waive any other governance
arrangement of the Company or the Council. In case of any
06a. CBH Scheme of Delegation - July 201706a. CBH Scheme of Delegation - July 2017CBH
Scheme of Delegation - July 2014
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conflict, the Management Agreement with the Council and the
Company’s Memorandum & Articles of Association supersede any
delegations in this document.
Where the Company manages affairs of the Council under the
terms of the Management Agreement, the Company and its
employees will have due regard to the Scheme of Delegation of
the Council.
The exercise of powers delegated through the Scheme will be
subject to the provisions of the Standing Financial Instructions,
Contract Procedures, any instructions issued by the Director of
Resources under these regulations and relevant approved Human
Resources policies and procedures.
The Scheme is supported by the Terms of Reference for each
Committee.
4. General Delegation of Powers
Under the Scheme, the Board reserves all powers except those
specifically delegated. These are outlined in the Strategic Scheme
of Delegation (Appendix A).
Under Article 231, the Board delegates to each Committee the
power to act pursuant to their Terms of Reference.
Under Article 23, the Board delegates to the Chief Executive of the
Company all Housing Services functions of the Council delegated
to the Company through the Management Agreement. These are
outlined in the Operational Scheme of Delegation (Appendix B)
5. Further Delegation
Under Article 23, the Board delegates to the Directors of Housing,
Property Services and Resources the authority to take all
“23. (1)The Board may delegate any of their powers to any committee consisting of such
persons the Board considers fit to exercise such powers. They may also delegate to the
Chairman/or and vice or deputy Chairman or to any executive officer such of their powers as
they consider desirable to be exercised by him. (2) Any such delegation may be made subject
to any conditions the Board may impose.”
1
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operational decisions for the effective management of their service
areas. These are outlined in the Operational Scheme of Delegation
(Appendix B)
6. Exercise of Delegated Powers
It is the responsibility of each Board Member and employee to
whom powers are delegated to ensure that the exercise of these
powers is undertaken within the boundaries of Contract
Procedures, Financial Regulations and all other legal and
procedural standards. If necessary, advice should be taken from
the Director of Resources, Board Assurance Officer or another
appropriate senior employee or advisor to the Board.
Board Members and employees are reminded that they must
refrain from exercising a function where they have a personal or
financial interest.
Board Members are reminded that the Board Code of Conduct
must be observed when conducting business on behalf of the
Company.
7. Companies Act: Statutory Code of Conduct
The Companies Act 2006 includes a statutory code of conduct to
which all company directors must adhere. It consists of seven
general duties:
1.
2.
3.
4.
5.
6.
7.

Act within powers
Promote success of the company
Exercise independent judgement
Exercise reasonable care, skill and diligence
Avoid conflicts of interest
Not to accept benefits from third parties
Declare interests in any proposed transactions or arrangements

Board Members must ensure that they adhere to these duties
while discharging their powers as outlined in the Scheme.
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Scheme of Delegation - July 2014
5

55

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

8. Consultation
DMT – March 2017
Governance & Remuneration Committee – March/April 2017
9. References
Companies Act 2006 Statutory Code of Conduct
10.
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Appendix A – Strategic Scheme of Delegation

A.

POWERS AND DUTIES OF THE BOARD

It is the responsibility of the Board, in accordance with the
Company’s Memorandum and Articles of Association, to manage
the business and exercise all the powers of the organisation in
accordance with the law.
The powers and duties of the Board shall include:
1.

Reserved Powers

1.1

Appointing the Company’s Colchester Borough Homes’
bankers, internal auditors and external auditors.

1.2

Reviewing and approving all policies and strategies included
within the Code of Governance (see Appendix C).

1.3

Approving the annual Management Fee and Delegated
Budgets request to the Council.

1.4

Approving the HRA Repairs & Maintenance budgets.

1.5

Recommending the HRA Housing Investment Programme to
the Council for approval.

1.6

Creating committees, approving of their terms of reference
and appointing members, including co-optees.

1.7

Appointing one or two vice-chair(s) of the Board and
determining the terms on which they are appointed.

1.8

Considering any action leading to the removal of a Board
Member and approving the suspension of a Board Member
for more than the initial eight-week period.

1.9

Delegating powers to any committee, the chair, vice chair(s)
or executive officer as the Board considers desirable and
determining the conditions to which the delegation is subject.
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2.

Strategy and Management

2.1

Developing the vision, aims and objectives for Colchester
Borough Homes, including the corporate values and
behaviours.

2.2

Providing the company’s Chief Executive with sufficient staff,
accommodation and resources to carry out his/her duties.

2.3

Overall monitoring of Colchester Borough Homes’the
performance of Colchester Borough Homes, to ensure
successful service delivery.

2.4

Overseeing Colchester Borough Homes’ operations of
Colchester Borough Homes, ensuring:
(i)
(ii)
(iii)
(iv)

competent and prudent management;
sound planning;
an adequate system of internal control; and
compliance with statutory and regulatory obligations.

2.5

Ensuring a robust risk management framework is in place for
the identification and management of risk, including
determining the risk capacity, profile and appetite for
Colchester Borough Homes.

2.6

Approving proposals to provide services to other
organisations in line with the Trading Protocol.

2.7

Deciding the terms on which the Company provides services
or assistance to persons or organisations to further the
objectives of the Company.

2.8

Overseeing strategic workforce planning for the organisation
and, approve any substantial changes to organisational
structures within Colchester Borough Homes and seek
matching approval from the Council’s Representative.

2.9

Ensuring compliance with the Equality Act 2010 and
adhering to effective equality and diversity policies.
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2.10 Ensuring compliance with the Data Protection Act 2006 1998
and any subsequent legislation governing the security of
data.
2.11 Making decisions about any functions that by law are the
responsibility of Colchester Borough Homes and have not
been delegated to a committee or an officer.
3.

Budget, financial controls and contracts

3.1

Agreeing and reviewing the Management Fee arrangements
with Colchester Borough Council.

3.2

Deciding the terms on which the Company provides
accommodation for any other person or organisation.

3.3

Exercising all the powers of the Company to borrow money,
and deciding on the terms and manner of such borrowing.

3.4

Approving the write-off of bad debts above £10,000.

4.

Governance

4.1

Ensuring compliance with Company Law.

4.2

Approving and reviewing overall governance arrangements.

4.3

Ensuring an annual review of collective Board performance
and annual appraisals of individual Board Members.

4.4

Ensuring all Board Members declare any level of interest
affecting the business of the company.

4.5

Requesting thatDeciding whether a Board Member should
remain present during the discussion of an item where the
member concerned has declared an interest in that item.

4.6

In the absence of the Chair of the Board from a Board
meeting, appointing one Board Member as chair for that
meeting.
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4.7

Deciding whether to allow observers to attend the Board
meeting and on what terms.

4.8

Deciding whether to exclude observers from any part of a
Board meeting where the Board considers the business is
private.

4.9

Exercising the duty to exclude an observer when considering
a possible personal benefit and the duty to exclude all
observers where the company has an obligation to treat
information confidentially.

4.10 Reviewing the minutes of committees at each Board
meeting.
4.11 Monitoring compliance with the Board’s decisions, the
decisions of any committee of the Board, the decisions of
any Board Member and of the Directors Management Team
of the company.
4.12 Ensuring the company seal is used appropriately.
5.

Board membership and other appointments

5.1

Exercising the board’s Board’s powers to make
appointments to the boardBoard, in accordance with the
Articles of Association.

5.2

Ensuring adequate succession planning for the Board and
senior management.

5.3

Inviting the Chair Appointment Panel to appoint the Chair of
the Board and agreeing the selection process with the
Council in accordance with the Articles of Association.

5.4

Appointing the Chief Executive with the consent of the
Colchester Borough Council.

5.5

If one is desired, appointing a company secretary,
determining their remuneration and conditions, and removing
them from office.
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5.6

Appointing any agent of the company and determining the
purposes for which and conditions on which they are
appointed.

6.

Regeneration and Development

6.1

Deciding the geographical areas outside of the Borough in
which the Company carries out regeneration or development
activity.

B.

POWERS AND DUTIES OF THE CHAIR OF COLCHESTER
BOROUGH HOMES BOARD

1.

Presiding at every Board meeting at which he or she is
present.

2.

Ensuring the efficient and proper conduct of the Board’s
business.

3.

Ensuring that the Board complies with the approved
governance arrangements.

4.

Agreeing the agenda for Board meetings.

5.

Making the casting or second vote, in cases where voting is
tied.

6.

In cases of conflict of interest, deciding if a Board Member is
able to vote on a particular matter.

7.

Ruling on the right of a Board Member (other than the Chair)
to vote when that right has been called into question during
the Board meeting.

8.

Approving a request from an observer to take part in
discussions at a Board meeting.

9.

Suspending a Board Member from meetings for not more
than eight weeks during an investigation into an alleged
serious breach of their obligations as a tenant or a Board
Member.
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10.

Ensuring that the Board delegates sufficient authority to any
committees and officers to enable the business of the
Company to be carried out effectively and to make sure the
board monitors these delegated powers.

11.

Acting on behalf of the Board on any issue which the Board
has delegated power to the Chair.

C.

POWERS AND DUTIES OF THE VICE CHAIR(S) OF
COLCHESTER BOROUGH HOMES BOARD

1.

Deputising for the Chair of the Board in his or her absence.

2.

In the absence of the Chair, suspending a Board Member
from meetings for not more than eight weeks during an
investigation into an alleged serious breach of their
obligations as a tenant or a Board Member.

3.

Undertaking such other duty as may be delegated by the
board or the Chair of the Board.

D.

POWERS AND DUTIES OF THE COMMITTEES

1.

Acting pursuant to the powers and duties set out in the
committee’s terms of reference given by the full Board.

2.

Agreeing any policies or strategies not reserved for Board
approval.

3.

Considering and recommending to the Board for approval
any policies or strategies reserved for Board approval.

4.

Requesting that a committee member remain present during
the discussion of an item where the member concerned has
declared an interest in that item.

5.

Deciding whether to allow observers to attend the committee
meeting and on what terms.
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6.

Deciding whether to exclude observers from any part of a
committee meeting where the committee considers the
business is private.

7.

Exercising the duty to exclude an observer when considering
a possible personal benefit and the duty to exclude all
observers where the company has an obligation to treat
information confidentially.

E.

ADDITIONAL POWER OF THE FINANCE & AUDIT
COMMITTEE

1.

Authorising the write- off of bad debts up to £10,000.

F.

POWERS AND DUTIES OF THE CHAIRS OF
COMMITTEES

1.

Agreeing the agenda with the lead officer of the committee.

2.

Ensuring that the committee conducts itself in accordance
with the Board Members’ Code of Conduct and its Terms of
Reference.

3.

Ruling on the right of a committee member (other than the
chair) to vote when that right has been called into question
during the committee meeting.

4.

Providing updates on committee activity to the Board,
verbally or in writing.

G.
ADDITIONAL POWER OF THE CHAIR OF FINANCE &
AUDIT COMMITTEE
1.

Approval of a virement between services of between £50,001
and £100,000.

H.

POWERS AND DUTIES OF THE VICE CHAIRS OF
COMMITTEES

1.

Deputising for the chair of the committee in his or her
absence.
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2.

Undertaking such other duty as may be delegated by the
committee or chair of the committee.
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Appendix B – Operational Scheme of Delegation
See CBH website http://www.cbhomes.org.uk/governance - due to
be reviewed December 2014which was last reviewed in xxxx2016
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Glossary
Arm’s Length
Management
Organisation/ALMO

A not-for-profit company that provides services on
behalf of a local authority.

Board

The Board or a properly constituted Committee of
the Board of Colchester Borough Homes Ltd

CE

Chief Executive

DMT

Directors Management Team: All Executive
DirectorsExecutive Officers, and the Chief Executive.

DoH

Director of Housing

DPS

Director of Property Services

DoR

Director of Resources

Executive Director

An employee of Colchester Borough Homes holding
a post designated as Director or Chief Executive.

HFP

Head of Finance & Performance

HHM

Head of Housing Management

Housing Act (1985)

This relates to the conditions which must be satisfied
in order for secure tenants to legally carry out
improvements to their properties.

Section 97
Market Supplement

Market supplements are a temporary addition to the
pay of a post where market pressures would
otherwise prevent recruitment or retention of suitably
qualified staff at the normal salary for that post.
Market supplements apply to all post holders in the
post.
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Memorandum &
Articles of
Association

These form the Company's constitution, defines the
responsibilities of the directors, the kind of business
to be undertaken, the rights and responsibilities of
the board of directors and Colchester Borough
Council.

Non-Executive
Director

An elected or appointed member of the Board of
Colchester Borough Homes.

Notice Seeking
Possession/NOSP

The first step of legal action a landlord will take
against a tenant. This is usually viewed as a warning
from the landlord to say the tenant has breached the
terms of their tenancy agreement.

OPSM

Older Persons Services Manager

PET Policy/

Deals with how to handle requests for staff training,
accreditation, membership of professional bodies
etc.

Post-entry Training
Policy
SMT

Senior Management team: managers reporting
directly to an Executive DirectorOfficer

RITL

Resident Involvement & Enabling Team Leader

Virement

The process of transferring items from one financial
account to another.
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1. Introduction & purpose
The Scheme of Delegation is designed to ensure that the Board of Colchester
Borough Homes Ltd (“the Company”) has put in place arrangements for the
efficient and effective conduct of its business, both as a Limited Company and
as an Arm’s Length Management Organisation providing housing and other
services on behalf of Colchester Borough Council (“the Council”).
The Scheme will also set out for the employees of the Company the
expectations of the Board in terms of the range of duties and responsibilities
that they undertake, and the authority and decision-making powers at each
employee’s disposal for the discharge of these duties.
This Scheme of Delegation is for the governance of the affairs of Colchester
Borough Homes. Where Colchester Borough Homes manages affairs of the
Council under the terms of the Management Agreement, including capital
works, Colchester Borough Homes and its staff will have due regard to the
Scheme of Delegation of the Council.

2. General delegation of powers
Through this Scheme, the Board of Colchester Borough Homes delegates
all Housing Services functions of the Council (delegated through the
Management Agreement to Colchester Borough Homes) to the Chief
Executive of Colchester Borough Homes. Included in this delegation are
the statutory and non-statutory functions also delegated to the designated
employees as listed below.

3. Further delegation
The Directors of Housing, Property Services and Resources are given
authority to take all operational decisions for the effective management of
their service areas.
Employees listed below may further delegate the powers listed below to
employees reporting directly to the listed employees. Where such further
delegation is made, this must be communicated in writing and a copy of the
written delegation provided to the Board Assurance Officer.
Any powers delegated to an individual can also by implication be exercised by
anyone higher on their direct reporting line.

4. Exercise of delegated powers
It is the responsibility of each employee to whom powers are delegated below
to ensure that their exercise of these powers is undertaken within the
boundaries of Contract Procedures, Standing Financial Instructions, and all
other legal and procedural standards. If necessary, advice should be taken
06b. CBH Operational Scheme of Delegation - February 2016 v2
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from the Director of Resources, or another appropriate senior employee or
advisor to the Board.

5. Relationship with other governance arrangements
The exercise of powers delegated through this scheme will be subject to the
provisions of Standing Financial Instructions, Contract Procedure Rules, any
instructions issued by the Director of Resources under these Regulations, and
relevant approved Human Resources policies and procedures. Delegation of
powers does not waive any other governance arrangement of the Company or
the Council. In case of any conflict, the Management Agreement supersedes
any delegations in this document.

6. Delegated powers
6.1

General & administrative matters

1. Power to secure the effective management of their
individual services including the authorisation of any
procedures or contracts within the framework of Standing
Financial Instructions and Contract Regulations;

SMT

2. Power to implement and develop initiatives within the
strategic policy framework and other Company plans and
policy documents;

DMT

3. Power to act or authorise the carrying out of any of the
functions of the proper officer of the Council delegated
through the Management Agreement.

DMT

4. Power to authorise the service of any statutory notice;

SMT

5. Power to authorise employees to enter premises in
pursuance of a statutory function of the Council delegated
through the Management Agreement and to authorise
employees to enter land and where necessary to apply for
warrant of entry.

SMT

6. Power to authorise the institution of any process or
proceedings for administering or enforcing the functions of
the Council delegated through the Management
Agreement.

SMT
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7. Power to take action on any urgent matter between
meetings of the Board or any Committee, or Committee
subject to Standing Financial Instructions, Contract
Procedures, and any other relevant considerations.

CE

8. Power to apply for a warrant to enter premises in
exercise of his/her responsibilities

DMT

9. Power to appoint employees as authorised officers for
any statutory purpose delegated through the Management
Agreement.

DMT

10. Power to deal with requests for access to Company or
Council premises by the media

DMT

11. Power to designate staff as Emergency Response
Officers for the purposes set out in Colchester Borough
Homes and/or the Council’s Emergency Plan

DMT

12. Power to act, in consultation with the Director of
Resources, in the capacity of Emergency Response Officer
outside the constraints of the Scheme of Delegation,
Standing Financial Instructions, and Contract Procedures to
the extent necessary to protect life, limb, and property,
subject to recording such acts and subsequently reporting
to the Board.

Health &
Safety
Manager or a
substitute
officer during
an
interregnum
in the above
post.

13. Provide and sell services to other organisations outside
of the Management Agreement within the terms of the
Memorandum and Articles of Association subject to Council
approval and as set out in the Trading Strategy.

DMT, BOP or
Board,
dependent on
value of
contract.
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6.2 Employeerelated matters
A. Appointments

B. Dismissals

1. Power to fill vacant posts at
Executive Director Officer level.

Board

2. Power to fill vacant posts at SMT
level.

DMT

3. Power to fill vacant posts graded up
to but not including SMT level subject
to the post being in establishment and
budget available.

SMT

1. Power to dismiss Employees at
Executive Director Officer Level

Board

2. Power to dismiss Employees in all
posts below Executive Director Officer
level
3. Dismissals and disciplinary action
below SMT level in accordance with
agreed procedures

CE

DMT

4. Power to enter into and agree
appropriate settlements for individuals
at termination of employment or in legal CE and DoR
proceedings including those reached by
compromise agreement.
C. Redundancies

1. Power to approve redundancies in
accordance with the redundancy policy
and the approval of appropriate
CE and DoR
selection criteria in consultation with the
HR team.

D. Removal
Expenses

1. Power to approve any claims made
in accordance with the Local Scheme
for the payment of removal expenses in
respect of appointments to salaried
posts in consultation with HR.
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2. Power to approve payments in
respect of appointments to salaried
posts.
E. Probation

F. Period of notice
and extension

G. Training

CE

1. Duty to make reports to Executive
Directors Officers on salaried staff who
have satisfactorily completed
probationary period.

SMT

2. Power to extend the probationary
period of salaried staff who have not
completed probationary period
satisfactorily.

SMT

3. Power to dismiss at end of
probationary period in consultation with
HR.

DMT

1. Power to approve variations in period
of notice for Executive Director Officer
level posts.

Board

2. Power to approve variations in period
of notice for all posts except Executive
Director Officer level posts, in
consultation with HR.

CE

1. Power to approve applications for
assistance to attend professional
qualification courses.
2. Duty to consider representations
against the refusal of assistance by
Executive DirectorsOfficers.

3. Power to approve applications for
attendance at courses not leading to a
professional qualification costing not
more than £1,500 and lasting not more
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than two weeks subject to budget
availability.

H. Salaries

4. Power to approve applications for
attendance at courses not leading to a
qualification costing more than £1,500
or lasting more than two weeks.

DMT

5. Power to approve payments of
expenses in attending courses of all
kinds.

DMT

6. Power to approve payment of
lodging allowances and other expenses
of Employees on full-time secondment.

DMT

1. Power to appoint applicants above
the minimum permissible increment
point upon appointment.

DMT

2. Power to grant Acting Allowance pay
to Employees temporarily undertaking
additional duties, associated with a
higher graded post, in full.

DMT

3. Power to grant honoraria to
Employees temporarily undertaking
additional duties, associated with a
higher graded post, in part.

DMT

4. Power to authorise unplanned
overtime by specified employees in
posts graded up to, but not including
SMT level

SMT

5. Power to authorise planned overtime
by specified Employees in posts graded
SMT level

DMT

6. Power to authorise accelerated
increments;

DMT
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7. Authority to permit progression of
Employees through qualification and
other bars on all salary scales.

DMT

8. Authority to implement pay awards
within approved budgets

DoR & CE

9. Authority to approve pay awards
above approved budgets
10. Power to authorise payment to
Employees working in dirty, hazardous
or extreme conditions.

DMT

11. Power to approve the allocation of
standby duty allowances.

DMT

12. Power to approve Market
Supplements for posts up to SMT level.

DMT

13. Power to approve Market
Supplements for posts at DMT level.
I. Establishment

G&R and
F&A
cCommittees

G&R
Committee

1. Power to approve changes to the
establishment affecting less than 5% of
the Company’s workforce. NB:
Significant changes need G&R
Committee approval

CE

2. Power to approve changes to grades
on various scales/conditions for all
employee groups, except for Executive
Director Officer Grades posts with
budgetary provision

DMT

3. Power to approve re-designation of
posts without change of grade, subject
to normal consultative procedures

DMT
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J. Hours

K. Leave

4. Power to permit the appointment of
temporary staff for periods of up to
twelve months.

SMT

5. Power to permit temporary increases
of staff for longer than twelve months.

DMT

6. Power to approve changes in
designation of posts without re-grading.

DMT

7. Power to approve overlapping
appointments within existing budget
provision.

DMT

8. Power to approve deletion of vacant,
unfunded posts

DMT

9. Approval of minor changes in
conditions of service to reflect
established practice, subject to normal
consultative procedures

DMT

1. Power to extend times of office
opening to the public where required in
specific cases.

DMT

1. Authority to permit carrying over of
leave of up to five days.

SMT

2. Authority to permit carrying over of
leave for period in excess of five days.

DMT

3. Authority to grant leave for domestic
purposes, attendance at meetings of
outside bodies, etc.

SMT

4. Power to grant special leave of
absence with or without pay outside 3.
above.

DMT
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5. Power to grant applications for an
extended period of leave to travel
abroad (over 15 days)

DMT

6. Authority to grant leave with pay to
Trade Union Representatives to whom
facilities have been afforded by the
Company.

DMT

7. Authority to grant leave without pay
for Trade Union purposes.

DMT

8. Power to authorise a payment in lieu
of outstanding leave for a period of up
to 10 days.

DMT

9. Power to authorise a payment in lieu
of outstanding leave for periods in
excess of 10 days.

CE

1. Power to extend sick pay in cases of
industrial injury, potential retirement on
grounds of ill health or for any other
reasons.

CE

2. Power to authorise payment of
medical expenses in relation to illness
arising from the actual discharge of
duties.

DMT

N. Motor Car and
Motor Cycle
Allowances

1. Power to allocate car park permits.

SMT

P. Subsistence
Allowances

1. Power to approve any claims which
are made for subsistence allowances in
accordance with the Local Conditions
of Service, in line with the Standing
Financial Instructions.

Q. Travelling
Expenses

1. Power to approve any claims which
are made for travelling expenses in
accordance with the Local Conditions

L. Sick Pay
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of Service, as per the Standing
Financial Instructions.
1. Power to approve additional parttime employment outside the service of
the Company.

SMT

2. Power to approve external activities
during normal working hours and
conditions.

DMT

S. Retirement

1. Power to deal with applications for
early retirement.

CE in
consultation
with DoR

T. Preserved
Pension Benefits
for Former
Employees

1. Power to authorise the administering
body to put preserved Pension Fund
benefits of former employees into
CE and DoR
payment by reason of ill health, on the
advice of occupational health.

V. Professional
Subscriptions

1. Power to consider applications to
pay Employees’ subscription to
professional associations within the
established criteria as per the PET
policy.

R. External
Activities

6.2

SMT

Use of resources

A. Payments

B. See Standing Financial
Instructions and Authorised
Signatory List.

B. Accounts

1. Preparation and publication of
audited company accounts

DoR

C. Equipment,
Supplies and
Stores

1. Authority to agree price increase
where a price variation clause has
been included in a contract for
supplies.

DMT
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D. Ex gratia
payments

E. Contracts

F. Recovery of
Debts

2. Power to write off or make
adjustments in respect of deficiencies
or surpluses of stock equipment, etc.

HFP

1. Power to approve and pay claims
for damages to or loss of personal
property of employees up to a
maximum of £300.

DMT

2. Power to approve and pay claims
for minor loss (not no-claims bonus)
or damage to employees’ own vehicle
whilst being used on CBH business
up to a maximum of £300.

CE

1. Power to terminate CBH contracts.

DMT

2. Power to authorise the use of the
Company Seal and to sign any
document to which the seal is affixed
when agreeing contracts up to a value
set out in Contract Regulations

Two Board
Members in
consultation
with CE

1. Power to authorise the recovery by
legal proceedings of any sum to which
the Company or Council is entitled

HHM,
OPSM,
HFP, HFP

2. Power, to the extent delegated
through the Management Agreement
and in compliance with Standing
Financial Instructions, to write off
individual housing debts (including
rent, court costs, mortgage accounts
and service charges) which are
irrecoverable up to the limit agreed
with the Head of Resource
Management
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G. Non-Dwelling
Land and Property

1. Decisions concerning the
management or use of land owned
and held for the operational
requirements of Colchester Borough
Homes,

DMT

H. Budget
Management

1. Power to authorise expenditure up
to the amount of approved budgets for
the purposes for which the budgets
are approved

SMT

2. Power to authorise budget
virements within limits set out in
Standing Financial Instructions

6.3

See SFI:
CE, Chair
of F&A,
Board
(depending
on the sum)

Housing functions

A. Council House
Sales

1. Complete Right to Buy processes
in accordance with the Council’s
RTB policy.

HHM

B. Estate
Management

1. Duty to undertake general
management responsibilities
(including lettings of dwellings and
garages) on housing estates within
the broad policies agreed by the
Board and Council and to the extent
agreed by the Council within the
Management Agreement

HHM, OPSM

2. Power to authorise service of
Notice Seeking Possession for
arrears, breach of condition or antisocial behaviour

HHM, OPSM
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3. Power to authorise service of
Notice of Seeking Possession
pursuant to Section 83 of the
Housing Act 1985

HHM, OPSM

4. Power to authorise eviction
proceedings, including eviction of
squatters.

HHM, OPSM

5. Approval of works from the
Housing Investment Programme or
other funding to owner-occupied
properties on Council Estates where
such works are considered essential
to the overall success of the Scheme
under the Community Improvements
delegated budget.

DoH

C. Tenant’s Right
to Repair

1. Power to deal with all aspects of
the scheme

HHM, OPSM

D. Utility Supplies

1. Authority to make arrangements
for reconnection or continuation of
Water, Gas and/or Electricity
supplies.

Area
Housing
Managers,
Void
Supervisors

E. Legal
Proceedings

1. Authorisation of Employees to
appear on behalf of the Company on
proceedings before a Magistrates’
Court under Section 223 of the Local
Government Act 1972 and in the
County Court under Section 60 of
the County Courts Act 1984.

F. Rent Recovery

1. Power to alter levels of arrears
tracing and collection as costs and
circumstances dictate.
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6.4

Specific statutory delegations

Housing Act 1980
Power to consult tenants on improvements

SMT,

Housing Act 1985
Power to provide accommodation by the erection,
conversion, acquisition, altering, enlarging, repairing or
improving of houses as falling under the Memorandum
and Articles of Association

DoH

Power to execute works in connection with housing
operation outside own area as falling under the
Memorandum and Articles of Association

DMT

Power to make financial assistance available towards
tenant's removal expenses

DoH

Area
Housing
Managers

Power to serve notice terminating secure tenancy

DoH

Area
Housing
Managers

Functions in relation to succession to periodic tenancies

DoH

Area
Housing
Managers

Consent to assignment of tenancies by way of exchange

DoH

Area
Housing
Managers

Functions relating to consent to sub-letting of secure
tenancy of dwelling-house

DoH

Area
Housing
Managers

DoH

Area
Housing
Managers

Functions under tenants’ right to repairs
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Power to consent to tenant's improvements

DoH

Area
Housing
Managers/
Supervisor

Power to give statement of reasons for refusal of
Section 97 consent

Power to reimburse cost of tenant's improvements

DPS

DoH

Area
Housing
Managers/
Supervisor

Power to provide information about secure tenancy

DoH

Area
Housing
Managers

Power to consult secure tenant over matters of housing
management

DoH

Area
Housing
Managers

Power to authorise entry for inspection etc. for various
purposes

DoH

Duty to provide information as to cost of service charges
for leaseholders
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Landlord & Tenant Act 1985
Power to:
provide details of proposed works or agreements to
tenants or to recognised tenants’ associations
representing them;
to obtain estimates for the proposed works;
to invite tenants or the recognised tenants’ association
to propose the name of persons from whom the landlord
should try to obtain estimates;

DPS

to have regard to observations made by tenants or the
recognised tenants’ association in relation to proposed
works or agreements and estimates;
to give reasons for carrying out works or entering into
agreements
Power to issue notices to leaseholders that relevant
costs have been incurred

DoR and
HFP

Power to provide summaries of costs

DoR and
HFP

Duties in relation to inspection of documents by
leaseholders

DoR and
HFP

Duties in relation to information held by superior
landlords

DoR and
HFP

Housing and Planning Act 1986
Power to recommend to the Council to write off losses
owing to estimates of service charges and rechargeable
works given to leaseholders proving to be inaccurate.
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Housing Act 1996

DoH

Area
Housing
Manager

Duration of introductory tenancies

DoH

Area
Housing
Manager

Authorising proceedings for possession

DoH

Area
Housing
Manager

Service of notice of proceedings for possession

DoH

Area
Housing
Manager

Authority to review decision to seek possession

DoH

Area
Housing
Manager

Functions in relation to succession to introductory tenant

DoH

Area
Housing
Manager

Provision of information about tenancies

DoH

Area
Housing
Manager

Consultation on matters of housing management

DoH

Area
Housing
Manager

Power to apply for injunctions against anti-social
behaviour

HHM

Functions in relation to powers of arrest and injunctions

HHM

Functions relating to introductory tenancies
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Local Government (Financial Provisions) Act 1963
To defray expenses properly incurred by an officer of the
Council.

DMT

Power to microfilm & scan documents.

SMT

Local Authorities (Goods & Services) Act 1970

To enter into any agreement with any other public body
for the supply of goods and services in compliance with
Contract Regulations.

DMT, BOP or
Board
(depending
on contract
value).

Health & Safety at Work Etc Act 1974
Duty to ensure, so far as is reasonably practicable, the
health, safety and welfare at work of all employees.

DMT

The Control of Asbestos Regulations 2012
SECTION 4(1) Places duties on those best placed to
eliminate or reduce exposure to asbestos fibre from
work activities and to protect public health

DPS

DMT

CE

DMT

DPS

Property
Services
Manageme
nt

Regulatory Reform (Fire Safety) Order 2005
SECTION 3 Places responsibility on individuals within
an organisation to carry out Fire Risk Assessments to
identify manage and reduce the risk of fire
Construction (Design & Management) Regulations
2015
SECTIONS 4 & 5 Places specific duties on the client to
appoint a principal designer
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Local Government Act 1974
Power to recover administration costs in addition to actual
costs of undertaking work.

DPS and
HFP

Race Relations Act 1976Equalities Act 2010
To have due regard, when carrying out any of the
Council's functions, to the need to eliminate unlawful
racial discrimination and to promote equality of
opportunity and good relations between persons of
different racial groups, and to perform such duties as
may be imposed by the Secretary of State by order
under this section in relation to the better performance of
such functions.

DMT

To comply with a compliance notice issued under this
section.

DMT

E&D
Officer?

To take such steps as it is reasonable in all the
circumstances to take in order to prevent either:
the arrangements made in relation to the employment of
any person by the Company or
any physical feature of premises at which people are
employed by the Company

DMT

having the effect of placing a disabled person at a
substantial disadvantage in comparison with persons
who are not disabled, and to comply with and exercise
and perform any powers and duties contained in any
regulations made under this section with regard to the
duty imposed by this section.
To take such steps as are reasonable to change,
remove or avoid any practice, policy, procedure or
physical feature which makes it impossible or
unreasonably difficult for disabled persons to make use
of services which the Company provides;
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To take such steps as are reasonable to provide an
auxiliary aid or service that would enable or facilitate the
use of Company services by disabled persons, and to
comply with and exercise and perform any powers and
duties contained in any regulations made under this
section.

DMT

To have due regard, when carrying out any of the
Council's functions, to the need to eliminate unlawful
discrimination related to protected characteristics (as
defined in the Equality Act (2010) and to promote
equality of opportunity, and to perform such duties as
may be imposed by the Secretary of State by order
under this section in relation to the better performance of
such functions.

DMT

Representation of the People Act 1983
To place the services of any Company staff at the
disposal of any person acting as the returning officer at
any Essex County Council election for an electoral area
situated wholly or partly in the Borough.

DMT

Local Government & Housing Act 1989
To exercise and perform any powers and duties
contained in any regulations made by the Secretary of
State under this section permitting the making of a
charge for any Council function delegated through the
Management Agreement for which there is no other
statutory power to charge.

DMT

(The power to set any charges or scales of charges shall
be exercised according to Council policy or in
consultation with the Council).
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Charities Act 1993
To make arrangements for co-ordinating the activities of
the Company and those of any charity established for
purposes similar or complementary to services provided
by the Council, including by the Company in respect of
functions delegated through the Management
Agreement) in the interests of persons who may benefit
from those services or from the charity and to disclose to
any such charity any information obtained in connection
with the services provided by the Council or the
Company.

DMT

Civil Evidence Act 1995
To certify that any Company document forms part of the
records of the Council for the purpose of admitting that
document as evidence in civil proceedings

DMT

Disability Discrimination Act 1995
To take such steps as it is reasonable in all the
circumstances to take in order to prevent either:
the arrangements made in relation to the employment of
any person by the Company or
any physical feature of premises at which people are
employed by the Company

DMT

having the effect of placing a disabled person at a
substantial disadvantage in comparison with persons
who are not disabled, and to comply with and exercise
and perform any powers and duties contained in any
regulations made under this section with regard to the
duty imposed by this section.
To take such steps as are reasonable to change,
remove or avoid any practice, policy, procedure or
physical feature which makes it impossible or
unreasonably difficult for disabled persons to make use
of services which the Company provides;
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To take such steps as are reasonable to provide an
auxiliary aid or service that would enable or facilitate the
use of Company services by disabled persons, and to
comply with and exercise and perform any powers and
duties contained in any regulations made under this
section.

DMT

Local Government Act 2000
Power to approve compensation payments to remedy
complaints in accordance with CBH’s Complaints
Procedure and Standing Financial Instructions

DoR

Criminal Justice & Court Services Act 2000
To ensure that a person who is disqualified from working
with children under the terms of this Act is not offered
work in a regulated position (as defined in section 36 of
this Act) and that any such person who is so employed
is removed from such work.

DMT on
advice from
HR

Local Government Act 2003
Power to charge for discretionary services, including to
propose schemes of charges to the Board and/or the
Council.

DMT

7. Consultation
Extensive consultation with DMT and SMT. Consultation involved several
rounds of amendments, deletions and simplifications.

8. References
Document was produced and amended in line with the regulations and
legislative acts which are named in the body of the Scheme of Delegation.
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9. Related documents
Memorandum & Articles of Association
Scheme of Delegation
Standing Financial Instructions
Contract Procedure Rules
CBH Management Agreement

06b. CBH Operational Scheme of Delegation - February 2016 v2

28

96

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

Document control sheet
Title:

Operational Scheme of Delegation

Electronic File
Name & location:

T:\Common Files\Policies, strategies and corporate
documents\Word versions of current corporate
documents\CBH Operational Scheme of Delegation February 2016.docx

Consultation with
stakeholders:









DMT - January 2009
CBC - April 2009
CBC - May 2009
DMT - September 2009
HR & Director of Resources - September 2014
DMT – October 2015
Board – February 2016

Approved:

CBH Board, February 2016

Next Review date:

February 2019

Circulation
method:

Website, email, CBH intranet

Equality Impact
Assessment:

N/A

06b. CBH Operational Scheme of Delegation - February 2016 v2

29

97

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

Document amendment history
Versio
n

Type

Date

Notes

1

New

Sept
2009

New document produced in partnership
with CBC following revision of
Memorandum & Articles of Association.

2

Review
and major
revision

June
2015

Review of powers by HR and Director of
Resources.

2.1

Further
Feb
review and 2016
major
revision

Deletion of archaic items and
amalgamation of items where possible.
Delegations matched to current staff
structure and positions.

2.2

Review
and
revision

Clarification of language and updating of
statutory duties (e.g. removal and
replacement of legislation superseded by
the Equalities Act (2010)).

June
2017
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REPORT TO COLCHESTER BOROUGH HOMES
BOARD

DATE:

14 June 2017

TIME:

5.30 pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

7

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 approve the Strategic Risk Register and progress on mitigating actions.

1.2

For the Board to suggest and consider any emerging risks that should be
included on the Strategic Risk Register.

2.

Background & Content

2.1

The Board approved a revised Risk Management Strategy at its meeting on
12 September 2016. 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 is now a standing item on the
agenda for all future meetings.

2.2

2.3
2.4

2.5

Strategic Risk Register
The Strategic Risk Register was presented at the most recent Board meeting
on 25 April 2017. No new emerging risks were identified by the Board at that
meeting.
The Register can be found at Appendix 1.
New Risks
No new risks have been separately identified by management and the up-todate register was presented to Finance and Audit Committee (F&A) at their
most recent meeting on 6 June 2017.
At this F&A meeting, the first iteration of the Emerging Risks Register was
presented. This has been developed to help Board and DMT identify risks that
may compromise its key objectives. This is the first iteration of this register,
and at this stage the focus has been on the identification of possible risks.
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DMT are currently reviewing to score and identify key mitigations to reduce
their possible impact.
Key points from this will be brought to the wider Board’s attention, verbally at
this meeting, if deemed necessary.
2.6
2.7

2.8

Removed Risks
No risks have been removed from the Register since the last meeting.
Progress on Further Actions:
All identified actions remain in progress and are reviewed monthly by the
DMT.
Ransomware Attack
Following the cyberattack that affected the NHS in May 2017, CBH received
assurances from CBC that appropriate defences are in place to protect the
integrity of our systems and data. CBC, as well as ourselves, are fully aware
of the need to be vigilant, and have communicated proactively with staff to
ensure the IT equipment they have for work and personal use is sufficiently
protected.

3.

Financial Implications

3.1

Robust risk management and financial management is required to ensure that
service delivery is not compromised and that financial exposure is mitigated.

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

All senior members of staff review their operational risks on a quarterly basis
and are escalating these if deemed necessary. Risk management training will
be provided to managers later in the year.

6.

Residents at the Heart Implications

6.1

An action plan, including a communications strategy, will be developed to
ensure that the impact of the Housing and Planning Act 2016 is made known
to residents and to ensure that those affected will be assisted where possible.

7.

Legal, Health & Safety and Equality & Diversity Implications

7.1

All of the above are given due consideration when determining the risk
exposure to the organisation. Where the position is unclear, professional third
party advice is sought.
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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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07a. Strategic Risk Register - att 1.2

CBH Risk Register - 2017/18
Risk
No

1

2

Risk Name
Transition of
Support Contract
from CAPITA to InHouse Deliver
CBH's IT
Requirements leads to computer
failure to meet
business needs

Possible Consequences

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

Risk Type

Technological /
Economic and
Financial /
Reputational

Unmitigated
Score

15

Current Score
Assurances

Key personnel to be TUPED from Capita to CBC from 1
April 2016. Robust transition protocols are in place from 1
Jan 2017 and only business criticial enhancements will
take place before June 2017.

Status
Risk Owner

Dec-17
15

9

Director of Resources
Look at alternatives to CAPITA for new business.

Ongoing

Reduced Performance - Increase in
complaints and loss of reputation
Reduction in Council's confidence in
CBH through failing to meet key
expectations

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.

Properly resourced initiatives.

Ongoing

Reputational/
Professional/
Economical

12

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

Carry out a core business risk assessment before agreeing new projects.

Ongoing

9

Chief Executive/Director of
Resources
Assessment for each project

Ongoing

Establish a trading subsidary

On-Hold

Reputational

12

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

6

One organisation - where

4

5

6

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

The Economic Environment
(Inflation/Interest Rates), Reduction
in social housing due to RTB
Changes in
extension, selling vacant high value
Economic &
properties and changes in planning
Political
environment may requirements, leading to
impact on financial Management Fee reductions and not
being able to maintain contracted
viability of
level of services. CBH service
organisation
delivery adversely affected due to
financial constraints

Impact of
Homelessness
Reduction Act

Transition arrangements are in place with new
support framework in place from 1 April 2017.
Corporate ICT and DOR are in regular dialogue
to ensure there is no compromise to CBH's
service provision.

CBH to have a key role in the establishment of the new Housing Development
Company

Increase in demand for housing
options and temporary
accommodation

Economic/
Reputational

Economic/
Reputational

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.

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. Annual
management fee budget setting process. Annually
agreed Delivery Plan. Regular liaison with Portfolio
Holder.

Develop partnership with the DWP to make most effective use of resources
12

Director of Housing

Economic/
Reputational

15

4

Increasing Confidence was identified as a key
component of the 'future proofing' project. The
appointment of the new CEO, who worked for
CBC, has further strengthened the relationship
between the two organisations, with regular
meetings between the Chair, both CEOs and
Porfolio Holder now taking place.

9

Financial inclusion team supporting those in
financial difficulty. Postive outcomes achieved
from this and Grant agreement with CAB for
debt advice. Ongoing partnership for delivery
of change with the local Job Centre Plus

10

The HRA Business Plan is being updated to
reflect the changes identified as part of the
Housing Futures Programme. The Asset
Management Strategy is being reviewed based
on the position required to produce a balanced
plan. The PSL scheme is now in operation with
number of properties increasing.

10

The Bill received Royal Assent in April 2017.
The Housing Options team has been
restructured with the requirements of the new
legislation taken into consideration.

Sep-17

Increase

On-Going
On-Going

Welfare Reform Strategic Action Group set up with key partners within CBC and CBH
On-Going

10

DMT

Review of the Asset Management Strategy in support of a balanced HRA Business
Plan

Jul-17

Implementation of Private Sector Letting Scheme (PSL) to offset escalating costs of
Temporary Accommodation

Started

Engage CBC for early discussions as to possible consequences for the social housing
provision in the borough
Develop Action Plan to manage the impact of the new regulations

Maintaining close contact with DCLG to follow and
comment on the implementation of the Act. Board will be
breifed on the Act and the likely consequences

6

The Trading Strategy is currently being redrafted and is due to be presented to Board in
2017. There continues to be opportunities via
CBC to provide professional services for
Corporate Projects with other potential
opportunities presented to the Business
Opportunities Panel at each meeting.

On-Going

Chief Executive

Review approach/methodology for collated information and monitoring and consider
resourcing requirements where necessary
Impact of Welfare
Reform adversely
affecting the ability
to collect rents from
tenants

Comments

Decrease

New Trading
Opportunities
Detract from Core
Business and
income achieved
through new
ventures is
insufficient

No surprises, no blame culture:- Celebrate what is good there is a joint accountability across teams and resolve
3

Target Score

Further Actions
Performance Management Action Plan developed for redesign of reporting and new
structure

15

Director of Housing

On-Going

TBC

Engage CBC for early discussions as to possible consequences which include the
demand and supply of affordable housing

On-Going

Review of approach to Temporary Accommodation

On-Going

Develop communication and information plan

On-Going
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CBH Risk Register 2017.18 - Heat Map
Current Score
ICT Support
Arrangements
with CBC

Government
Policy impact on
fin. viability of
CBH

10

13

15

16

Homelessness
Reduction Act

New Trading
Opportunites
detract from core
business

Relationship with
CBC not
maintained or
effective

Impact of
Welfare Reform

9

12

14

3

5

8

11

1

2

4

7

Likelihood

6

Impact
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5.30pm

VENUE:

Rowan House

AGENDA ITEM:

8

SUBJECT:

Revised Contract Procedures Rules

REPORT BY:

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

FOR DECISION
1.

Purpose

1.1

To approve the revised Contract Procedure Rules, as found on the CBH
website (link below in Appendix section).

2.

Background & Content

2.1

CBH Board approved the Contract Procedure Rules in April 2016. At the recent
Board Meeting on 25 April 2017, the Board acknowledged that the limits for
authorisation of contracts by officers was not in keeping with the value of CBH’s
operations.

2.2

DMT are recommending that the limits are increased from £100,000 to
£250,000 within the following rule extract (by way of comparison, CBC’s
delegated authority stands at £500,000):
5 Contracts – delegation to officers
(1) Unless otherwise directed by the Board, the Officer shall have authority on
behalf of Colchester Borough Homes to enter into any contract which does not
exceed the value of £250,000 or does not form part of a series of contracts the total
value or amount of which exceed £250,000, provided that such contract or
contracts is/are in accordance with the existing practice of Colchester Borough
Homes and the expenditure involved is authorised within Colchester Borough
Homes' Financial Procedure Rules and provided also that where the contract or
contracts is/are in respect of work, services and supplies for which a list is
maintained under contract procedure rule 8, the contract shall, where practicable,
be entered into with a person on that list.

3.

Financial Implications

3.1

There are no direct financial implications arising from this report.
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4.

Value for Money Implications

4.1

There are no direct value for money implications arising from this report.

5.

HR Implications

5.1

There are no direct HR implications arising from this report.

6.

Residents at the Heart Implications

6.1

There are no direct implications arising from this report.

7.

Legal, Health & Safety and Equality & Diversity Implications

7.1

The legal implications are incorporated within the policy attached. There are
no direct implications on Health and Safety and Equality and Diversity.

8.

Risk Management

8.1

To minimise the risk and impact of fraud are the key drivers of the attached
policy. Procurement procedures are reviewed annually as part of the Internal
Audit ‘Key Financial Controls’ programme and assurance provided to Finance
and Audit Committee.

9.

Appendix

9.1

No appendix attached, the Contract Procedures Rules can be found on CBH’s
website Contract Procedures Rules, with the appropriate clause above found
on pages 7 and 8.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5.30 pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

9

SUBJECT:

Annual Health and Safety Report

REPORT BY:

Ryan Curtis, Health, Safety, Environmental & CDM Manager
Mark Wright, Director of Property Services
 (01206) 282 760
 mark.wright@cbhomes.org.uk

FOR INFORMATION
1.

No Decision Required

1.1

The Board is asked to note the attached report prepared by the Company’s
Health and Safety Manager.

2.

Purpose of Report

2.1

The purpose of the report is to provide an annual review of the Company’s
approach to Health and Safety: to highlight all accidents/incidents together
with any remedial actions or Health and Safety Executive (HSE) actions or
interventions. The report makes operational recommendations which will form
part of any formal decision making as required under the Company’s scheme
of delegation.

3.

Background & Content

3.1

The Board require an annual report concerning Health, Safety and
Environment as part of its Governance arrangements. This is also considered
best practice and is an important measure to ensure compliance with OHSAS
18001 - the international standard for Health and Safety.

4.

Heading 2

4.1

The report as attached should be read as a report prepared and submitted to
the Board by the Company’s duly appointed Health and Safety Manager and
the Director of Property Services.
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5.

Risk Management

5.1

Health, Safety and Environment feature on the operational risk registers for all
Directorates and the actions set out in the report are a key strand for all
mitigations in respect of Health, Safety and Employment.

6.

HR Implications

6.1

The matters of employee Health & Safety are set out in detail in the report.
Particular attention is drawn to the accident and incident records and the use
of the “PeopleSafe” system – which is the Company’s preferred system to
address lone working risks.

7.

Legal Implications

7.1

No prosecutions or actions arose as a result of the matters set out in this
report.

8.

Financial Implications

8.1

No unbudgeted financial implications arise from the matters set out in this
report.

9.

Value for Money

9.1

Particular note should be drawn to the loss of work time as a result of work
based accidents and the approach to developing an in-house training
resource to reduce costs.

10.

Health & Safety Implications

10.1 The whole of this report and its attachment refers to Health and Safety
matters.
11.

Equality & Diversity Implications

11.1 None arising from the report.
12.

Residents at the Heart

12.1 Matters of Health and Safety include public safety and as such the whole of
the report reflects the discharging of the Company’s obligations in respect of
public safety.
13.

Decision Required?

13.1 No.
14.

Appendix/ces

14.1 Annual Health, Safety and Environmental report 16-17 and its appendices.
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Annual Health & Safety, CDM and Environmental Report
Financial Year April 2016 to March 2017

Introduction
The purpose of this report is to update the board on health and safety related matters, including
incidents, systems and compliance during 2016-17.
In reference to the introduction within the previous annual report, Colchester Borough Homes
are pleased to confirm that we have achieved OHSAS 18001 across the business and
continued to retain this during ongoing assessment.
Summary

Item number
1.0

Topic
Health and safety
policies
Structure
Key
achievements

Update
X 9 H&S related policies identified all in date at the end of
the reporting period.
New Health and Safety Manager in post as of February 17.
 Keeping the OHSAS 18001 ISO 9001 and 14001
accreditation
 Bringing Manual handling training in house and
successfully delivering to staff
 Undertaking a full health and safety training need
analysis
 Implementing the new Assure software system
and training staff in its use. Staff now submitting
DSE assessments and incidents reports via
Assure.
 Running
reports
and
undertaking
risk
assessments, including DSE, fire and general
assessments using the Assure system
 Raising the profile of H&S within the company

4.0

Legislation

No changes in relevant legislation in the reporting period.

5.0

Asbestos

939 surveys completed and 378 removals undertaken
within the finical year.
In-house asbestos surveys are planned to continue till
February 2018.

6.0

External audits

2.0
3.0





7.0

Occupational
Health/Stress




OHSAS 18001, ISO9001 & ISO14001
accreditation kept, close out meeting and
action plan required for 18001.
External Insurance audit was undertaken
by Mazars, results were limited assurance
given
No visits from the HSE in the reporting
period.
Heales Medical began a two year contract
with CBH from 1st April 2016.
Heales and BCH HR/H&S working closely
on the prevention of staff stress related
issues.
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8.0

Health and safety
training

9.0

Health and safety
Incidents

10.0

Fire

11.0

Assure system

12.0

Security, Lone
Working and
Violence and
Aggression

13.0

Environmental

14.0

CDM

15.0

Financial year
2017/18

Full training needs analyses completed
Much of the training being brought in-house ,
potential saving of £21,180 and upwards
 Total of 41 incidents in the financial year 16/17,
only 7 of which resulted in staff having time off.
 3 RIDDOR reportable incidents in the timeframe,
all of which were over 7 days off work.
 Essex Fire and Rescue continue to not require
auditing CBH
 2 fire incidents in the reporting period, 1 resulting
in minor harm to a staff member and 1 resulting in
no harm.
 6 fires in customer address in the financial year,
all resulting in no harm
The Assure system came online in January 17, with
positive results. System now being used for:
 Risk assessments
 Incident reporting
 Report writing
 Claims records
 Ladder Inspections to commence June 2017
 11 incidents, 10 resulting in no harm, 1 resulting in
minor harm.
 Security, violence and aggression and lone
working sub group formed
 Peoplesafe devices used on 8,869 individual
days. Based on all 124 devices that CBH own, this
averages to 72 days per device within the financial
year.
 A total of 3,557 amber alerts, and total of 284 red
alerts were raised during 2016/17
 BSI
environmental standard
accreditation
maintained
 Projects in 16/17 included - installation of ground
source heat pumps and cavity wall & loft
instillations.
 The services of a contracted CDM Co-Ordinator,
have been continued throughout 16/17
 One major contractor problem, with rewiring works
in an unsafe manner. Measure put in place to
make work safe and reduce the likelihood of
unsafe works in the future.
 1 RIDDOR reportable incident on a CDM project
in the timeframe.
Targets for the next financial year include  Increase use and understanding of the Assure
system
 Bringing more health and safety training in-house
 Reviewing lone working procedures and violence
and aggression issues within CBH.
 Selling health and safety services to other
organisations.
 Revitalising fire safety and emergency evacuation
processes.
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1. Health and Safety Policy’s
CBH’s policies can be found on the Company intranet. The policy statement was reviewed
and re-issued dated 7th September 2016 as part of the general update for OHSAS 18001.
Colchester Borough Homes currently has 9 policies relating to health and safety as highlighted
below. By the end of the last financial year, all policies were in date.
Policy Title
Driving
Environmental
Strategic Health and
Safety
Health and Safety
Statement
Lone Working
Risk Management
Stress
Working From Home
Drugs and Alcohol

Last Review Date
April 2014
December 2015
August 2015

Next Review Date
April 2017
December 2018
August 2017

Status
Under Review
In Date
In Date

August 2016

August 2018

In Date

September 2015
September 2016
June 2015
February 2015
December 2015

September 2018
September 2019
June 2017
February 2018
December 2017

In Date
In Date
In Date
In Date
In Date

Table 1 source intranet

Red

Out of date

Amber

Under Review

Green

In Date

2. Structure
Following the exit of Jamie Grey, Colchester Borough Homes appointed a new Health and
Safety Manager Ryan Curtis in February 2016.
This position joins the Health and Safety team, primarily based in the Gosbecks Office,
consisting of both the Health and Safety Manager and the Health and Safety Officer.
3. Key Achievements
Our principal achievements during 2016-2017 include:







Keeping the OHSAS 18001 ISO 9001 and 14001 accreditation
Bringing Manual handling training in house and successfully delivering sessions to
staff.
Undertaking a full health and safety training need analysis
Implementing the new Assure software system and training staff in its use for reporting
incidents and submitting risk assessments
Running reports and undertaking risk assessments, including DSE, fire, First Aid,
COSHH and general assessments using the Assure system
Raising health and safety awareness across the Company via I.T solutions such as
Yammer, one to one interactions and formal training session.

4. Legislation
No changes in relevant legislation in the reporting period.
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5. Asbestos
The chart below breaks down by month the number of asbestos survey 16/17. By the end of
the financial year a total of 939 surveys were completed.
Month

April
16
97

Surveys
completed

May
16
56

June
16
99

July
16
74

Aug
16
74

Sept
16
78

Oct
16
104

Nov
16
55

Dec
16
12

Jan
17
73

Feb
17
100

March
17
117

Table 2 source internal records

There were also 378 removals undertaken in the reporting period.
Owing to the size of the project, in-house asbestos surveys are planned to continue till
February 2018.
6. External Audits
a. Insurance audit
An internal audit was undertaken by Mazars in July ‘16 into the general insurance process,
covering renewal of cover, handling of claims and document retention. Their main findings
were as follows:


.



Renewal process – start earlier in year and develop formal SLA with broker – being
implemented this year.
Develop system to record compliance with conditions of insurance – being
implemented with quarterly review by DMT
Process map to be updated and sharing of best practice – being covered by a series
of workshops currently underway.
Overall – limited assurance given
b. British Standards Institute (OHSAS 18001, ISO9001 & ISO14001)

Audit Results
On Monday 06th March 2017, BSI visited the Rowan House office to conduct a continuing
assessment of the effectiveness of CBH’s OHSAS18001 certificate.
The audit consisted of a thorough analysis of our OHS Management System, including
elements of all high risk areas to the business. Our competence in the management of CDM
was also assessed for SSIP (Safety Schemes In Procurement) purposes, see APENNDIX A
for full embedded report.
The audit resulted in two minor and one major non-conformity being given as listed below.




Major - No evidence (records) were produced to demonstrate the 18 actions from the
legionella assessment (04/02/15) at Gosbecks Road
Minor - It could not be demonstrated that the process for management review has been
maintained for 2017
Minor - The process for DSE assessments is not fully effective
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Total
939

An action plan was produced to rectify these issues and a close out meeting was held with
BSI on the 3rd April 17. Owing to actions taken by CBH, one major and one minor nonconformity were closed, leaving only the DSE action still open, albeit that the BSI auditor
recognised good progress has been made. See APPENDIX B for embedded BSI close out
report.
In November 2016, BSI visited the Gosbecks Road office to conduct a three-year strategic
review of the ISO9001 & ISO14001 certifications held by Property Services.
Although there is no report on record CBH kept its accreditation and had no non-conformities
to close out.
c. HSE
There were no visits and consequently no fee for intervention from the HSE within the reporting
timeframe.
7. Occupational Health/Stress
Heales Medical began a two year contract with CBH from 1st April 2016. The HR Team and
line managers have received training on the online system. Managers are now able to log onto
the system to make referrals and to read feedback memos.
Heales have been working closely with the HR department and a strong relationship is being
built.
During the end of the financial year, HR, working with the health and safety team and Heales
started to review the Company’s approach to staff stress related issues and how best to spot
early signs of problems and support employees. This work is to continue into the next financial
year with any relevant new processes required implemented.
8. Health and Safety Training
A fully-recorded training needs analysis (TNA) was started at the end of the financial year
16/17 and completed at the beginning of the next, please see APPENDIX C for full TNA. The
conclusion and recommendations of the TNA were:
Conclusion
Bringing some of the CBH health and safety training in-house will not only provide a cost
saving to the business but give continuity to the training, allow it to be more bespoke, have
greater control on quality and allow for a more flexible approach to booking.
On assessing previous training provided, the refresher time frames were not all in line with
current recommended best practice and some lent towards refresher training set at a
timeframe that could benefit the training provider and add little to no value to the staff safety.
The health and safety and fire safety awareness could be made more robust with mandatory
training sessions for all staff being given. Making fire awareness training mandatory as part of
a combined health and safety session will increase staff knowledge / awareness and company
safety culture, whilst reducing the likelihood of incident and prosecution.
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To ensure we have sufficient cover in all our offices, an increased amount of fire marshals are
require as there is no guarantee as to what staff will be in any one location on any given day.
Bringing this training in-house will allow for CBH to have a bespoke fire marshal session which
also includes enhanced fire awareness. Owing to the potential severity of a fire in any of the
schemes, having all our Visiting Officers (V.O.s) undertake fire marshal training would be
beneficial as it will increase their all-round knowledge and awareness.
If manual handling, fire marshal and fire awareness training are brought in house the saving
on a straight comparison from previous external training would be £6,970.
On-going, taking the conclusions of this TNA into consideration and providing greater staff
coverage of fire marshal, fire awareness and a new health and safety awareness course, there
will be a real terms saving of approximately £21,180. There will also be further time/cost
savings in setting realistic refresher times.
Recommendations:
1. Manual handling training to be delivered in-house as mandatory three year refresher
to all staff.
2. Increase the fire marshal numbers and provide in–house training for fire marshals and
all V.O.s annually.
3. Fire/health and safety awareness training for all staff delivered at a mandatory three
year refresher date.
4. New in-house lone working/violence and aggression training to be delivered to all
public facing staff.
5. In-house asbestos awareness training to be formalised and included on the HR training
spread sheet.
6. Sharps refresher training to be set at five years rather than annually.
7. All relevant site operatives/technician job specific training to remain externally
delivered at current refresher timeframe.
The first nine in-house manual handling training sessions were well attended, therefore an
additional five sessions have been scheduled in the next financial year with more to be booked
as required. Once these sessions have been completed a review of the training records will
be conducted to establish, who, if anyone has not undertaken manual handling training in the
last three years and if required extra training will be organised.
9. Health and safety Incidents
The number of accidents reported since the start of the financial year has increased
significantly, rising from 25 to 41. This can be attributed to a refocus on incident reporting
within the workforce and the ease of reporting via the assure system. Awareness of the
reporting requirements has been via Our House, email and face to face staff and management
training.
Of all incidents reported, three were reportable to the HSE under the provisions of RIDDOR,
due to causing more than seven days to be taken off work. This is an increase from the one
reportable in the last financial year.
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Incidents Statistics for FY16-17
Category
Slip, trip, fall
Fall from height
Struck by
Manual handling
Contact with
Violence and
Aggression
Fire
Total

Lost time
2
1
2
1
0
0

No lost time
9
3
3
2
6
11

Total
11
4
5
3
6
11

1
7

0
34

1
41

Table 3 source Assure

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
(RIDDOR)
Category
Fatality
Specified
Injuries
Over-sevenday
Occupational
Diseases
Dangerous
Occurrences
Total

April
16
0
0

May
16
0
0

June
16
0
0

July
16
0
0

Aug
16
0
0

Sept
16
0
0

Oct
16
0
0

Nov
16
0
0

Dec
16
0
0

Jan
17
0
0

Feb
17
0
0

March
17
0
0

Total

1

0

1

0

0

0

0

0

0

0

1

0

3

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

0

1

0

1

0

0

0

0

0

0

0

1

0

3

Table 4 source Assure

10. Fire Safety
Based on our previous performance, Essex County Fire & Rescue remain comfortable that
they do not require the undertaking of an audit with Colchester Borough Homes in the near
future. They have stated that the standard of fire management from Colchester Borough
Homes is high and they are confident with the overall Fire Safety within our schemes.
With this in mind, Colchester Borough Homes have been assured by Justin Lockerbie & Steve
Wade (Fire Safety Officers) that they will be available to visit any premises upon request
should any specific problems arise.
Fire risk assessments are now being undertaken using the Assure software system. This has
proved to be an efficient way of recording findings.
There were two fire rated issue within the reporting period:
1. Fire within Skip at Azalea Court, possible Arson Attack – Outcome: no harm. Insurance
Claim outstanding.
2. Resident set fire to himself at Enoch House when smoking whilst using oxygen. Staff
member on site put flames out. – Outcome minor harm to staff member, resident was
hospitalised. Post incident BOC have visited the site to give education on the safe use
of oxygen and the V.O. has spoken to the resident.
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0
0

For information there were also six fires in customer address in the finical year, all resulting in
no harm.
11. New Health and Safety Software System
In January 2017 CBH moved from an almost entirely manual recording system for incidents
and risk assessments, to the Assure software.
The health and safety team have been working hard on adopting the system. With the
assistance of the Assure helpline and account manager, the knowledge of how to use the
system is greatly increasing. The system is now becoming more bespoke to CBH as we
change and adapt it so that it suits our needs and is less generic.
Even in the early days of implementing the system, benefits have been evident and include:
1. Quick and easy incident reporting from staff.
2. Fire risk assessment process is slicker, with the ability to send actions and attach
pictures via the assessment field.
3. Display Screen Equipment self-assessments now completed via the assure portal.
Rapidly the number of completed assessments rose to 119 at the end of the financial
year. This also allows the health and safety team a better understanding of DSE
issues and gives the opportunity to offer assistance as required.
4. General and COSHH risk assessments now undertaken on the assure system. As
with fire, this has made the process easier.
5. All risk assessment can be viewed by staff on the system, thus helping with our duty
to advertise risk assessments to staff.
6. Reports can be run off the Assure system. Although this is in its infancy, already the
benefits can be seen when compiling monthly H&S reports. The 2017/18 annual report
will be predominantly compiled using the assure system.
7. Insurance reports and claims are now stored on the Assure system & Claims
Management.
8. In general, having one central location for H&S related items makes the locating and
evidencing of records a simpler and more effective process.
12.0 Security, violence and aggression and lone working
12.1 Violence and aggression
Owing to better and increased reporting since the Assure system was implemented, it has
become clear that CBH staff have experienced a number of incidents involving violence and
aggression, predominately in the library. Since January 2017 unitl the end of the finical year,
11 incidents of violence and aggression have been reported as highlighted below.
Location of
Incident
Colchester Library
St Mary’s car park

Type of violence
and aggression
Verbal aggression
Physical

Who was effect
Staff
Staff

Number of
incidents
10
1

Outcome
No harm
Minor harm

Table 5 source Assure
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At the March 17 health and safety liaison committee, violence and aggression was discussed
and the need for a sub group to be formed was established. Subsequently a Security, violence
and aggression and lone working group was formed with the first meeting falling outside the
timeframe of this report.
12.2 Lone working
Peoplesafe



Within 2016-17, CBH staff have used the devices on 8,869 individual days. Based on all 124
devices that CBH own, this averages to 72 days per device within the financial year. When
only taking into account the 90 devices that were actually used within the year, this equates
to an average of 99 days use per device (253 working days available during 2016-17).
34 devices (27%) were not used at all in 2016-17.
At year-end CBH had 16 spare or pool devices, of which only 3 were used in 2016-17.
A total of 3,557 amber alerts, and total of 284 red alerts were raised during 2016/17.

Percentage of days used by service area

(assuming that everyone works a 5 day week)
57%

60%
50%
40%

41%

37%
29%

30%
20%
10%
0%

Colchester
Borough Homes

36%

13%

7%

9%
1%

0%
Community safety

Housing Options

Lettings Team

Older persons
services

Page 9 of 12
119

Devices held vs devices used by service area during 2016/17
including % of devices used
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75%

100%

91%
42%

Sum of Devices Used

13.0 Environmental
Colchester Borough Homes were successful in keeping their ISO 14001 Environmental
standard in the financial year.
A number of environmental projects continued through 16/17 including the installation of
ground source heat pumps and cavity wall & loft instillations.
14.0 Construction Design and Management (CDM)
The services of Andy Fleckney (NPS Group) as a contracted CDM coordinator, have been
continued throughout 16/17. Andy has continued to undertake random site inspections on
CBH projects that fall under the provision of CDM. Reports are produced and provided to the
health and safety team, who in turn action these as required.
During 16/17 there was only one major contractor problem, with Protec Electricals (subcontractors of Vinci), leaving rewiring works in an unsafe manner. After this incident, all
rewiring works undertaken by Protec have been checked and rectified as required. Protec now
only undertake minor works for Vinci with control measures in place to ensure safe practice is
adopted.
There was one RIDDOR reportable incident during the timeframe on a CDM site - Plastic
trim around a window frame which splintered, piercing the eye of an N.D Smith worker. This
resulted in an over 7 days of work injury but a full recovery was made. Post incident, tool box
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talks on the importance of wearing personal protective equipment (PPE) were given and the
individual was fully aware that if he wore the relevant PPE his injury would have been
avoidable.
15.0 Financial year 2017/18
Looking forward to the next financial year, some of the major aims of the health and safety
team are:









Further embed the Assure system within Colchester Borough Homes
Have all risk assessments, COSHH, DSE, Fire, Ladder Inspections and General
available on the Assure system
Revitalised the emergency evacuation procedures, taking into account smarter
working and other reasons for evacuation other than fire (terror alert, gas leak etc.).
Increase the number of trained fire marshals to enable safe evacuation of all buildings
when Smarter Working is in place – fire marshals historically sat within their building
this will change when Smarter Working is implemented.
Bring fire safety training in-house and introduce health and safety awareness training.
Bring conflict and resolution training in–house and combine it with lone working and
security/ violence and aggression.
Plans for selling our Health and Safety services in the latter part of 17/18. Training and
fire risk assessment to be the focus.

APPENDICES
A

BSI March
report.pdf

B

BSI close out
report.pdf

C

Colchester
Borough Homes TNA 2017.docx
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Executive Summary

Assessment Report.

As per the organisations OHS policy the organisation continues to develop the system and embrace
continual improvement.
The visit demonstrated that system improvements, (Assure) are ongoing. Further improvements,
(SharePoint) are scheduled.

With the exception of DSE operational controls at Rowan House appear to be in order. The working
environment appeared to be suitable to the relate hazards/risks.

The retrieval of records remains an area of concern, the recent change in staff may have contributed to
this subject.
Although the agenda was met further assessment time is required on CDM.
Minor non-conformances relate to:
- Management Review
- DSE management

Opportunities for improvement relate to objectives.

With regard to previous non-conformances, evidence was not available during the opening
meeting.Throughout the day evidence was provided to the assessor, however, it could not be
demonstrated that effective corrective action has been taken for non-conformances raised in April 2016
visit. As a result a major non-conformance has been raised. BSI protocols were explained when raised,
no challenges were made.

Assessment objective, scope and criteria

The objective of the assessment was to conduct a surveillance assessment and look for positive
evidence to ensure that elements of the scope of certification and the requirements of the management
standard are effectively addressed by the organisation's management system and that the system is
demonstrating the ability to support the achievement of statutory, regulatory and contractual
requirements and the organisation's specified objectives, as applicable with regard to the scope of the
management standard, and to confirm the on-going achievement and applicability of the forward
strategic plan and where applicable to identify potential areas for improvement of the management
system.
The scope of the assessment is the documented management system with relation to the requirements
of OHSAS 18001 and the defined assessment plan provided in terms of locations and areas of the
system and organisation to be assessed.

Colchester Borough Homes Property Services management system documentation
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NCR Summary

Assessment Report.

Which standard(s) BSI recorded findings against
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Assessment Report.
Where BSI recorded findings

Definitions:
Nonconformity
Non-fulfilment of a requirement.

Major nonconformity
Nonconformity that affects the capability of the management system to achieve the intended results.
Nonconformities could be classified as major in the following circumstances:
- If there is a significant doubt that effective process control is in place, or that products or services will meet specified requirements;
- A number of minor nonconformities associated with the same requirement or issue could demonstrate a systemic failure and thus
constitute a major nonconformity.
Minor nonconformity
Nonconformity that does not affect the capability of the management system to achieve the intended results.

Opportunity for improvement
It is a statement of fact made by an assessor during an assessment, and substantiated by objective evidence, referring to a weakness or
potential deficiency in a management system which if not improved may lead to nonconformity in the future. We may provide generic
information about industrial best practices but no specific solution shall be provided as a part of an opportunity for improvement.
Observation
It is ONLY applicable for those schemes which prohibit the certification body to issue an opportunity for improvement.
It is a statement of fact made by the assessor referring to a weakness or potential deficiency in a management system which, if not
improved, may lead to a nonconformity in the future.
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Assessment Participants
Name

Position

Ellen Moore
Kirk Breaker
Karen Williams
Ryan Curtis
Tracey Broushett
Lee Spalding

Health & Safety
Officer
Operations
Manager
Senior housing
Manager
H&S Environmental
& CDM Manager
Housing Options
Manager
Head of Corporate
Facilities.

Opening
Meeting

Closing
Meeting

Interviewed
(processes)

X

X

X

X

X

X

X
X

X
X

X

X

X
X

Outstanding actions from the previous assessment
Ref
1315776N2

Area/Process

Management system maintenance

Clause
4.5.4

Scope
Category

OHS 621438
Minor

Objective
evidence:

The following were examples of records that could not be retrieved:
- Internal audit reports of the organisations management system processes,
- Compliance evaluations
- Documented procedures established by the organisation HS01a and HS01c

Details:

Cause

The control of records process was not effectively implemented to address all
the requirements of the standard.

Suitable progress has been made - Action includes a Software solution, (Central
online system) to be completed by year end. Records were available.

Correction
/ Suitable progress has been made - Action includes a Software solution, (Central
containment
online system) to be completed by year end. Records were available.
Corrective
action

Suitable progress has been made - Action includes a Software solution, (Central
online system) to be completed by year end. Records were available.

06/03/17 - Assure, (SHE software) has gone live, (Document retention system).
Office 365 has been adopt.
Internal audit records dated 29/06/16 & 27/07/16.
Compliance Evaluations , ref legal register
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Assessment Report.
Closed?:

Ref
1315776N3

HS01a & HS01c procedures not used.
Yes

Area/Process

Site Tour - 123 Gosbecks Road

Clause
4.5.3.2

Scope
Category

OHS 621438
Minor

Objective
evidence:

There was no evidence of corrective actions being implemented from the risk
assessment process. There were two examples noted.

Details:

The corrective action process was not effectively implemented to address all the
requirements of the standard.

1. There were 18 actions identified in the legionella assessment dated 4/2/15,
with no evidence/records of actions taken.

Cause

2. There was no evidence of any corrective actions being implemented from the
DSE assessment on form F26 dated 21/5/15 for F Lawson.
Corrective actions from risk assessment are now being addressed. Software
solution, (Central online system) to be completed by year end. New facilities
manager appointed. Records to demonstrate progress were available.
1. Rectifying logs dated 26/06/16
2. Further evidence required,

Correction
/ Corrective actions from risk assessment are now being addressed. Software
containment
solution, (Central online system) to be completed by year end. New facilities
manager appointed. Records to demonstrate progress were available.

Corrective
action

1. Rectifying logs dated 26/06/16
2. Further evidence required,

Corrective actions from risk assessment are now being addressed. Software
solution, (Central online system) to be completed by year end. New facilities
manager appointed. Records to demonstrate progress were available.

06/03/17 - Assure, (SHE software) has gone live, (Document retention system).
Office 365 has been adopt. Facilities manager appointed.
Legionella assessment actions (Lindsey's) remedial works
DSE assessments is managed via Assure - F Lawson actions completed,
(03/02/17).

Closed?:
Justification
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1. Rectifying logs dated 26/06/16
2. Further evidence required,

No

Confirmation that all actions have been addressed to be confirmed at the next
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Assessment Report.
visit.

07/03/17 - No evidence could be provided to demonstrate the organisation have
a process for reviewing corrective action. There was periodic evidence of
progress chasing. As a result a Major non-conformance has been raised for
ineffective corrective action.

Ref
1376217N1

Area/Process

Scope
Category

OHS 621438
Minor

Objective
evidence:

The bench grinder does not have any prevention of inadvertent starting should
the electrical supply fail. PUWER requirements have not been fully considered.

Details:
Cause

Operational control (Site controls) Hazard identification, risk
assessment and determining controls, Emergency
Preparedness.

Clause
4.3.2

The process for identifying legal requirements is not fully effective.
Poor awareness of the legal requirements.

Correction
/ Quarantined/isolated at the time of use.
containment
Corrective
Capita (Maintenance record). Inverter switch fitted. Internal records sampled.
action
Closed?:
Yes

Ref
1376217N2

Area/Process

Scope
Category

OHS 621438
Minor

Objective
evidence:

Chemical dosing was reviewed. Sodium Hypochlorite and hydrochloric - The
hazard of mixing these to chemicals results in Chlorine gas, it could not be
demonstrated that this has been captured within the risk assessment process.
Although controls are in place, (e.g. emergency arrangements) these are not
defined.

Details:

Cause

Operational control (Site controls) Hazard identification, risk
assessment and determining controls, Emergency
Preparedness.

Clause
4.3.1

The process for risk assessment is not fully effective.

Poor awareness of the hazards,

Correction
/ Staff briefed on the hazard.
containment
Corrective
Risk assessment reviewed and now considers Chlorine Gas, ref Generic
action
Chemical handling dated 03/10/16 RA 04 - Mixing of chemicals - Risk
assessment communicated.
Page 8 of 26

130

Assessment Report.
Closed?:

Yes

Ref
1376217N3

Area/Process

Scope
Category

OHS 621438
Minor

Objective
evidence:

Corrective action has not been applied for the RIDDOR event dated 05/05/16,
ref the reporting of the event. SAF004 has not been completed.

Details:
Cause

Incident investigation, nonconformity, corrective action and
preventive action

Clause
4.5.3.1

The process for accident investigation is not fully effective.
Operational controls not completed.

Correction
/ First aiders briefed.
containment
Corrective
Assure system replaces SAF 004. A review of records confirmed an effective
action
process.
Closed?:
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Assessment Report.

Assessment Findings
The assessment was conducted on behalf of BSI by
Name

Kevan Alderton

Position

Technical expert

Assessment conclusion and recommendation
The audit objectives have been achieved and the certificate scope remains appropriate. The audit team
concludes based on the results of this audit that xxxxx does fulfil the standards and audit criteria
identified within the audit report and it is deemed that the management system continues to achieve its
intended outcomes.
RECOMMENDED - Corrective Action Closure Required ('Major' findings): The audited organization may
be recommended for certification / continued certification, based upon satisfactory closure of all 'Major'
findings, and if applicable, a satisfactory corrective action plan for all 'Minor' findings as shown in this
report.
Please submit a plan to BSI detailing the nonconformity, the cause, correction and your proposed
corrective action, with responsibilities and timescales allocated. The plan is to be submitted no later than
13/03/2017 by e-mail to msuk.caps@bsigroup.com, referencing the report number.
An additional 0.5 day visit over and above the continuing assessment plan will be necessary to verify
that the planned corrective action has been effectively implemented. This visit will take place on
01/05/2017.

Use of certification documents, mark / logo or report
The use of the BSI certification documents and mark / logo is effectively controlled.

Findings
Changes: Management System, Processes & Scope: Enforcement Action: RIDDORs:
An opening meeting was held with the management representative and the arrangements and plan for
the visit discussed.

The scope of registration was reviewed and confirmed to be correct in accordance with the brief. Please
note the SSIP statement is incorrect and should refer to appendix 1. Certificate change required.
As part of the introductory meeting the representative/team confirmed that the business has not been
subject to any enforcement action/visits since the last 6 months.
Zero OHS related complaints were known at the time of the visit. One RIDDOR identified.
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Assessment Report.
Changes:
- Mr Jamie Grey has left the business,
- Riverside is due to close in June, staff are to be relocated to Rowan House/Gosbecks Road.
- Ryan Curtis has been appointed H&S Environmental & CDM Manager, (certificate contact).
- CEO, Gareth Mitchell appointed.
- Working Smart project has been established.
- Dedman offices have closed, (March 2017) (the workshop remains).
- Assure, (SHE software) has gone live, (Document retention system). Office 365 has been adopt.

Due to the imminent closure of Riverside offices, the office visit was deferred. It is expected to be
removed from the certificate at the next visit.

Previous assessment findings: A review of Previous assessment findings, (dated 04/04/16) failed to
demonstrate an effective process for corrective action.
Incident Reporting & Investigation:
Evidence obtained / Seen:
- One RIDDOR declared, the event dated 02/02/17 ref 14, (Seven day event) - Tool box talks
completed, ref record dated 08/02/17.
- Accident reporting Procedure - Assure, dated March 2017, (System enhancement)
- Event dated 13/12/16, minor event
- Event dated 20/12/16, minor event
- Accident data, (Assure) 2016/2017

Methods for determining the results: A review of the new Assure system shows events including near
misses are identified, recorded and investigated. Corrective actions are being completed.
Planned results achieved

Site Tour - Rowan House - Operational Control: Safe Systems of Work & Control of
Contractors
Hazard Identification, Risk Assessment Competence, Training & Awareness,
Communication, Participation & Consultation:
Evidence obtained / Seen:
- Open plan layout with some segregated meeting rooms - up to 100 staff
- Key fob access controls
- Suitable equipment including DSE stations.
- PAT testing completed 09/16
- Fire Risk assessments dated 08/11
- DSE assessments C Jones dated 09/02/17 (Assure), S Nice, L Bow, NC relates.
- First aid and fire provisions, (maintained - monthly checks)
- PEEP - Todd Levi
- Monthly inspections dated January 2017
- First aid Mick Knights dated 11/14
- Fire Marshall Ria Eustace dated 19/05/15
- Fire safety plan, HSE law poster displayed.
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Methods for determining the results: A review of operational controls found these to be effective. DSE
assessments have been completed. Emergency arrangements were evident.
Planned results achieved

Internal Audits, Nonconformity, Corrective & Preventive Action, Management Review /
Policy / Objectives & Programmes,:
Evidence obtained / Seen:
- Strategic Health and Safety dated 08/15 version 1.5 policy - CBH - C BMS 004 SAF 001
- CBH C BM 006 SAF 003 H&S procedures dated 03/16
- CBH C BM 006 SAF 004 H&S management system, (System arrangements)
- Policy statement dated 07/09/16 (endorsed by the new CEO)
- Objectives & targets CBH - C BMS 010 SAF 001, (OT11, Viso licences, OT19 tool box talks, OT 22
agree achievable targets based accident illness performance.
- Internal audit records dated 29/06/16 & 27/07/16.
- OHSAS system audit dated 03/16.
- Master audit planner CBH C BMS 013 January 2017
- Master audit planner CBH C BMS 013 January 2016
- Management Review - NC relates.
- Management review agenda January 2017 template document.

Methods for determining the results: Documentation is retained on the T drive. Again the retrieval of
documentation proved to be a challenging, the introduction of SharePoint may improve the system.
Planned results partially achieved

Opportunity for improvement
Ref. no

Area/Process
Clause
Scope

Details

1447801-201703-I1

Internal Audits, Nonconformity, Corrective & Preventive Action, Management
Review / Policy / Objectives & Programmes,
OHS 621438

The objectives & targets document does not capture all OHS business
objectives, (e.g. Yama, Working Smart project).

Legal & Other Requirements / Evaluation of Compliance:
Evidence obtained / Seen:
- OHSAS 18001 Register of legislation and evaluation of compliance audit- dated 03/17
- Monthly office inspection January 2017 (Rowan House).
- Monthly office inspection December 2016 (Rowan House).
- Ryan Curtis & Ellen Moore (NEBOSH General certificate).

Methods for determining the results: A review of the legal and compliance register confirmed the both
subjects are periodically addressed. Applicable legislation has been identified. Compliance statements
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are recorded in the legal register.

Assessment Report.

Planned results achieved

SSIP and CDM duties as Principal Contractor :
Roles undertaken: CDM duties include activities as a Principal Designer, Principal Contractor and
Contractor.
Project sampled: Enoch House
Roles: Principle Designer
-

CDM folder (T Drive) Induction folder - HS File - CDM 2015
F10 Up date notification
Construction phase health and safety plan template
Simon Leonard - Training record - SMSTS dated 29/02/16, asbestos awareness dated 09/01/17
Mike Harden - Training record - asbestos / safe guarding dated 20/11/13
Designer risk assessment dated April 2015
Fire safety plan dated 05/16
CJ electrical RAMS

Methods for determining the results: A remote review of CDM arrangements confirmed the organisation
have considered the latest changes. Supporting evidence/records was in place.
Planned results achieved.

BSI notes: Site visit to be completed at the next visit.
BSI Requirements:
Risk rating: As part of BSI's internal processes, an OHS risk rating is assigned to each organisation
based on the industry sector, the level of regulation within the industry and the OHS complexity of the
business. This is not related to perceived risk of incident occurring in any individual company. From a
review of the business activities, the overall risk rating is determined to be medium, (Ref BSI OHS
Manual version 6.0, dated February 2015). Location risk ratings have been defined.
CDM site works is to be sampled at the next visit.

T code: The assigned T Code, (T67), was confirmed as the most suitable code at this time.

Detailed Review: Although not required a partial OHS specialist detailed review is confirmed to have
been completed through this assessment, mandatory scheme requirements have been addressed as
required.

Cycle plan: The cycle plan was reviewed and found to be suitable found to be satisfactory in relation to
assessment plan and implementation.

Effective Staff & Assessment Durations: As part of BSI's internal processes, a review of the current visit
cycle has been undertaken in relation to the site headcount, effective headcount, (taking into
consideration risk levels).
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Assessment Report.
Based on the risk level and staff numbers suitable assessment periods have been assigned.

Assessment resources/continuing assessment: A review of the organisation, (considering risk level and
activities) has identified a recommendation to include a BSI OHS specialist at least once in each three
year certification cycle, any other visits to be conducted by assessors with the best-fit industry sector
code.
Requirements of 'SSIP' continue to be satisfied through this registration.
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Major (1) nonconformities arising from this assessment.
Ref. no

1447801-201703-M1

Clause

4.5.3.2

Area/Process

Changes: Management System, Processes & Scope: Enforcement Action:
RIDDORs

Scope

OHS 621438

Statement of
non
conformance:

The process for corrective action is not effective

Category

Clause
requirements

Objective
evidence

Assessment Report.

Major

Nonconformity, corrective action and preventive action
The organization shall establish, implement and maintain a procedure(s) for
dealing with actual and potential nonconformity(ies)
and for taking corrective action and preventive action. The procedure(s) shall
define requirements for:
a) identifying and correcting nonconformity(ies) and taking action(s) to
mitigate their OH&S consequences;
b) investigating nonconformity(ies), determining their cause(s) and taking
actions in order to avoid their recurrence;
c) evaluating the need for action(s) to prevent nonconformity(ies) and
implementing appropriate actions designed to avoid their
occurrence;
d) recording and communicating the results of corrective action(s) and
preventive action(s) taken; and
e) reviewing the effectiveness of corrective action(s) and preventive action(s)
taken.
Where the corrective action and preventive action identifies new or changed
hazards or the need for new or changed controls, the procedure shall require
that the proposed actions shall be taken through a risk assessment prior to
implementation.
Any corrective action or preventive action taken to eliminate the causes of
actual and potential nonconformity(ies) shall be appropriate to the magnitude
of problems and commensurate with the OH&S risk(s) encountered.
The organization shall ensure that any necessary changes arising from
corrective action and preventive action are made to the OH&S management
system documentation.
With regard to BSI non-conformance 1315776N3 it could not be
demonstrated that effective corrective action has been taken.

No evidence, (records) was produced to demonstrate the actions from the
Legionella assessment, (section 7) have been rectified/addressed.

Email trails confirm progress chasing, (Quotes) however, no confirmation that
the works have been completed.
The non-conformance was raised in the second visit, reviewed in the third
and revisited in the fourth BSI visit.
Page 15 of 26

137

Assessment Report.
Cause

Correction /
containment
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Minor (2) nonconformities arising from this assessment.
Ref. no

1447801-201703-N1

Clause

4.3.1

Area/Process

Site Tour - Rowan House - Operational Control: Safe Systems of Work &
Control of Contractors
Hazard Identification, Risk Assessment Competence, Training & Awareness,
Communication, Participation & Consultation

Scope

OHS 621438

Statement of
non
conformance:

The process for DSE assessment is not fully effective.

Category

Clause
requirements
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Minor

Hazard identification, risk assessment and determining controls
The organization shall establish, implement and maintain a procedure(s) for
the ongoing hazard identification, risk assessment, and determination of
necessary controls.
The procedure(s) for hazard identification and risk assessment shall take into
account:
a) routine and non-routine activities;
b) activities of all persons having access to the workplace (including
contractors and visitors);
c) human behaviour, capabilities and other human factors;
d) identified hazards originating outside the workplace capable of adversely
affecting the health and safety of persons under the control of the
organization within the workplace;
e) hazards created in the vicinity of the workplace by work-related activities
under the control of the organization;
NOTE 1 It may be more appropriate for such hazards to be assess d as an
environmental aspect.
f) infrastructure, equipment and materials at the workplace, whether provided
by the organization or others;
g) changes or proposed changes in the organization, its activities, or
materials;
h) modifications to the OH&S management system, including temporary
changes, and their impacts on operations, processes, and activities;
i) any applicable legal obligations relating to risk assessment and
implementation of necessary controls (see also the NOTE to 3.12);
j) the design of work areas, processes, installations, machinery/equipment,
operating procedures and work organization, including their adaptation to
human capabilities.
The organization’s methodology for hazard identification and risk assessment
shall:
a) be defined with respect to its scope, nature and timing to ensure it is
proactive rather than reactive; and
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b) provide for the identification, prioritization and documentation of risks, and
the application of controls, as appropriate.
For the management of change, the organization shall identify the OH&S
hazards and OH&S risks associated with changes in the organization, the
OH&S management system, or its activities, prior to the introduction of such
changes. The organization shall ensure that the results of these assessments
are considered when determining controls.
When determining controls, or considering changes to existing controls,
consideration shall be given to reducing the risks according to the following
hierarchy:
a) elimination;
b) substitution;
c) engineering controls;
d) signage/warnings and/or administrative controls;
e) personal protective equipment.
The organization shall document and keep the results of identification of
hazards, risk assessments and determined controls up-to-date. The
organization shall ensure that the OH&S risks and determined controls are
taken into account when establishing, implementing and maintaining its
OH&S management system.
NOTE 2 For further guidance on hazard identification, risk assessment and
determining controls, see OHSAS 18002.

Objective
evidence

DSE assessments have not been document for S Nice, L Bow.

Cause

Correction /
containment
Ref. no

1447801-201703-N2

Clause

4.6

Area/Process

Internal Audits, Nonconformity, Corrective & Preventive Action, Management
Review / Policy / Objectives & Programmes,

Scope

OHS 621438

Statement of
non
conformance:

The requirements of the management system and clause have not been
maintained,

Category

Clause
requirements
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Minor

Management review
Top management shall review the organization’s OH&S management system,
at planned intervals, to ensure its continuing suitability, adequacy and
effectiveness. Reviews shall include assessing opportunities for improvement
and the need for changes to the OH&S management system, including the
OH&S policy and OH&S objectives.
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Records of the management reviews shall be retained.
Input to management reviews shall include:
a) results of internal audits and evaluations of compliance with applicable
legal requirements and with other requirements to which the organization
subscribes;
b) the results of participation and consultation (see 4.4.3);
c) relevant communication(s) from external interested parties, including
complaints;
d) the OH&S performance of the organization;
e) the extent to which objectives have been met;
f) status of incident investigations, corrective actions and preventive actions;
g) follow-up actions from previous management reviews;
h) changing circumstances, including developments in legal and 0other
requirements related to OH&S; and
i) recommendations for improvement.
The outputs from management reviews shall be consistent with the
organization’s commitment to continual improvement and shall include any
decisions and actions related to possible changes to:
a) OH&S performance;
b) OH&S policy and objectives;
c) resources; and
d) other elements of the OH&S management system.
Relevant outputs from management review shall be made available for
communication and consultation (see 4.4.3).

Objective
evidence
Cause

It could not be demonstrated that the process for management review has
been maintained for 2017, ref February 2017 review.

Correction /
containment
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Our next steps
Next Visit Plan
Date

20/09/2017

Auditor

Time

09.00

Area/Process

Opening Meeting

Clause

Changes: Management System,
Processes & Scope: Enforcement
Action: RIDDORs

Incident Reporting & Investigation
12.30

Site Visit- Property Services,
Sheltered accommodation
Lunch

Operational Control: Safe Systems of
Work & Control of Contractors
Hazard Identification, Risk
Assessment & COSHH Assessment
Riverside & CDM visit

NC Close Out
Date TBC

16.00
09.00

Report Preparation
Closing Meeting

Opening Meeting

Changes: Management System,
Processes & Scope: Enforcement
Action: RIDDORs
Corrective Action

Report Preparation
Closing

Next visit objectives, scope and criteria
The objective of the assessment is to conduct a surveillance assessment and look for positive evidence
to ensure the elements of the scope of certification and the requirements of the management standard
are effectively addressed by the organisation's management system and that the system is
demonstrating the ability to support the achievement of statutory, regulatory and contractual
requirements and the organisations specified objectives, as applicable with regard to the scope of the
management standard, and to confirm the on-going achievement and applicability of the forward
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142

strategic plan.

Assessment Report.

The scope of the assessment is the documented management system with relation to the requirements
of OHSAS 18001 and the defined assessment plan provided in terms of locations and areas of the
system and organisation to be assessed.

Colchester Borough Homes Property Services management system documentation
Please note that BSI reserves the right to apply a charge equivalent to the full daily rate for cancellation
of the visit by the organisation within 30 days of an agreed visit date. It is a condition of Registration
that a deputy management representative be nominated. It is expected that the deputy would stand in
should the management representative find themselves unavailable to attend an agreed visit within 30
days of its conduct.
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NCR close out process
Corrective actions with respect to nonconformities raised at the last assessment have been reviewed.
Actions were not found to be effectively implemented in all areas. Such areas, identified in subsequent
sections of the report, will be further reviewed for closure at the next assessment.
Both major nonconformities and minor nonconformities requiring attention were identified. These, along
with other findings, are contained within subsequent sections of the report.
A minor nonconformity relates to a single identified lapse in the management system. A major
nonconformity indicates a breakdown in the management system's ability to effectively control the
processes for which it was intended. The identification of a major nonconformity places the validity of
certification at risk. It is necessary to investigate the underlying cause of any nonconformity to
determine corrective action. The proposed action will be reviewed for effective implementation at the
next assessment.

How to contact customer service
'Just for Customers' is the website that we are pleased to offer our clients following successful
registration, designed to support you in maximising the benefits of your BSI registration - please go to
www.bsigroup.com/j4c to register. When registering for the first time you will need your client reference
number and your certificate number (47359220/OHS 621438).
Should you wish to speak with BSI in relation to your registration, please contact our Customer
Engagement and Planning team:
Customer Services
BSI
Kitemark Court,
Davy Avenue, Knowlhill
Milton Keynes
MK5 8PP

Tel: +44 (0)345 080 9000

Email: MK.Customerservices@bsigroup.com
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Appendix: Your certification structure & on-going
assessment programme
Scope of Certification

OHS 621438 (BS OHSAS 18001:2007 (SSIP))
The management of council owned housing including the repairs, maintenance and asset management
of such housing and of the councils corporate buildings, also the management of sheltered schemes,
management of general needs housing and temporary accommodation. CDM duties include activities as
a Principal Designer, Principal Contractor and Contractor. BSI also confirms as a registered member of
the Safety Schemes in Procurement Forum, that the organisation has demonstrated its compliance with
the core criteria for organisational capability as specified in Appendix 7 of SSIP’s terms of reference for
all relevant duties as detailed within the scope above.

Assessed location(s)
The audit has been performed at Central Office, Permanent Locations.
Essex / OHS 621438 (BS OHSAS 18001:2007 (SSIP))
Location reference
Address

0047359220-000

Visit type
Assessment reference
Assessment dates

Continuing assessment (surveillance)
8479444
06/03/2017

No. of Full Time Equivalent
Employees
Total No. of Effective
Employees at the site
Scope of activities at the site
Assessment duration

214

Deviation from Audit Plan
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Colchester Borough Homes
Property Services
123 Gosbecks Road
Colchester
Essex
CO2 9JT
United Kingdom

No

200
Main Certificate Scope applies.
1 day(s)
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Changes in the organization since last assessment

Assessment Report.

The following changes in relation to organization structure and key personnel involved in the certified
management system were noted:
The health and safety manager has left the business. CEO, Gareth Mitchell appointed. Please see main
commentary for further details.
No change in relation to the audited organization’s activities, products or services covered by the scope
of certification was identified.
The reference or normative documents applicable to the scope of certification were revised as follows:
Assure software has been adopted.
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Certification assessment programme
Certificate Number - OHS 621438
Location reference - 0047359220-000

Business
area/Location

Date (mm/yy):

Duration (days):

Site Tour - Greenstead and Dedham
Site Tour - 123 Gosbecks Road

Audit1

Audit2

Audit3

Audit4

Audit5

Audit6

1

1

1

1

1

2

09/15
X

Site Tour - Leisure World

03/16

X

Site Tour - Riverside and Rowan House
Site Visit- Property Services, Sheltered
accommodation

Changes: Management System, Processes
& Scope: Enforcement Action: RIDDORs

X

Hazard Identification, Risk Assessment &
COSHH Assessment

X

Operational Control: Safe Systems of Work
& Control of Contractors

X

Emergency Preparedness & Response
Competence, Training & Awareness,
Communication, Participation &
Consultation

Legal & Other Requirements / Evaluation
of Compliance
Incident Reporting & Investigation

Performance Measurement & Monitoring

X

X
X

X

X
X

SSIP and CDM duties as Principal
Designer, Principal Contractor and
Contractor

X

OHS Specialist Visit

Senior Management Interview

X

03/17

09/17

X

X

X

X

X

X

X

X

X

X

X

03/18

X

X

X

Internal Audits, Nonconformity, Corrective
& Preventive Action, Management Review
/ Policy / Objectives & Programmes,
Documentation / Resources, Roles,
Responsibility & Authority, Control of
Records

09/16

X

X
X

X

X

X
X

X

X
X

X
X

X

X
X

X
X

X

Re-Certification by Strategic Review
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Notes

This report and related documents are prepared for and only for BSI’s client and for no other purpose. As such,
BSI does not accept or assume any responsibility (legal or otherwise) or accept any liability for or in connection
with any other purpose for which the Report may be used, or to any other person to whom the Report is shown or
in to whose hands it may come, and no other persons shall be entitled to rely on the Report. If you wish to
distribute copies of this report external to your organisation, then all pages must be included.
BSI, its staff and agents shall keep confidential all information relating to your organisation and shall not disclose
any such information to any third party, except that in the public domain or required by law or relevant
accreditation bodies. BSI staff, agents and accreditation bodies have signed individual confidentiality undertakings
and will only receive confidential information on a 'need to know' basis.
This audit was conducted on-site through document reviews, interviews and observation of activities. The audit
method used was based on sampling the organization’s activities and it was aimed to evaluate the fulfilment of the
audited requirements of the relevant management system standard or other normative document and confirm the
conformity and effectiveness of the management system and its continued relevance and applicability for the
scope of certification.
As this audit was based on a sample of the organization’s activities, the findings reported do not imply to include
all issues within the system.

Regulatory compliance

BSI conditions of contract for this visit require that BSI be informed of all relevant regulatory non-compliance or
incidents that require notification to any regulatory authority. Acceptance of this report by the client signifies that
all such issues have been disclosed as part of the assessment process and agreement that any such noncompliance or incidents occurring after this visit will be notified to the BSI client manager as soon as practical after
the event.
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Colchester Borough Homes
Assessment dates
Assessment location

Report Author
Assessment Standards
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03/04/2017 to 03/04/2017

Essex (000)

Kevan Alderton

BS OHSAS 18001:2007 (SSIP)
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Executive Summary

Assessment Report.

A review of the previous findings and the action taken to prevent reoccurrence has shown that the
organisation has successfully addressed the subject and closed out the major non-conformity. They
have recognised areas of weakness and established/implemented measures and processes to prevent
reoccurrence.

There is evidence of management commitment with director involvement demonstrated throughout the
review.
The organisation has provided suitable resources to address the previous findings.

With regard to the previous minor non-conformances, suitable action has been taken and progress
demonstrated. One minor nonconference remains open; however, the remainder have been
successfully closed.
The assessor would like to thank the management team for ensuring the visit was completed as
planned.

Assessment objective, scope and criteria

The objective of the assessment was to verify the effectiveness of the corrective action taken to address
the major non-conformity and the minor non-conformities raised at the last assessment visit.
The scope of the assessment is the documented management system with relation to the requirements
of OHSAS 18001 and the defined assessment plan provided in terms of locations and areas of the
system and organisation to be assessed.
OHSAS 18001
Colchester Borough Homes, Property Services management system documentation
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NCR Summary

Assessment Report.

There have been no NCRs raised.
Definitions:
Nonconformity
Non-fulfilment of a requirement.

Major nonconformity
Nonconformity that affects the capability of the management system to achieve the intended results.
Nonconformities could be classified as major in the following circumstances:
- If there is a significant doubt that effective process control is in place, or that products or services will meet specified requirements;
- A number of minor nonconformities associated with the same requirement or issue could demonstrate a systemic failure and thus
constitute a major nonconformity.
Minor nonconformity
Nonconformity that does not affect the capability of the management system to achieve the intended results.

Opportunity for improvement
It is a statement of fact made by an assessor during an assessment, and substantiated by objective evidence, referring to a weakness or
potential deficiency in a management system which if not improved may lead to nonconformity in the future. We may provide generic
information about industrial best practices but no specific solution shall be provided as a part of an opportunity for improvement.
Observation
It is ONLY applicable for those schemes which prohibit the certification body to issue an opportunity for improvement.
It is a statement of fact made by the assessor referring to a weakness or potential deficiency in a management system which, if not
improved, may lead to a nonconformity in the future.
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Assessment Participants
Name
Ryan Curtis
Ellen Moore

Michael Hadjimichael
Mark Wright
Kirk Braker
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Position

H&S Environmental
& CDM Manager
Health & Safety
Officer

Director Resources
Director of
property Services
Operations
Manager

Opening
Meeting

Closing
Meeting

Interviewed
(processes)

X

X

X

X

X

X

X
X
X

X
X
X

X
X
X
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Outstanding actions from the previous assessment
Ref
1447801201703-M1

Area/Process

Category

Major

Scope

Details:

Objective
evidence:

Changes: Management System, Processes & Scope:
Enforcement Action: RIDDORs

Clause
4.5.3.2

OHS 621438

The process for corrective action is not effective

With regard to BSI non-conformance 1315776N3 it could not be demonstrated
that effective corrective action has been taken.
No evidence, (records) was produced to demonstrate the actions from the
Legionella assessment, (section 7) have been rectified/addressed.

Email trails confirm progress chasing, (Quotes) however, no confirmation that
the works have been completed.

Cause

The non-conformance was raised in the second visit, reviewed in the third and
revisited in the fourth BSI visit.
Corrective action plan revised 03/17 - Initial lack of paperwork from C.H.
Lindsey (Contracted for remedial works) , then break down in CBH systems in
requesting documented evidence in a timely manner.
Change of contractor was also identified as a causation factor.

Correction
/ Meeting held contractor/supplier – In house responsibilities recontainment
briefed/reinforced, hands on approach adopted by the senior management
team.
Corrective
action

Emergency meeting held with C H Lindsey to discuss the documentation of
actions which required rectifying from the Legionella risk assessment. A full
report will be completed with all the actions addressed.

Update 9/3/17 - C.H Lindsey have completed outstanding works for all 18 items
on the legionella assessment and appropriate paperwork confirming this has
been provided.
Supporting evidence:

- Additional monitoring by the senior management team, ref Corporate Facilities
Director.
- Management Review process used to monitor the progress/status, ref minutes
dated 17/03/17.
- Director management team meeting minutes dated 14/03/17.
Closed?:
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Ref
1315776N3

Area/Process

Site Tour - 123 Gosbecks Road

Clause
4.5.3.2

Scope
Category

OHS 621438
Minor

Objective
evidence:

There was no evidence of corrective actions being implemented from the risk
assessment process. There were two examples noted.

Details:

The corrective action process was not effectively implemented to address all the
requirements of the standard.

1. There were 18 actions identified in the legionella assessment dated 4/2/15,
with no evidence/records of actions taken.

Cause

2. There was no evidence of any corrective actions being implemented from the
DSE assessment on form F26 dated 21/5/15 for F Lawson.
Corrective actions from risk assessment are now being addressed. Software
solution, (Central online system) to be completed by year end. New facilities
manager appointed. Records to demonstrate progress were available.
1. Rectifying logs dated 26/06/16
2. Further evidence required,

Initial lack of paperwork from C.H. Lindsey ( Contracted for remedial works) ,
then break down in CBH systems in requesting documented evidence in a timely
manner.

Correction
/ Corrective actions from risk assessment are now being addressed. Software
containment
solution, (Central online system) to be completed by year end. New facilities
manager appointed. Records to demonstrate progress were available.

1. Rectifying logs dated 26/06/16
2. Further evidence required,

Corrective
action

03/04/17 - Meeting held with contractor, status established.

Corrective actions from risk assessment are now being addressed. Software
solution, (Central online system) to be completed by year end. New facilities
manager appointed. Records to demonstrate progress were available.

06/03/17 - Assure, (SHE software) has gone live, (Document retention system).
Office 365 has been adopt. Facilities manager appointed.
Legionella assessment actions (Lindsey's) remedial works
DSE assessments is managed via Assure - F Lawson actions completed,
(03/02/17).
1. Rectifying logs dated 26/06/16
2. Further evidence required,
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Update 08/3/2017
Emergency meeting held with C H Lindsey to discuss the documentation of
actions which required rectifying from the Legionella risk assessment. A full
report will be completed with all the actions addressed.

Update 9/3/17 - C.H Lindsey have completed outstanding works for all 18 items
on the legionella assessment and appropriate paperwork confirming this has
been provided.
03/04/17 - Meeting held on the 08/03/17
Section 7 action list and Lindsey Maintenance record dated 09/03/17
Corrective action completed report dated 09/03/17
Contract appointment under review.

Closed?:

Yes

Ref
1447801201703-N1

Area/Process

Scope
Category

OHS 621438
Minor

Objective
evidence:
Cause

DSE assessments have not been document for S Nice, L Bow.

Details:

Site Tour - Rowan House - Operational Control: Safe Systems
of Work & Control of Contractors
Hazard Identification, Risk Assessment Competence, Training
& Awareness, Communication, Participation & Consultation

Clause
4.3.1

The process for DSE assessment is not fully effective.

Previous DSE assessments completed by Rowan House staff could not be
located on the day of the audit.

Launched in January 2017 a new Assure (SHE) software package went live, this
system keeps an efficient log of completed assessments in an easily accessible
location, however due to its infancy staff are still in the process of completing
their DSE assessment
Supporting Evidence:
Paper to digital system and document retention identified as cause.
Internal gaps

Correction
/ Review of the process.
containment
Corrective
Suitable progress has been made - The organisations has reviewed the process,
action
(with the working smarter project).

DSE Assessments - S Nice dated 17/03/17, L Bone dated 06/03/17
Assure System - Examples seen Mark Wright dated 20/03/17, Geraldine Murphy
dated 09/03/17
Training & lesson plan - Presentations seen
Yammer DSE Communication - Dated 30/03/17 & 09/03/17.
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Closed?:
Justification

H&S F26 DSE Work stations assessment user checklist
No

Suitable progress has been made - The organisation has yet to capture all staff.
Effectiveness to be revisited at the next assessment.

Ref
1447801201703-N2

Area/Process

Scope
Category

OHS 621438
Minor

Objective
evidence:

It could not be demonstrated that the process for management review has been
maintained for 2017, ref February 2017 review.

Details:

Cause

Internal Audits, Nonconformity, Corrective & Preventive
Action, Management Review / Policy / Objectives &
Programmes,

Clause
4.6

The requirements of the management system and clause have not been
maintained,

Due to work commitments the BMS meeting was cancelled dated 15/02/17.
New management team, resulted in the meeting being postponed. Historical
record location was not known.

Correction
/ Process reviewed, minutes held in new joint location, (T Drive, Audit folder) for
containment
all relevant staff to access.
Corrective
action
Closed?:
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Management review held dated 17/03/17, next visit scheduled for the 18/03/17.
Management team clearly aware of the requirements, Senior management team
in attendance.

Yes
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Assessment Findings
The assessment was conducted on behalf of BSI by
Name

Kevan Alderton

Position

Team leader

Assessment conclusion and recommendation
The audit objectives have been achieved and the certificate scope remains appropriate. The audit team
concludes based on the results of this audit that Colchester Borough Homes Property Services does
fulfil the standards and audit criteria identified within the audit report and it is deemed that the
management system continues to achieve its intended outcomes.
RECOMMENDED - The audited organization can be recommended for continued certification to the
above listed standards, and has been found in general compliance with the audit criteria as stated in the
above-mentioned audit plan.

Use of certification documents, mark / logo or report
The use of the BSI certification documents and mark / logo is effectively controlled.
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Findings
Changes:
An opening meeting was held with the management representatives, (including Directors) and the
arrangements and plan for the visit discussed.
Changes:
- No significant changes noted since this last visit.

The scope of registration was reviewed and confirmed to be correct in accordance with the brief.

As part of the introductory meeting the representative/team confirmed that the business has not been
subject to any enforcement action since the last assessment.
Zero RIDDOR's identified. Zero OHS complaints recorded/declared.
Corrective action:
The client submitted a corrective action plan as requested.
Supporting evidenced:
- Corrective action plan dated March 2017.
- Contractor Minutes meeting dated 08/03/17

Methods for determining the results: A review of supporting evidence has shown that effective actions
have been taken by the organisation.
Planned results achieved.
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Our next steps
Next Visit Plan
Date

20/09/2017

Auditor

Time

09.00

Area/Process

Please see report dated 06/03/17

Clause

Next visit objectives, scope and criteria
The objective of the assessment is to conduct a surveillance assessment and look for positive evidence
to ensure the elements of the scope of certification and the requirements of the management standard
are effectively addressed by the organisation's management system and that the system is
demonstrating the ability to support the achievement of statutory, regulatory and contractual
requirements and the organisations specified objectives, as applicable with regard to the scope of the
management standard, and to confirm the on-going achievement and applicability of the forward
strategic plan.
The scope of the assessment is the documented management system with relation to the requirements
of OHSAS 18001 and the defined assessment plan provided in terms of locations and areas of the
system and organisation to be assessed.
OHSAS 18001
Colchester Borough Homes, Property Services management system documentation
Please note that BSI reserves the right to apply a charge equivalent to the full daily rate for cancellation
of the visit by the organisation within 30 days of an agreed visit date. It is a condition of Registration
that a deputy management representative be nominated. It is expected that the deputy would stand in
should the management representative find themselves unavailable to attend an agreed visit within 30
days of its conduct.
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Assessment Report.

NCR close out process
Corrective actions with respect to nonconformities raised at the last assessment have been reviewed.
Actions were not found to be effectively implemented in all areas. Such areas, identified in subsequent
sections of the report, will be further reviewed for closure at the next assessment.
No new nonconformities were identified during the assessment. Enhanced detail relating to the overall
assessment findings is contained within subsequent sections of the report.

How to contact customer service
'Just for Customers' is the website that we are pleased to offer our clients following successful
registration, designed to support you in maximising the benefits of your BSI registration - please go to
www.bsigroup.com/j4c to register. When registering for the first time you will need your client reference
number and your certificate number (47359220/OHS 621438).
Should you wish to speak with BSI in relation to your registration, please contact our Customer
Engagement and Planning team:
Customer Services
BSI
Kitemark Court,
Davy Avenue, Knowlhill
Milton Keynes
MK5 8PP

Tel: +44 (0)345 080 9000

Email: MK.Customerservices@bsigroup.com
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Appendix: Your certification structure & on-going
assessment programme
Scope of Certification

OHS 621438 (BS OHSAS 18001:2007 (SSIP))
The management of council owned housing including the repairs, maintenance and asset management
of such housing and of the councils corporate buildings, also the management of sheltered schemes,
management of general needs housing and temporary accommodation. CDM duties include activities as
a Principal Designer, Principal Contractor and Contractor. BSI also confirms as a registered member of
the Safety Schemes in Procurement Forum, that the organisation has demonstrated its compliance with
the core criteria for organisational capability as specified in Appendix 7 of SSIP’s terms of reference for
all relevant duties as detailed within the scope above.

Assessed location(s)
The audit has been performed at Central Office.
Essex / OHS 621438 (BS OHSAS 18001:2007 (SSIP))
Location reference
Address

0047359220-000

Visit type
Assessment reference
Assessment dates

NCR Close Out Visit
8711118
03/04/2017

No. of Full Time Equivalent
Employees
Total No. of Effective
Employees at the site
Scope of activities at the site
Assessment duration

214

Deviation from Audit Plan
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Colchester Borough Homes
Property Services
123 Gosbecks Road
Colchester
Essex
CO2 9JT
United Kingdom

No

200
Main Certificate Scope applies.
0.5 day(s)
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Changes in the organization since last assessment

Assessment Report.

There is no significant change of the organization structure and key personnel involved in the audited
management system.
No change in relation to the audited organization’s activities, products or services covered by the scope
of certification was identified.
There was no change to the reference or normative documents which is related to the scope of
certification.
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Certification assessment programme
Certificate Number - OHS 621438
Location reference - 0047359220-000

Business
area/Location

Date (mm/yy):

Duration (days):

Site Tour - Greenstead and Dedham
Site Tour - 123 Gosbecks Road

Audit1

Audit2

Audit3

Audit4

Audit5

Audit6

1

1

1

1

1

2

09/15
X

Site Tour - Leisure World

03/16

X

Site Tour - Riverside and Rowan House
Site Visit- Property Services, Sheltered
accommodation

Changes: Management System, Processes
& Scope: Enforcement Action: RIDDORs

X

Hazard Identification, Risk Assessment &
COSHH Assessment

X

Operational Control: Safe Systems of Work
& Control of Contractors

X

Emergency Preparedness & Response
Competence, Training & Awareness,
Communication, Participation &
Consultation

Legal & Other Requirements / Evaluation
of Compliance
Incident Reporting & Investigation

Performance Measurement & Monitoring

X

X
X

X

X
X

SSIP and CDM duties as Principal
Designer, Principal Contractor and
Contractor

X

OHS Specialist Visit

Senior Management Interview

X

03/17

09/17

X

X

X

X

X

X

X

X

X

X

X

03/18

X

X

X

Internal Audits, Nonconformity, Corrective
& Preventive Action, Management Review
/ Policy / Objectives & Programmes,
Documentation / Resources, Roles,
Responsibility & Authority, Control of
Records

09/16

X

X
X

X

X

X
X

X

X
X

X
X

X

X
X

X
X

X

Re-Certification by Strategic Review
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Assessment Report.

Notes

This report and related documents are prepared for and only for BSI’s client and for no other purpose. As such,
BSI does not accept or assume any responsibility (legal or otherwise) or accept any liability for or in connection
with any other purpose for which the Report may be used, or to any other person to whom the Report is shown or
in to whose hands it may come, and no other persons shall be entitled to rely on the Report. If you wish to
distribute copies of this report external to your organisation, then all pages must be included.
BSI, its staff and agents shall keep confidential all information relating to your organisation and shall not disclose
any such information to any third party, except that in the public domain or required by law or relevant
accreditation bodies. BSI staff, agents and accreditation bodies have signed individual confidentiality undertakings
and will only receive confidential information on a 'need to know' basis.
This audit was conducted on-site through document reviews, interviews and observation of activities. The audit
method used was based on sampling the organization’s activities and it was aimed to evaluate the fulfilment of the
audited requirements of the relevant management system standard or other normative document and confirm the
conformity and effectiveness of the management system and its continued relevance and applicability for the
scope of certification.
As this audit was based on a sample of the organization’s activities, the findings reported do not imply to include
all issues within the system.

Regulatory compliance

BSI conditions of contract for this visit require that BSI be informed of all relevant regulatory non-compliance or
incidents that require notification to any regulatory authority. Acceptance of this report by the client signifies that
all such issues have been disclosed as part of the assessment process and agreement that any such noncompliance or incidents occurring after this visit will be notified to the BSI client manager as soon as practical after
the event.
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1

Colchester Borough Homes
Health and Safety Training Needs Analysis (TNA)
April 2017
The purpose of this TNA is to review the current company-wide health and safety
training with a view to confirming that Colchester Borough Homes:




Ensures that our staff know how to work safely and without risks to health;
Develops a positive health and safety culture, where safe and healthy working
becomes second nature to everyone;
Meets our legal duty to protect the health and safety of employees.

Having effective training will:




Contribute towards making our employees competent in health and safety;
Help CBH avoid the distress that accidents and ill health cause;
Help avoid the financial costs of accidents and occupational ill health, such as
damaged products, lost production, litigation and demotivated staff.

This analysis does not cover professional qualifications that are required in order to
undertake an individual’s role. It does however assess the general health and safety
that relates to training that staff or groups of staff need in order to work in a safe and
professional manner.
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Current
Session

Currently
Mandatory
for

Provider

Current
refresher
timeframe
set
Annual

Current
Cost

Recommended
provider

Recommended
Mandatory
requirement

Recommended
refresher
timeframe

Cost
impact

Risk to business

Manual
Handling

All staff

External

£30 per
delegate
202 staff x
30 =
£6,060
£35 per
delegate
currently
18 Fire
Marshals in
place
18 x 35 =
£630

Bring in house

All staff

3 year refresher

Saving of
£6,060

Bring in house

Owing to
smarter working
increased
number of Fire
Marshals
required plus all
V.O.s to
undertake
training

Annual

Minimum
saving of
£630,
however
more Fire
Marshals
required
plus all
V.O.s to be
trained
Approx.
£980
saving

None, new
timeframe legally
compliant, training
deemed suitable
and sufficient.
None, new
timeframe legally
compliant, training
deemed suitable
and sufficient.

Fire
Marshal

Appointed
Fire
Marshals

External

Currently
none set

Fire
Awareness/
Evacuation

Not
Established

External

Currently
none set

£35 per
delegate
8 staff
previously
trained x 35
= £280

Bring in house

All staff

3 year refresher
to be combined
with health and
safety
awareness
training

Saving of
£280 from
previous
requirement
and £7,070
if all 202
staff trained

Health and
Safety
Awareness

Previously
not
delivered

N/A

Currently
none set

None,
however
average
outsourced

To be delivered
in house

For all staff

3 year refresher

No saving
as
previously
not

Not having fire
awareness/
evacuation training
poses a risk to staff
and residents’
safety and a
financial risk to the
business
Although the
majority of our staff
work in a low risk
office environment,
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4
training
from £35
per
delegate
202 staff x
35 =
£7,070

delivered,
however
effective
£7,070 cost
saving as
training is
best
practice.

not delivering
suitable and
sufficient health and
safety to all, could
lead to avoidable
incidents and/or
prosecution.
Also delivering
training helps to
enhance a safety
culture.
Bespoke training
would be delivered
to relevant staff
groups.
None if training is
given to relevant
staff

Cable
Avoidance
Tool &
Signal
Generator
(CAT and
Genny)
Ladders
and step
ladders,
working at
heights

Relevant
site
operatives
&
technicians

External

5 year
refresher

£119 per
delegate

External

Relevant site
staff only

5 year refresher

None

Relevant
site
operatives,
technicians

External

5 year
refresher

£95 per
delegate

To be delivered
in house as part
of health and
safety
awareness
3 tier ladder
work training to
stay external

Relevant site
operatives,
technicians

Possible
small
saving with
some staff
only having
to
undertake
in house
training.

Not having suitable
working at heights
and ladders training
set at the
appropriate
standard is a risk to
CBH staff and the
organisation.

Harness
and lanyard

Relevant
site
operatives,
technicians

External

5 year
refresher

£119 per
delegate

External

Relevant site
staff only

5 year external
refresher for
site operatives
undertaking 3tier ladder work
3 year refresher
for all staff,
within the
health and
safety
awareness
training.
5 year refresher

None

None if training is
given to relevant
staff
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5
Abrasive
wheels
Asbestos Awareness
(Internal)
Asbestos Awareness
(UKATA)
PASMA

MEWP

Sharps

Relevant
site
operatives,
technicians
Relevant
site
operatives,
technicians
Relevant
site
operatives,
technicians
Relevant
site
operatives,
technicians
Relevant
site
operatives,
technicians
Relevant
site
operatives,
technicians

External

5 year
refresher

£95 per
delegate

External

Relevant site
staff only

5 year refresher

None

None if training is
given to relevant
staff

In –
house

One-off
session

N/A

Remain in –
house

Relevant site
operatives,
technicians

None

None

None if training is
given to relevant
staff

External

Annual

£30 per
delegate

External

Relevant site
operatives,
technicians

Remain at
Annual

None

None if training is
given to relevant
staff

External

5 year
refresher

£135 per
delegate

External

Relevant site
operatives,
technicians

5 year refresher

None

None if training is
given to relevant
staff

External

5 year
refresher

£199 per

External

Relevant site
operatives,
technicians

5 year refresher

None

None if training is
given to relevant
staff

External

Annual

£35 per
delegate

External

Relevant site
operatives,
technicians

3 year refresher

None

None if training is
given to relevant
staff
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Conclusion
Bringing some of the CBH Health & Safety training in-house will not only provide a
cost saving to the business but give continuity to the training, allow it to be more
bespoke, give us greater control over quality and allow for a more flexible approach to
booking.
On assessing previous training provided, the refresher timeframes were not all in line
with current recommended best practice and some lent towards refresher training set
at a timeframe that could benefit the training provider and add little to no value to the
staff safety.
The Health & Safety and fire safety awareness could be made more robust with
mandatory training sessions for all staff being given. Making fire awareness training
mandatory as part of a combined health and safety session should increase staff
knowledge/awareness and Company safety culture, whilst reducing the likelihood of
incidents and prosecution.
An increased number of fire marshals are required due to smarter working meaning
there is no guarantee as to which staff will be in any one location on any given day.
Bringing this training in-house will allow for CBH to have a bespoke fire marshal
session which also includes enhanced fire awareness. Due to the potential severity
of a fire in any of the schemes, having all our V.O.s undertake fire marshal training
would be beneficial as it will increase their all-round knowledge and awareness.
If manual handling, fire marshal and fire awareness training are brought in house the
saving on a straight comparison from previous external training would be £6,970.
On-going taking the conclusions of this TNA into consideration and providing great
staff coverage of fire marshal, fire awareness and a new health and safety awareness
course there will be a real terms saving of approximately £21,180. There will also be
further time/cost savings in setting realistic refresher times.
Recommendations
1. Manual handling training to be delivered in–house at mandatory 3 years
refresher to all staff.
2. Increase the fire marshal numbers and provide in–house training for fire
marshals and all V.O.s annually.
3. Fire/health and safety awareness training for all staff delivered at a mandatory
refresher every 3 years.
4. In–house asbestos awareness training to be formalised and included on the HR
training spread sheet.
5. Sharps refresher training to be set every 3 years rather than being annual.
6. All relevant site operatives/technician job specific training to remain externally
delivered using the current refresher schedule.
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Training needs analyses compiled by:
Ryan Curtis, Colchester Borough Homes Health, Safety, Environmental & CDM
Manager
Reviewed by:
Colchester Borough Homes, Human Resources Department.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5:30 pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

10

SUBJECT:

CBH Scrutiny Topic – Temporary Accommodation

REPORT BY:

CBH Scrutiny Panel
Contact via Kathy Fitzgerald, Housing Manager
 (01206) 282746
 kathy.fitzgerald@cbhomes.org.uk

FOR INFORMATION
1

Purpose of the report

1.1

For the Scrutiny Panel to present to the Board their completed scrutiny topic on
Temporary Accommodation. The report makes a number of recommendations
for consideration.

1.2

The report is attached in Appendix 1, and statistical information supporting this
report in Appendix 2. N.B. Appendix 2 is still being compiled at the time of this
meeting pack being produced. It will therefore be provided to Board Members
as soon as it is ready.

2.

Risk Management

2.1

None

3.

HR Implications

3.1

None

4

Legal Implications

4.1

The Homes and Communities Agency published the Tenant Involvement and
Empowerment Standard in April 2012. Whilst Local Authorities are excluded
from the Financial Standards, CBH chooses to comply with the Consumer
Standards. The required outcomes include: Customer Service, Choice and
Complaints, Involvement and Empowerment and Understanding and
Responding to the diverse needs of tenants.
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5.

Financial Implications

5.1

None. The allocated budget for Resident Engagement is sufficient.

6.

Value for Money

6.1

By carrying out impact assessments on all customer engagement opportunities
across all service areas, we are ensuring value for money.

7.

Health & Safety Implications

7.1

None

8.

Equality & Diversity Implications

8.1

We continue to ensure that all our customer engagement opportunities are
aligned to our Equality Duty. Our Equality Ambassadors have a specific Equality
& Diversity role, ensuring equality of access to opportunities to influence. We are
completing Equality & Diversity data as part of the evaluation of all resident
activities and projects. The Scrutiny Panel is considering the Equality & Diversity
implications of all the strategies and policies that they are requested to review.

9.

Residents at the Heart

9.1

The new strategy places tenants at the heart of what we do. The Scrutiny
Panel works with Colchester Borough Homes to ensure that there is effective
tenant-led scrutiny of services.

10.

Decision Required?

10.1 No
11.

Appendices

11.1 The following document is appended to this report:



Appendix 1 – Scrutiny Topic report on Temporary Accommodaton
Appendix 2 - Statistics relating to Temporary Accommodation
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Item 10 Appendix 1
Colchester Borough Homes Scrutiny Panel
Scrutiny Topic: Temporary housing and the tenant’s journey
CBH Scrutiny Panel (CBHSP) were approached by members of the Board to scrutinize
temporary accommodation. To provide a thorough report, research was needed to
ascertain value for money, living standards, current data and the tenants’ journey from
presenting themselves as homeless to being housed under a tenancy.
The Colchester Borough Homes Medium Term Plan for 2016/2018 has tenant welfare,
homelessness and social housing at its heart. The goals aim much higher than just
bricks and mortar but also prioritize the health and wellbeing of tenants and community
cohesion, with residents at heart being a central vision catalyst. The CBH Scrutiny
Panel also want to support CBH/CBC in achieving the aims set out in the Strategic
Plan 2015/18 and adhere to CBH Equality and Diversity framework.
Background Overview:
In Colchester and surrounding areas there is a lack of social housing, and due to the
changes by the government to the Housing and Planning Act and austerity cuts, social
housing providers are finding it harder to obtain funding to build and obtain assets.
Government changes to welfare, housing allowance and benefit and the bedroom tax
has had a massive impact on tenants, particularly those in private rentals. Many
private landlords have decided to stop housing tenants on welfare or have decided to
sell their houses due to increasing the tax on buy to let.
CBH/CBC have a legal duty to house qualifying homeless families and individuals and
are working hard to alleviate this problem despite having new legislation to consider
through the new Housing Act.
The rent and costs of temporary accommodation will depend on the size and type of
property. Tenants are expected to pay for their own utilities and council tax liabilities,
unless they are in emergency accommodation where all rent and bills are paid for by
CBC.
Differences between Local Housing Allowance, Housing Benefit and total rent costs
are funded by CBH.
Visits to temporary housing:
The Colchester Borough Homes Scrutiny Panel (CBHSP) felt it was necessary to visit
some of the premises currently used as temporary housing. Our aim was to get a
better understanding of the condition, environment, tenant support and value for
money. We were also fortunate to be able to speak with some of the tenants to hear
their views and opinions. CBHSP would like to thank all the tenants, CBH staff and
housing representatives who helped us with our scrutiny of this topic.
Page | 1
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Property one (owned and maintained by CBH/CBC):
This property consists of 6 – 7 self-contained bedsits, one and two bedroom flats.
Each had good facilities with power showers, cookers, beds and fridges included.
There is help and advice with getting other furniture from local charities if needed. The
properties have storage heaters. There is also a laundry room to use at no cost other
than providing personal washing powder. There are areas to sit outside but feels
unwelcoming. The fencing had been down for a number of weeks. There is no
information displayed in communal areas.
We were able to enter an empty two bedroom flat. We found it very spacious and
bright. Unfortunately the last tenant was handed an eviction notice due to rent arrears.
Before this was resolved, he left on own accord without notifying CBH/CBC, and the
flat was left as a health hazard. The cost of rent arrears, removal of furniture and
storage, deep cleaning and redecorating is paid for by CBH/CBC.
One tenant we spoke to had a one bedroom flat. She works and has a child. She is
very grateful to have a roof over her head and overall is pleased with the process so
far. However, her concern is for her daughter and the behaviour of some of the other
tenants. She is originally from Poland and has resided in temporary accommodation
since October 2016.
Property two (CBH/CBC owned and maintained).
This property is a large house with bedsits on each floor. The rooms are furnished with
a bed, cooker and fridge with enough space for a table if needed. The tenants have to
share bathroom facilities. There is a separate toilet and bathroom, with a power
shower, on each floor. There is a free to use laundry room with facilities to hang
washing outside.
We found that the house was very warm with central heating radiators throughout. We
raise a concern that heaters were left on in void rooms and most radiators had no way
to regulate the temperatures. We found the high temperature very uncomfortable.
There is a telecom system at the main front door. The occupier has to open the front
door to visitors, but the door is often left on the latch or not shut properly. The property
had no posters, pictures or other information displayed in prominent areas. The overall
atmosphere seemed depressing, dark and lifeless.
We spoke to three tenants who had been there since October 2016. They all found
sharing bathroom facilities hard sometimes and complained that their rooms are far
too hot but they had no way of turning down the heating. Two of the tenants mentioned
they had mental health issues and found living in such close proximity to others can
sometimes be a strain.
Whilst we were there a tenant was playing music whilst we were outside in the hallway
and Michael questioned how loud the music would need to be to be considered as
unreasonable, because he admitted that it would be too loud for him if he was a
neighbour.

Page | 2
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Property three (privately owned and managed)
This property consists of self-contained bedsits with en-suite bathrooms, a small
kitchen with a sink, washing machine, and fridge and in some cases a microwave. All
rooms have central heating that can be turned off by the tenant. There is a community
kitchen with at least two cookers and hobs so that it eases the cooking wait for the
tenants.
There were clear safety notices, house rules and emergency numbers displayed
throughout the premises and pictures that enhance the overall ambience. There is a
central alarm system and all rooms are alarmed.
Due to the location there are no community areas but parking is available.
We spoke to one young lady who had a 7 year-old son. She had requested a few
moves due to the accommodation being either too small or had insufficient air quality
that affected her son’s asthma. She has been in temporary accommodation since Nov
2016. It was unfortunate that the representative felt that she just complained all the
time. The Scrutiny Panel agreed that tenants have been through the trauma of
homelessness and insecurity and that equality and diversity guidelines should be
endorsed as an essential part of customer service.
Recommendations
One
We would highly recommend that CBC/CBH provide mandatory pre tenancy
workshops to all ages as part of their social or private tenancy agreements. The overall
benefits will be seen in regard to ASB, DIY, finances and better communities as a
whole.
In addition, for private landlords a pre tenancy attendance certificate can be a positive
consideration if deciding to partake in the new Private landlord lease project.
Volunteers from Community 360 (formally CCVS) or a resident/leaseholder group
could be set up to provide the workshops. CBHSP are willing to participate in devising
a cost effective way to provide pre tenancy workshops that will include interviews with
police, fire brigade, MIND and other professional bodies. We also feel that a peer
group of tenants participating in the delivery of this would be more effective than a
totally authoritarian one.
Two
Improvements could be made to the security of CBH/CBC owned accommodation by
having a more secure main door, automatic locking system and/or having the door
sprung to shut correctly and alarms fitted. Fences should be maintained or replaced.
Psychologically the better the premises are maintained and feel secure the more likely
the tenant will engage in positive tenant behaviour.
Three
A good range of information could be provided and include housing rules that promote
respect for neighbours, safety, cleanliness and recycling; training and education
opportunities; housing options that may include employment with accommodation;
Health clubs and self-help classes; volunteer opportunities; cycling and walking routes;
places of interest and what’s on in Colchester.
Page | 3
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Four
To provide adult, child, self-help, cookery and general interest books in communal
areas. Charities and donations can help with this provision.
Five
Provide free Wi-Fi where possible to help with job search, home search, education,
socialisation with family and friends, banking, housing news and views, emails, voter
registration or to keep up with current affairs.
Six
Provide communal coloured recycling bins in kitchens and outside to encourage
recycling. Clear information on how and what to recycle can be displayed also. The
Council’s new recycling and waste management scheme should be inclusive.
Seven
Provide advice, mentoring and educational opportunities to encourage growing
flowers, fruit, veg and herbs where practical for healthier lifestyles and community
spirit.
Eight
Update and refurbish heating systems so energy use can be better managed and
costs reduced. Extra care and monitoring to ensure heating is turned off in voids.
Nine
Improve overall ambience of properties with brighter paint, murals or pictures, which
can be easily and cheaply sourced from charity shops.
Ten
Provide advice/notices and enforce house rules to help reduce ASB and encourage
cohesive respect.
Eleven
Keep tenants regularly informed on their housing application.
Twelve
Invite tenants to become QAAs to instil a sense of achievement, trust, responsibility
and value.
Thirteen
Support staff could advise tenants on how to apply for a community fund. This could
enable them to get equipment for starting a communal allotment, a child’s play area
or craft tools to restore or upcycle furniture for instance. The equipment belongs to the
house and can be used by future tenants.
Fourteen
We encourage CBH and CBC to investigate alternative ways of providing social
housing whilst finances to build are low.
There is a growing trend for alternative living, self builds and/or community housing
projects, where charitable grants and government initiatives are available to help with
Page | 4
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costs. By forming a partnership with a community housing project team, for instance,
it can alleviate the social housing problem without the full expense. Different types of
housing can be offered. These can include self-build passive housing or House
boats/barges or static caravans.
Alternatively, CBH/CBC can consider paying current social tenants to vacate their
homes with a viable amount to purchase alternative accommodation themselves or
fund a deposit for a mortgage. It is understood that under the right to buy there is a
substantial discount in some cases. A portion of this discount could be offered to
vacate the premises instead of reducing the purchase cost.
During our scrutiny we were invited to attend a meeting with Will Quince (MP) to ask
his opinions on the Homelessness Reduction Bill, temporary housing, house building
and government funds available that would help with temporary housing. Will Quince
agreed with Michael, that approaching the owners of the many empty offices and
buildings in and around Colchester with a view to use the facility to house homeless
people temporarily and offering the owners a zero rated rates bill in return would be a
good idea. We hope that this idea will be considered further by members of the Board
as a possible solution to emergency temporary accommodation.
Qualifying homeless tenants are housed by the Council in either private or councilowned temporary accommodation within the County. However, until their claim has
been assessed they can be housed in emergency bed and breakfast which can be
outside the Borough.
It has been noted by CBHSP that housing solutions are developing a strategy to avoid
putting tenants in Emergency Bed and Breakfast outside the County.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5:30pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

11.

SUBJECT:

Review of the Resident Insight and Engagement Strategy

REPORT BY:

Karen Williams, Head of Housing Management
 (01206) 282433
 karen.williams@cbhomes.org.uk

FOR INFORMATION
1.

Purpose of Report

1.1

The Resident Insight and Engagement Strategy 2016-19 was approved by the
Board in September 2016, and this report provides an overview of this new
Strategy and an update on progress to date.

1.2

The three key objectives that informed the strategy are as follows:




Ensuring accountability
Improving Services
Developing thriving communities

This report will demonstrate how we are achieving these objectives through a
range of actions, activities and projects.
2.

Background & Content

2.1

Following the review and restructure of the Resident Involvement Team,
Kathy Fitzgerald is now the lead officer for Resident Engagement and there is
one Resident Engagement Officer, Polly Hardy. Kathy’s role is to co-ordinate
and to develop processes that enable and support the use of customer insight
and resident engagement across the organisation.
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2.2

Under this strategy we are:





Improving the information we gather, to better reflect the views of our
residents and customers by better use of customer insight.
Developing a more fluid range of ways for residents to be involved and
to influence the services we deliver
Embedding structures across the organisation to measure the impact of
resident engagement and monitor the outcomes of all opportunities to
influence
Strengthening scrutiny to provide more resident influence and ensure
that residents have an accountable role in board decision

We are confident that this journey from ‘involvement to insight, influence and
impact’ is leading to improved service delivery and increased customer
satisfaction.
3.

Scrutiny Panel

3.1

The development of the Scrutiny Panel continues to be a key priority with a
focus on making membership more accessible to new members, and to
improve the Scrutiny Panel’s representation of tenant views to the Board. We
are currently working with Tracy Rudling wh(Community 360)n as an
independent Chair and providing valuable support in developing the Panel.
We have successfully recruited three new members in the last quarter and
they are currently receiving individual coaching and support to develop them
in the role of governance and scrutiny.

3.2

I am pleased to report that the Panel has successfully completed a thorough
and well-researched scrutiny on Temporary Accommodation and will be
presenting their findings to this Board meeting.

4.

Task and Finish and focus groups

4.1

Task and Finish – This format continues to be a very successful means of
ensuring tenants are influencing policy and influencing the emerging issues
that impact significantly on residents, both current and future. The most recent
task and finish held in January on Fixed Term Tenancies was well attended
and provided valuable customer feedback to inform how CBH will implement
and manage Fixed Term Tenancies. We also supported Asset Management in
holding a task and finish on Tenant Alterations that provided tenant feedback
in reviewing our policy and information relating to alterations carried out in
CBH properties. We are continuing to hold task and finish groups that are
topic- based, ensuring that outcomes are measured and evaluated.

4.2

Leaseholder Focus Group – This group goes from strength to strength, with
two new leaseholders joining in May, making a total of 10 members. Impact
assessments are completed for each meeting, to ensure that they are
outcome focussed. The group are currently working on a project to update
and improve the Leaseholder page on CBH website.
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5

Developing our communities

5.1

The new strategy directs us to supporting and empowering the communities in
which we work, and we are achieving this in a number of ways:

5.2

Quality Assurance Advisors. Increasing the number of involved tenants
remains a priority, and joint working with the Community Caretaker Team has
led to the successful recruitment and retention of QAAs. At the end of the last
quarter we had 60 active QAAs. The Community Caretakers pro-actively
recruit whilst out on our estates, and offer on-going and responsive support to
QAAs which helps to retain them as involved tenants. Numbers attending
QAA meetings continue to increase, and has led to the successful recruitment
of new Scrutiny Panel members. We are also recruiting in Sheltered schemes.
At the meetings, we provide feedback on all the issues reported by QAAs. The
key to this success has been to offer flexibility in the role of QAA, whether it
be attending meetings, completing monthly returns, or regular personal
contact – thus ensuring that becoming a QAA is accessible to all. This work
with QAAs is key to improving communities and increasing customer
satisfaction.

5.3

Community Fund. In January, we held the final Community Fund event of the
year at Colchester Library. Adopting a participatory voting format and taking it
to different locations has proved successful, with the budget of £40k fully
allocated and spent at the end of the financial year, and is ensuring that voting
is accessible to the wider community and promoted within the community. We
have had positive feedback from those attending the events and will be
continuing with this participatory approach in 2017/18 – with a focus on linking
with our existing resident engagement opportunities, to ensure that, wherever
possible, it is CBH tenants that are voting, and to developing an on-line
application form for the fund and on-line access to voting.

5.4

More detail is provided in the Community Fund report in Appendix 1.

5.5

Make a Difference Days. Make a Difference Days are continuing throughout
the year, on the last Thursday of the month from April to October. These
events provide an ideal opportunity for residents to get involved in their local
community and provide us with insight and influence to improve estate
management at a local level. We will continue our focus on engagement with
residents especially tenants and leaseholders who have not been actively
involved before, and by aiming to recruit a new QAA at each MAD Day. We
are carrying out an impact assessment for each event to ensure that we have
listened to the tenant view, that we are measuring the impact and giving
feedback to residents on the impact.

5.6

Grounds maintenance projects. Delivery of our grounds maintenance projects
continue to provide a real opportunity for residents to have a view on
environmental improvements in their neighbourhood. Prior to the Make a
Difference Day at Laxton Court and Kersey Court, Shrub End in June 2016,
we consulted with residents on how they would like a disused and unsightly
communal area to be used. The result is a thriving community garden with
wildlife conservation at its heart. It has empowered the local community to
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clear and maintain private gardens surrounding the communal area. This
project has highlighted how engaging with residents at the outset will ensure
ongoing commitment to the project.
5.7

ASB Satisfaction – The Community Safety Team held a ‘Coffee and
Conversation’ to help us to gain a better understanding of the experience from
the perspective of the customer. The event was attended by 6 tenants who
had experienced high-level ASB in the previous 6 months. We carried out a
face to face satisfaction survey, which has helped to inform the updated ASB
Policy incorporating additional support for victims of ASB.

6.

Older Persons Services

6.1

Under this strategy, we are embedding structures that enable and support
customer insight and engagement across the organisation, and capture all of
the many and varied ways in which we are engaging with our customers. The
Older Persons Services team are already engaging with residents and with
the local community in a wide range of ways, listening to the tenant view and
making service improvements as a result of this engagement.

6.2

A summary of all these opportunities to influence is as follows:







Enoch House – Throughout the refurbishment programme, prospective
tenants were closely supported through the whole application, bidding
and viewing process. Two Open Days were held with over 40
prospective tenants viewing the show flat and the facilities and meeting
staff. Nine moves took place through the Tenant Transfer Scheme,
releasing a total of two- and three-bedroom homes for families during
2016/17. The Resident Engagement Officer is supporting the Older
Persons Services team to develop a Residents’ Association at Enoch
House, with the aim of building a strong community and ensuring that
we continue to listen and act on the views of the residents.
Maytree Court – Following the announcement of the closure of Maytree
Court in September 2016, a meeting was held with residents, local
ward councillors and an independent advocate from Age Concern. A
team was placed on site to meet with tenants individually and to ensure
that we listened to all concerns and subsequently monthly meetings
were held to support tenants throughout the whole decanting process,
and a monthly newsletter sent to tenants to ensure feedback to
residents and partners.
Wi-Fi – This was installed in every sheltered scheme and volunteers
from CCVS attended four schemes to offer training and support to
tenants to use smart phones, tablets and laptops.
AGMs and quarterly meetings – These are generally well attended and
are a real opportunity to listen to tenants, and give feedback to tenants
on the difference their input has made to services and to their
environment. The Sheltered Quality Assurance Advisor project has
resulted in 12 SQAAs being recruited across six sheltered schemes. In
response to the views of the SQAAs there has been a tenant-led
planting scheme at Winstree Court and improvements to the communal
space at Ivor Brown Court. As a result of direct feedback from
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residents, an extensive programme of environmental improvements
was carried out across all the sheltered schemes during 2016/17.
We are supporting staff from across the organisation to streamline and
capture all the existing opportunities to influence – both from meetings and
events and from one to one customer contact - to measure the impact of
engagement, and to ensure feedback to residents.
7

Customer Insight

7.1

In line with the strategy, we are utilising customer insight to help us
understand our customers better and help us to target our resources more
effectively. Some recent examples of how we are doing this are as follows:







Following the most recent Mutual Exchange and Moving Event, we
conducted a telephone survey with all those who attended. The
findings of this survey helped to inform us that the previous format did
not work well for most of those attending. We are now working with
other local housing providers to hold one larger event, that will provide
a greater opportunity to network with other people who are also looking
to exchange - from a wider geographical area and a more diverse
housing stock.
Using customer profiling information from Mosaic, we have produced
customer insight information to help us engage more effectively with
our tenants and leaseholders. This provides statistical information on
preferred communication method, internet behaviour, and information
relating to financial inclusion, broken down into the different
geographical locations across the Borough. The Community Housing
Officers are utilising this data to plan consultation with tenants and
leaseholders, and we will be developing this for use by other service
areas.
Working in Partnership with Reeds Employment Agency, CBH are
using customer insight information to target tenant training and
employment opportunities to tenants claiming Job Seeker’s Allowance.
We are also using our customer insight information to help us to identify
possible victims of domestic abuse by the types and volumes of repairs
they raise. This enables us to offer early support and prevention.

7.2

One of the key outcomes of successful customer insight, is the provision of
inclusive, accessible and sensitive services that ensure equal access to
services. We need to ensure that we understand the diverse needs of our
customers, and that we actively support access to our services for everyone in
the community.

7.3

The data in Appendix 2 demonstrates the demographics of tenants including
age. This supports our aim to widen representation in resident engagement
across all demographic groups.

7.4

We recognise that our local communities are diverse communities – and the
case studies in Appendix 3 are an illustration of this diversity.
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8.

Forward Look

8.1

In the coming months:









We will continue to develop structures to embed resident engagement
across the organisation with a focus on evaluation and feedback
We will set up Resident Engagement champions from across the
organisation to ensure that the strategy is adopted across the
organisation, and that all staff work consistently to agreed guidelines
for ensuring effective resident engagement
We will be working closely with the Tenant Liaison Officers to ensure
we are capturing all the opportunities to influence that exist in Property
Services
We will continue to work with CCVS to develop the Scrutiny Panel to
ensure that we have effective tenant-led scrutiny of services.
We are currently planning and promoting the Good Neighbour Awards
taking place on 31 August 2017 at the Minories. This event is a
celebration of those residents who make a real difference to the
community and help to create great places to live.
We are currently revising our Resident Engagement page on our
website to make it more accessible. Developing the use of the website,
social media and a CBH blog will provide more opportunity for
residents to comment on services and the issues that impact on them
directly.

9.

Risk Management

9.1

None

10.

HR Implications

10.1 None
11.

Legal Implications

11.1 The Homes and Communities Agency published the Tenant Involvement and
Empowerment Standard in April 2012. Whilst Local Authorities are excluded
from the Financial Standards, CBH chooses to comply with the Consumer
Standards. The required outcomes include: Customer Service, Choice and
Complaints, Involvement and Empowerment and Understanding and
Responding to the diverse needs of tenants.
12.

Financial Implications

12.1 None. The allocated budget for Resident Engagement is sufficient.
13.

Value for Money

13.1 By carrying out impact assessments on all customer engagement
opportunities across all service areas, we are ensuring value for money.

188

14.

Health & Safety Implications

14.1 None
15.

Equality & Diversity Implications

15.1 We continue to ensure that all our customer engagement opportunities are
aligned to our Equality Duty. Our Equality Ambassadors have a specific
Equality and Diversity role, ensuring equality of access to opportunities to
influence. We are completing equality and diversity data as part of the
evaluation of all resident activities and projects. The Scrutiny Panel is
considering the equality and diversity implications of all the strategies and
policies that they are requested to review.
16.

Residents at the Heart

16.1 The new strategy places tenants at the heart of what we do. By having a
greater understanding of our customers, we will be targeting and tailoring our
services more effectively. By embedding resident engagement across all
service areas, we are ensuring that residents are having an influence in
service delivery.
17.
Decision Required?
17.1
No
18.
Appendix/ces
18.1 



Appendix 1 – Community Fund Report 2016/17
Appendix 2 - Equality and Diversity Statistics
Appendix 3 - ‘Difference, United’ (To be presented at the meeting)
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Highlights of the year
The Community Fund 2016/17

£40,000 budget dedicated to community funded groups and projects across
Colchester Borough
The Community Fund is tenant-led, utilising participatory budgeting events across Colchester to make
every residents vote really count! We have learned a great deal during the last year with a new improved
approach .
The Community Fund focuses on giving Colchester Borough Homes (CBH) tenants and
leaseholders real influence in decision making.




We help put ideas into action, offering responsive and accessible community support.
The projects must benefit residents of Colchester Borough Homes.



The Community Fund application should evidence the impact projects will have on the community.



Project must be inclusive, accessible and must adhere to the Equality and Diversity policy of Colchester Borough Homes.



Projects were presented in community buildings across Colchester where CBH tenants and
leaseholders have voted on the project of their choice.



Each voter was issued with one token per application and have the opportunity to vote ‘yes’ or ‘no’ in
relation to each application.
Votes were tallied and
applicants with more
‘yes’ votes than ‘no’ votes were
granted the funding.

Count
me in!
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Three series of events were held across the borough
to allocate the money across the community.

Event one

The first Community Fund event of the year was a public vote at
Greenstead Community Centre. The ‘drop in’ style evening used a
token based system that was well received by participants.
All involved tenants and leaseholders (inclusive of QAA’s) were
informed by letter about the event. Some tenants from that list were
called to try to maximise participation and the event was advertised
on social media (Facebook).


8 applications were considered for funding



20 CBH tenants and leaseholders participated in voting



£8,680.33 was allocated from the Community Fund

1

Will this be rolled out in different areas so that local people attend?

2

How much promotion is given to each project?

3

Can we have more trips for sheltered tenants in Old Heath?

4

CIF could be used to address ASB in Mersea area, litter bins? Dog fouling?

5

Could be in bigger print as poor eyesight

6

Yes and no pots I quite like but lacks a group discussion that can raise some issues I may not think about
which might change my opinions.

7

This event should be rolled out across Borough. Applications should have cash limit and be filtered out
before event.

8

Applications need to go through a filtering process before they come to the event for voting

9

I think the containers for voting should be covered up so other people’s votes do not influence others
opinions.

10
11

I like this event because it’s very friendly and like spending time with your family.
Is this a single event or will it be rolled out over other areas i.e. Monkwick and Shrub End? Otherwise it will
be a very small sample.

12

The containers should be concealed so that it does not influence voting (covered containers).

13

Lovely idea, I like that it is out in the community, Hope to see this continue!

14

Democratic, but subject to individual taste.
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Event two
Utilising successful participatory budgeting the Community Fund was taken to different locations
across the borough to improve community accessibility. Feedback was very positive from these
events and utilising existing local community groups proved particularly successful.
All involved tenants and leaseholders (inclusive of QAA’s) were informed by letter about the
programmed set of events. The event was also advertised on social media (Facebook).


5 events took place over a week long Community Fund Roadshow.



8 applications were considered for funding



53 CBH tenants and leaseholders participated in voting



£10,789.00 was allocated from the Community Fund



17 participants voted for this new style of event, none voted against

I like the venue and idea – would like different venues
Really good – like the voting columns
Easy for us elders
Great idea – great to meet people and much more inclusive – do we need the no box?
Like the voting columns
What a great idea, fun too – cake was lovely as well
Good idea – it would be good if more people aired their views – thanks for all the hard work
Shouldn’t be influenced by seeing the counters
Fun and quick way of giving my vote
Would have liked the opportunity to give feedback to my decision i.e why I said no
More ideas of where the areas are – more maps rather than keep consulting back to the main one
Excellent idea – more than what I expected – fun and lovely to meet different people at different venues
This is a better way to show in news and views that tenants can have their say – keep up the good work
Works well when considering resident participation – learning about different projects and what can be applied for
- importantly this is good advertisement for the fund itself
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Event 3
The final event of the year was located at Colchester Library. The exhibition style voting event
offered Colchester residents the opportunity to support local community groups and projects.
The venue provided a diverse representative of our mixed tenure communities along with the
most CBH voters for a single venue. The process was quick and accessible to all.
There was the most networking opportunities available at this central location.
This event was advertised by social media only.



5 applications were considered for funding



22 CBH tenants and leaseholders participated in
voting



£11,870.32 was allocated from the Community
Fund

Overall 28 applications were funded throughout the year.
95 Colchester Borough Homes tenants and leaseholders used their
opportunity to influence, and participated in allocating funding for these
projects.
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Item 11 Appendix 2.
In this context it is important for CBH to understand who our customers are and to
identify our future customers. We need to do our best to find out what their needs
are, and what are their opinions and expectations of the services we provide. It is
important that this information is used to help CBH develop its business. Customer
Insight is all about helping to answer these questions.
Customer insight is more than just data. It is a multi-dimensional view of customers
obtained from analysis of various sources of information about customers. It can
include demographic data, dialogue, surveys and consultations, operational data,
staff knowledge and customer feedback. Customer insight can be used to inform
strategy and policy, to help allocate resources, to understand and manage
performance, to promote services and inform service design.
CBH Tenant Profiling information as at 27 April 2017
Of 6,936 tenants:
Sex
63% are female and 37% are male
Age
Average age: 55; Proportion over 65: 33%
Disability
27% are recorded as having a disability.
Of those with a disability, primary disability is recorded as follows:
 45% Mobility Disability
 19% Mental Health Disability
 16% Other Disability
 8% Hearing Impairment
 6% Learning Disability
 5% Visual Impairment
 1% Specialist Needs
Ethnicity








White (all categories): 95.2%
Black (all categories): 2.0%
Mixed (all categories): 0.9%
Asian (all categories): 0.7%
Other: 0.6%
Chinese: 0.2%
(Not stated: 0.3%)
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SUMMARY EQUALITY DATA BY WARD

Berechurch
Castle
Greenstead
Highwoods
Lexden &
Braiswick
Marks Tey
& Layer
Mersea &
Pyefleet
Mile End
Newtown &
Christchurc
h
Old Heath
and Hythe
Prettygate
Rural North
Shrub End
St Anne’s
and St
Johns
Stanway
Tiptree
Wivenhoe

% of
total
(of
6936)

Averag
e Age

% over
65

White (all
categorie
s)

Black & Not
Minorit State
y
d
Ethnic

2.9%
2.8%
23.1
%
1.4%
4.2%

54
54
51

31.0%
34.0%
26.1%

93.7%
96.0%
94.7%

5.7%
4.0%
4.9%

0.6%
Zero
0.4%

% with
one or
more
disabilitie
s
25.5%
30.5%
27.0%

63
54

53.7%
29.4%

94.7%
94.9%

5.3%
5.1%

Zero
Zero

22.1%
24.9%

3.1%

55

28.6%

96.7%

2.4%

0.9%

20.2%

3.3%

59

40.1%

97.8%

1.8%

0.4%

30.1%

1.5%
1.9%

57
52

35.0%
25.4%

93.2%
90.3%

6.8%
9.0%

Zero
0.7%

40.8%
39.6%

10.2
%
4.2%
4.8%
9.6%
9.4%

55

33.5%

94.5%

5.5%

Zero

25.7%

56
57
58
55

35.6%
38.1%
38.5%
32.6%

95.8%
97.3%
95.3%
95.3%

4.2%
2.7%
4.5%
4.7%

Zero
Zero
0.2%
Zero

30.8%
26.3%
20.1%
21.4%

4.7%
3.0%
1.6%

64
53
60

54.4%
25.6%
46.0%

95.4%
99.5%
96.5%

4.0%
Zero
3.5%

0.6%
0.5%
Zero

34.6%
16.2%
19.5%
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Age of Lead Tenant - 40% of CBH tenants are over 60 years of age

Adapted Properties by Age Band – 982 adapted for 60+ age band
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Ethnicity of the Lead Tenant – 92% of CBH Tenants are White British

Arrears by Age Band – a simple demographic profile of CBH tenants in arrears
up to 6 weeks and over 6 weeks. The average tenancy was £240.40 in arrears
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Evictions for Rent Arrears by Age Band 2016/17 (comparison 2015/16 figure 24
evictions for rent arrears)
Sex: 3 Females and 6 Males
Age Bands
18-24
25-34
35-44
45-49
50-54

3
2
1
2
1
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REPORT TO COLCHESTER BOROUGH HOMES

DATE:

14 June 2017

TIME:

5.30pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

12.

SUBJECT:

Finance Assurance Report

REPORT BY:

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

FOR INFORMATION
1.

Purpose of the Report

1.1

To provide the Board with a high-level statement of the financial position at 31
March 2017 as presented to Finance & Audit Committee 6 June 2017.

2.

Background

2.1

The accounts for the Company for 2016/17 have now been audited and our
original figures submitted have been verified without any adjustments.

2.2

The figures presented do not include any adjustments in respect of pensions
(FRS17), though this will be incorporated into the statutory accounts.

3.

CBH Financial Position

3.1

CBH made a surplus for the year of £51.5k which is broken down as follows:
2016-17 Summary - Income and Expenditure

Cost centre description
Housing and Central
Services
Property Services
Trading Services
Total Surplus

Actual
Surplus/(Deficit)
(117,383)
119,424
49,475
51,516

A more detailed analysis of this surplus is demonstrated in the following table:
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Operating surplus before adjustments
Reserves drawn down in year
Repairs surplus returned to CBC
FRS102 holiday pay adjustment
Overprovision of Corporation Tax

2016-17
£
436,766
(194,000)
(157,000)
(35,000)
750
51,516

3.3

Trading Account
This will be covered under the confidential section of this meeting.

3.4

Carry Forwards
CBH carry forward requests totalling £23.9k were submitted to F&A Audit
Committee for approval.

3.5

In addition carry forwards of £90k on delegated budgets were requested and
these have been submitted to CBC for approval.

3.6

Reserves
The surplus of £51.5k has been added to the overall reserves position bringing
the total reserves position to £1,262k. Of this balance £1,019k is ring fenced or
committed to specific projects and have been approved by F&A Committee.

4.

CBC delegated accounts

4.1

The final position for the year is an over spend of £313.4k compared to budget.
This is primarily as a result of an overspend on the Temporary Accommodation
and B&B budgets.

5.

Risk Management

5.1

A strong financial control framework is essential for the successful delivery of the
annual budget. Monthly review of all expenditure items takes place and income
invoiced and collected in a timely manner. Any material items that may result in a
significant variation away from target will be reported to F&A Audit Committee
accordingly.

6.

Financial Implications

6.1

These are incorporated in the body of the report.

7.

Value for Money Implications

7.1

CBH were asked by CBC to set a budget in 2016/17 with £200k savings on the
management fee. Successful delivery on performance targets for the year within
these financial constraints will meet the requirements of the Value for Money
Strategy.
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8.

HR, H&S and Equality & Diversity Implications

8.1

None

9.

Residents at the Heart

9.1

Resident 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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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

14 June 2017

TIME:

5.30 pm

VENUE:

Room 1, Rowan House

AGENDA ITEM:

13.

SUBJECT:

Performance Assurance Report Q4

REPORT BY:

Karen Loweman, Director of Housing
 (01206) 282805
 karen.loweman@cbhomes.org.uk

FOR INFORMATION
1.

Purpose of Report

1.1

To provide the Board with a high-level statement on the Company’s performance
against the agreed Key Performance Indicators (KPIs).

2.

Recommendations

2.1

That the Board notes the KPIs that are red or amber and considers the adequacy of
measures in place to improve performance or mitigate impact.

3.

Background

3.1

The Medium Term Delivery Plan contains a selection of KPIs that reflects the
Company’s vision & objectives for the coming year as well as the targets by which
these are to be measured. These are discussed and agreed by the Operations
Committee and approved by the Board at the start of each year.

3.2

The Operations Committee reviews the suite of KPIs at each meeting, and requests
more detail where performance is below target. KPIs are shown as ‘green’, ‘amber’ or
‘red’ against the performance target:
 ‘Green’ means the project is on target to succeed.
 ‘Amber’ means the project has a problem but action is being taken to resolve
this OR a potential problem has been identified and no action is being taken at
this time but it is being carefully monitored.
 ‘Red’ means the project requires remedial action to achieve objectives.

3.3

This report gives assurance to the Board that any areas of concern are being
monitored and addressed.
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3.4

The Operations Committee reviewed the Key Performance Indicators (KPIs) for
Quarter 4 (ending March 2017) on Thursday 11 May 2017.

4.

Performance Monitoring – to year end (March 2017)

4.1

The suite of Key Performance Indicators demonstrate some excellent outcomes
with 16 of the 19 indicators achieving and exceeding performance expectation.
The following Key Performance Indicators have a red or amber status at the end of
March 2017:

4.2

Number of households in bed and breakfast accommodation
The number of households in bed and breakfast has decreased.
At the end of March the numbers in B&B had decreased to 23.
There continues to be a lack of available affordable housing to address the
continuing high demand for housing. Currently the highest cause of homelessness
is the loss of a private sector tenancy.
Private sector lettings are expensive to secure, but have continued to increase the
use of private sector lettings through our “Home finder” and “private sector leasing”
schemes to mitigate the high demand for housing.

4.3

Average time taken to complete reactive repairs
The average time from receipt of report to completion of a reactive repair has fallen
slightly below the expected target at the end of March with a performance of 6.41
days, which is slightly above the target of 6.35 days. This is not a significant
difference and the overall performance is expected to achieve target.

4.4

Former Tenant Arrears (FTA)
The collection of FTA is undertaken on CBH’s behalf by the CBC Revenue
collection team who undertake to trace and collect debt.
A stretching target to achieve arrears of less than 0.53% of the estimated annual
debit has been set, to achieve upper quartile performance.
The level of FTA at the end of February is 1.16% of the estimated annual debit,
with outstanding account value of £328,741

5.

Financial Implications

5.1

The spending on temporary accommodation and collection of former tenant arrears
has an impact on delegated budgets.
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6

HR Implications

6.1

Staffing level is currently considered sufficient to deliver the required service level.

7.

Equality and Diversity Implications

7.1

Performance monitoring supports CBH to ensure that services are delivered in a
fair and accessible way.

8

Residents at the Heart

8.1

The CBH Scrutiny Panel are currently reviewing the demand for, and use of
Temporary accommodation

9.

Appendix

9.1

Appendix 1: Red and Amber KPI Dashboard slides.
Appendix 2: End of Year Performance Dashboard
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Item 13 Appendix 1

Performance Summary Information
Q4 - March 2017
Benchmark performance comparisons are with 33 housing providers
in the HouseMark East of England group (as at December 2016)

2016/17

209 1

RAG status Key
Colour Key

Performance rating Local

R

The indicator is not meeting performance expectations to date
and/or is unlikely to improve by year end. Forecast is that it is
very unlikely that the targets set will be achieved.

A

The indicator is not meeting performance expectations to date.
There are mitigating circumstances in most cases and
improvement is likely but risks are being flagged in regard to
this indicator.

G

The indicator is meeting performance expectations to date, or
as forecast to the next reporting period.

2016/17

210 2

Number of households in bed & breakfast accommodation
CBH 16/17 target

12

RAG

CBH outcome

23 at end of quarter 4

CBH YTD outcome at Q4 in 2015/16 comparison

28 at end of quarter 4

R

Comment:

50
45
40
35
30
Current

25
45
20

39

15

32

28

29

41

Target
38

35
30

29

36

27

23

10
5

12

0
14/15

15/16

Apr

May

Jun

Jul

Aug

Sep

Oct

Nov

Dec

Jan

Feb

Mar

2016/17
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Average days to complete a repair
CBH 16/17 target

6.35 days

RAG

CBH outcome (latest cumulative)

6.41 days YTD

2015/16 Upper quartile benchmark performance comparison

Eastern - 7.61 days

CBH YTD outcome at Q4 in 2015/16 comparison

6.21

R
National – 6.64 days

G

Comment: The figure reflects the average time taken to carry out all repairs excluding emergencies (2 hour). The priority targets for the repairs
included in this KPI range between 24 hours and 30 days. to maximise resources we would seek to carry out repairs at the end of the priority time.
Given this and the offering of appointments for these works the outcome is influenced by demand and customer choice. Every effort is made to achieve
the annual target set however the average time taken for all no emergency repairs missed the target by 0.06 days.

8
7
6
Current

5

Target

4
3

6.4

6.21

6.58
5.82

6.42

6.66

6.04

6.38

Aug

Sep

7.07

6.81

6.95

6.79
5.9

5.66

2
1
0
14/15

15/16

Apr

May

Jun

Jul
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Nov

Dec

Jan

Feb
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2016/17
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Former tenant arrears
(% of annual rent debit)

1.4%

CBH 16/17 target

0.53%

RAG

CBH outcome

1.16% YTD

2015/16 Upper quartile benchmark performance comparison

Eastern – 0.52%

CBH YTD outcome at Q4 in 2015/16 comparison

1.19%

R
National – 0.73%

R

Comment: 362 former tenant accounts at year end. In year further £99,044 former tenant arrears accrued. £106,832 written
off as not collectable. Balance from start of year to end of year reduced by £1,121.

1.2%
1.0%
Current

0.8%

Target
0.6%

1.19% 1.19% 1.18%

1.13% 1.07%
1.13%
1.06% 1.09% 1.06%
1.06% 1.09% 1.10%

1.20% 1.16%
0.53%
(target)

0.4%
0.2%
0.0%
14/15

15/16

Apr

May

Jun

Jul

Aug

Sep

Oct

Nov

Dec

Jan

Feb

Mar
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PERFORMANCE SUMMARY
2016/17
PI
no.

15/16
Result

Description

QTR 1

QTR 2

QTR 3

H'mark Perf
rating 15/16
UQ National

H'mark Perf
rating 15/16 UQ
East of England

95%

99.63%

99.51%

Karen
Williams

45%

n/a

n/a

Tracey
Brushett

12

n/a

n/a

Tracey
Brushett

Jan
2017

Cum to
Jan 2017

Feb
2017

Cum to
Feb 2017

Mar 2017

Cum to Mar
2017

QTR 4

YTD

Supporting reports 2016/17 Target

ASB11 and ASB7

Perf
rating
Local

Author

Additional Supporting Comments re Performance.

Work with Partners and residents to create mixed and sustainable communities
1

ASB -- % of cases closed and not reopened within 90 days.

96%



97%

98%

100%

98%

95%

98%

91%

97%

97%

97%

51%

46%

51%

50%

50%

45%

66%

51%

52%

51%

56%

51%

100%

Prevent homelessness and rough sleeping
2

% of housing options cases where
homelessness was prevented

Work with customers to enable them to make informed housing choices
3

Number of households in bed and
breakfast accommodation

28

29

41

27

35



36



23



23

23

P1E

Whilst there has been a reduction in the number of Homeless
acceptances during 2016/17 there has been an approximate
30% reduction in the number of Social Housing properties
becoming available to relet during the same period. This
resulted in a slow down in the move on from temporary
accommodation into Social housing. Resulting in a greater use
of Bed & Breakfast.

Make the best use of homes in Colchester
4

Voids - Overall time to Relet - General
Needs All including Capital

n/a

19.52

21.91

18.12

23.33

20.20

26.73

20.87

23.40

21.22

24.40

21.22

PS KPI Pack - R220

28.5

19.32

16.11

Tony Dale

5

Rent loss due to empty properties
(voids) as a % of rent due (general)

n/a





0.20%

0.20%

0.23%

0.39%

0.24%

0.37%

0.25%

0.33%

0.25%

PS KPI Pack - R240

0.69%

0.59%

0.50%

Tony Dale

6

Percentage of under occupied
Council homes

23.1%







22.2%



22.1%



22%





22%

Under occupation
summary month by
month

23%

n/a

n/a

Karen
Williams

7

Tenancy Audits completed

2388

546

549

371

85

1545

260

1805

134

1939

479

1945

TEN8 & TEN3 Reports

2000
(167 p/month)

n/a

n/a

Karen
Williams

99.25%

99.37%

99.46%

99.51%

98%

99.29%

98.73%

99.22%

99.16%

99.21%

98.59%

99.21%

PS KPI Pack - R010

97%

86%

86.45%

PS KPI Pack - R060.
Based on all B to E
priorities, contractor &
in-house repairs

6.35

6.64

7.61

100%

100%

100%

8.63%

0%

0%

3 year programme now completed (6122 audits completed).
Next 12 months will be focussing on revisits to failed audits and
no access properties.

Provide healthy, safe and energy efficient homes
8

Repairs satisfaction (%)(including
Gas)

9

Average end to end time for all
reactive repairs

6.21

6.30

6.35

6.53

6.95

6.44

6.79

6.47

5.90

6.41

6.48

6.41

10 Percentage of tenanted properties
with valid CP12 certificates

100%







100%



100%



100%



100%

100%

PS KPI Pack - R120

11 Percentage of Non Decent homes

0%







8.56%



8.26%



7.86%





7.86%

PS KPI Pack - C310

(525 properties)
(0% 5-yr target)

Kirk Braker Results include gas repairs, carried out by Mears. 4448 surveys
returned throughout 2016/17. 33 dissatisfied. 248 neither. 4157
satisfied.
Kirk Braker Please note this target is on 21 day priority. Year on year we
have reduce this target by 0.25 days.

Kirk Braker
Matt
Of the 5928 stock, there are 466 (7.86%) Non Decent Homes.
Armstrong Data cleanse now completed. Additional inspections undertaken
on queries raised from cleansing exercise. Target met for
2016/17.

Make the most of resources and opportunities
12 Repairs and voids cost per property
(£)

£508

£517

£498

£496













£493

£493

£529

£697.42

£660.29

Sharon
Stephens

YTD figure is based on final outturn costs as per PS accounts.
The cost per property figure is low as a result of low demand in
voids and this trend is set to continue; however the actual spec
on voids has increased as there is more available funds to
spend on voids.

13 First Call Resolution (%) -- monthly
result only

89%







83%



83%



86%





85%

85%

94.17%

95.62%

Daniel
Featley

First point of contact resolution' is a measure of the percentage
of calls that were handled, without a transfer being needed. It is
measured by taking the number of transfers an advisor carried
out, and calculating this as a percentage of the number of calls
the advisor took as a whole.

21
seconds







34
seconds



20
seconds



17
seconds





20
seconds

14.1

7.8

Daniel
Featley

25%

40.0%

33%

42%

33%

36.2%

33%

37.5%

20%

35.7%

29%

35.7%

25
seconds
36.5%

42.11%

35.19%

Ria
Eustace

1.19%
(341,137)









1.13%
(324,818)



1.20%
(328,741)



1.16%
(329,202)



1.16%
(329,202)

0.53%

0.73%

0.52%

Fiona
Cass

17 Rent collection %, including brought
forward arrears (% of rent collectable)

98.85%

96.97%

97.29%

98.56%

86.82%

97.54%

113.97%

98.85%

100.31%

98.85%

98%

99.99

100.22

Karen
Williams

18 Leasehold --Service charge collection

98.63%







96.75%

96.75%

97.75%

97.75%

98.82%

98.82%

98.82%

98.82%

98.5%

n/a

n/a

19 % of Corporate Buildings assets with
condition surveys.

100%







100%





100%



100%



100%

100%

n/a

n/a

Karen
Williams
Lee
Spalding

14 Average waiting time for calls
(seconds)
15 % of stage 1 complaints upheld

16 Former tenant arrears, as % of rent
debit, at end of period

101.15% 100.15%

Capita reports

Former tenant arrears
report

Rentround Report

figure should be
lower than this

Out of the 70 stage one complaints received in the year, 25
were upheld partially or fully meaning we have come within
target.
We are currently reviewing the FTA process including the SLA
between CBH and CBC. FTAs and Sundry debts will be looked
at as part of the Smarter working project with a view to take it
back into CBH in 2018. Regular progress meetings have been
set up with CBC to discuss and monitor progress.

Performance rating Local
The indicator is not meeting performance expectations to date and/or is
unlikely to improve by year end. Forecast is that it is very unlikely that the
targets set will be achieved.
The indicator is not meeting performance expectations to date. There are
mitigating circumstances in most cases and improvement is likely but risks
are being flagged in regard to this indicator.
The indicator is meeting performance expectations to date, or as forecast to
the next reporting period.

Performance rating National
CBH Performance within Housemark Lower quartile
CBH Performance within Housemark Median quartile
CBH Performance within Housemark Upper quartile
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Minutes of the Operations Committee Meeting
Held at 5.00 pm on Thursday 11 May 2017
In Room 1, Rowan House
Present:
Cllr Mike Hogg
Alan Blois
Michala Carey
Cllr Daniel Ellis
Dionne Philp

In Attendance:
(Chair)

Mark Wright (MW)
Yvonne Day (YD)
Karen Williams (KW)
Ria Eustace (RE)
Polly Hardy (PH)
Geoff Beales (GB)
Owen Howell (OH)

(CBC)
(Minutes)

1.

Apologies for absence

1.1

Apologies were noted from Karen Loweman and Kathy Fitzgerald.

1.2

Chair then confirmed that the meeting was quorate and welcomed officers and
Members.

2.

Minutes of the meeting held 23 March 2017 and Matters Arising

2.1

The minutes were examined and approved for the Chair to sign as being
accurate. There were no outstanding actions.

3.

Service area review: Older Persons’ Services

3.1

YD presented her report and included a briefing on progress made relating to the
pilot scheme for providing support services.

3.2

A three-month consultation with potential service users (e.g. at Grymes Dyke
Court) was due to commence soon. Feedback already collected has shown the
need to ensure that service provision isn’t rushed and highlighted the importance
of having staff presence onsite.

3.3

The phased moving-in of tenants into the newly-refurbished Enoch House would
take place over a period of eight weeks. YD explained that tenants had been
asked for their views before the work had started, and had been taken to see
Worsnop House to show how that building had been renovated and furnished.

3.4

Regarding decanting of tenants (e.g. from Maytree Court), where decanting is
necessary CBH offer a personalised service for tenants. CBH organise visits to
view properties, help to choose carpets, curtains, etc and to arrange packing and
removals.

3.5

YD highlighted the investment and improvement works that had been carried out
recently. The Enoch House refurbishment project is due to finish in June and
Board Members would be invited to visit and view the building after completion.

3.6

Tenants at Harrison Court had been briefed and initial meetings held regarding
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works planned there. Monthly meetings would be held whilst works continued
and Tenant Liaison Officers would be on hand to discuss what choices residents
would like to make about the work on their properties.
4.

Antisocial Behaviour (ASB) Policy

4.1

SN presented the updated ASB Policy. Changes had been made in 2015, to
bring the Policy into line with the newly-enacted Anti-social Behaviour, Crime and
Policing Act (2014). The changes made in this review emphasise the need to
support and engage with tenants (especially victims) where ASB has occurred.
Surveys (including STAR) have highlighted that CBH has been efficient at
enforcement but needs to improve the support provided to victims.

4.2

SN detailed some of the expanded work to support victims, including a greater
role for the Tenancy Support Team. A vulnerability matrix is now compiled with
every victim to identify support needs and any services to which we can signpost
individuals.

4.3

KW explained that the customer insight data being collected relating to ASB is
being use to gauge the cost of various enforcement options and tools e.g. the
cost of taking out an injunction or evicting somebody. The benefits from using
different tools are also to be assessed to provide us with a cost/benefit analysis
on the different options for tackling ASB.

4.4

A need to increase the communication between CBC and CBH officers was
identified so that when ASB is reported, this is communicated to the appropriate
officers within CBH. SN clarified that councillors can contact our officers on
residents’ behalf, should the residents want a councillor to act on their behalf.

4.5

Committee was reminded that both victims and perpetrators often had complex
needs. This will often mean that support should be given on both sides to resolve
the situation.

4.6

Incidence of ASB are spread across the Borough, and often the areas with
highest numbers of cases are the most densely-populated. The area with highest
number of incidents (as a percentage) is the town centre.

4.7

KW highlighted the drop in police presence/investigatory work and the effect this
has had to increase the number of cases opened by ASB officers. This is now
including cases involving criminal behaviour/acts. Working with the Safer
Colchester Operational Group (SCOG) and Safer Colchester Partnership (SCP),
we keep them updated.

4.8

Officers explained that the TUTIS database was used to allow data on domestic
abuse cases to be kept centrally and accessed when needed by housing
providers.

4.9

OH confirmed that Committee was being asked to approve the amended Policy
and that this could be done under delegated powers without Board approval.
Decision: The amended policy was approved by Committee.
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5.

Q4 2016/17 Performance, Medium Term Delivery Plan, Draft KPIs & targets
2017/18.

5.1

A slight drop in ASB cases not re-opened within 90 days has been recorded.

5.2

Number of households in B&B. There has been a slight drop at the end of
2016/17, but this is thought to be due to the numbers of households requiring
emergency accommodation, rather than because of any specific action taken by
CBH. The target for 2017/18 will be 30 households, as set by the Board and
approved by CBC.

5.3

With regard to the percentage of under-occupied Council homes, it was pointed
out that a large number of tenants deemed to be under-occupying their homes
were over the age of 60 and are therefore exempt from the Under-Occupancy
Penalty. The only lever available in these cases is to provide a more attractive
alternative (of a more suitable size) for the tenant to move to.

5.4

100% of the tenancy audit programme had been completed. There would now be
a year of revisiting those properties which could not be accessed on the first
sweep. Customer intelligence had greatly benefitted from the audit work, and it is
recognised that the 80 properties to which access had not been possible thus far
were likely to be the properties/tenancies where support and action would most
likely be necessary.
Legal injunctions to gain access would be obtained where necessary, but there
were no plans to charge the tenants for the cost of these as many cases involve
existing financial or mental health problems. CBC are supporting and paying for
this work to be carried out. KW explained that support and action plans would be
available for use where necessary.

5.5

Average days to complete a repair. It is not necessarily best to have the lowest
possible repair time as this raises the cost and lowers the efficiency of the overall
repair work programme (the workload cannot be carried out so efficiently). The
2017/18 target has been raised to 7 days (from 6.35 days) with CBC’s approval.

5.6

Non-decent Council Homes: Committee was reminded that CBH now operated
on a five-year programme to reduce this percentage to 0% (rather than reaching
this at the end of each year). The revised Asset Management Strategy will set a
different target for this.

5.7

The good results for repairs satisfaction and cost were accompanied by the
ability to return £186k back to CBC from the repairs fund as being unspent.

5.8

Former Tenant Arrears (FTA). This is handled jointly with CBC, who collect FTA.
It was explained that when collecting these debts, it is likely that other creditors
take precedent and are therefore paid first, before arrears owed to us are
addressed.

5.9

Rent collection. A massive reduction in evictions has been recorded (only 9 last
year) through improved rent collection and prevention of arrears building up.
Welfare reform has again hit tenants hard, and the Financial Inclusion Team has
worked hard to help obtain rightful benefits and payments and thus pay their rent.
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6.

Chair’s Annual Assurance Report to F&A Committee

6.1

Chair explained the purpose of the assurance report. OH confirmed that he
would be invited to present this to F&A Committee on 6 July.

6.2

Action: OH to add Gareth Mitchell’s name next to Greg Falvey’s as Chief
Executive on the work plan (Appendix 1) as he took over as CEO during the
course of this work plan.

6.3

Decision: Committee approved the report, subject to the amendment detailed
above.

7.

Strategic Risks affecting operations (Q4)

7.1

MW presented the report and confirmed that no new risks had been added, but
that several potential risks were to be discussed by the Board and will be added
to the register should they become realized and quantifiable.

7.2

Decision: Committee approved the report.

8.

Complaints and Compliments Performance (Q4 Update)

8.1

RE presented the report’s highlights.

8.2

Of the two complaints not resolved within 10 working days in Q4, one was due to
its complex nature and the other was one day late because the initial response
received was insufficient to be sent to the customer. Meetings with officers are
planned to improve responses to complaints and explain what is needed. The
complaint-handling process is to be revisited to ensure resolution is achieved
within 10 working days.

8.3

Setting a target for Members’ enquiries to 10 working days (up from 5) had
worked well. No increase in enquiries has been experienced during the election
period.

8.4

Two Stage 2 complaints had occurred (6 in total for the year). No Stage 3 or
Ombudsman complaints/referrals have been received. CBH is being very open to
customer feedback to help improve on our performance in achieving KPIs.

8.5

In response to questions, RE clarified that there had been 5 policy complaints in
Q4, with one upheld. It was very rare to have a policy complaint upheld.

9.

Resident insight and engagement performance (Q4)

9.1

PH informed Committee that the Scrutiny Panel now had six members.
Committee praised the abilities of Tracy Rudling, now the independent chair and
organiser of coaching/training.

9.2

PH detailed the work of the Quality Assurance Advisers (QAAs), including
making improvements to communal areas and refuse collection. Community
Caretakers are offering proactive support for this. SQAAs now provide a similar
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level and type of feedback for sheltered accommodation. Their input has led to
changes in service provision, the structure of working and contracted services.
9.3

The success of getting residents to vote for funding applicants to the Community
Fund was explained as a result of efforts to get people involved and provide
ways for this and for votes to be cast.

9.4

Cllr Mike Hogg declared a personal interest at this point, as he had been part of
a bid by the Oak Tree Centre for funding.

9.5

Committee asked if checks were made to ensure that those voting were CBH
residents. PH explained that this was not currently done, but that the majority of
the 120 involved were already known by CBH officers. If the Community Fund
voting really increases, it should be possible to check voters are CBH residents
using Capita, to ensure that voting is restricted to our tenants and leaseholders.

9.6

PH assured Committee that the Fund would always be split between different
bids and not used for just a few. The project granted £6,000 was a special case
as it was a collaborative year-long project with CBC for young people. Most bids
ask for around £2,000.

9.7

The increased use of contacts to raise information gathering and service quality
will include the production of tailored overviews of each Housing Officer’s patch,
giving information to new Officers when they take on a new area.

9.8

Analysis of complaint information with the Service Improvement Officer (RE) is
being done to split complaint/compliment types into service areas and then
focussing on individual opportunities for improvements, generating
recommendations covering these. Complainants are also to be asked for further
feedback and thoughts on how service can be improved.

9.9

Chair asked for clarification as to who was classified as a resident with regard to
the Good Neighbour Awards. PH explained this referred to CBH tenants and
leaseholders.

9.10 Action: OH to check with Karen Loweman when the 12-month review for the
Resident Insight and Engagement Strategy was scheduled for. KW had been
informed that this would be in June. Committee stressed the importance of
allowing a full year to run before the review is carried out.
10.

Work Plan

10.1 OH confirmed that the Tenancy Audit Policy scheduled for the June Committee
meeting would now be an update of the audit work (as the effective lifetime of the
Policy had now come to an end).
10.2 Action: OH to remove the 12-month review for the Resident Insight and
Engagement Strategy which is currently erroneously listed as coming to
Committee on 21 November.
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11.

Any other business

11.1 No further business. Chair thanked everyone for attending.
With no further business, the meeting finished at 6:24pm.

List of Actions from Operations Committee

Item

Action

Who

By When

Done

6.2

Add Gareth Mitchell’s name next to Greg
Falvey’s as Chief Executive on Appendix 1
of the Assurance Report.

OH

21 May ‘17

Yes

9.10

Check with Karen Loweman when the 12month review for the Resident Insight and
Engagement Strategy was scheduled for.

OH

29 June ‘17

Yes

10.2

Remove the 12-month review for the
Resident Insight and Engagement Strategy
which is currently erroneously listed as
coming to Committee on 21 November.

OH

21 May ‘17

Yes

11 May 2017
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2017 Board Forward Plan
Date

20 Jul 17

Item

Committee

Presenting

Standing Financial Instructions

F&A Jun ‘17

DoR

Hospitality & Gifts Policy

G&R Apr ‘17

BAO

Strategic Risk Register Review

F&A

DoR

Approval of Company Accounts

F&A Jun ‘17

DoR

G&R Jul ‘17

CEO & H&SM

Approval of Company Annual Report

n/a

CE/Chair

Annual Equality & Diversity Report

n/a

DoR

Annual Report from F&A

F&A Jul ‘17

Chair F&A

Strategic Risk Register Review

F&A

DoR

Standing Financial Instructions

F&A

DoR

Annual HR Report

n/a

HoHR&G

HR Strategy/Organisational
Development Plan

G&R April ‘17

HoHR

Scrutiny Panel Report on Scrutiny
Topic

n/a

Information & Confidentiality Policy

G&R Jul ‘17

19 Sep 17 Strategic Health & Safety Policy and
Statement

25 Oct 17

Noting of Resident Board Member
election results & New Independent
Board Member appointment

n/a

Strategic Risk Register Review

F&A

12-month review of Resident Insight &
Engagement Strategy

Ops

‘Strategic Housing Market Assessment’
n/a
Presentation

HOH
BAO
Chair

DoR

HM(S)
(CBC)
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Date

Committee

Presenting

G&R Nov ‘17

HoHR

Annual Resident Involvement Report

n/a

DoH

Housing Futures Proposal

n/a

CEO

Strategic Risk Register Review

F&A

DoR

Item

29 Nov 17 Staff Code of Conduct
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