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COLCHESTER BOROUGH HOMES LIMITED 
ONE-HUNDRED-AND-NINETH BOARD MEETING 

 

To be held 5.30pm, Monday 9th September 2019 
Room 1, Rowan House, 33 Sheepen Road 
Colchester CO3 3WG 

 

AGENDA – Part A 
(Open to the public) 

 

 
1. 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 3rd July 2019 
and to deal with any matters arising. 

4. Voice Your View 

ITEMS FOR DECISION 

5. Recommendation of new Board Members (Page 10) 
Anne Grahamslaw, Chair of Independent Member Appointment Panel and 

Nigel Chapman, Chair of the Chair Appointment Panel 
 

6. Operational Scheme of Delegation (Page 13) 
Angelique Ryan, Head of HR and Governance 

 
7. Strategic Health & Safety Policy (Page 37) 

Karen Loweman, Director of Operations and Kirk Braker, Head of Repairs & 
Maintenance 
 

8. Health & Safety Policy Statement (Page 54) 
Kirk Braker, Head of Repairs & Maintenance 

 

9. Board Member Code of Conduct (Page 58) 
Angelique Ryan, Head of HR & Governance 

10. Strategic Risk Register Review (Page 92) 
Matt Armstrong, Director of Business Improvement 

 

11. Safeguarding Policy, & Annual Equality & Safeguarding report (Page 
113) 

Andrew Harley, Equality & Safeguarding Officer and Karen Williams, 
Head of Housing Management 

 

 

12. Approval of Company Annual Report (Page 151) 
Karen Loweman, Director of Operations 

13. Leadership Plan Review (Page 158) 
Anne Grahamslaw, Chair of the Board and Matt Armstrong, Director of 

Business Improvement 
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Meeting Dates 

14. Terms of Reference for Business Development Panel (Page 176) 

Nigel Chapman, Chair of the Business Development Panel 
 

STANDING ITEMS 
 

15. Strategic Plan Assurance Report Q1 (previously distributed) - questions  
 arising  
 Gareth Mitchell, Chief Executive 

 
16. Medium Term Delivery Plan (previously distributed) - questions arising 

(Page 187) 
Matt Armstrong, Director of Business Improvement 

 
17. Finance Assurance Report (Page 197) 

Matt Armstrong, Director of Business Improvement 
 

18. Consumer Regulation Review 2018-19 (Page 201) 
Karen Loweman, Director of Operations 

 
19. Update from the Chair of the Resident’s Panel 

Michael Campbell, Chair of Resident Panel and Mark Healy, Resident Insight 
& Engagement 
 

20. Committee Minutes & Chair Reports (Page 207) 
Finance & Audit Committee, 1st August 2019 

 

21. Forward Look (Page 215) 
An update of future decisions required and items to be discussed at future 
Board meetings. 

 
22. Any Other Business 

 

• Board Members’ activities. 
 

23. Exclusion of the Public 
 

24. Confidential Board Meeting 
 

Items to be considered in confidential session: 
 

• Chief Executive’s Report 

• Confidential Finance Assurance Report 

 

Forthcoming meetings: 
 

Thursday 24th October 2019 (AGM) 
Monday 9th December 2019 
Thursday 27th February 2020 
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Minutes of the Hundred-and-Eighth Board Meeting of Colchester Borough Homes 
 

Wednesday 3 July 2019 
Room 1, CBH offices at Rowan House Colchester, CO3 3WG 

 
Present:  In Attendance:  

Anne Grahamslaw (Chair) Karen Loweman Director - Housing 
Cllr Nigel Chapman (Vice Chair) Brian Richardson Director - Resources 
Gareth Mitchell  Matthew Armstrong Director – Property Services 
Cllr Lesley Scott-Boutell  Kirk Braker Head of Asset Management 
Geoff Foster  Luke Morris Scrutton Bland 
Glenn Houchell  Lucy Williams Board Assurance Officer 
Cllr Cyril Liddy   (Minutes) 
Julie Parker    

Observing: 
 
Gerardine Murphy Service Development 

Manager 
Karen Smout Board Candidate 

Mandy Jones Assistant Director CBC 
Assistant Director, 
Colchester Borough Council 

Kay Caldwell Board Candidate 

Karen Williams Head of Housing 
Management 

Martin Allpress  Board Candidate 

Lee Spalding Head of Corporate Facilities Anthony Churton Board Candidate 
Yvonne Day Older Persons Services 

Manager 
Martin Dean Board Candidate 

Dorothy Higginson Board Candidate Dirk Paterson Board Candidate 
Jason Skinner Board Candidate Terry Collin Board Candidate 
Ray Sharp Member of Public (Tenant)   

 
 

1. Apologies and quorum 
 

1.1 Apologies were recorded from Board Member, Michael Campbell. The Chair wished 
Michael a speedy recovery. The meeting was confirmed as being quorate. The Chair 
welcomed Cllr Lesley Scott-Boutell to the Board. Cllr Phil Coleman was thanked for 
his service. 

 
2. Declarations of Interest by Board Members and Officers 

 
2.1 None. 

 
3. Minutes of previous meeting 

 
3.1 The minutes were approved for the Chair to sign with no matters arising. 

 
4. Voice Your View 

 
4.1 None raised. 
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5. Code of Governance 

 

5.1 Lucy Williams outlined the minor adjustments made to the Code of Governance and 
invited comments from the Board. 

 
5.2 Amendments requested by Board Members: 

p.18 weblink broken 
p.27 Risk management policy to be detailed as under revision 
p.33 typo: consultation with ‘DMT’ not DMY 
Approved 

 

A Member requested that the code should be reviewed again in the future to ensure 
that it stays relevant. 

5.3 Decision: The Board approved the Code of Governance subject to the recommended 
amendments. 

 
6. Approval of Company Accounts 

 
6.1 The Chair welcomed Luke Morris to the meeting. Brian Richardson introduced his 

report, which had been approved by the Finance and Audit Committee, to the Board. 
He highlighted some of the salient points from the accounts and detailed the 
signatures that were required. 

 
6.2 Luke Morris advised the board of a recent legal case that could affect liabilities for 

Local Government Pension Scheme in the future. Presently there is no requirement 
for additional liabilities in this account but felt it worth advising directors of the 
disclosure. The Chair of the Finance and Audit Committee, Glenn Houchell, confirmed 
that they were aware of the liability. The Board felt that recommendation could be 
discussed in future years but were ambivalent about adding in a  statement to the 
accounts. 
Decision: Amendment to the accounts was not required. 

 

6.3 The Chair of the Finance & Audit Committee, Glenn Houchell, confirmed that only 
minor suggestions were made at the recent Finance & Audit Committee meeting and 
that otherwise the accounts had been recommended to the Board for approval. 

 
6.4 Decisions: 

1.1 Approve the Company’s Financial Statements for the year ended 31 March 

2019 Agreed 

1.2 Authorise the Chair to sign the Strategic Report, the Directors’ Report and 

Statement of Financial Position on behalf of the Directors; Agreed 

1.3 Authorise the Chair, Chair of Finance and Audit Committee and CEO to 

sign the Annual Governance Statement on behalf of the Board Agreed 

1.4 Authorise the Chair and CEO to sign the Letter of Representation from the 

Company to its Auditor Scrutton Bland. Agreed 
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7. Business Development Plan Review (Part A) 
 

7.1 Matthew Armstrong presented his report to the Board, and drew attention to some of 
the key updates for the Business Development Plan. 

 

7.2 A Member commented about the inconsistencies in the 2nd and 3rd bullets of 6.1, in 
relation to external trading and promotion of work. If further marketing was being 
considered what would the timeline be? Matthew confirmed that for the next three 
years, active marketing would not be undertaken because of the planned Council 
projects. 

 
In answer to a question raised by a Board Member, Matthew confirmed that the 
reserves set aside, noted in 6.1, had not been used. 

 
7.3 Regarding the skills plan in 4.9, a Board Member queried the salaries and grading in 

relation to trade. Matthew advised that recruiting staff qualified to the appropriate level 
had been a challenge and would on occasion take longer than desired due to the 
buoyant construction market. 

 
Referring to the skills plan in 4.9, details for how CBH would consider salaries and 
grading structures were requested. Gareth shared with the Board that some posts 
been a challenge to recruit to, and that these grading structures were under review. 

 
7.4 The Board noted the report, which was due for decision in Part B of the meeting. 

 
8. Strategic Risk Register Review 

 
8.1 Brian Richardson introduced the Strategic Risk Register Review. He shared with the 

Board that there were no new risks. 
 

8.2 A Board Member queried risk number 7, and Brian agreed that this risk now be 
removed. 
Action: Remove risk number 7, impact of the homelessness Act, from the Strategic 
Risk Register Review – Brian. 

 
8.3 Responding to a question, Brian confirmed that the new Risk Register format would 

shortly supersede this one. Brian confirmed that they would ensure that the 
operational or strategic risk register align with the new risk register, and aspects would 
be transferred to the new format. 

 
8.4 A query was raised regarding the potential impact of Brexit. The Board heard that this 

had been considered by CBH and had also been considered with the Council. While 
there was limited impact expected to staff or contractors in relation to CBH, the extent 
of the impact Brexit may have on suppliers or fuel supplies had been considered and 
planned for as much as possible. 

 
8.5 The Board requested the table to be in larger font format for future meetings. 

Action Lucy to ensure appropriate A3 documents available at meetings. 

 

8.6 Decision: The Board approved the Strategic Risk Register Review. 
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9. Setting new approach to risk management, including appetite areas and impact 
tables 

 
9.1 Brian Richardson introduced the Board to the new format and approach to risk 

management, and drew the Board’s attention to some salient points. 
 

9.2 In response to a question from a Board Member, Brian confirmed that the document 
they were reviewing was the same used by the CBH staff. 

 
9.3 A Board Member commented that it would be helpful to see an indication of the 

narrative for the expected time scales. Brian confirmed that he would address this 
request. Brian advised that this document was a strategic plan and explained that the 
Action Plan details the activities that are woven in to staff objectives. Action BR to 
indicate expected time scales within the new risk management documentation. 

 
9.4 It was agreed that the Red and Amber items would be included in future risk reports to 

Board. The Board discussed the importance of ensuring strategic review, without 
getting to deep in to operational detail. Action: BR to include any Red or Amber 
risks as part of risk management review at future Board meetings. 

 
9.5 The Board noted the register. 

 
10. Strategic Plan Assurance Report Q4 

 
10.1 Gareth Mitchell presented the Quarter 4 Assurance Report to the Board and advised 

that the document outlines high level summary of work and the longer-term plan. This 
is the first time that the Board had received a full report for the year on the 
achievement against the strategic plan. The visual graphic displaying the performance 
information was described by a board member as a good way to communicate the 
information and was welcomed. 

 
10.2 The Board noted the report. 

 
11. Medium Term Delivery Plan – Q4 questions 

 
11.1 Gareth Mitchell shared the Medium-Term Delivery Plan with the Board, and 

highlighted the report cards which detailed 8 key performance areas. 
 

11.2 In reference to p.137, under Risks, Issues and Actions, the penultimate bullet, 
regarding the contracts, a query was raised about what the lessons to learn were. 
Matthew Armstrong answered that in the Capital Contracts, there had been some 
successful procurement that had gained trust been CBH and contractor. Matthew 
shared that to improve the relationship with some contractors it would be helpful to be 
forthcoming about procurement and contracts and to remind contractors to use the 
agreed prices for work. 

 

11.3 A member asked about the impact of Universal Credit on Housing Management. 
Karen Loweman shared that this issue was a risk, each month more tenants receive 
the Universal Credit benefit. Payments of UC can be made direct to us as landlord, 
but they are paid in arrears, sometimes 4 weeks behind. The current monthly batch 
payment of direct payment from DWP is around £60k which is significant. Karen 
advised the Board that there was mitigation in place, which was working well. The 
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Board discussed the responsibility of the payments and the issues that relate to this. 
 

11.4 A Board Member questioned the management of the risk of disrepair claims on p.136. 
Matthew Armstrong advised that a claim might be requested should CBH not respond 
in time. In that instance the CBC legal team assist to resolve the dispute, however 
CBH have good response rate and manage problems in good time. 

 
12. Regulator of Social Housing New Consumer Standards 

 
12.1 Karen Loweman presented her report and advised the Board of key risk areas 

outlined in the documents. Karen drew attention to the letter to Local Authority Chief 
Executives regarding consumer standards, which was particularly relevant for Local 
Authorities and Arms Length Management Organisations. 

 
12.2 In response to a question, Karen confirmed that the regulation focus on Health and 

Safety had increased following recent incidents. P.149 of the report detailed the need 
management to be conducted in a fair, transparent and efficient way.  

 

12.3 A Board Member commented on the Home Standard on p.149. Matthew Armstrong 
advised that CBH do meet the Decent Home Standard, which is also reported to the 
Council. 

 
12.4 Members noted the information. 

 
13. Annual Health and Safety Report 

 
13.1 Kirk Braker presented the Annual Health and Safety Report and highlighted some of 

the key activities. Members noted that 1 incident to report to the Health and Safety 
Executive. 64 incidents were non-reportable, some of which were attributable to 
violence and aggression. Kirk shared the measures that had been put in place and the 
reduction in incidents from 2 – 3 incidents a week, to 2 – 3 incidents a month. 

 
13.2 Kirk shared with the Board that the Health and Safety Executive guidance will be used 

to rewrite the Terms of Reference for the Health and Safety Committee, and the 
Health and Safety Policy. 

 
13.3 The Board welcomed the report, and particularly welcomed the changes that had 

been made to reduce violence and aggression in the Library. 
 

Action: A request was made to ensure reminders about potentially unsafe 
appliances were added to the next issue of Housing News & Views, and also a 
warning about barbeques on balconies. 

 
13.4 The Board were asked to approve the Key Objectives for 2019/20. 

Decision: Approved 

 

The Board were asked to approve Health & Safety as a standing item at Board 
Meetings. 
Decision: Approved 

 

14. Finance Assurance Report 
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14.1 Brian Richardson introduced the Finance Assurance Report and explained the 
financial situation of the company. The Board heard the underspends and overspends 
that were detailed in the report and noted that the position is expected to change in 
the future. 

 
The Board noted the report. 

 
15. Annual Report from Finance & Audit Committee 

 
15.1 The Chair of the Finance & Audit Committee, Glenn Houchell, highlighted his report to 

the Board which outlined the salient points from the recent meeting and activities. 
 

The Board noted the report. 
 

16. Update from the Chair of the Resident’s Panel 
 

16.1 In Michael Campbell’s absence, Geoff Foster updated the Board on some of the 
recent activities of the Resident’s Panel. The Board heard that during May the 
Resident Panel met twice and focus of the meetings was the Housing Register and 
Homelessness. 

 
17. Committee Minutes & Chair Reports 

 
17.1 An amendment was requested in the minutes of the Business Opportunities Panel, 

where Geoff Foster was recorded as attending but was absent. 
 

18. Forward Look 
 

18.1 Lucy Williams referred to the Forward Look, no comments or questions were raised. 
 

19. Any Other Business 
 

19.1 None raised. 
 

20. Any other business 
 

Board Member Activities 
20.1 Anne Grahamslaw updated the Board that she has met with the new Housing Portfolio 

holder on two occasions and building a new relationship. 
 
 

With no further business, the open meeting concluded at 18.56 
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Item Action Who By When Complete 

5.2 Amendments to Code of 
Governance requested by 
Board Members: 
p.18 weblink broken 
p.27 Risk management 
policy to be detailed as 
under revision 
p.33 typo: consultation 
with ‘DMT’ not DMY 

 
BAO 

19 July 
2019 

 
Yes 

6.3 Signatures required in 
relation to approval of 
company accounts. 

Chair, CEO, 
Chair of 

Finance and 
Audit 

Committee BAO 

 

 

19 July 
2019 

 

 

Yes 

8.2 Remove risk number 7, 
impact of the 
homelessness Act to 
remove to an operational 
risk, from the Strategic 
Risk Register Review. 

 

BR 
 

19 July 
2019 

 

Yes 

8.5 The Board requested the 
table to be in 
larger font format for future 
meetings (e.g. A3) 

 

BAO 
Future 

meetings 
 

Yes 

9.3 Indicate narrative and 
expected time scales 
within the new risk 
management approach. 

 

BR 
18 July 
2019 

 

Yes 

9.4 Red and Amber items in 
risk register would be 
brought back to Board for 
scrutiny. 

 

BR 
Future 

meetings 
 

Yes 

13.3 Reminders about 
potentially unsafe 
appliances (Whirlpool) 
were added to the next 
issue of Housing News & 
Views, and also warning 
about barbeques on 
balconies. 

 

BAO / Comms 
Offcer 

 

10 July 
2019 

 

 

Yes 

13.4 Health & Safety to be a 
standing item 
at Board Meetings. 

BAO / Kirk 
Braker 

19 July 
2019 

Yes 
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REPORT TO COLCHESTER BOROUGH HOMES 

 
 

DATE: 9 September 2019 
 

TIME: 5.30pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 5. 
 

SUBJECT: Recommendation of new Board Members 
 

REPORT BY Nigel Chapman, Chair of Board Member Appointment Panel, 
and Anne Grahamslaw, Chair of Independent Member 
Appointment Panel 

 
 

FOR DECISION 

 
1. Decision Required 

1.1 The Board is asked to approve the recommendations from the Board 
appointment panels as follows: 

 

• Dirk Paterson, recommended to the Board as the new Chair of the 
Board, date effective from 10th September 2019. 

• Karen Smout, recommended to the Board as a new Independent Board 
Member, date effective from 24th October 2019. 

2. Purpose of Report 

2.1 To outline the process that the appointment panels followed to reach this point 
of proposal, and to advise the board of the recommendations for new board 
members (Chair and Independent). 

3. Background & Content 

3.1 A working group was established at the December 2018 Board meeting to 
establish the process and timeline for recruitment. The process outlined a 
plan to recruit for both posts at the same time but that the skill sets required 
would be independent of one another. The recruitment process was agreed 
by the Board in April 2019 and since then the work has been actioned up to 
the point of recommendation to board. 

3.2 Timeline of process: 
 

• In April 2019 the Board approved the Board Recruitment Policy and 
Board Recruitment Procedure. 

• The Job Description and Person Specification were drawn up, and 

approved by the relevant appointment panels. The adverts were open 
during May and closed on 5th June 2019. 
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 • Candidates were sifted and those shortlisted completed a psychometric 
test to enable profiling and highlight anything that should be probed 
during the interview. 

• Shortlisted candidates attended a ‘Meet & Greet’ with the board and 
senior managers, and Part A Board meeting on 3rd July 2019. 

• Interviews for Chair candidates took place on 24th and 25th July, and 
comprised of rotation between a formal interview with appointment 
panel, resident panel, meeting with the Chair, and meeting with the 
Chief Executive. 

• Interviews for Independent Board members took place on 1st August, 
with the appointment panel. 

• The preferred candidates have accepted their posts and have signed 
and returned the Acceptance of Declaration of Board Members. 

• Following this the Board are asked for their approval of the new Board 
Members. 

 

3.3 
 

The Council played a role in the recruitment process for both posts, as 
stipulated in the CBC/CBH Management Agreement. 

 

Background checks were completed on shortlisted candidates for bankruptcy 
and disqualifications on Companies House. 

4. HR and Health & Safety Implications 

4.1 Asylum and Immigration checks were completed as part of the recruitment 
process. 

 
Training for new Board Members will be scheduled following the board 
decisions. 

5. Legal Implications 

5.1 None. 

6. Financial Implications 

6.1 None. 

7. Value for Money 

7.1 None. 

8. Health & Safety Implications 

8.1 None. 

9. Equality & Diversity Implications 

9.1 The adverts detailed how reasonable childcare expenses could be reclaimed. 
Adverts were placed on a range of platforms to attract a diverse range of 
candidates. 
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10. 
 

10.1 
 

11. 
 

11.1 

Residents at the Heart 
 
The Residents played a key role in appointing the new Board Members by 
forming part of the interview process, and feeding back to the panel. 

Decision Required? 

Yes 
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REPORT TO COLCHESTER BOROUGH HOMES 

 
 

DATE: 9 September 2019 
 

TIME: 5.30pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 6. 
 

SUBJECT: Operational Scheme of Delegation 
 

REPORT BY: Angelique Ryan, Head of HR and Governance 
 (01206) 282374 
 angelique.ryan@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision Required 

 
Board is asked to approve the amendments to the Operational Scheme of 
Delegation – Appendix 1. 

2. Purpose of Report 

2.1 To review the Operational Scheme of Delegation and to present it to the 
Board for approval. This new scheme has been reviewed by the Directors 
Management Team (DMT) who recommend it to Board for their approval. 

3. Background & Content 

3.1 
 
 
 

3.2 

The Operational Scheme of Delegation sets out the expectations of 
employee’s duties and responsibilities, and the level at which decision- 
making powers are discharged. 
 
This document is reviewed on a two-year cycle. Substantial changes were 
last made in 2015, followed in 2017 by further minor revisions. These minor 
revisions included updates to statutory duties and references to sections of 
legislation. 

3.3 
 
 

3.4 

The document has been reviewed and changes made to reflect the new 
management structure which has been in place since 1st August 2019.  
 
Significantly, section 6.4 has been updated and shortened to reference the 
legislation only. This change has been made so that the legislation is 
interpreted correctly from source. 

 
3.5 

 
CBH Corporate Management structure (from 1st August 2019): 

 

• Chief Executive – Gareth Mitchell 
• Director of Operations – Karen Loweman 
• Director of Business Improvement – Matt Armstrong 
• Head of Housing Management – Karen Williams 

mailto:angelique.ryan@cbhomes.org.uk
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 • Head of Repairs and Maintenance – Kirk Braker 
• Head of Housing Options – Tracey Brushett 
• Head of HR and Governance – Angelique Ryan 
• Head of Finance – vacant post 
• Head of Asset Management – vacant post 
• Head of ICT and Business Intelligence – Gerardine Murphy 

4. Risk Management 

4.1 None. 

5. HR and Health & Safety Implications 

5.1 None. 

6. Legal Implications 

6.1 The Policy provides a framework to delegate powers and those derived from 
legislation. By adhering to the Operational Scheme of Delegation the 
Company ensures correct procedure and regulations are followed. 

7. Financial Implications 

7.1 None. 

8. Value for Money 

8.1 None. 

9. Health & Safety Implications 

9.1 None. 

10. Equality & Diversity Implications 

10.1 None. 

11. Residents at the Heart 

11.1 None. 

12. Decision Required? 

12.1 Yes 

13. Appendix 
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13.1 The following document/s is/are appended to this report: 
 

• Appendix 1 – CBH Operational Scheme of Delegation 
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Operational scheme of 
delegation 

 
 
 

Author: Lucy Williams, Board Assurance Officer 
 
 
 
 
 
 
 
 

 
 

Version 2.3 

 

August 2019 
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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 

 

BDP 
 

Business Development Panel 

 

CE 
 

Chief Executive 

 

DMT 
 

Directors’ Management Team, comprising the Chief 
Executive, Director of Operations and Director of Business 
Improvement 

 

DoO 
 

Director of Operations 

 

DoBI 
 

Director of Business Improvement 

 

HF 
 

Head of Finance 

 

HHM 
 

Head of Housing Management 

 

Housing Act 
(1985) 

 

The principle legislation that we adhere to. 

 

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 non-executive 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 

 

Learning and 
Development 
Policy 

 

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

 

CMT 
 

Corporate Management Team, comprising Heads of 
Service, Directors and the Chief Executive 

 

Virement 
 

The process of transferring items from one financial account 
to another. 
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1. Introduction & purpose 

The Operational Scheme of Delegation is designed to ensure that the Board 
of Colchester Borough Homes 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 Scheme will also set out for employees 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. 

 

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 Operations and Business Improvement, 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 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 



22 
 

from the Chief Executive, 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 Chief Executive 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 and any other procedures 
or requirements stipulated by DMT; 

 
 

CMT 

 

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 relevant statutory 
notice; 

 
CMT 

 

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. 

 
 

CMT 

 

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. 

 

CMT 
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7. Power to take action on any urgent matter between meetings 
of the Board or any 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 

 

Head of 
Housing 

Management 

 

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

 

CMT 

 

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

 
CMT 

 

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 

 

CMT 

 

 
12. Power to act, in consultation with the Director of Business 
Improvement, 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, BDP 
or Board, 

dependent 
on value of 
contract. 
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6.2  Employee- 
related 
matters 

A. 
Appointments 

 

1. Power to fill vacant posts at DMT level. 
 

CE/Board 

 

2. Power to fill vacant posts at CMT level. 
 

DMT 

 

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

 

 
CMT 

B. Dismissals 
 

1. Power to dismiss Employees at DMT 
Level 

 
CE/Board 

 

2. Power to dismiss Employees in all 
posts below Executive Officer level 

 
CE 

 

3. Dismissals and disciplinary action 
below CMT level in accordance with 
agreed procedures 

 

CMT 

 

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

 
 

CE and DoBI 

C. 
Redundancies 

 

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

 

 
CE and DoBI 

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. 

 
 

DMT 
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E. Probation 
 

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

 

 
CMT 

 

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

 

 
CMT 

  

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

 

CMT 

 

 
F. Period of 
notice and 
extension 

 

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

 

 
Board 

 

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

 

 
CE 

G. Training 
 

1. Power to approve applications for 
assistance to attend professional 
qualification courses. 

 

CMT 

 

2. Duty to consider representations 
against the refusal of assistance by 
Executive Officers. 

 
 

CE 

  

3. Power to approve applications for 
attendance at courses not leading to a 
professional qualification costing not 
more than £750 and lasting not more 
than two weeks subject to budget 
availability. 

 
 

 
CMT 
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4. Power to approve applications for 
attendance at courses not leading to a 
qualification costing more than £750 or 
lasting more than two weeks. 

 
Learning and 
Development 

Panel 

 

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

 

CMT 

 

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

 

DMT 

H. Salaries 
 

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

 

CE 

 

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 CMT level 

 

CMT 

 

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

 

DMT 

 

6. Power to authorise accelerated 
increments; 

 
DMT 

 

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

 

DMT 
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8. Authority to implement pay awards 
within approved budgets 

 
CE 

 

9. Authority to approve pay awards above 
approved budgets 

 

A&R and F&A 
Committees 

 

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 CMT level. 

 
DMT 

 

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

 
Board 

I. 
Establishment 

 

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

 

 
CE 

 

2. Power to approve changes to grades 
on various scales/conditions for all 
employee groups, except for DMT 
Grades posts with budgetary provision 
and staff change form 

 
 

DMT 

 

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

 

DMT 

 

4. Power to permit the appointment of 
temporary staff for periods of up to twelve 
months, staff change form is required 

 

CMT 

 

5. Power to permit the appointment of 
temporary staff for periods longer than 
twelve months. 

 

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

 
DMT 

 

7. Power to approve overlapping 
appointments within existing budget 
provision and staff change form. 

 

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. If pay or hours 
are affected a staff change form is 
required 

 
 

 
CE 

J. Hours 
 

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

 

DMT 

K. Leave 
 

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

 
CMT 

 

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. 

 

CMT 

 

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

 

DMT 

 

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 

 

DMT 
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 facilities have been afforded by the 
Company. 

 

 

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 

L. Sick Pay 
 

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. 

 

CMT 

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. 

 

CMT & 
authorised 

officers 

Q. Travelling 
Expenses 

 

1. Power to approve any claims which 
are made for travelling expenses in 
accordance with the Local Conditions of 
Service, as per the Standing Financial 
Instructions. 

 

CMT & 
authorised 

officers 

R. External 
Activities 

 

1. Power to approve additional part-time 
employment outside the service of the 
Company. 

 

CMT 
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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 

T. Preserved 
Pension 
Benefits for 
Former 
Employees 

 

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

 
 

CE 

V. 
Professional 
Subscriptions 

 

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

 

 
CMT 

 

6.2 Use of resources 
 

A. Payments B. See Standing Financial 
Instructions, Authorised 
Signatory List, Purchases and 
contract procedure rules. 

 

B. Accounts 
 

1. Preparation and publication of 
audited company accounts 

 

DoBI 

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

 

HF 

D. Ex gratia 
payments 

 

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 

E. Contracts 
 

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 

F. Recovery of 
Debts 

 

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

 

HHM, 
OPSM, HF, 

HF 

  

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 Director of Business 
Improvement 

 

HHM, 
OPSM, HF 
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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 

 

CMT 

 the purposes for which the budgets  

 are approved  

  

2. Power to authorise budget 
 

See SFI: 
 virements within limits set out in CE, Chair 
 Standing Financial Instructions of F&A, 
  Board 
  (depending 
  on the sum) 

 

6.3 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 anti- 
social behaviour 

 

HHM, OPSM 



33 
 

  

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. 

 

DoO 

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. 

 

DoO 

F. Rent Recovery 
 

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

 

HF, HHM, 
OPSM 
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6.4 Specific statutory delegations 
 

The exercise of powers delegated through this scheme will adhere to specific 
statutory delegations as set out in legislation. With responsibility falling to the 
Corporate Management Team for: 

 

• Charities Act 1993; 

• Civil Evidence Act 1995; 

• Construction (Design & Management) Regulations 2015; 

• Criminal Justice & Court Services Act 2000; 

• Equalities Act 2010; 

• Health & Safety at Work Etc Act 1974; 

• Housing Act 1980; 

• Housing Act 1985; 

• Housing Act 1996; 

• Landlord and Tenant Act 1985; 

• Local Authorities (Goods & Services) Act 1970; 

• Local Government (Financial Provisions) Act 1963; 

• Local Government Act 1974; 

• Local Government Act 2000; 

• Local Government Act 2003; 

• Local Government Housing Act 1989; 

• Regulatory Reform (Fire Safety) Order 2005; 

• Representation of the People Act 1983; 

• The Control of Asbestos Regulations 2012. 

 
7. 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. 

 

8. Related documents 

Memorandum & articles of association 

Scheme of delegation 

Standing financial instructions 

Contract procedure rules 

CBH/CBC management agreement. 
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REPORT TO COLCHESTER BOROUGH HOMES BOARD 
 
 

 

DATE: 

TIME: 

VENUE: 

AGENDA ITEM: 

SUBJECT: 

REPORT BY: 

September 2019 

5:30pm 

Room 1, Rowan House 
 

7. 
 

Strategic Health and Safety Policy 
 

Kirk Braker, Head of Repairs and Maintenance 
 (01206) 282608 
 kirk.braker@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision Required 

1.1 Board approval is required for the reviewed Health and Safety Policy. 

2. Purpose of Report 

2.1 The purpose of this report is to assure the Board that via reviewing our Health 
and Safety Policy, Colchester Borough Homes are, so-far as is reasonably 
practicable, discharging our legal and moral duties with regard to health and 
safety. 

3. Background & Content 

3.1 Colchester Borough Homes has set a two-year timeframe on reviewing the 
 Health and Safety Policy which requires Board approval. The content of the 
 policy is as below. 

3.1 Introduction and purpose 
3.2 Policy statement 
3.3 Responsibilities 
3.4 Strategic arrangements 
3.5 Operational arrangements 
3.6 The health & safety framework within the company 
3.7 Strategic organisation & responsibilities 
3.8 Operational organisation & responsibilities 
3.9 Objectives 
3.10 Consultation 
3.11 References 

3.12 Related documents 

4. Report authors 

mailto:kirk.braker@cbhomes.org.uk
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4.1 This report and its appendices (Health and Safety Policy) should be read as 
prepared and submitted to the Board by the Company’s duly appointed Health 
and Safety Manager and the Head of Repairs and Maintenance. 

5. Risk Management 

5.1 Health and Safety feature on the operational risk registers for all 
Directorates. Having an in-date, suitable and sufficient health and safety 
policy is a key strand for all mitigations in respect of Health and Safety. 

6. HR Implications 

6.1 Having a robust health and safety policy in place is not only a legal 
requirement but has a positive impact on the wellbeing of all employees, 
which helps support the People Plan. 

7. Legal Implications 

7.1 It is a legal requirement under the Health and Safety at Work Act (1974), if 
you have five or more employees, to have a written health and safety policy, 
setting out how you manage health and safety in our organisation. 

8. Financial Implications 

8.1 No unbudgeted financial implications arise from the Policy and Statement. 

8.2 Possible prosecution arising out of not having a suitable and sufficient health 
 and safety policy in place may result in negative financial implications. 

9. Value for Money 

9.1 Colchester Borough Homes believes that maintaining a strong health & safety 
culture assists us in providing services in a manner compliant with the 
Company’s Value For Money Plan. 

10. Health & Safety Implications 

10.1 The whole of this policy 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 Policy reflects the discharging of the Company’s obligations in respect of 
 public safety. 

13. Decision Required? 
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13.1 Yes, Board is asked to approve the Strategic Health & Safety Policy. 

 

14. 
 

14.1 

 

Appendices 
 
Appendix 1 – Strategic Health & Safety Policy 
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1. Introduction & Purpose 

At Colchester Borough Homes we recognise our responsibility to ensure the health, safety and welfare 
of all our employees so-far as is reasonably practicable. This policy sets out our commitment to 
endeavour to maintain a continual and measurable improvement to our Health and Safety performance 
to ensure compliance with all applicable Health and Safety legislation. 

 
As a corporate body and employer, Colchester Borough Homes recognise and accept our responsibility 
to provide a safe and healthy working environment for our employees and non- employees who may be 
affected by our work activities, we will take the necessary steps to fulfil our statutory duties under the 
Health and Safety at Work Act (1974). 

 
A positive health and safety culture will be encouraged, actively supported by senior management, to 
involve employees in the decision-making processes either on an individual basis or through their Health 
and Safety representatives. 

 
Our approach to health and safety management operates on a cycle of four key elements: plan, do, 
check and act (PDCA) – as outlined in HSG65 & BS OHSAS 18001/ISO 45001. 
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2. Policy Statement 

We are committed to providing services in a way that promotes the health and safety of our 
tenants, employees and other persons who may be affected by Colchester Borough Homes 
activities. 

 
To fulfil our statutory duties, the following form our Health and Safety aims and objectives as a 
company. 

 

• To provide all employees with the necessary information, instruction, training and 

supervision 

• To Implement structured, effective and documented health and safety management 

arrangements for all parts of the CBH organisation to promote a culture of safe working 

• To make sure that relevant information on health and safety is shared between 

employees, tenants, people who use and provide our services, visitors and contractors 

• To ensure all visitors, contractors and suppliers of goods and services comply with our 

Health and Safety requirements 

• To devote the necessary resources in the form of finance, equipment, personnel and time 

to develop a safe and healthy culture. 

• To seek the assistance of expert help where the necessary skills are not available within 

the Company 

• To provide and maintain open channels of communication to enable employees, people 

who use and provide our services to raise health & safety issues 

• To maintain the Assure system to ensure that all Accidents/incidents, ‘near-misses’ and 

work-related ill-health are fully investigated and documented, with appropriate action taken 

to reduce the likelihood of their recurrence 

• To Identify risks to health and safety and implement adequate controls measures so far as 

is reasonably practicable 

• To conduct regular health and safety audits/inspections at CBH sites to assess 

management systems and working practices 

• To review this policy annually 

 
The Chief Executive is responsible to the Board for all Health and Safety matters of the company. 

 
The Director of Operations will be responsible for ensuring that strategic policies and procedures are 
approved. Where this involves health & safety, this will be in liaison with the Health & Safety Manager, 
Head of Repairs and Maintenance and the employee and trade union representatives. 
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Chief Executive 

The Chief Executive acts with the authority and on behalf of the board. The Chief Executive is 
responsible for the overall arrangements and for ensuring that the company’s operations are always 
executed in such a manner as to ensure, so far as is reasonably practicable, the health, safety and 
welfare of all employees and others who may be affected by Colchester Borough Homes. 

 
The Chief Executive is responsible for implementing and monitoring the Health and safety policy and 
associated procedures. They may choose to delegate performance of this task to a competent 
person. 

 
The Chief Executive further delegates the performance of tasks required to meet these 
responsibilities, as outline in the remainder of this document. 

 

Health, Safety, Environmental & CDM Manager 

The Head of Repairs and Maintenance is responsible to the Chief Executive for the production, 
implementation and control of the Health and Safety Strategy. 

 
The Health, Safety Environmental & CDM Manager has been appointed as the ‘competent person’ 
under the Management of Health and Safety at Work Regulations 1999 and is responsible for: 

 

• Identifying upcoming changes to legislation, guidance, best practice and enforcement practice 
to assess the likely impact to CBH. 

• To provide guidance and support on how best to meet the requirements of identified changes. 

• To provide support and guidance on Health & Safety on all CBH activities. 

• To ensure that all accidents/incidents, ‘near-misses’ and work-related ill-health are fully 
investigated and documented. 

• More proactive approach to be implemented to prevent any future incidents, in line with 
continuous improvement and lesson learnt. 

• Reviewing key performance statistics as agreed by the Corporate Management Team. 

• Review CBH Health, Safety and Fire related policies. 

• Review procedures and guidance to ensure continued compliance with legislative 
requirements. 

 

Strategic activities will include: 

• Advising management upon all Health and Safety matters, including safety legislation, writing of 
core procedures, policies and guidance notes. 

 

• Ensuring employees/contractors have an appropriate Health & Safety induction. 

 

• Conducting Health and Safety audits to ensure compliance throughout the Company’s 
undertaking using statutory and corporate Health and Safety standards. 

 

• The provision and delivery of relevant Health and Safety training. 

 

• Advising managers and team leaders upon matters concerning the Health and Safety of the 
employees under their control. 

 

• The supervision and control of all designated First Aid facilities. 

 

• Ongoing Health and Safety improvements by mean of the PDCA model. 
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Service activities will include: 

Heads of Service, assisted by the Health & Safety Team, will be responsible for the implementation of 
the Strategic Health and Safety Policy and for the production and implementation of safe working 
practices for the service for which they are responsible. These include but are not exhaustive of, the 
arrangements for the provision of: 

 
a) Safe systems of work 

 
b) Safe places of work 

 
c) Environmental control 

 
d) Hazard reporting 

 
e) Risk assessment 

 
f) First aid 

 
g) Emergency procedures. 

 
Head of Service will make all employees under their control aware of safe working practices and 
review and amend as appropriate. 

 
Team leaders/supervisors will be responsible to the Head of Service for the implementation of 
policies, procedures and safe working practice within the work areas under their control. 

 

Employee duties 

Employees have a duty to take care of their own health and safety and that of others who may be 
affected by their actions at work. They must also co-operate with management and co-workers to help 
everyone meet legal requirements. Employees must: 

 

• Take care of their own health and safety and that of others; 

• Co-operate to help Colchester Borough Homes comply with health and safety legislation; 

• Follow any instructions or health and safety training we provide; 

• Report any work situations that present a serious and imminent risk; and 

• Highlight any other failings they identify in our health and safety arrangements. 

 
Employees also must not interfere with or obstruct anything provided in the interests of health and 
safety at work. 
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3. Strategic Arrangements 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

CHIEF EXECUTIVE 

DIRECTOR OF OPERATIONS 

HEAD OF REPAIRS AND MAINTENANCE 

HEALTH & SAFETY MANAGER 

PRODUCE AND 
MONITOR 

HEALTH AND 
SAFETY 

PROCEDURES 

IMPLEMENT AND 
MONITOR 

STRATEGIC 
HEALTH AND 

SAFETY POLICY 

HEALTH & 
SAFETY 

OBJECTIVES 
AND TARGETS 

PRODUCE AND 
MONITOR 

HEALTH AND 
SAFETY 

POLICIES 

PRODUCE AND 
MONITOR 

EMERGENCY 
PROCEDURES 

PRODUCE AND 
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HEADS OF SERVICE 

4. Operational Arrangements 
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MANAGER 
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5. Health & Safety Framework 

We are an Arm’s Length Management Organisation (ALMO) set up by Colchester Borough Council to 
manage the Council’s housing and corporate building stock. We are wholly owned by the Council. 

 
We can be divided into two principal areas, each with their own Health and Safety risks, namely: 

 
1. Operations 

 
2. Business Improvement 

 
As a company we have our own Health & Safety Policy (this document), our own Health & Safety 
Manager responsible for advising on Health and Safety matters but has formally adopted Colchester 
Borough Council’s Health & Safety procedures (as from time to time adapted to CBH arrangements) 
recognising them as best practice. 

 
We will participate in Health & Safety training and forums for Health & Safety representatives, first- 
aiders, incident controllers and fire marshals as appropriate. 

 
We will seek to achieve (and retain) an internationally recognised standard for Health & Safety 
management systems and practice (Occupational Health and Safety Management Systems OHSAS 
18001). 

 
ISO 45001 which was published in March 2018 by the International Organisation for Standardisation 
will replace the BS OHSAS 18001, as we are currently certified to BS OHSAS 18001, we will then 
migrate to ISO 45001 by March 2021 to retain a recognised certification. 

 
The CBH headquarters at Rowan House are leased from Colchester Borough Council. As landlords, 
the Council has procedures to manage emergencies and fire and bomb threats and would therefore 
act as incident controllers in such a case. 
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6. Strategic Organisation & Responsibilities 

Monitor the effectiveness of the strategic and 
Operational Health and Safety Strategy, 
Policies and Provisions 

Health and safety bulletins/guidance is 
released/available to keep industry up to date 
with failures in equipment, process, 
procedures and substances used in the 
workplace 

To provide a forum for management and 
workers together to identify and resolve 
health and safety problems, and to develop 
and monitor safe systems and procedure 

 
Offer specialist advice to CBH Health & 
Safety committee, undertake specific Health 
& Safety duties as agreed 

 
Specialist Advice 

 
S

u
p

p
o

rt
 

 
Health & safety Officer 

 
 
 

HSE eBulletin service 

IOSH Membership 

 

 
H&S Committee 

Health & Safety Manager 
Responsible to CBH Chief Executive for 
provision of Health and Safety advice, 
management and control of the Health and 
Safety function 

Head of Repairs and 
Maintenance 

Chief Executive 

Directors 

Primary duty holders for Health and Safety 
across the company 

 

Responsible to the Board for the Health and 
Safety Strategy 

 
 

Responsible to the Chief Executive for the 
production, implementation and control of the 
Health and Safety Strategy 

 
S

tr
a

te
g

ic
 

CBH Board 
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7. Operational Organisation and Responsibilities 

 
Fire Marshals 

 
First Aiders 

 
To make representations to management on 
behalf of their members on all matters 
concerning their health and safety 

 

To monitor the provision of the First Aid 
services, and to provide first aid to employees 
whilst at work and other persons on Council and 
Company property 

 

To manage emergencies such as fire and bomb 
threats. To control building evacuation and re- 
entry into buildings and to liaise with the Fire 
and Police Authorities 

Su
p

p
o

rt
 

 
Health and Safety 
Representatives 

 
Employees 

 
Health & Safety Manager 

 
Manager/Supervisor 

 
Responsible to the Head of Repairs and 
Maintenance for the management of Health and 
Safety within the Service 

 
Responsible to the Senior Managers for the 
management of Health and Safety in the workplace, 
the production of Codes of Safe Working Practices, 
Risk Assessments and Accident Investigations 

 
Responsible for providing a comprehensive, 
professional Health and Safety Advisory Service to 
Group Service Managers, Managers and 
Employees, assisting in the implementation of 
Service and Strategic Health and Safety Policies 
and Procedures 

 
For taking care of their own Health and Safety and 
the Health and Safety of others who may be affected 
by what they do, or fail to do 

O
pe

ra
tio

na
l 

 
Senior Managers 
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8. Objectives 

This Strategic Health and Safety Policy commits us to carrying out our undertakings in such a 
way as to ensure that they are not harmful to the health and safety of our employees, tenants, 
contractors, and other persons not employed but affected by the CBH. 

 
CBH recognises that Health and Safety is an integral part of the management function and, 
as such, needs to be managed using the same managerial skills and techniques that are 
used in the management of other services. To this end, Strategic Health and Safety Goals 
have been set for the management of Health and Safety. 

 

Purpose of Health and Safety goals 
 

The purposes of the Health and Safety goals are to: 

 
1. Establish Health and Safety management standards 

 
2. Establish the Health and Safety competencies of our workforce 

 
3. Control the risks to all the Company and Council's assets 

 
4. Ensure the control of contractors. 

 
To carry out our undertakings in such a way as to ensure the Health and Safety of all 
employees whilst at work and that of others who might be affected by the CBH’s undertaking. 

 
This includes the training of staff to undertake their own responsibilities to identify and report 
Health and Safety risks and to protect others from harm on behalf of CBH. 

 
 

9. References 

The principal references come from the requirements outlined in Health and Safety 
Legislation specifically: 

 

• Health & Safety at Work Act (1974) 

• Safety Representatives and Safety Committees Regulations (1977) 

• Health and Safety Information for Employees Regulations (1989) 

• Management of Health & Safety at Work Regulations (1999) 

• Regulatory Reform (Fire Safety) Order (2005) 

 

10. Related documents 

This document is expanded through supporting documents: 

 

• SAF 002 CBH Health & Safety organisational responsibilities 

• SAF 003 CBH - H&S Procedures 

• OHSAS 18001/45001 guidance, practice, report and recommendations 
• HSE Managing for health and safety - HSG65 
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REPORT TO COLCHESTER BOROUGH HOMES BOARD 
 
 

 

DATE: 

TIME: 

VENUE: 

AGENDA ITEM: 

SUBJECT: 

REPORT BY: 

September 2019 
 

5.31 pm 
 

Room 1, Rowan House 
 

8. 
 

Health and Safety Policy Statement 
 

Kirk Braker, Head of Repairs and Maintenance 
 (01206) 282608 
 kirk.braker@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision Required 

1.1 Board approval is required for the reviewed Health and Safety Policy 
Statement 

2. Purpose of Report 

2.1 The purpose of this report is to assure the Board that, via reviewing our Health 
and Safety Policy and Statement, Colchester Borough Homes are, so-far as is 
reasonably practicable, discharging our legal and moral duties about health and 
safety. The Policy Statement sets out our commitment to endeavour to maintain 
a continual and measurable improvement to our Health and Safety 
performance, ensuring compliance with all applicable Health and Safety 
legislation. 

3. Background & Content 

3.1 Colchester Borough Homes reviews the health and safety policy statement 
 annually which requires Board approval. 

3.2 Colchester Borough Homes has set a two-year timeframe on reviewing the 
 Health and Safety Policy which requires Board approval. 

 
4. 

 
Report authors 

4.1 This report and its appendices (Health and Safety Policy Statement) should 
be read as prepared and submitted to the Board by the Company’s duly 
appointed Health and Safety Manager and the Head of Repairs and 
Maintenance. 

mailto:kirk.braker@cbhomes.org.uk


55 
 

5. Risk Management 

5.1 Health, Safety and Environment feature on the operational risk registers for all 
Directorates. Having an in-date, suitable and sufficient health and safety 
policy statement is a key strand for all mitigations. 

6. HR Implications 

6.1 Having a robust health and safety policy statement in place is not only a legal 
requirement but has a positive impact on the wellbeing of all employees. 

7. Legal Implications 

7.1 It is a legal requirement under the Health and Safety at Work Act (1974), if 
you have five or more employees, to have a written health and safety policy 
statement, setting out how you manage health and safety in your 
organisation. 

8. Financial Implications 

8.1 No unbudgeted financial implications arise from the Policy and Statement. 

8.2 Possible prosecution arising out of not having a suitable and sufficient health 
 and safety policy statement in place may result in negative financial 
 implications. 

9. Value for Money 

9.1 Colchester Borough Homes believes that maintaining a strong health & safety 
culture assists us in providing services in a manner compliant with the 
Company’s Value For Money Plan. 

10. Health & Safety Implications 

10.1 The whole of this policy 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 Policy reflects the discharging of the Company’s obligations in respect of 
 public safety. 

13. Decision Required? 

13.1 Yes, Board is asked to approve the Health & Safety Policy Statement and the 
 signing of the Policy Statement by the Chair of the Board and the Chief 
 Executive. 
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14. 
 

14.1 

Appendices 
 
Appendix 1 – Health & Safety Policy Statement 
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Health and Safety Policy statement 

 
We are committed to providing services in a way that promotes the health and safety of our tenants, service users, 
employees and other persons who visit our sites or who may be affected by our activities. 

 
To fulfil our statutory duties, the following form our Health and Safety aims and objectives as a company: 

 

• To provide all employees with the necessary information, instruction, training and supervision to allow them 

to work safely 

• Implementing structured, effective and documented health and safety management arrangements for all 

parts of the CBH organisation to promote a culture of safe working 

• To make sure that relevant information on health and safety is shared between employees, tenants, people 

who use and provide our services, visitors and contractors 

• To ensure all visitors, contractors and suppliers of goods and services comply with our Health and Safety 

requirements 

• To devote the necessary resources in the form of finance, equipment, personnel and time to develop a 

safe and healthy culture. 

• The assistance of expert help will be sought where the necessary skills are not available within the 

Company 

• To provide and maintain open channels of communication to enable employees, people who use and 

provide our services to raise health & safety issues 

• To maintain the Assure system to ensure that all Accidents/incidents, ‘near-misses’ and work-related ill- 

health are fully investigated and documented, with appropriate action taken to reduce the likelihood of their 

recurrence 

• Identifying risks to health and safety and implement adequate controls measures so far as is reasonably 

practicable 

• To conduct regular health and safety audits/inspections at CBH sites to assess management systems and 

working practices 

• Reviewing this policy statement annually 

 
We expect all our colleagues to: 

 

• Co-operate with supervisors and managers on health and safety matters 
 

• Comply with measures designed to safeguard their health and safety 
 

• Take reasonable care for the health and safety of themselves and other people who may be affected by their 
actions 

 

• Report any health and safety concerns to their manager, health and safety representative or a member of the 
CBH Health and Safety Team 
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REPORT TO COLCHESTER BOROUGH HOMES 

 
 

DATE: 9 September 2019 
 

TIME: 5.30pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 9. 
 

SUBJECT: Board Member Code of Conduct 
 

REPORT BY: Angelique Ryan, Head of HR & Governance 
 (01206) 282719 
 lucy.williams@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision Required 

 
Board is asked to approve the amendments to the Board Member Code of 
Conduct – Appendix 1. 

2. Purpose of Report 

2.1 To review the Code of Conduct and present it to the Board for approval. This 
new code has been reviewed with the Chair of the Board who recommends it 
to the board for approval. 

3. Background & Content 

3.1 In 2013 and 2016 reviews of this document were undertaken. This document 
is on a 3-year review cycle. At present it is not proposed to alter it 
substantially. 

3.2 This Code of Conduct sets out the expectations for Board Members in relation 
to their behaviour in relation to the reputation and good management of the 
company. It gives guidance on appropriate activities and behaviour relevant 
when representing the company and outside of direct company related 
activities. 

3.3 Minor amendments have been recommended; where the document referred 
to the plural Vice-Chairs this has been amended to the singular. This is in line 
with the current board structure. 

5. Risk Management 

5.1 The production of, and adherence to, a Board Member Code of Conduct is an 
important way to ensure that Board Members have an agreed set of 
standards of behaviour to ensure that business is conducted in an open and 

mailto:lucy.williams@cbhomes.org.uk
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 accountable way. It also ensures that difficult issues can be tackled in an 
appropriate way by highlighting what is expected of a Board Member in a 
range of situations so that incidents can be reduced or managed effectively 
should they arise. By adhering to this Code of Conduct, Board Members will 
positively contribute to the Company’s reputation. 

6. HR and Health & Safety Implications 

6.1 The Board Member Code of Conduct has no direct HR implications relating to 
staffing levels. However, the importance of Board conduct in public life and in 
relationships with staff are essential to maintaining professionalism throughout 
the company and for leading by example. 

 
The Board Member Code of Conduct supports activities and behaviour that 
are favourable to a good working environment and in this way supports 
awareness of mental health and safeguarding at work. 

7. Legal Implications 

7.1 Adherence to the Code of Conduct can help ensure that Board Members 
carry out their duties and take heed of their accountability as directors. The 
documents which are included on the Code are vital to ensure that Board 
Members adhere to their duties. 

8. Financial Implications 

8.1 No specific implications, but adherence to the Board Member Code of 
Conduct assists the Company in avoiding unnecessary financial losses. 

9. Value for Money 

9.1 None. 

10. Health & Safety Implications 

10.1 None. 

11. Equality & Diversity Implications 

11.1 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. 

12. 
 

12.1 
 

 
 
 
 

13. 

Residents at the Heart 
 
The Code of Conduct 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 organisation. 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. 

 
Decision Required? 
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13.1 
 
 
14. 

Yes 

 
 

Appendix 

14.1 The following document/s is/are appended to this report: 
 

• Appendix 1 – Board Member Code of Conduct 
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Glossary 

 
 
 

Committee on 
Standards in 

Public Life 

An advisory body established in October 1994 by the Prime Minister 
in response to concerns about some politicians’ unethical conduct 

 

Elected Member Borough councillor or county councillor 

Leaseholder A person who owns the lease of a residential property where the 
freehold belongs to the Council 

Memorandum & 
Articles of 

Association 

A document that defines the powers of the Company (Memorandum) 
and forms the company's constitution, defines the responsibilities of 

the directors, the kind of business to be undertaken and the means  

by which the shareholder exerts control over the board of directors 
(Articles) 

Nolan Principles Principles for the conduct of people in public life established by the 

Committee on Standards in Public Life. 

Resident Anyone who resides in the Borough of Colchester, including tenants 

and leaseholders of the Council 

Tenant A person who occupies a residential property belonging to the 

Council under a tenancy agreement 

Tenant Board 

member 

A tenant or leaseholder appointed to the Board of the Company 

following a selection process 

The Board A group of individuals responsible for setting the strategic direction 

and monitoring the performance of the Company The Board consists 

of three Council Board members, three Independent Board member 

and three Tenant Board members and one executive Board membe 

sD eleted: four 

rD eleted: four 

The Company Colchester Borough Homes D eleted: four 

  
The Council Colchester Borough Council 
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1. Introduction & purpose 

 
1.1 The Board of Colchester Borough Homes (“the Board”) is 

responsible for directing the affairs of CBH and for safeguarding its 

values and good name. The organisation has responsibility for 

providing property management services to a large number of 
people and for stewarding large sums of public funds. The Board’s 

effectiveness is critical to the success of the organisation, and the 

behaviour of individual Board members is a major factor in the 

effectiveness of the Board. 

 
1.2 The Board leads by example, promoting and upholding values and 

standards of behaviour for the whole organisation. Individual Board 

member behaviour has a significant influence on the reputation of 

the organisation, the confidence and trust that residents and other 
stakeholders have in it, and the working relationships and morale 

within it. 

 
1.3 Board members come from all walks of life and from different 

cultural and ethnic backgrounds. A code of conduct defines a 
common standard of behaviour, setting out the rules for how Board 
members are expected to behave both towards each other and 
when carrying out duties on behalf of the Board. 

 
1.4 The rules of conduct set out in this code are important for the 

following reasons: 

(a) having an agreed way of behaving towards each other and 
working together can help the Board to conduct its business 
efficiently and effectively, particularly when there are difficult 
issues to tackle; 

(b) the Code gives Board members guidance on what is 
expected of them in a range of different situations, helping 
new members to become confident in their role; 

(c) an agreed set of rules enables the Board to deal impartially 
and effectively with any incident of inappropriate behaviour 
by one of its members; and 

(d) a written code helps the Board to fulfil its commitment to 
conducting its business in an open and accountable way, with 
clear policies and procedures. 

 
1.5 The Statement of Responsibilities of Board members, which all 

Board members agree in writing to keep, states that members 
must observe these responsibilities whenever they: 
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(a) conduct the business of the company; 

(b) conduct the business of the office to which they have been 
nominated, elected or appointed; or 

(c) act as a representative of the company. 

 
2. Guiding principles 

 
Where Board members face situations for which the Code of Conduct contains 

no specific guidance, they should be guided by the underlying principles 

supporting this code. These guiding principles are derived from the seven 
principles for the conduct of people in public life established by the Committee 

on Standards in Public Life. Known as the ‘Nolan Principles’, they are: 

 
• Selflessness: Board members should take decisions solely in terms of the 

Company’s values and objectives. They should not do so in order to gain 

financial or other benefits for themselves, their family or their friends. 

 
• Integrity: Board members should not place themselves under any 

financial or other obligation to outside individuals or organisations that 

might, or might be perceived, to influence them in the performance of 

their official duties. 

 
• Objectivity: In carrying out Board business, including making 

appointments and awarding contracts, Board members should make 

choices on merit alone. 

 
• Accountability: Board members are accountable for their decisions and 

actions to residents, the Council and other stakeholders, and must submit 

themselves to all appropriate scrutiny. 

 
• Openness: Board members should be as open as possible about all the 

decisions and actions they take. They should give reasons for their 

decisions and restrict information only when individual or commercial 

confidentiality clearly demands it. 

 
• Honesty: Board members have a duty to declare any private interests 

relating to their public duties and to take steps to resolve any conflicts 

arising in a way that is lawful and protects the Company’s reputation, 
values and objectives. 

 
• Leadership: Board members should promote and support these principles 

by leadership and example. 
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These principles are to be reinforced and covered by the Board member 
appraisal process (shown for reference at Appendix 6). 

 

3. General duties 

 
Under the Companies Act 2006, each Board member has a duty to “act in the 

way he considers, in good faith, would be most likely to promote the success of 

the Company for the benefit of its members as a whole.” Therefore, the primary 
responsibility of Board members is to act in the best interests of Colchester 

Borough Homes. 

 
Board members must uphold the integrity of the Company at all times. Board 

members should consider themselves ambassadors for the Company and must 
not become involved in or be seen to endorse any activity that may bring the 

Company into disrepute. This includes, but is not  limited to, illegal, immoral, 

racist or other discriminatory activity. 

 
Board members must uphold and promote the Company’s Values and 

Behaviours, which have been agreed by the Board (see Appendices 1 and 2). 

 
In addition, Board members must: 

 
a) keep personal political activities separate from the Company’s business; 

 
b) act in line with the Company’s rules when using or authorising other 

people to use the Company’s resources, and make sure that these 

resources are not used for political or personal purposes; and 

 
c) be familiar with documents that define the role of the Board and Board 

members and associated procedures. These documents are: 

 
• Memorandum & Articles of Association 

 
• Committee terms of reference 

 
• Statement of Responsibilities of Board members 

 
• Board member Code of Conduct. 

 
Board members must not: 

 
a) do anything that compromises or that is likely to compromise the 

impartiality of those who work for the Company or on its behalf; 
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b) make public any information given to them in confidence by anyone, or 
information which they believe to be confidential, without the permission 

of a person authorised to give it, or unless they must do so by law; 

 
c) prevent another person from gaining access to information to which that 

person is entitled by law; 

 
d) unreasonably put themselves forward as a representative of the 

Company and its views; 

 
e) use their position to secure an advantage or disadvantage for themselves 

or someone else; 

f) normally use for personal or private business any of the Company’s 

professional advisors or suppliers of goods or services1. This is to avoid 

any suspicion that a supplier may give or receive favourable treatment. 
Where it is unavoidable, the Board member must inform the Board 

Assurance Officer and confirm that no financial advantage will be 

secured as a result of their relationship with the Company; or use the 
facilities and equipment provided by the  Company (for example,  

telephones, postage, and administrative support) for activities 

unconnected with their responsibilities as a Board member. Where some 
limited personal usage is allowed, for example of Company telephones 

and computers, members must ensure that the equipment is not used for 

any illegal, immoral or otherwise inappropriate purpose. 

 
All Board information acquired during the Board member’s appointment is 

confidential to the Company and should not be released to a third party, either 
during the appointment or later, without the prior consent of the Chair. 

 
If a Board member, member of staff, resident or member of the public 

reasonably believes that a Board member has failed to keep to the code of 

conduct, they should report this to the Chair of the Board or the Board 
Assurance Officer as soon as possible. This will be investigated in accordance 

with the terms of the CBH Disciplinary Procedure (see Appendix 4). 

 

1  
This does not include the purchase of standard goods and services at the rate available to 

any member of the public (for example, buying office supplies from Staples). However, care   
should be   taken when entering into a personal contract at a negotiated rate (e.g., procuring 
legal advice or home repairs). 

 
 

4. Attendance at Board meetings 

 
Board members are expected to: 

a) make every effort to attend Board meetings, the Annual General 

Deleted: eg 

Deleted: e.g., 



68 
 

 
 
 
 
 
 

 

Meeting and any meetings of Committees of which they are a part; 

b) ensure that the Board Assurance Officer receives their apologies if 

they are unable to attend a meeting; 

c) discuss with the Chair or Chief Executive if circumstances 

arise in which they will be unable to attend regularly; 

d) arrive promptly for the start of the meeting; and 

e) dress appropriately for Board and Committee meetings. 

 
The Articles of Association specify that less than 40% attendance at Board 

meetings will lead to the disqualification of the Board member should members 

resolve his or her office be vacated. However, less than  60% attendance within  
a 12-month period will result in a meeting with the Chair of the Board to discuss 

continued involvement. 

 
There may be occasions on which a Board member needs to be accompanied 

at a Board meeting by a carer or other person providing personal support. 
Although it may be  appropriate for a carer or other support person to sit 

alongside the Board member at the meeting, they play no part in the meeting. It  

is the responsibility of the Board member to ensure that their carer understands, 

and complies with, the standard of conduct expected of them at the meeting. 

 
All carers/individuals providing support must sign a carer’s confidentiality 
agreement (this can be found as Appendix 5) prior to attending their first 

confidential Board or Committee meeting. This commits that person to 

maintaining the confidential nature of confidential meeting sessions and their 
contents. Copies of this agreement can be obtained from the Board Assurance 

Officer. A completed confidentiality agreement must be received by the Board 

Assurance Officer prior to the carer attending any confidential meetings. 
 

4.1 Preparation for meetings 

 
Board members are expected to: 

a) read Board reports in advance and be sure that they understand 

their contents and the decisions they are being asked to take; 

b) contact the Board Assurance Officer or other  designated member  
of the senior staff team in advance of the meeting if there is a need 

for clarification on particular issues or reports or there are aspects 

of a report or issues on which the member has significant concern; 

c) communicate to the Chair of the meeting in question or the 

Board Assurance Officer any significant objections to a report’s 
recommendations if the Board member is unable to attend the 

particular meeting; and 

d) come to the meeting with all relevant papers and any other 
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necessary materials. 
 

4.2 Meeting conduct 

 
Board members are expected to: 

 
a) observe the rules of good meeting behaviour. These are summarised in 

Appendix 3; 

 
b) contribute to discussion and share responsibility for the Board’s 

decisions. The decision-making process is a corporate one. This means 
that even if a member is unhappy with a decision, provided it has been 

properly considered by the Board as a whole all members should stand 

by that decision and not undermine it. 

 
c) when reaching decisions, take account of any relevant advice given by 

the Company’s finance officer, legal adviser and Board Assurance 
Officer. 

 
d) always act in the best interests of the Company. Board members should 

not be lobbyists, campaigners or advocates for any particular group when 

acting in their capacity as Directors of the Company. 

 
e) declare an interest if the Board discusses an item that poses a conflict of 

interest to the individual Board member, or which others might perceive  

as a conflict of interest. This would be minuted and the member should 
offer to withdraw from the meeting. If invited to  remain, the member 

should refrain from voting on the  matter. (Please see Section 11 below 

for more guidance on declaring an interest). 

 
f) act as a ‘critical questioner’. This does not imply a lack of trust in the staff 

of the Company. 

 
g) not accept an answer unless it is clear. 

 
h) not be afraid to say that they do not understand something. 

 
i) not be afraid to have a different view from other members (whilst being 

mindful, as per item (b) above, that the decision-making process is a 
corporate one). 

 
j) support and promote the performance culture of the Company. A 

‘performance culture’ is one in which: 

i. there is a strong focus on performance and a real desire to improve 
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ii. there is a can-do culture inspired by strong leadership 

iii. service users are at the heart of everything 

iv. constructive challenge and open debate are the norm 

v. the emphasis is on finding solutions and getting things right in the 
future, not criticising past behaviour and apportioning blame 

vi. poor performance is tackled, and achievements & successes are 
celebrated 

vii. assessments are made on fact and evidence, using good quality 
information, advice and support 

viii. external comparison and challenge is invited 

ix. stakeholders' views are sought and listened to 

 
If a Board member has concerns about the way in which meetings are 
conducted or chaired, he or she should raise their concerns with the Chair 

and/or the Board Assurance Officer. 
 

4.3 Attendance at Committees or Panels 

 
Board members who wish to attend a meeting of a Committee or Panel of which 

they are not a member should notify the Chair of the Committee/Panel and the 

Board Assurance Officer of their intention at the earliest point possible. Board 

members who attend a Committee or Panel as a guest may not vote on items 
and may only contribute to discussions at the discretion of the chair of the 

meeting. 

 

5. Relationship with staff 

 
Board members are expected to: 

 
a) work with staff in a co-operative way. Board members have a duty of 

loyalty and support towards the staff of the company and this should be 

reflected in a constructive, professional relationship. In the unlikely event 

of a serious difficulty with an individual staff member, the problem should 
be discussed in confidence with an Executive Director or the Chair; 

 
b) ensure that they do not stray beyond their role as Board member and 

become involved in operational matters, which are the responsibility of 

the Company’s paid staff; 

 
c) be sensitive to the relationship between senior and more junior staff, 

being careful not to appear to undermine the authority of the senior 
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officer; 

 
d) regard the Board Assurance Officer, the Directors’ Management Team 

and the Senior Management Team as their main points of contact within 

the staff team. Board members should rarely have a need to contact a 
more junior member of staff. Tenant Board members should follow the 

Company’s normal procedures and contact points for any matter 

concerning their tenancy, such as requesting a repair. 

 
e) be sensitive to the workload and duties of staff, especially when spending 

unscheduled time at one of the offices. Wherever possible, meetings with 

staff should be booked in advance. 

 
f) avoid personal familiarity with members of staff. A close relationship with 

individual members of staff may affect the Board member’s ability to fulfil 

his or her responsibilities. 

 

6. Relationship with residents 

 
Board members are expected to: 

a) Ensure that any personal relationship with a resident does not conflict 

with their responsibilities as a Board member; 

b) be courteous and considerate at all times in their dealings with 

residents; 

c) not invite or influence a resident to make a will or trust under which they 

are named as executor, trustee or beneficiary. 

 

7. Continuous improvement 

 
Board members are expected to: 

a) lead by example in demonstrating a commitment to continuous 

improvement by taking an active part in Board annual review 

exercises; 

b) take responsibility for their own training and development as a Board 

member, attending training sessions as arranged and participating fully 
in Board development programmes and Board away days. The Board 

Assurance Officer will be happy to give advice on relevant training 

events and activities and to make travel arrangements. 

c) read background briefings, articles in the housing press and other 

publications so that they are informed about the context in which the 

Company operates. 
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8. Representing the Company 

 
Board members will represent the Company at events from time to time. This 
may include attending conferences, awards ceremonies, scheme openings, 

resident events or staff events. In doing so, the Board member is an 

ambassador for the Company and has a responsibility to uphold and promote 
the values, behaviours, objectives and policies of the Company. 

 
In representing the Company, particularly at social events, the Board member 

needs to be mindful that their behaviour and general demeanour will be 

scrutinised and will reflect on the Company. 

 

9. Registering and declaring interests 

 
Board members have a duty to act, and to be seen to act, only in the best 
interests of the Company and not: 

a) on behalf of any constituency or interest group; 

b) for any personal interest or benefit; or 

c) for the interest or benefit of friends or relatives. 

 
Board members must make sure, therefore, that all relevant interests are 

declared. This places two specific obligations on Board members. The first is to 
register his or her financial and non-financial interests within 28 days of 

appointment and to keep the register up to date (see Section 2.11 below). The 

second obligation is to make it known where an item of business arises in which 
he or she, or a friend or relative, has an interest (see Section 2.12 below). 

 
For the purposes of this document, ‘relative’ means any family member or 

individual with whom you have an ongoing personal relationship. 

 
Relevant interests take many forms. Some of the usual  ones are: 

 
• employment, ownership or significant shareholding in a company or 

partnership providing products or services to the local authority or social 

housing sectors 

 
• significant ownership of land and/or property in the area of operation of the 

Company 

 
• tenancy or leasehold interest of a property managed by the Company 

 
• membership of a campaigning, residents’ or community organisation which 
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has interests in the business and/or operation of the Company 

 
• membership of a public body or other ‘not for profit’ body with interests in the 

area of operation of the Company 
 

9.1 Registering Board member interests 

 
Within 28 days of being appointed, the Board member must register his or her 

financial interests by giving the Board Assurance Officer written notice of the 
following: 

 
a) All bodies trading in which they have an interest as: 

 
• a director or senior employee 

 
• a member or partner of a firm 

 
• the owner or controller of more than 2% of the issued share capital in a 

company. 

 
b) All interests as an official or elected member of any statutory body 

 
c) All interests as the owner or occupier of any property owned or managed by 

the Company 

 
d) Any other significant or material interest, which may include: 

 
• involvement (voluntary or paid) with any local or national organisations or 

bodies (for example, tenants’  associations, pressure groups, charities)  
 

• any other interests that could be thought to influence you in your role as a 
Board member. 

 
Within 28 days of becoming aware of any change(s) to the interests set out 
above, the Board member must give the Board Assurance Officer written notice 

of that change. 

 
When changes occur in either their own interests or those of a friend or relative 

that give rise to a potentially serious or continuing conflict with the interests of 
the Company, the  Board member should review, and discuss with the Chair, 

their continuing membership of the Board. 

 
Board members must not knowingly and privately employ any Company 
contractors without first getting the Board Assurance Officer’s advice and 
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registering with the Board Assurance Officer the type and value of that contract 
(see footnote, page 7). 

The Board Assurance Officer will conduct an annual review of members’ 

interests in order to ensure that changes to interests are communicated and 
recorded. 

 

9.2 Making interests known to the Board 

 
Board members must ensure that where an item of  business arises in which 

they, or a friend or relative, have an interest – whether or not already entered in 
the register – this is declared. There will be an item at the beginning of each 

agenda to give Members the opportunity to declare any interests. There may be 

the rare occasion when a Board member’s interest in a particular item only 
becomes apparent when the item is under consideration. In such a case, the 

member should declare his or her interest as soon as the interest becomes 

apparent. All such declarations should be formally minuted, including the 

Board’s/Committee’s decisions as to whether to the Member may remain present 
or vote on the item for which an interest has been declared. 

 
Provided the interest has been properly disclosed (as per Section 2.10 above) 
and minuted, the Board member may remain present during the discussion and 

may vote on the matter under discussion where the interest arises if: 

 
a) the Board member is a tenant or leaseholder, so long as the 

matter in question affects all or a substantial group of tenants or 

leaseholders respectively 

 
b) the Board member is a director or other officer of a company 

or body that is a parent, subsidiary or associate of the 

Company, or 

 
c) the Board member is an official or elected member of a statutory 

body 

 
Unless the interest is of the type specified in paragraph above, the Board  

member concerned should not remain present during the discussion of that item 

unless requested to do so by the remaining Members of the Board. If so 
requested, the Board member may remain but may not vote on the matter in 

question. 

 
Where such a conflict of interest is likely to recur on a frequent basis, the Board 

member should discuss with the  Chair the practicality of continuing on the 

Board. 
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Board members who reside in a property managed by the Company should 
regard matters specifically concerning their individual circumstances as a clear 

and substantial conflict. Matters affecting residents more generally need to be 
declared only where they create a specific conflict of interest. 

 
Board members who serve on the Board as nominees of Colchester Borough 

Council should not regard such a nomination as a declarable interest in itself, 
although a more direct interest (for example, if a proposed  development were in  

a councillor’s own ward) should be declared. 

 
‘Interests’, for the purposes of this Code, do not include gifts, hospitality, etc. 

These are covered separately below. 

 

10. Hospitality and gifts 

 
Board members must adhere to the Hospitality and Gifts policy. They should 
avoid accepting gifts, except for small gifts of nominal value, such as a diary, a 

key ring, or a box of chocolates. Other gifts received should be recorded as 

soon as possible in the register held by the Board Assurance Officer and used 
for the benefit of the Company, for example as a raffle prize. 

 
Under no circumstances should personal gifts be solicited or gifts of cash be 

accepted. 

 
Board members must avoid accepting lavish or repeated hospitality. Occasional 
and modest hospitality is allowed with the Chair’s approval. Hospitality must 

always be recorded as soon as possible in the register held by the Board 

Assurance Officer. 

 

11. References 

 
The following documents were consulted in the drafting of the Code of Conduct: 

 
• The Companies Act 2006 

• The ‘Nolan Principles’ (1995) 

• Bolton At Home Code of Conduct (May 2013) 

• Homes For Haringey Code of Conduct (Sept 2010) 

• Companies Act 2006. 
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12. Related documents 

 
The following Colchester Borough Homes documents relate to the Code of 
Conduct: 

Memorandum and Articles of Association 

Board member Expenses Scheme 

Committee Terms of Reference 

Hospitality and Gifts Policy 

Company Values 

Organisational Behaviours 

Statement of Responsibilities of Board members. 
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Appendix 1 – Company Values 

 
1. Building trust 

 
We will work with you to build trust in our services. 

 
2. Delivering tenant-led services 

 
We will work with you to improve what we do, and promote fair and equal 

services for all. 

 
3. Commitment to our communities 

 
We will offer you services you can rely on, which respect the needs of the 

community and individuals. 

 
4. Delivering professional services 

 
Our staff are highly trained to enable you to receive a knowledgeable 

response. 

 
5. Providing value for money 

 
In everything we do. 
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Appendix 2 – Organisational Behaviours 

 
1. Respect 

 
Treating everyone as they would wish to be treated, so they feel valued 
and their needs respected in the most appropriate way. Diversity is an 

asset to the team and the organisation. 

 
2. Consistency 

 
A consistent approach is taken when we make decisions or give advice 

within the boundaries of current legislation and guidance, ensuring equity. 

 
3. Ownership and Empowerment 

 
Taking responsibility for your work from start to finish. 

 
Management give staff at all levels the freedom to make decisions when 

appropriate and able to do so, supporting them through the process. 
Whenever possible, communication is with the most appropriate person 

to take forward the task. 

 
4. Honesty and Integrity 

 
Building trust within our organisation and the community in which we 

work, through honest and open communication. 

 
5. Organisational Loyalty 

 
Understanding that we are all ambassadors of Colchester Borough 

Homes and it is our responsibility to act with professionalism at all times. 

 
6. Self-Development 

 
Taking the initiative to access learning and development opportunities 

and keeping up to date with new legislation, rules and processes to 
ensure we provide correct and appropriate information to our customers 

and colleagues. 
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Appendix 3 – Good meeting behaviour 

 
The following outlines the expected behaviour during meetings. Members 
should: 

 
• switch off or silence mobile phones and not use them for non- meeting 

business during the meeting (occasional exceptions to this rule should be 
cleared with the Chair before the meeting begins) 

 
• start meetings on time 

 
• follow the agenda and keep to time 

 
• be courteous to each other, allowing one other the opportunity to speak and 

comment 

 
• listen to each other and respect others’ views 

 
• make any points or ask any questions clearly, always using the microphone 

if provided 

 
• ensure that only one person is speaking at a time and not talk across other 

members 

 
• keep contributions brief and to the point 

 
• avoid jargon or explain what it means 

 
• co-operate with the Chair in the conduct of the meeting 

 
• raise a hand to speak and go through the Chair, who will encourage all 

members to participate. The Chair’s ruling on who may or may not speak 

and on other ‘points of order’ is final. At the end of each item, the Chair will 

remind the meeting of the decision that has been reached 

 
• not use offensive, provocative, abusive or racist language 

 
• not use any aggressive or discourteous tone of voice or body language 

 
• not make personal remarks 

 
• not use threatening behaviour or violence or otherwise disrupt the meeting 
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Appendix 4 – Disciplinary procedure 

1. A complaint about a Board member must be made in writing to the Board 
Assurance Officer, who will inform the Chair of the Board (or a Vice Chair 
if the complaint is about the Chair) and Chief Executive. The Board 
member will also be informed that a complaint has been made about 
them. 

 

2. A complaint about a Board member who is a Councillor may constitute a 
breach of Colchester Borough Council’s Code of Conduct. In the first 
instance, the Company will refer any such complaints to the Council’s 
Monitoring Officer and will not undertake its own investigation until 
notified of the outcome of the Council’s investigation. 

 

3. The Chair and Vice Chair may decide to suspend the Board member 
from the Board as a precautionary measure pending the outcome of any 

investigation, in accordance with Article 19 of the Articles of Association.1 
This should only be considered  in cases where  the continued 
involvement of the Board member could: 

• Damage the Company’s reputation 

• Involve material financial detriment to the Company 

• Give rise to claims against the Company or Colchester Borough 

Council 

A Board member who has been suspended shall take no further part in 

the Company’s business. Referring the matter to the Council should not 
prevent or delay the suspension of the Board member. 

4. If section 2 does not apply or has been completed, a preliminary 
investigation will be conducted by the Chair and a Vice Chair of the 
Board to determine whether a breach of the Code of Conduct has 
occurred and whether it is a minor or more serious breach. If the 

complaint is about the Chair or a  Vice Chair, a Committee Chair will          

take their place. 

5. If the Chair and Vice Chair are satisfied that no breach has  occurred,  
they will write to the complainant and to the Board member against whom 
the complaint has been made to inform them that the investigation has 
been closed and of the reasons for their findings. 

 

1 
"Where a person is under investigation for a potential serious breach of their 

obligations either as a Tenant or a Board member, the Chair and Vice Chair may 
suspend a member of the Board from meetings whilst the investigation is taking 
place. The suspension to be for not more than 8 weeks, and must be reviewed at the 
next available Board meeting where any further suspension must be approved by a 

simple majority of the Board." 

Deleted: the alternate Vice Chair or 
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6. If a breach has occurred and is assessed as ‘minor’, the Board 

member will be informed in writing of the outcome of the investigation 
and the case will be closed. The Board will be informed of the 

complaint and the outcome of the investigation. No further action will 

be taken, though if another complaint is made against the same Board 
member regarding the same breach, it may be considered as part of 

any future investigation. 

 
7. If a breach has occurred and is assessed as ‘serious’, a complaints 

panel will be convened to investigate the matter in more depth. The 

Board Assurance Officer will approach three Board members to form a 

complaints panel. The panel members must not have had any 

involvement with the complaint. The Chair and Vice Chair of the Board  
cannot be members of the panel. The panel will choose its own Chair 

from the three members. A meeting date will be set as soon as 

practicable, allowing for a full investigation to be carried out. 

 
8. The Board member and the complainant will be notified of the steps 

that will be taken to investigate the complaint and the expected 

timescale within which the complaint will be dealt with. When the 
Board member is informed of this, they will be told who has made the 

complaint against them. 

 
9. At the panel meeting, the Chair and Vice Chair will be asked to 

present their initial report. The person making the allegation and the 

Board member about whom the allegation has been made will have 

the opportunity to put their case directly to the panel. If appropriate, 
witnesses can be called by either party. The Board member may bring 

representation if they wish, but must inform the panel prior to the 

meeting. 

10. The panel will consider the case on the day and, where possible, will 

decide what action should be taken. The panel can decide to adjourn 

to consider their verdict if it is deemed necessary, but a decision 
should be made within five working days. This decision should be 

made without reference to the Board, except where the 

recommendation is to remove the Board member from the Board. 

 
11. At the following Board meeting, the Chair of the complaints panel 

will present a confidential report on the details of the allegation 
and any action taken. If the panel recommends removal from the 
Board, this decision must be approved by the Board in accordance 

with Article 19(7) of the Articles of Association.
3

 

 

3 
"A person...shall immediately cease to be a Board member if the relevant individual is 

found by resolution of the Board (such resolution to be passed with a two thirds majority) 

following an appropriate investigation process to have breached any agreed code of 

conduct for Board members or to have otherwise conducted themselves in a manner which 

is materially detrimental to the interests of the Organisation, provided that the Board 

member concerned has first been given an opportunity to state why he should not be so 

removed;” 
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Appendix 5 – Carers’ confidentiality agreement 

 
Confidentiality Agreement – for carers assisting Board members 

 
I hereby undertake not to disclose any confidential information1 relating to, or 

received from, Colchester Borough Homes for any reason unless expressly 

authorised by the Company or required by law. I understand that this applies 

in perpetuity from the point of my signing this document. 

 
I understand that the use and disclosure of all information about living, 

identifiable individuals is governed by the Data Protection Act. I will not use or 

disclose any personal data I see or acquire, in the course of performing my 

duties as a carer, for any purpose unless expressly authorised by Colchester 

Borough Homes. 

 
I understand that I am required to keep all confidential and personal data 

securely, and undertake to ensure that I do not divulge any confidential, 

personal or sensitive information relating to Colchester Borough Homes, its 

clients and residents, and its partners, to which I become privy in the course 

of my duties. 

 
I will not copy, print, amend or delete any personal data held or provided to 

Board members by Colchester Borough Homes unless directed to do so by a 

member of the management team of the company. 

 
I will not remove from the business premises of Colchester Borough Homes 

any personal data held by the company in any form. 

 
 

NAME:   

 
SIGNED: 

  

 
DATE: 

  

 
 
 
 
 
 

1 Information may be classified as 'confidential' if Colchester Borough Homes would not 

release it in response to a request made under the Freedom of Information Act. Information is 

also confidential if it is clearly marked as such or by its very nature is evidently confidential. 

This includes, but is not limited to, commercially sensitive information, financial information, 

information held on staff or employees’ personal files, and information about tenants and 

leaseholders of Colchester Borough Homes. 
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Appendix 6 – Board appraisal process 

 
An appraisal of each individual Board member is carried out at least once 

annually. This process is led by the Chair of the Board. One of the aims of 

these appraisals is to gain assurance that all Members are able to perform 

their duties in line with the Board member Code of Conduct and the Nolan 

Principles. Extraordinary appraisals for Members may be held at the 

discretion of the Chair of the Board. 

 
All newly-appointed Board members also receive an appraisal as a part of 

their induction process. The Board Assurance Officer will provide a copy of 

the Board member Code of Conduct to each new Board member as part of 

the induction pack. 

 
The contents of the generic CBH Board appraisal form and skills audit are 

included below for reference purposes. 
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COLCHESTER BOROUGH HOMES 

Board member Appraisal Form 

 
 
 
 

Name: Date: 
  

 
A. Personal Assessment 

 

(If you have just been appointed to the Board, please disregard questions A1 

and A2) 

 
1. What aspects of your role as a Board member do you feel you: 

 
(a) do best / enjoy most? 

 
(b) do less well / enjoy least? 

 
(c) have most difficulty with? 

 
2. What do you consider to be the most significant contributions you have 

made to the Board this year? 

 
3. How do you feel you can best contribute in the year ahead? 

 
B. Succession Planning 

 
1. If you are the Chair of a committee, what are your plans to develop the 

skills of other committee members to ensure that there is a future Chair? 

 
2. If you are not the Chair of a committee, would you like the opportunity to 

be trained to take on this position? 

 
3. Do you intend to / would you like to continue on the board after your 

current term is complete? 

 
C. Training and Development 

 
The Board needs to ensure that collectively its members have the skills, 

knowledge and experience necessary for it to manage the business of the 

organisation. The tables below include a column indicating where an element 

is particularly relevant to a committee of the board. 
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1. Please indicate your own assessment of your skills against each of the 

headings below on a scale of 1 to 4, where ‘4’ indicates well-practiced 

skills and ‘1’ indicates a felt lack of skills. 

 
2. 

 

 
Skills 4 3 2 1 Committee 

Has the ability to: 

Essential 

 

1 
Work as part of a team      

 

2 
Think and plan strategically      

 

3 
Communicate clearly and concisely      

 

4 
Use the internet, MS Office and email      

Desirable 

5 Appraise project proposals     BOP 

6 
Scrutinise accounts and monitor 

budgets 

    
F&A 

7 Analyse performance figures     Ops 

8 Chair meetings effectively      

9 Build useful relationships through 

effective networking 
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3. Please indicate your own assessment of your knowledge and experience 

against each of the headings below on a scale of 1 to 4, where ‘4’ 

indicates extensive knowledge / experience and ‘1’ indicates no 

knowledge / experience. Please give a score for all 23 criteria. 
 

 
Knowledge and Experience 4 3 2 1 Committee 

Essential 

1 Directors’ responsibilities under Company Law      

2 The role of the board and its responsibilities 

within the company structure 

     

3 The context in which CBH operates as an ALMO      

4 The key priorities for the organisation at the 

current time 

     

5 The communities and customers served by CBH      

6 The current strategic risks to the business and 

how they are managed 

    
F&A 

Desirable 

7 The role of tenants and leaseholders in the 

company’s governance 

    
 

8 Housing Law and how it applies to CBH      

9 Health & Safety Legislation and how it applies to 

CBH 

     

10 Employment Law and how it applies to CBH     A&R 

11 The needs of ethnic communities in the areas 

served by CBH 

    
A&R 

12 Care, support and the needs of vulnerable 

people 

     

13 Communications and marketing     BOP 

14 Issues related to managing and maintaining 

social housing 

     

15 Issues related to building new social housing      

16 How the company is financed and the HRA     F&A 

17 Accountancy standards and statutory 

requirements 

    
F&A 
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Knowledge and Experience 4 3 2 1 Committee 

18 Welfare Reform and its effects on tenants      

19 Environmental sustainability as it relates to 

social housing 

     

20 Sectors related to CBH (eg, health, education, 

policing, law, local government) 

     

21 Experience of commercial activities in an 

executive or non-executive role 

    
BOP 

22 Experience of developing policy and strategy      

23 Experience of mentoring others      

 

4. Do you feel that the Board makes full use of your skills, knowledge and 

experience? 

 
5. What training and development opportunities have you found most helpful 

this year? 

 
6. What types of training & development opportunities do you find most 

useful? 

 
(eg, external conferences/training events, in-house training, briefings at 

board meetings, visiting other organisations, shadowing staff, one-to-one 

or group discussions, reading, etc) 

 
7. Taking into consideration your earlier assessment of your knowledge, 

skills and experience, please identify in the table below the areas where 

you would be interested in receiving more training or information and the 

areas that are most important to you. 
 

 

 
Area of training / 

information 

 

 
What I would like to 

learn 

 
Priority 

 
(High / Medium / 

Low) 

 

Example: IT Skills 

 
How to use e-mail 

effectively 

 

Medium 
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Area of training / 

information 

 

 
What I would like to 

learn 

 
Priority 

 
(High / Medium / 

Low) 

   

   

   

   

 

D. Behaviours 

 
The Company has six organisational behaviours that Board members and 

staff are expected to exhibit. The following questions will help you assess to 

what extent you have demonstrated the six characteristics in the past year. 

 
1. Respect 

 
▪ Treats people fairly and with respect? 

 
▪ Listens carefully and takes time to understand different points of view? 

 
▪ Asks difficult questions appropriately and supportively? 

 
2. Consistency 

 
▪ Reads the board papers and prepares for meetings? 

 
▪ Actively engages with items to ensure understanding before reaching a 

decision? 

 
3. Ownership and Empowerment 

 
▪ Respects the boundaries of the non-executive role? 
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▪ Contributes with appropriate frequency and length to board discussions? 

 
4. Honesty and Integrity 

 
▪ Acts at all times with honesty and integrity? 

 
5. Organisational Loyalty 

 
▪ Always acts in the best interests of the company? 

 
▪ Conducts themselves professionally? 

 
▪ Maintains confidentiality? 

 
6. Self-Development 

 
▪ Identifies areas for development and seeks assistance? 

 
(If appropriate) Following the discussion of behaviours, we have agreed the 

following: 

 
Signed 

 
 
 
 

Appraisee:  Date:  

 
 

 
Appraiser: 

  
 

 
Date: 
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Notes 

1.3 Minor 
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August 

2019 

 
Where document referred to more than 

one Vice Chair, then this plural was 

removed because CBH now has one 

Vice Chair. 
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REPORT TO COLCHESTER BOROUGH HOMES 
BOARD 

 
 

DATE: 09 September 2019 
 

TIME: 5.30 pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 10. 
 

SUBJECT: Strategic Risk Register Review 
 

REPORT BY: Matthew Armstrong, Director of Business Improvement 
 07951013364 
 matthew.armstrong@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision required 

1.1 To update the Board on the progress that has been made in implementing the 
new risk management arrangements. 

1.2 
 

1.3 

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

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

1.4 To note the red and amber risks from the individual strategic plan risk 
registers. 

1.5 To decide what risks the Board will monitor in future under the new risk 
management arrangements. 

2. Background & Progress 

2.1 At its meeting on 1 November 2018 the Board approved a new approach to 
risk management. At two subsequent working groups, members of the Board 
developed impact and likelihood tables and set the Board’s risk appetite 
against a range of impact descriptors. The Board formally approved the 
impact table and risk appetite at its meeting 24 April 2019. These tables are 
attached for reference as Appendix 1 and 2. 

2.2 Since the April 2019 Board Meeting the management team have prepared risk 
registers for each of the six strategic plans and work has started on 
developing a detailed risk register for the Medium Term Delivery Plan. 

mailto:matthew.armstrong@cbhomes.org.uk
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2.3 The Board reviewed and noted 3 of the 6 strategic plan risk registers at its 
July meeting. The comments made then have informed the development of 
the new Strategic Risk Register which is attached as Appendix 3. 

3. Strategic Risk Register 

3.1 The new Strategic Risk Register was reviewed by the Finance and Audit 
Committee at their 1 August 2019 meeting. There have been no changes to 
this register since then. 

 
The register is a work in progress and will be further developed to reflect any 
comments that the Board may have. It should be noted that the updates on 
mitigating actions are under-developed in this first version and will be 
expanded on in future versions once the format and scope has been agreed. 

3.2 The risks identified as strategic are taken from the individual strategic plan risk 
registers; they retain their reference number from the strategic plan’s risk 
register to ensure the link to the plan, where the action plan sits, is maintained. 

 
There are seven individual risks that have been grouped into three strategic 
themes: 

 

• Risks to CBH’s financial viability; 

• Risk to service delivery; 

• Risks to staff and public. 

3.3 The new strategic risk register effectively covers the same risks as the old 
strategic risk register except for the risk of a break down in the relationship 
with CBC. This issue is assessed in the Leadership Plan Risk Register 
through the risk of CBC being unaware or not valuing CBH’s contribution, this 
risk is currently scored green. 

 
Under the theme Risks to Staff and Public the new register includes Health 
and Safety risks covering both staff and resident / general public safety. This 
kind of risk was not on the previous risk register. It is felt appropriate that 
these risks should be viewed as strategic and scrutinised by the Board given 
the possible impact a health and safety breach could have. The Finance and 
Audit Committee agreed with this view. 

4. Emerging Risk Register 

4.1 The Finance and Audit Committee reviewed the Emerging Risk register at its 
1 August 2019 meeting. There had been no changes to the register except for 
the agreed removal of one risk. 

 
The Committee asked that the management team review the Emerging Risk 
Register to ensure that it remains fit for purpose. 

5. Red and Amber Operational Risks 

5.1 At the July Board Meeting the Board asked to see an extract of the red and 
amber risks from each of the strategic plan risk registers at their next meeting. 
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 This extract of risks is attached as Appendix 4. 
 
These risks were reviewed and noted by the Finance and Audit Committee at 
their 1 August 2019 meeting. Since that meeting one additional amber risk 
has been added from the Community Plan risk register. 

6. Future risk monitoring arrangements 

6.1 At their 1 August 2019 meeting the Finance and Audit Committee considered 
the question of what risks they and the Board should be reviewing. The 
balance was to ensure that risks were appropriately scrutinised and that 
duplication in what Board and Committee reviewed was minimised. 

 
The Finance and Audit Committee’s recommendation was for: 

 

• Board to review just the strategic risk register at each meeting; 

• Finance and Audit Committee to review the strategic risk register, the 
emerging risk register and the extract of all red and amber risks at 
each of their meetings; 

• Finance and Audit Committee to do deep dive reviews of particular risk 
areas as required. 

 

The Board is asked to agree to the Finance and Audit Committee’s 
recommendation for the future risk monitoring arrangements. 

7. Financial Implications 

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

8. Value for Money Implications 

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

9. HR Implications 

9.1 One of the aims of the risk management process is to ensure that any 
possible adverse impact on staff is assessed and mitigated as appropriate, be 
that from a chance happening or a business decision. 

10. Residents at the Heart Implications 

10.1 Any possible adverse impact on residents is one of the most important factors 
used to identify and score a risk. Resident considerations then form an integral 
part in designing the action plan to mitigate or manage the risk that has been 
identified. 

12. Legal, Health & Safety and Equality & Diversity Implications 
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12.1 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. 

13. Risk Management 

13.1 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. 

14. Appendix 

14.1 ▪ Appendix 1 – Impact Table 
▪ Appendix 2 – Likelihood Table 
▪ Appendix 3 – Strategic Risk Register 
▪ Appendix 4 – Extract of red and amber risks 
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Appendix 1 

Risk Impact Table 

 
Descriptor Minor Significant Serious Major 

 1 6 17 22 

SERVICE DELIVERY FAILURE Unavailability or significant impairment of: 

Priority Service for 1/2 day, or Single 

Customer Facing Service for up to 1 day, or 

Back Office Systems for up to 2 days. 

Unavailability or significant impairment of: Priority 

Service for 1 day, or Multiple Customer Facing Services 

1 day, or Single Customer Facing Service for up to 3 

days, or Back Office Systems for up to 3 days. 

Unavailability or significant impairment of: Priority Service for 2 

to 4 days, or Multiple Customer Facing Services for 2 to 5 days, 

or Single Customer Facing Service for up to 1 week, or Back 

Office Systems up to 1.5 weeks 

Unavailability or significant impairment of: Priority 

Service for in excess of 4 days, or Multiple 

Customer Facing Services for in excess of 5 days, or 

Single Customer Facing Service for over 1 week, or 

Back Office Systems for over 1.5 weeks 

 

 
Appetite ‐ heat map 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 
Possible 6 ‐ combined score 6 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 
Possible 6 ‐ combined score 36 

Rare 2 ‐ combined score 34 Rare 2 ‐ combined score 44 

Unlikely 4 ‐ combined score 68 

Possible 6 ‐ combined score 102 

Likely 10 ‐ combined score 170 

Almost certain 16 ‐ combined score 272 

Unlikely 4 ‐ combined score 88 

Possible 6 ‐ combined score 132 

Likely 10 ‐ combined score 220 

Almost certain 16 ‐ combined score 352 
Likely 10 ‐ combined score 10 

Almost certain 16 ‐ combined score 16 
Likely 10 ‐ combined score 60 

Almost certain 16 ‐ combined score 96 
     

Appetite ‐ likelihood rating Almost Certain ‐ 16 Likely ‐ 10 Unlikely ‐ 4 Rare ‐ 2 
     

STAFF WELFARE Minor injuries or stress with no workdays 

lost or minimal or no medical treatment. No 

impact on staff morale 

Injuries or stress level requiring some medical 

treatment, potentially 1 or 2 workdays lost. Potential 

impact on morale & performance of small number of 

individuals or a single team 

Injuries or stressful experience requiring medical treatment and 

up to 6 workdays lost. Major impact on morale & performance 

of several teams 

Life threatening or multiple serious injuries or 

worse injury, or prolonged work place stress. 

Severe impact on morale & service performance 

throughout most of the organisation 

 

 
Appetite ‐ heat map 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 

Possible 6 ‐ combined score 6 
Likely 10 ‐ combined score 10 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 

Possible 6 ‐ combined score 36 
Likely 10 ‐ combined score 60 

Rare 2 ‐ combined score 34 
Unlikely 4 ‐ combined score 68 

Rare 2 ‐ combined score 44 
Unlikely 4 ‐ combined score 88 

Possible 6 ‐ combined score 102 

Likely 10 ‐ combined score 170 

Almost certain 16 ‐ combined score 272 

Possible 6 ‐ combined score 132 

Likely 10 ‐ combined score 220 

Almost certain 16 ‐ combined score 352 Almost certain 16 ‐ combined score 16   Almost certain 16 ‐ combined score 96  
     

Appetite ‐ likelihood rating Almost Certain ‐ 16 Almost Certain ‐ 16 (see Note B.1) Possible ‐ 6 Rare ‐ 2 
     

COMPLIANCE BREACH Minor breach of internal procedures, no 

consequential loss but resulting in adverse 

audit report 

Minor external compliance breach with no financial 

sanction. Significant breaches of internal procedures 

resulting in a financial loss of up to £1,000, adverse 

audit finding 

Breach of external regulations with likelihood of financial cost 

up to £10,000 and/or other form of sanction. Or significant 

breaches of internal procedures resulting in financial loss of 

£1,001 to £10,000. 

Significant breach of external regulations requiring 

disclosure to regulatory body. Likelihood of 

financial cost in excess of £10,000 and/or other 

form of sanction. Or significant breaches of 

internal procedures resulting in financial loss in 

excess of £10,000 

 

 
Appetite ‐ heat map 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 
Possible 6 ‐ combined score 6 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 
Possible 6 ‐ combined score 36 

Rare 2 ‐ combined score 34 
Unlikely 4 ‐ combined score 68 

Rare 2 ‐ combined score 44 
Unlikely 4 ‐ combined score 88 

Possible 6 ‐ combined score 102 

Likely 10 ‐ combined score 170 

Almost certain 16 ‐ combined score 272 

Possible 6 ‐ combined score 132 

Likely 10 ‐ combined score 220 

Almost certain 16 ‐ combined score 352 

Likely 10 ‐ combined score 10 

Almost certain 16 ‐ combined score 16 

Likely 10 ‐ combined score 60 

Almost certain 16 ‐ combined score 96 

     

Appetite ‐ likelihood rating Almost Certain ‐ 16 Possible ‐ 6 Unlikely ‐ 4 Rare ‐ 2 
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REPUTATION DAMAGE Adverse comments amongst staff no 

external impact. Stakeholders not aware 

Adverse local press/public awareness, low level 

negative social media comment, stakeholder aware of 
issue 

Extended local press coverage, extensive negative social media, 

negative coverage in industry press, criticism from stakeholders 

Adverse national media coverage / public 

awareness, intervention by stakeholder 

 

 
Appetite ‐ heat map 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 

Possible 6 ‐ combined score 6 
Likely 10 ‐ combined score 10 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 

Possible 6 ‐ combined score 36 
Likely 10 ‐ combined score 60 

Rare 2 ‐ combined score 34 

Unlikely 4 ‐ combined score 68 

Possible 6 ‐ combined score 102 
Likely 10 ‐ combined score 170 

Rare 2 ‐ combined score 44 

Unlikely 4 ‐ combined score 88 

Possible 6 ‐ combined score 132 
Likely 10 ‐ combined score 220 

Almost certain 16 ‐ combined score 16 Almost certain 16 ‐ combined score 96 Almost certain 16 ‐ combined score 272 Almost certain 16 ‐ combined score 352 
     

Appetite ‐ likelihood rating Almost Certain ‐ 16 Likely ‐ 10 Likely ‐ 10 (see Notes B.2) Rare ‐ 2 
     

DIRECT FINANCIAL LOSS Between £0 and £5,000 Between £5,000 and £20,000 Between £20,000 and £50,000 In excess of £50,000 

Appetite ‐ likelihood rating:     

 

Appetite ‐ heat map 

Operations 

 

Normal 

Rare 2 ‐ combined score 2 
Unlikely 4 ‐ combined score 4 

Rare 2 ‐ combined score 12 
Unlikely 4 ‐ combined score 24 

Rare 2 ‐ combined score 34 

Unlikely 4 ‐ combined score 68 

Possible 6 ‐ combined score 102 

Likely 10 ‐ combined score 170 

Almost certain 16 ‐ combined score 272 

Rare 2 ‐ combined score 44 

Unlikely 4 ‐ combined score 88 

Possible 6 ‐ combined score 132 

Likely 10 ‐ combined score 220 

Almost certain 16 ‐ combined score 352 

Possible 6 ‐ combined score 6 

Likely 10 ‐ combined score 10 

Almost certain 16 ‐ combined score 16 

Possible 6 ‐ combined score 36 

Likely 10 ‐ combined score 60 

Almost certain 16 ‐ combined score 96 
     

Normal operations normal operations Likely ‐ 10 Possible ‐ 6 Rare ‐ 2 Rare ‐ 2 
     

 

 
Appetite ‐ heat map 

 

 
Trading 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 

Possible 6 ‐ combined score 6 
Likely 10 ‐ combined score 10 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 

Possible 6 ‐ combined score 36 
Likely 10 ‐ combined score 60 

Rare 2 ‐ combined score 34 

Unlikely 4 ‐ combined score 68 
Possible 6 ‐ combined score 102 

Rare 2 ‐ combined score 44 

Unlikely 4 ‐ combined score 88 
Possible 6 ‐ combined score 132 

Likely 10 ‐ combined score 170 
Almost certain 16 ‐ combined score 272 

Likely 10 ‐ combined score 220 
Almost certain 16 ‐ combined score 352 Almost certain 16 ‐ combined score 16 Almost certain 16 ‐ combined score 96 

     

Trading trading Almost Certain ‐ 16 Likely ‐ 10 Possible ‐ 6 Rare ‐ 2 
     

CUSTOMER AND PUBLIC WELFARE Minor nuisance or disturbance to small 

number of people for duration of up to 3 

days. No physical injuries. 

Persistent nuisance or disturbance to small number of 

people for in excess of 3 days, or short duration 

nuisance or disturbance to large number of people, or 

minor injury to a person requiring minimal or no 

medical treatment. 

Injuries or stress level requiring some medical treatment, of a 

severity that for an employed person could result in up to 3 

workdays lost, or minor injury to multiple people, or significant 

nuisance or disturbance to a large number of people for 2 to 3 

days 

Serious injuries or stressful experience requiring 

medical treatment and of a severity that for an 

employed person could result in more than 5 

workdays lost to one person, or injury requiring 

medical treatment to multiple people, or life 

threatening injury , or significant nuisance or 

disturbance to a large number of for in excess of 3 

days 

 

 
Appetite ‐ heat map 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 

Possible 6 ‐ combined score 6 
Likely 10 ‐ combined score 10 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 
Possible 6 ‐ combined score 36 

Rare 2 ‐ combined score 34 

Unlikely 4 ‐ combined score 68 
Possible 6 ‐ combined score 102 

Rare 2 ‐ combined score 44 

Unlikely 4 ‐ combined score 88 
Possible 6 ‐ combined score 132 

Likely 10 ‐ combined score 60 
Almost certain 16 ‐ combined score 96 

Likely 10 ‐ combined score 170 
Almost certain 16 ‐ combined score 272 

Likely 10 ‐ combined score 220 
Almost certain 16 ‐ combined score 352 Almost certain 16 ‐ combined score 16 

     

Appetite ‐ likelihood rating Likely ‐ 10 Possible ‐ 6 Rare ‐ 2 Rare ‐ 2 
     

BUSINESS OBJECTIVE / STRATEGY Little impact on the organisational strategy 

or on it achieving objectives 

Some impact on organisational strategy or on 

achieving objectives but this could be resolved within 

existing resources. 

Significant impact on the organisational strategic/critical 

objectives and would require additional resources to overcome 

Would require a significant change in 

organisational strategy/critical objectives 

 

 
Appetite ‐ heat map 

Rare 2 ‐ combined score 2 

Unlikely 4 ‐ combined score 4 
Possible 6 ‐ combined score 6 

Rare 2 ‐ combined score 12 

Unlikely 4 ‐ combined score 24 
Possible 6 ‐ combined score 36 

Rare 2 ‐ combined score 34 

Unlikely 4 ‐ combined score 68 
Possible 6 ‐ combined score 102 

Rare 2 ‐ combined score 44 

Unlikely 4 ‐ combined score 88 

Possible 6 ‐ combined score 132 
Likely 10 ‐ combined score 220 Likely 10 ‐ combined score 10 

Almost certain 16 ‐ combined score 16 
Likely 10 ‐ combined score 60 

Almost certain 16 ‐ combined score 96 

  Likely 10 ‐ combined score 170  

Almost certain 16 ‐ combined score 272 Almost certain 16 ‐ combined score 352 
     

Appetite ‐ likelihood rating Almost Certain ‐ 16 Almost Certain ‐ 16 Likely ‐ 10 Unlikely ‐ 4 
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Notes 

A. Impact descriptors 

 
A.1) Service Delivery Failure 

A priority service would be one that has significant and immediate impact of customers, for example the responsive repair service, or the Gateway Housing Options register. Customer Facing Services are ones used by customers such as the CBH website, 

payment taking systems, the contact centre and service desks at Greenstead Housing Office and the Library. The Capita Housing system is designated a customer facing system as its unavailability impairs many of the other elements of front line service 

delivery, not least repairs and the Contact Centre. The loss of use of let properties is not considered a Service Delivery Failure under these risk impact descriptors, it would be assessed under Customer and Public Welfare. Back Office Services are services 

used only by staff and do not directly or immediately affect customers, though prolonged loss of these services would start to impact on customer facing service delivery 

 
 

A.2) Staff Welfare 

This descriptor only considers the risks to staff delivering CBH services. This includes CBH employees, agency staff paid by CBH and staff employed by CBH's contractors whilst working on CBH's projects. Impact on the welfare of all other people is considered 

under the Customer and Public Welfare impact descriptor 

 
A.3) Compliance Breach 

This descriptor covers all forms of compliance breach in the broadest sense. Included under this would be a breach of CBH's own internal policies such as its Standing Financial Instructions or Contract Procedure Rules, failure to meet a statutory duty, for 

example the Homeless Act or safeguarding, failure to complete government returns, or failure to comply with tax or VAT legislation. This descriptor would include compliance breaches by CBH's contractors where CBH was also liable for any resulting 

penalties 

 
A.4) Reputation Damage 

This descriptor considers the impact on CBH's reputation arising as a consequence of an event. This could include impact on CBH's reputation from the actions of one of its contractors 

 

A.5) Direct Financial Loss 

This descriptor is used to assess financial loss arising from any event except for a compliance breach, where the Compliance Breach descriptor is used to assess the financial impact. The risk appetite rating gives two appetites: one for normal operations and 

one for trading, where it is recognised that the additional uncertainty inherent to trading activity requires a higher risk appetite. 

 
A.6) Customer and Public Welfare 

This descriptor is used to assess the impact on any person or groups affected by an event. The impact on CBH's tenants, leaseholders and other service users is considered here. It also covers members of the general public who have no dealings with CBH but 

may be affected by something CBH does or does not do. This could include, but is not limited to, people living adjacent to CBH managed properties. 
 

A.7) Strategic 

This descriptor recognises that there may be events which do not affect any of the other descriptors but nevertheless prevent CBH achieving a strategy or objective. This descriptor enables these risks to be assessed and managed. 

 

B. Appetite ‐Likelihood Rating 

B.1) 

The likelihood score reflects that some of the work undertaken by CBH staff, for example in carrying out responsive repairs, visiting construction sites and for Housing Officers meeting a wide variety of clients, has greater level of risk than exclusively office 

based work 
 

B.2) 

The appetite likelihood rating recognises that CBH sometimes have to take decisions that will lead to unfavourable press reaction. Past examples of this have been decisions taken about ASB cases 
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Appendix 2 

Likelihood Table 

 
Descriptor Score Frequency of event occurring Time Period 

Rare 2 Would only happen in very exceptional circumstances Less than once in 10 years 

Unlikely 4 Not expected to happen but definite potential exists - unlikely to occur. Once in 10 years 

Possible 6 
May occur occasionally, has happened before on occasions - reasonable chance of 
occurring. Once in 5 years 

Likely 10 Strong possibility that this could occur - could occur several times. Once in a year 

Almost certain 16 
This is expected to happen frequently / in most circumstances - more likely to occur 
than not. Once in 3 months 
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Appendix 3 

Colchester Borough Homes 

Strategic Risk Register 
 

 
A. Risks to CBH’s financial viability 

 
 
 
 

ref Risk and 
Risk Impact Descriptor 

Current Score Consequence Owner 

I L C 

 
1. 

Business Development Plan 
Develop a flexible resourcing strategy to ensure availability of key professional skills 

 

1c STRATEGIC RISK: Design Team 
high staff fixed cost making it 
likely that CBH would make a 
loss if net turnover reduces 

   If turnover net off specialist subcontractor fees falls CBH will make 
losses; 
Underutilised staff; 

HofCF 

 Financial loss 17 6 102   

  
Mitigation 

 
Progress 

 
Due by 

 Look for ways to redeploy Design team staff to 
capital program if underutilised with trading; 

  

 Ensure mix of staff meets requirements of 
future projects; 

HR are advising on how the existing market supplements can be best 
used to attract candidates for difficult to fill specialist roles. 

 

 Explore ways to find self-employed contract 
staff to cover peak demand 

A small number of freelancers have been identified, work continues 
to identify more suitable freelancers 

On going 
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 Continually forecast fee income for next 2 – 3 

years to identify if turnover will fall to level 
action would be required to address 
unrecovered costs 

Regular review of forecast by DMT and annual submission of 
business plan to BOP and Board 

On going 

 

ref Risk and 
Risk Impact Descriptor 

Current Score Consequence Owner 

I L C 

 
4 

Business Development Plan 
KPI £ net additional revenue / profit 

 

4a STRATEGIC RISK: Trading fails 
to generate planned amounts 
of additional revenue 

   Increased financial pressure on CBH; 
Potential to make losses if net revenue falls below cost of team; 
Funds not available to invest in developing the business and 
enhancing tenant homes and communities; 

BOP / DMT 

 Business objective / strategic 17 6 102   

 Direct financial loss 17 6 102   

  
Mitigation 

 
Progress 

 
Due by 

 5 year forecast updated annually; 5 Year Plan presented to BOP and F&A in June 2019 for comment, 
revised plan to be submitted to Board in September 2019 

Sept 19 

 Outturn forecast updated monthly; Reported to F&A and Board meetings, discussed at DMT On going 
 BOP; Review of trading performance regular agenda item On going 
 Relationship with CBC; Officers maintain close working relationship with CBC colleagues to 

get early notice of changes to CBC plans that may affect CBH 
On going 

 

ref Risk and 
Risk Impact Descriptor 

Current Score Consequence Owner 

I L C 

 

 
4 

 
VFM and Technology Plan 
Directing resources to where they are needed most 
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4b STRATEGIC RISK: Poor budget 

management or 
unavoidable/difficult to 
manage cost pressures 
require resources to be 
diverted from areas of need 

   Resources cannot be focused on areas of need as they have been 
consumed elsewhere; 
CBH makes a deficit; 

Director of 
Business 
Improvement 

 Business objective / strategy 17 10 170   

 Reputation 6 6 36   

  
Mitigation 

 
Progress 

 
Due by 

 DMT and F&A review of financial monitoring 
reports and forecast outturn; 

Regular reporting of results and forecast. New process in place to 
report on Design Team performance and trading projects cost and 
profitability 

On going 

 Control process for pay costs; Process in place to check any change that impacts on salary cost 
against budget or a funding source prior to its authorisation 

On going 

 Risk monitoring process; New risk management agreed by Board and being run out 
throughout CBH. Remaining risk registers for MTDP and Community 
plan to be developed 

Sept 2019 

 Finance meetings with Budget Holders; Regular meetings scheduled On going 
 Level of reserves allowing CBH to absorb in year 

deficit without requiring emergency funding 
from CBC 

Exercise to review level of reserves and recommend reserve policy 
to Board 

Sept 2019 

 

ref Risk and 
Risk Impact Descriptor 

Current Score Consequence Owner 

I L C 

 
2 

VFM and Technology Plan 
Using technology to work smarter 

 

2a STRATEGIC RISK: New 
technology does not have the 
necessary capabilities to 
enable improved productivity, 

   No gains from technology in terms of cost saving or improved 
services; 
Failure to meet Plan’s KPI of % of staff who feel productivity 
improved through technology 

Director of 
Business 
Improvement 
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ref Risk and 

Risk Impact Descriptor 
Current Score Consequence Owner 

I L C 
 lower costs or enhanced 

services 

     

 Business objective / strategic 17 4 68   

  
Mitigation 

 
Progress 

 
Due by 

 Technology plan; Plan developed Done 
 Replacement of housing management system; Project on schedule being monitored by its own project board; 

Replacement housing system is identified as the major IT contributor 
to performance improvement and efficiency 

Sept 2020 

 IT Strategy group to prioritise and approve IT 
investment and developments 

Group has prioritised the workplan for SharePoint and Housing 
Systems team for coming year 

Mar 2020 

 
 

B. Risk to Service Delivery 

 
ref Risk and 

Risk Impact Descriptor 
Current Score Consequence Owner 

I L C 

 
4 

Customer Plan 
AIM: Improve access to services 

 

4b STRATEGIC RISK: CBC/CBH has 
no working Housing 
Management System as 
existing system ceases to 
function before new Housing 
Management System is fully 
operational 

   Operating efficiency severely affected without a reliable housing 
system; 

Prolonged downtime if housing system not supported; 
Increased operating costs; Increased risks of poor service delivery and 
complaints. 

Aurora 
Project 
Board 

 Financial 6 4 24   

 Service delivery failure 17 4 68   
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Mitigation 
 

Progress 
 

Due by 

 Project to replace the Housing Management 
System underway. 

Aurora project proceeding, tenders been received and are 
being evaluated. 

Sept 2020 

 Current supplier has confirmed that housing 
system can be used after the De-Support date, 
but without any support. 

System issues over last year have been reviewed and this shows very 
limited support has been required from supplier. This provides 
comfort that running in an unsupported state is feasible. 

 

 

C. Risk to Staff and Public 

 
ref Risk and 

Risk Impact Descriptor 
Current Score Consequence Owner 

I L C 

 
6 

Customer Plan 
Trusted choice for local housing, property and community services 

 

6.1 STRATEGIC RISK: Health and 
safety risk to customers and 
public including unintentional 
breaches of legislation / best 
practice, exposure to 
hazardous substances, failure 
to maintain housing stock 
and public buildings to safe 
standard. 

   Death or injury to customers or public; 
Facilities being closed as unsafe; 
HSE penalties, legal penalties 

Director of 
Operation
s/Head of 
Repairs 
and 
Maintenan
ce 

 
H&S 
Manager 

 Compliance breach 6 4 24   

 Customer and public welfare 6 4 24   

  
Mitigation 

  
Progress 

 
Due by 

 Qualified H&S manager;  Position appointed to Done 
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 Qualified experience staff managing 

properties; 

  

 Assure H&S reporting/monitoring system; Develop use of system and new features Mar 20 
 H&S work plan; Report to Board 3 July 2019 meeting detailing H&S arrangements for 

coming year 

 

 H&S report to DMT;   

 Insurance. Renewal being agreed Aug 19 
 

ref Risk and 
Risk Impact Descriptor 

Current Score Consequence Owner 

I L C 

 
5 

People Plan 
Wellbeing 

 

5a STRATEGIC RISK: generic H&S 
risk to staff including breach or 
failure to address legislation, 
lone worker risks, abuse / 
assault risk from customers or 
others, accidents in offices or 
work sites / homes, exposure to 
harmful substances or objects, 
unsafe work places 

   Death or injury to staff 
HSE penalties, legal penalties 

Director of 
Operation
s/Head of 
Repairs and 
Maintenan
ce 

 
H&S 
Manager 

 Compliance breach 6 4 24   

 Staff welfare 6 4 24   

  
Mitigation 

  
Progress 

 
Due by 

 Qualified H&S manager;  Position appointed to Done 
 Assure H&S reporting/monitoring system; Develop use of system and new features Mar 20 
 H&S work plan;  Report to Board 3 July 2019 meeting detailing H&S arrangements for 

coming year 

 

 Lone worker system;    

 H&S report to DMT;    
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 Training and induction for all staff; In house training packages being developed; 

H&S Yammer page being developed 
Mar 20 

 H&S standing item at team meetings   

 Insurance. Renewal for 2019/20 has been completed. Done 
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Appendix 4 

Colchester Borough Homes 

Extract of Red and Amber Operational Risks 

 
Ref Risk and 

Risk Impact Descriptor 
Current Consequence Mitigation Owner 

I L C 

 
1. 

Business Development Plan 
Develop a flexible resourcing strategy to ensure availability of key professional skills 

 

1b RISK: Team lacks the particular 
professional skills or sufficient 
capacity in these skills to 
deliver projects or to bid for 
them 

   Increased requirement to outsource 
elements of project, resulting in 
higher cost and loss of profit; 
Failure to complete projects or time 
overruns; 
Unable to compete for some projects; 

Current critical issue in filling 
certain roles, requiring additional 
outsourcing to enable projects to 
be completed, protecting CBH’s 
relationship with CBC. 
Using different employment 
agencies; 
Market supplements and review of 
pay grading; 
Use of freelance workers as least 
cost outsourcing 

Director 
of 
Business 
Improve
ment/H
ead of 
Design 
and 
Constru
ction 
Manage
ment 

 Business objective / strategic 17 16 272    

 Reputation damage 1 4 4    

 
2 

Business Development Plan 
Develop product offering, pricing strategy and market appraisal & develop marketing and sales capacity 
Board has agreed new strategy focussed on working for CBC instead of looking to develop external business. This new strategy 
makes these actions on developing marketing and sales capacity unnecessary 

 

2a RISK: Bid for project incorrectly 
assesses costs 

   Bid is unsuccessful if cost significantly 
overestimated; 
CBH makes a loss if costs significantly 
underestimated in bid; 

Formal process to check and 
approve fee bids; 
Monthly reporting on performance 
against each project and on Design 

Director 
of 
Business 
Improve
ment/H
ead of 
Design 
and 
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Constru
ction 
Manage
ment 
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      Team cost recovery being 

established; 

 

 Direct financial loss 17 2 34    

 
1. 

Leadership Plan 
AIM: To develop high quality leadership and management 

 

1a RISK: Board leadership of 
CBH becomes ineffective or 
not developed 

   Lack of strategic direction; 
Bad decision making leading to 
waste of resources; 
Poor governance; failure to approve 
statutory accounts; 
Poor reputation. 

Board effectiveness review and 
resulting action plan 
Succession planning for key board 
posts 
Board member appraisals 
Clearly defined roles and 
responsibilities 
Targeting recruitment of independent 
board members to fill skills gaps 
Effective board governance 
arrangements 
External auditor providing comfort that 
Board can approve accounts after F&A 
review 

Chair / 
CEO 

 Business objective 17 4 68    

 Direct financial loss 6 2 12    

 Compliance breach 17 2 34    

 Reputation damage 6 2 12    

        

 
2 

People Plan 
Resourcing the Organisation 

 

2b RISK: Management 
restructure leads to breach of 
employment legislation and / 
or employee legal challenge 

   Employment tribunal 
Damage to staff morale 
Drain on management time and 
financial cost 

Qualified HR team advising on 
restructure; 
Following ACAS code of practice 
and employment legislation; 

Head of 
HR & 
Governan
ce 
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      Consultation with affected staff 

and unions. 

 

 reputation 6 2 12    

 Staff welfare 6 2 12    

 financial 17 2 34    

        

 
3 

People Plan 
Skill development 

 

3a RISK: Poor level of IT skills in 
some staff adversely impact 
on adopting new technology 
to improve performance 

   Staff unable to use Office 365 and 
SharePoint effectively, or are slow 
to adopt these technologies 
Benefits from new technology not 
realised 

Links to VFM and Technology 
Plan 
e-learning modules; 
classroom training courses; 
“share and learn”; 
Head of ICT and Business 
Improvement to coordinate 
training needs with HR. 

Head of 
HR & 
Governan
ce 

 Business objective / strategic 17 16 272    

        

 
2 

VFM and Technology Plan 
Using technology to work smarter 

 

2b RISK: Staff are not able or 
willing to use new technology 
to generate improvement in 
productivity and lower costs 
or enhance services 

   No gains from technology in terms 
of cost saving or improved services; 
Failure to meet Plan’s KPI of % of 
staff who feel productivity 
improved through technology 

Link to People Plan 
Staff training both formal 
classroom/online sessions and 
informally “at desk”; 
Guides on optimum way to work; 
Team leader / manager support 
to ensure technology is adopted; 

Head of HR 
and 
Governanc
e/Director 
of Business 
Improvem
ent 

 Business objective / strategic 17 16 272    

        

 
5 

VFM and Technology Plan 
Ensuring processes are efficient 
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5a RISK: inefficient processes are 
not identified or improved 

   Poor VFM; 
savings targets not achieved; 
cashable savings not achieved 

Programme of service reviews; 
CBH in-house internal audits; 
Learning from complaints, 
customer insight and operational 
data; 
Review of balanced scorecards; 
Savings targets set for 
departments; 
Project Aurora comprehensive 
review of working processes and 
control mechanisms 

DMT 

 Business objective / strategy 17 10 170    

        

 
6 

 
Supporting a culture of high performance and continuous improvement 

 

6a RISK: VFM culture not 
developed 

   Poor VFM; 
No significant progress in improving 
performance; 

Induction process. 
PADs process 
Reporting progress against VFM 
and Technology plan to DMT and 
Board; 
DMT / SMT review of balanced 
scorecards 

DMT 

 Business objective / strategy 17 10 170    

        

 
7 

VFM and Technology Plan 
Cost per property for housing management and repairs KPI 

 

7a. RISK: Poor procurement or 
management of contracts and 
SLAs not delivering VFM 

   Poor VFM 
Poor performance, missed KPIs 
Increased management time 

Contract and SLA monitoring 
meetings; 
Using CBC Procurement Team 
and Legal advice when letting 
contracts 

 DMT 
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 Business objective / strategy 17 16 272    

 Reputational 6 16 96    

        

 
4 

Community Plan 
Working more effectively with partners 

 

4c RISK: GDPR breach through 
information sharing with 
partner agencies 

   ICO action or penalties; 
Bad publicity 

Staff GDPR training; 
Information sharing protocols; 

Director of 
Operations 

 compliance 17 4 68    

 reputation 6 6 36    
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REPORT TO COLCHESTER BOROUGH HOMES BOARD 

 
 

DATE: 9 September 2019 
 

TIME: 5.30 pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 

SUBJECT: 

11. 
 

Equality and Safeguarding Annual Report 

REPORT BY: Andrew Harley, 
Business Partner: Equality and Safeguarding 

 

 03300 538086 
 andrew.harley@cbhomes.org.uk 

 
This report is for INFORMATION 
The Safeguarding Policy (Appendix A) is for DECISION 

 

 
1. Decision Required 

1.1 Board is asked to approve the fully reviewed and updated Safeguarding 
 Policy (included in Appendix A.) 

2. Purpose of Report 

2.1 • To detail how CBH is meeting (a) The Public Sector Equality Duty 
and (b) its legal duties around Safeguarding. 

• To detail CBH’s progress over the past year and focus over the next. 

3. Background & Content 

3.1 On 12 September 2018, Board reviewed both the ‘Annual Equality 
and Diversity Report’ and the ‘Annual Safeguarding Report’. 

3.2 In 2019, a single Equality and Safeguarding Report is being submitted here. 
This is because: 

 
• These areas are interrelated and mutually supportive: Safeguarding 

vulnerable groups can help to advance equality of opportunity in the 
same way that the equality agenda can help protect children and adults 
from abuse and neglect. 

 
 
 

 

mailto:andrew.harley@cbhomes.org.uk
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 • These areas are underpinned by statutory “due regard” duties derived 
from the Children Act 2004 and the Equality Act 2010. They each 
involve the principle of proportionality as well as the identification and 
mitigation of risk. 

• There has been an increased internal operational focus in considering 
these areas together since the new role of ‘Business Partner: Equality 
and Safeguarding’ was established in September 2018. The Business 
Partner model recognises the fact that each of these areas strengthen 
and support CBH’s core business. 

4. How CBH meets its Statutory Duties 

4.1 Through its relationship with Colchester Borough Council, Colchester Borough 
 Homes is subject to the Public Sector Equality Duty. This includes the 
 ‘general duty’ and the ‘specific duties’. 

4.2 Under the general duty’’, a public authority must, in the exercise of its 
 functions, have due regard to the need to: 

 
• eliminate discrimination, harassment, victimisation and any other 

 conduct that is prohibited by or under the Act; 
 • advance equality of opportunity between persons who share a relevant 
 protected characteristic and persons who do not share it; 
 • foster good relations between persons who share a relevant protected 
 characteristic and persons who do not share it. 

4.3 CBH’s overall approach is to seek to integrate equality into its day-to-day 
 business, as required by guidance. We do this in the following ways: 

 
• Policies and procedures are in place to protect customers and staff 

 from discrimination, harassment and victimisation. 
 • Our Equality Focus Group meets quarterly to review progress and 
 cascade best practice. 
 • Services are designed to help ensure that we meet the needs of all our 
 customers. We try to be as flexible as possible in responding to 
 individual circumstances, and we ensure that ‘reasonable adjustments’ 
 are made to eliminate discrimination and advance equality of 
 opportunity. 
 • We conduct Equality Impact Assessments on our key policies, 
 services, strategies and decisions. There is no statutory requirement to 
 do this, but we believe that such an approach is invaluable in ensuring 
 that possible impacts upon groups within the ‘protected characteristics’ 
 are consciously and systematically considered and evidenced, and that 
 any negative impacts are effectively mitigated. 
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 • We are committed to resourcing specialist face-to-face training for key 
front-line staff, and also to exploiting the increased efficiencies offered 
by e-learning. 

4.4 The following information published on this section of the CBH website 
provides evidence of how we are meeting the general duty: 

 

• CBH’s published Equality Statement 

• 39 published and up-to-date equality impact assessments 

• Published Equality Information – including data and equality analysis 

• Our commitment to Resident Engagement 

4.5 Under the Equality Act 2010 (Specific Duties) Regulations 2011, CBH is 
required to: (a) publish information to demonstrate its compliance with the 
Equality Duty; and (b) set equality objectives at least every four 
years. Equality Information needs to be published annually by 31 January and 
must include “information relating to persons who share a particular protected 
characteristic who are… its employees (and) other persons affected by its 
policies and practices.” In January 2019, CBH published Equality Information 
on this page of the website. It includes equality analysis of data by protected 
characteristic in regard to: (a) staff; (b) tenants and leaseholders; and (c) 
housing applicants. 

4.6 On 27 February, Board approved CBH’s new Equality Objectives: 

• Equality of Access   

• Equality of Opportunity  

 

Whilst the first objective is more externally focused (towards customers), the 
second is more internally focused (towards staff). A new monitoring 
framework was approved by Board in February 2019. See 5.2 (below). 

4.7 CBH is subject to certain safeguarding duties by virtue of its relationship with 
Colchester Borough Council: 

 

• Under section 11 of the Children Act 2004, local authorities “must make 
arrangements for ensuring (that)…their functions are discharged 
having regard to the need to safeguard and promote the welfare of 
children.” 

• Similarly, CBC (including CBH) must work with Essex County Council 
to discharge its duty under the Care Act 2014 to co-ordinate action to 
support an adult who (a) has needs for care and support… (b) is 
experiencing, or is at risk of, abuse or neglect, and (c) as a result of 
those needs is unable to protect himself or herself against the abuse or 
neglect or the risk of it. 

 
 
 
 

 

https://cbhomes.org.uk/about-us/equality-and-diversity/
https://cbhomes.org.uk/your-neighbourhood/residents-engagement-groups/
http://www.legislation.gov.uk/uksi/2011/2260/contents/made
https://cbhomes.org.uk/about-us/equality-and-diversity/
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4.8 The Essex Safeguarding Children Board (ESCB) and Essex Safeguarding 
Adults Board (ESAB) co-ordinate safeguarding activity and CBH is subject to 
agreed SET Procedures (covering Southend Essex and Thurrock) which are 
integrated into its Safeguarding Policy. 

4.9 CBH helps to safeguard and promote the welfare of children and ‘adults with 
needs for care and support’ by referring concerns around abuse or neglect to 
Essex County Council’s Children and Family Team and Adult Social Care 
Team. 

• Over the relevant period (July 2018 – end June 2019), CBH has made 
5 child referrals and 22 adult referrals. (This data excludes statutory 
risk of homeliness referrals.) Cases have related to mental health 
issues (including dementia) in 8 cases, and suicidal ideation in 2 cases. 
The customer has had a learning disability in 4 cases. 

4.10 A secure record of referrals is retained on SharePoint, which is reviewed 
regularly by DMT and by the Designated Safeguarding Officers Group. This 
group meets quarterly and contains representatives from each service area. 
The group is a key internal forum whose role includes reviewing referrals and 
sharing best practice. 

4.11 Partnership working remains key to meeting our safeguarding duties: CBH 
attends the Community Safety Partnership (which has responsibilities under 
Section 9 of the Domestic Violence, Crime and Victims Act 2004) as well as 
the Safeguarding Leads Network and NE Essex Children’s Partnership 
meetings. CBH also acts as the housing representative in the region at the 
Strategic Hate Crime Prevention Partnership. 

4.12 CBH continues to provide advice and support around domestic abuse, which 
includes delivering home security improvements through the Sanctuary 
Scheme. Referrals are accepted from Essex Police, MARAC (Multi Agency 
Risk Assessment Conference), and Next Chapter, as well as direct from CBH 
tenants and private residents. 

 • During the period between July 2018 to the end of June 2019, 76 
individuals have been supported by CBH. Of these, 39 cases involved 
support through the Sanctuary Scheme. These included 12 CBH 
tenants, 19 RSL (Registered Social Landlord) tenants, 5 tenants of 
private housing and 3 owner-occupiers. 

4.13 CBH is committed to a programme of face to face safeguarding training for 
staff with key safeguarding roles and for front-line staff. This has included 
external Designated Safeguarding Officer training (March 2019), internal 
Designated Safeguarding Officer training (July 2019), external Level 2 
(Advanced) Safeguarding Training for front line staff (November 2018) and 
Safeguarding training for Severe Weather Emergency Provision bank workers 
and volunteers (January 2019). 
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5. Recent Improvements (2018-19) 

5.1 A new Equality and Diversity e-learning programme has been developed and 
launched in July 2019. It is CBH specific and contains key equality data. A 
course for staff with management responsibilities is included as well as an 
alternative for all other staff. 

5.2 New Equality Objectives have been set in 2019 whose operational actions in 
support are monitored through the strategic plan and its five key Delivery 
Plans. More detail on the Equality Objectives and the monitoring framework is 
available in the Specific Duties Board Report of 27 February 2019. This 
approach was agreed in order to ensure that: 

 
• CBH integrates equality into its day-to-day business; 

• equality is not treated as a “bolt-on” to its core strategy or approach 

• there is no duplication between different strategic and monitoring 
frameworks 

5.3 In 2019, CBH signed up to the Essex Faith Covenant. This provides a 
framework through which CBH can work with partners to help strengthen 
community cohesion and tackle isolation and loneliness. It is intended that this 
work will help to advance equality of opportunity for customers on the basis of 
religion and belief and race/ ethnicity. 

5.4 A new Policy List accessible to all staff has been placed onto SharePoint 
 which incorporates within it key information on equality impact. This means 
 that officers can see whether an EqIA is required, whether it is published and 
 when it is due for review. 

5.5 A review of the use of translation and interpreting services was carried out in 
 the autumn of 2018, and CBH is now using AA Global for face-to-face, 
 professional text and instant telephone interpreting. 

5.6 In recognition of the breadth of the safeguarding agenda, a new document 
 available to all staff has been placed on SharePoint: Safeguarding & 
 Supporting Vulnerable Customers. This document brings together updated 
 core safeguarding procedures as well as information and procedures around 
 disability (including information on adaptations and mental health support), 
 financial inclusion, suicide awareness, learning disability and dementia 
 (including capacity issues). In this way this practical initiative links equality 
 with safeguarding, illustrating the benefits of a combined and integrated 
 approach whilst supporting CBH’s core business. 

5.7 A new system of recording and monitoring referrals has been developed on 
 SharePoint consistent with data protection requirements. All staff are able 

http://www.essexfuture.org.uk/communities/faith-network/


118 
 

 (and required) to log referrals with key information although review access (to 
 all referrals) is limited to Designated Officers and senior staff only. 

5.8 A new suite of rent letter templates has been developed in plain English with 
 graphics. This will advance inclusion by helping tenants of all abilities to 
 access early support to prevent debt accumulation and to sustain tenancies. 

5.9 The Arrears Process was amended in July 2019 to bring forward to warrant 
 request stage the point at which Housing Solutions is emailed regarding risk 
 of homelessness. This will help CBH to better safeguard and promote the 
 welfare of children. 

5.10 Reviews of CBH’s approach to the Government’s PREVENT counter- 
 terrorism initiative and to Modern Slavery have been completed over the 
 period 2018-19 which are reflected within the updated Safeguarding Policy. 

6. Looking Forward (2019-20) 

6.1 CBH will develop further its suite of e-learning courses to include: 

 
• Safeguarding Children and Adults - for all staff. 

• Suicide Awareness – for front line staff 

• Modern Slavery & Human Trafficking Awareness – for front line staff 

• PREVENT Awareness – for front line staff 

• Unconscious Bias – for interview panels 

6.2 CBH will develop a Suicide Protocol to help front line staff identify and 
safeguard customers at risk. 

6.3 Relevant Equality and Diversity data will be incorporated into key Dashboards 
to help inform the decision-making process. 

6.4 A decision will be made on whether to go for full assessment and 
accreditation in respect of the LGA’s Social Housing Equality Framework 
(SHEF). 

7. Risk Management 

7.1 CBH needs to ensure that it is fully complying with the Equality Act 2010 and 
 with its safeguarding duties. As an employer and provider of public services, 
 Colchester Borough Homes may face legal challenges from individuals who 
 have been discriminated against because of discriminatory practices, however 
 unintended. 

7.2 This report demonstrates how CBH effectively manages such risks and 
 continues to be compliant in meeting its legal duties in full. 
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8. HR Implications 

8.1 CBH’s statutory responsibilities extend to how it treats and manages its 
employees. It must continue to take full account of the Equality Act 2010, in 
particular, by having “due regard” to the need to eliminate unlawful 
discrimination, harassment and victimisation. 

9. Legal Implications 

9.1 Legal implications have been considered within the Risk Management section 
(above). 

10. Financial Implications 

10.1 Financial implications have also been considered within the Risk 
Management section (above). 

11. Value for Money 

11.1 CBH recognises that both equality and safeguarding legislation are 
underpinned by the principle of proportionality. This is best achieved through 
a mainstreamed approach to integrating both equality and safeguarding into 
the day-to-day business of the organisation. This helps to support its core 
business and helps to achieve “value for money”. 

12. Health & Safety Implications 

12.1 There are no specific considerations around Health and Safety as opposed to 
wider safeguarding considerations which have been full considered within this 
report. 

13. Equality & Diversity Implications 

13.1 Much of this report has been focused on equality and diversity. 

14. Residents at the Heart 

14.1 The mainstreamed and integrated approach of CBH towards equality and 
diversity, and safeguarding, helps the organisation to meet customers’ 
individual needs and, in doing so, places residents ‘at the heart’ of what we. 
This approach is also reflected in our commitment to extensive training, 
particularly for front-line staff. 
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15. Decision Required 

15.1 Board is asked to approve the fully reviewed and updated CBH Safeguarding 
Policy (Appendix A). 

16. Appendices 

16.1 The following documents are appended to this report: 
 

A. Safeguarding Policy (Version 3) 
B. Safeguarding Policy Equality Impact Assessment 
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Safeguarding Policy 
 
 
 
 
 
 
 
 
 
 

Author: 
 

Andrew Harley - Business Partner: Equality & Safeguarding 
 
 
 
 
 

Version 3 

September 2019 
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1. Introduction and Purpose 

Children, and ‘adults with needs for care and support, have the right to be 
protected from being hurt or mistreated irrespective of age, race, religion, 
disability, gender identity, sex or sexual orientation. 

 

Colchester Borough Homes is committed to working with board members, 
employees, contractors and others to ensure that it plays its full part in 
safeguarding and promoting the welfare of child and ‘adults with needs for care 
and support’. 

 
The purpose of the policy is to help Colchester Borough Homes meet its legal 
and moral obligations to safeguard and promote the welfare of children and 
‘adults with needs for care and support’. Colchester Borough Homes performs 
various functions and delivers a range of services. This Policy aims to ensure 
that all of its activities take place within this context. 

 
2. Policy Statement 

Colchester Borough Homes is committed to supporting and working in 
partnership with Colchester Borough Council and other partner agencies to 
ensure that children and ‘adults with needs for care and support’ are safeguarded 
when accessing services we provide. We will promote their welfare by: 

 

• Respecting the rights, wishes, feelings and privacy of children and adults 

• Ensuring that all staff understand the different forms abuse can take and 
how to identify them 

• Responding appropriately and promptly to concerns reported 

• Ensuring that employees understand the Safeguarding Policy 

• Ensuring that employees know how to record and report safeguarding 
concerns, incidents or allegations 

• Ensuring that contracted/commissioned and grant-funded services have 
safeguarding policies and procedures consistent with Colchester Borough 
Homes’ commitment to the protection of children and adults. 

• Ensuring that training appropriate to the level of involvement with children 
and ‘adults with needs for care and support’ is available for all employees. 

• Responding to any allegations appropriately and implementing the 
disciplinary and appeals procedures. 

• Ensuring that all board members and employees adhere to all appropriate 
safe working practices when working with children and ‘adults with needs 
for care and support’. 

• Ensuring that unsuitable people are prevented from working with children 
and ‘adults with needs for care and support’ through adherence to safer 
recruitment practice. 

• Encouraging safeguarding best practice. 
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3. Definitions 
 

A “child” refers to the legal definition in UK law being anyone under the age of 18 
years. An “adult with needs for care and support” largely replaces the pre-Care 
Act 2014 term ‘vulnerable adult’. This reflects the local authority’s safeguarding 
duties that apply in relation to an adult who: 
(a) has needs for care and support (whether or not the authority is meeting any of 
those needs), 
(b) is experiencing, or is at risk of, abuse or neglect, and. 
(c) as a result of those needs is unable to protect himself or herself against the 
abuse or neglect or the risk of it. 

 

4. Role of the Essex Safeguarding Boards 

Essex Safeguarding Children’s Board (ESCB) and Essex Safeguarding Adults 
Board (ESAB) are multi-agency forums that bring together local agencies to 
safeguard and promote the welfare of children and ‘adults with needs for care 
and support’ respectively. Colchester Borough Homes is committed to 
maintaining an effective working relationship with both the ESCB and the ESAB. 

 

5. Safeguarding Responsibilities 

Whilst safeguarding is everyone’s responsibility, there are a number of specific 
safeguarding roles that individuals hold within Colchester Borough Homes. The 
following is a guide to these roles: 

 

• The Board – Responsibility for ensuring that the company has a 
Safeguarding Policy in place and adheres to it 

• Chief Executive – Overall accountability regarding safeguarding 

• Delegated Safeguarding Lead – Senior Officer providing a strategic lead 
on safeguarding within Colchester Borough Homes. This is currently the 
Director of Operations. 

• Operational Lead – Senior Officer with overall operational responsibility 
for safeguarding within Colchester Borough Homes. This is currently the 
Head of Housing Management. 

• Head of HR – Senior officer who is the principal point of contact for all 
safeguarding issues relating to staff and helps to ensure safe recruitment 
and working practices. 

• Business Partner (Equality & Safeguarding) – Officer who works with 
the operational and strategic leads (above) to ensure the effective 
implementation of the Safeguarding Policy. 

• Designated Safeguarding Officers – Officers across services who 
support front line staff in identifying abuse and neglect and following 
correct procedures. Officers attend a quarterly group which reviews 
referrals, identifies training needs and cascades good practice. 

http://www.escb.co.uk/
http://www.essexsab.org.uk/
http://www.essexsab.org.uk/
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• Managers - Carry out the correct safeguarding induction process for all 
new staff including booking the appropriate training; Ensure that all staff 
within their remit are made aware of this policy and have the appropriate 
ongoing training. 

• All employees - Adhere to best practice, participate in relevant training 
and report any disclosure, concern, incident or allegation as required by 
the procedures, and as supported by the Designated Safeguarding Officer 
group. 

• Outside organisations/ Contractors – When delivering services on 
behalf of Colchester Borough Homes, outside organisations including 
contractors must comply with Colchester Borough Homes' Safeguarding 
Policy and, where relevant, have their own policy and procedures in place. 

 

6. Lines of Accountability for Safeguarding 
 

Overall accountability 

Delegated Lead Officer 
Director of Operations 

Operational Safeguarding 
Lead 

Head of Housing Management 

Directors and Heads of 
Service 

Reporting to Delegated Lead 
Officer. 

Designated Officers 
(See Appendix 1) 

Including ‘Business Partner -Equality & 
Safeguarding’ 

Managers 
Reporting to relevant Head of 

Service 
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7. Recognising Potential Abuse 
 

Even though many board members, employees and contractors have limited 
contact with children or ‘adults with needs for care and support’ as part of their 
duties and responsibilities for Colchester Borough Homes, everyone should be 
aware of the potential indicators of abuse and be clear about what to do if they 
have concerns. There are ten main types of abuse: Physical; Psychological or 
Emotional; Sexual; Neglect; Self-neglect; Organisational; Discriminatory; Material 
or Financial; Modern Slavery; and Domestic Abuse. It is not the responsibility of 
any board member, employee or contractor to determine whether abuse is taking 
place. Concerns, incidents or allegations must be reported. The role of the board 
member or employee is to refer the case to the appropriate person, not to 
investigate or make a judgement. 

 

8. Responding to a Concern about Abuse or Neglect 
 

In an Emergency 
 

Where a member of staff is concerned about the person’s immediate safety (s)he 
should: 

• Call the Police on 999 

• Call an Ambulance on 999 if the person needs urgent medical assistance. 

 

Regarding a Child 
 

At risk of significant harm – The member of staff should call the Children and 

Families Hub on 0345 603 7627 and request the Priority Line. If out of office 

hours, the Emergency Duty Service should be called on 0345 606 1212. (S)he 

should also access the ECC Request for Support portal here and go to the 

section ‘Submitting the Request for Support Form (Essex)’; then ‘Click here to fill 

in the online request for support form’. The officer will then need to complete the 

form selecting the option: “written confirmation of a verbal safeguarding referral”. 

Where a child is at risk of significant harm, consent is not required to raise an 

alert although it should still be sought (unless this could place the child in greater 

danger). The officer should always keep a record of the details of consent 

sought, including whether it was given or refused. Consent can be verbal. For a 

child under 16 this must be given by a parent/ guardian; a child/ young person of 

16 or over CAN give consent him/herself. 

Not considered to be at risk of significant harm – In this case, the member of staff 

does not need to telephone but should access the ECC Request for Support 

portal here in order to complete a request for support online. In this case, 

consent is always required to give the personal information necessary to 

complete a request for support. 

https://www.essexeffectivesupport.org.uk/request-support/
https://www.essexeffectivesupport.org.uk/request-support/
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Regarding an ‘adult with needs for care and support’ 

At risk of significant harm - The member of staff should call 0345 603 7630 (Adult 

Social Care) to raise an alert. The emergency duty out-of-hours service can be 

contacted on 0300 123 0778. A formal referral should also be made by 

completing the latest (2019) version of the SETSAF form on this page of the 

ESAB website. It should then be emailed to Socialcaredirect@essex.gov.uk with 

a copy to the Designated Safeguarding Officer for the relevant service area and a 

copy to the Business Partner: Equality and Safeguarding. 

Not considered to be at risk of significant harm – In this case a telephone alert is 

not necessary. However, the SETSAF should be completed and emailed as 

above. 

The adult’s consent should be sought before sharing personal information 

unless this could place the adult at risk of significant harm. If an officer is unsure 

about whether (s)he is entitled to share information without the person’s consent, 

(s)he should discuss with a Designated Officer and/or call Adult Social Care on 

the number above and ask for the ‘Consultation Line’. Expert advice can be given 

on whether CBH is entitled to share personal information before information is 

shared. 

9. Record Keeping 

Staff who contact Social Care, Essex Police or another agency because of a 
safeguarding concern must make a central record on SharePoint here in order to 
help CBH record and monitor referrals. Further information on this process is 
available on the CBH document: Safeguarding & Support for Vulnerable 
Customers. 

 

10. When a member of staff or volunteer is implicated in abuse 
 

If the conduct of a member of staff or volunteer is implicated in the abuse of a 
child or ‘adult with needs for care and support’, details should be passed to the 
Head of HR or to either the Strategic or Operational Safeguarding Leads. (See 
Appendix 1 in this document on current roles.) 

 
The Head of HR should telephone the LADO (Local Authority Designated Officer) 
on 03330 139 797 (regarding a concern about a child) or 0845 603 7634 (in the 
case of concern about an ‘adult with needs for care and support’). The member 
of staff may be suspended from all duties or relevant duties with immediate effect 
pending investigations. These allegations could potentially result in any of the 
following types of investigation: Criminal; Child protection; and Disciplinary or 
misconduct. 

http://www.essexsab.org.uk/professionals/reporting-concerns-setsaf-forms/
mailto:Socialcaredirect@essex.gov.uk
mailto:andrew.harley@cbhomes.org.uk
https://colchbh.sharepoint.com/sites/fnc/EqSfgd/Lists/ReferLst
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Where a concern arises outside of normal office hours, information should be 
shared with the most senior officer available who will take the necessary action to 
safeguard the child or adult. 

 

11. Essex Effective Support and ‘Early Help’ 
 

CBH recognises that safeguarding children is not only about preventing abuse 
and neglect: It is also about promoting children’s health and development in 
order to help provide optimum life chances. Providing effective support to help 
find solutions at an early stage can prevent problems escalating. 

 
The ESCB provides comprehensive information about effective support and 
‘Early Help’ on its website here. It includes the conceptual model and 
“windscreen” reproduced below as a way of developing a shared understanding 
and approach across all services and partnerships in Essex. 

 
 
 
 

https://www.essexeffectivesupport.org.uk/
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1.UNIVERSAL - Services are delivered to all 
children and include maternity services and school 
nursing 

 
‘EARLY 
HELP’ 
(SUPPORT) 2. ADDITIONAL - Needs are usually met by schools 

or Family Hubs organising support with local 
partners through a SEN Support Plan or Early Help 
Plan. 

3. INTENSIVE - Needs are met by a co-ordinated, 
Multi-disciplinary approach through either an Early 
Help Plan or a Shared Family Assessment. Family 
Solutions is an example of an intensive service. 

4. SPECIALIST – Services meet a child’s significant 
needs where statutory and/or specialist intervention 
is required to keep them safe. Children’s Social 
Care is an example of a specialist service. 

 

CHILD 
PROTECTION 

 

Any member of staff can help a child access ‘Early Help’ (support) by completing 
and submitting the ‘Request for Support Form’ on the ESCB portal here. Consent 
is always required, either from the child (if 16 or over) or otherwise from the 
parent/ legal guardian. 

 

12. Consent 
 

Consent is not required to breach confidentiality and make a safeguarding 
referral where: 

 

• a serious crime has been committed 

• the alleged perpetrator may go on to abuse others 

• the child or ‘adult with needs for care and support’ is deemed to be at 
serious risk of harm 

• there is a statutory requirement 

• the public interest overrides the interest of the individual 

• a member of staff or volunteer is the person accused of abuse 

 

13. Confidentiality and Data Protection 
 

Information about abuse or neglect is highly confidential and may only be shared 
internally with the member of staff’s line manager, a Designated Officer or with 
the strategic or operational safeguarding leads. Information should be shared 
with Essex Social Care and//or Essex Police where a referral is required. 

 
All copies of safeguarding referrals to Essex Social Care should be kept in a 
secure area of SharePoint. This information will be retained in accordance with 
agreed retention periods subject to requirements of relevant legislation including 

https://www.essex.gov.uk/Publications/Documents/Family_Service_Information_for_Famalies.pdf
https://www.essex.gov.uk/Publications/Documents/Family_Service_Information_for_Famalies.pdf
https://www.essex.gov.uk/Publications/Documents/Family_Service_Information_for_Famalies.pdf
https://www.essexeffectivesupport.org.uk/request-support/
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the GDPR (General Data Protection Regulations). No other copies of referrals 
should be held. Information and data around safeguarding is likely to fall within 
the GDPR definition of sensitive data. Reference should be made to CBH’s Data 
Protection Policy. 

 

14. Use of Contractors 
 

Colchester Borough Homes works with CBC contractors in order to deliver 
services and to maintain and improve housing stock. Any contractor/ sub- 
contractor must adhere to the same safeguarding standards as CBC/CBH. Staff 
of contractors/ sub-contractors should share concerns about abuse or neglect 
with a CBH (or CBC) Designated Officer.so that appropriate action can be taken. 
Where contractors raise concerns with Essex Social Care in accordance with 
their own safeguarding policy and procedures, they should make a Designated 
Officer aware. 

 

15. Child Sexual Exploitation (CSE) 
 

CSE takes places where the child (or a third person or persons) receives 
‘something’ (for example, food, accommodation, drugs, alcohol, cigarettes, 
affection, gifts or money) as a result of performing, and or others performing on 
them, sexual activities. It can occur through the use of technology without any 
immediate payment or gain. In all cases, those exploiting the child/young person 
have power over them by virtue of their age, gender, intellect, physical strength 
and /or economic or other resources. 

The UN Convention on the Rights of the Child, article 34 states 'governments 
must protect children from sexual abuse and exploitation'. Section 11 of the 
Children Act 2004 places a duty on key organisations to ensure that they work 
together to improve the wellbeing of children. There are six main ‘models’ of 
CSE: 

• Inappropriate Relationship Model 

• Organised / Network & Trafficking Model 

• Gangs and Group Model 

• Peer on Peer Model 

• Older Adult ‘Boyfriend’ Model 

• On-Line Grooming Model 

 

CBH is committed to play its full part in tackling CSE which includes reporting 
concerns and increasing awareness. It endorses the ESCB statement that this 
problem “cannot be dealt with by individual organisations working alone and that 
a multi-disciplinary commitment is required to tackle and respond to CSE”. 

 

Staff responsibility 

Staff with concerns about a specific child being at risk of CSE should speak to a 
Designated Officer who will assist the member of staff in taking the steps below: 

http://hub.colchester.gov.uk/article/7817/Designated-Officers
http://hub.colchester.gov.uk/article/7817/Designated-Officers
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Non person-specific information about CSE activity should be included on the 
Essex Police Child Information Sharing Form, or information can be emailed to 
OC.triage.team.essex@essex.pnn.police.uk. 

Person-specific concerns should be detailed on the CSE Risk Vulnerabilities 
Assessment which can also be found on the CSE Toolbox. 

If a child is at immediate risk of harm the Police should always be called on 
999. Whenever information is shared, the Business Partner: Equality and 
Safeguarding should be made aware. Further information about CSE can be 
found on the Essex Police and ESCB websites. 

 

16. Domestic Abuse 
 

CBH adopts the Government’s definition of domestic abuse as being: “Any 
incident or pattern of incidents of controlling, coercive, threatening behaviour, 
violence or abuse between those aged 16 or over who are, or have been, 
intimate partners or family members regardless of gender or sexuality.” 

 
Such abuse can encompass, but is not limited to: 

• Psychological 

• Physical 

• Sexual 

• Financial 

• Emotional 

• Controlling behaviour 

 

Controlling behaviour is a range of acts designed to make a person subordinate 
and/or dependent by isolating them from sources of support, exploiting their 
resources and capacities for personal gain, depriving them of the means needed 
for independence, resistance and escape and regulating their everyday 
behaviour. 

 
Domestic abuse or violence is a crime and should be reported to the Police. The 
duty to share information for the prevention, or detection, of a crime overrules the 
usual principles of Data Protection (as per s.29 of the Act) 

 
What staff should do if they become aware of domestic abuse or violence: 

 

• In an emergency call 999. 

• CBH’s Tenancy Sustainment Team should be contacted for advice and 
guidance. 

• A Designated Officer may be contacted to assist with a referral to the 
Children and Families Hub (if the concern is about a child) or Adult Social 
Care (if the concern is about an adult). 

• Essex Police Domestic Abuse Referral Unit may be contacted on 101 
X180340 - or on the dedicated non-emergency line: 0800 358 0351 

 

http://www.cse-toolbox.uk/police.php
mailto:OC.triage.team.essex@essex.pnn.police.uk
http://www.cse-toolbox.uk/rva.php
mailto:andrew.harley@cbhomes.org.uk
mailto:andrew.harley@cbhomes.org.uk
https://www.essex.police.uk/ask-the-police/question/940/
http://www.escb.co.uk/
https://www.gov.uk/guidance/domestic-violence-and-abuse
https://www.gov.uk/report-domestic-abuse
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17. Modern Slavery 

 
The Modern Slavery Act 2015 is intended to provide law enforcement agencies 
with stronger legal tools to stamp out modern slavery, ensuring that the 
perpetrators receive suitably severe punishment, while enhancing the protection 
of, and support for, victims. 

 
Modern Slavery is estimated to be one of the world’s most profitable criminal 
activities. An assessment published in 2014 conducted by the Home Office 
estimates that there are between 10,000 and 13,000 victims in the UK. Sexual 
exploitation is the most common form of modern slavery currently reported by 
potential victims in the UK, followed by labour exploitation, forced criminal 
exploitation and domestic servitude. 

 
Where staff have concerns that someone could be a victim of Modern Slavery, 
(s)he should 

 

• Call the Police on 999 if someone is in immediate danger. 

• Share concerns with a CBH Designated Officer 

The Designated Officer will: 

• Support the member of staff in making a safeguarding referral to Essex 
Social Care; 

• Seek consent (from an adult) to pass on concerns to Essex Police which 
is a National Referral Mechanism (NRM) 'First Responder'. 
(Information about the NRM, including guidance and the referral form, is 
available on the www.gov.uk website here.) 

• Ensure that the Home Office has been notified via the MS1 form. 
 

18. Prevent 
 

Section 26 of the Counter Terrorism and Security Act 2015 placed a new duty 
upon local authorities including district councils to have “due regard to the need 
to prevent people from being drawn into terrorism”. 

 
As an ALMO, CBH’s approach needs to be consistent with the duty. 

The PREVENT Strategy has three objectives, to: 

      

• Respond to the ideological challenge of terrorism and the threat we face 
from those who promote it 

• Prevent people from being drawn into terrorism and ensure they are given 
appropriate advice and support; and 

• Work with sectors and institutions where there are risks of radicalisation 
that we need to address 

http://www.legislation.gov.uk/ukpga/2015/30/contents/enacted
https://www.gov.uk/government/news/true-scale-of-modern-slavery-in-uk-revealed-as-strategy-to-tackle-it-published
http://www.gov.uk/
https://www.gov.uk/government/publications/human-trafficking-victims-referral-and-assessment-forms
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/508818/Duty_to_Notify__MS1__Form__Version_2.0_.PDF
http://www.legislation.gov.uk/ukpga/2015/6/contents
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It includes all forms of violent terrorism and non-violent extremism - including 
Islamist and far-right supremacist forms. ‘Extremism’ is defined as “vocal or 
active opposition to fundamental British values, including democracy, the rule of 
law, individual liberty and mutual respect and tolerance of different faiths and 
beliefs.” 

 
Members of staff should respond to a concern in the following ways: 

• Where there is an immediate risk of harm the Police should be contacted 
on 999. 

• A Designated Officer should be contacted who will advise further. 

• The member of staff should also notify their line manager. 

 

The Designated Officer will assess whether to submit a VTR (Vulnerable to 
Radicalisation) Referral Form to Essex Police. Consent is normally required to 
make a referral. Further details on this and other matters are dealt with in the 
document SET PREVENT Policy and Guidance. 

 

19. Training 
 

CBH provides induction and ongoing safeguarding training to all staff dependent 
on their role. This includes the provision of professional external face-to-face 
training, internal face-to-face training and e-learning training. In addition, training 
on specific topics related to safeguarding is provided to customer facing staff. 
Training is monitored by the HR Team. 

 
20. Safe Recruitment 

 
CBH is committed to taking all reasonable steps to prevent unsuitable people 
working with children and vulnerable adults. All job descriptions are risk 
assessed within the organisation to identify which jobs are likely to involve 
regular and/or substantial unsupervised contact with children and/or vulnerable 
adults. Disclosure and Barring Service (DBS) checking activity will be consistent 
with relevant legislation, especially the ‘regulated activity’ criteria contained within 
the Protection of Freedoms Act 2012. 

https://www.essex.police.uk/getmedia/01ee56b3-376b-4746-ab25-091373e6d952/person-vulnerable-to-radicalisation-referral-form.docx
https://www.essex.police.uk/getmedia/01ee56b3-376b-4746-ab25-091373e6d952/person-vulnerable-to-radicalisation-referral-form.docx
http://www.essexsab.org.uk/media/1894/doc-set-prevent-policy-guidance-v4.pdf
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Appendix 1: Current Roles 
 

Key staff with responsibilities for Safeguarding 
 

 
Delegated Lead Officer - Director of Operations Karen Loweman 

(Strategic Lead) 
 

Head of Housing Management 
(Operational Lead) 

 
 

Karen Williams 

Head of HR and Governance Angelique Ryan 
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YES 

 

Appendix 2: Safeguarding Procedure Flowchart 

 
The flowchart gives an overview summary of referral pathways. 

 
 

 
 
 

 

 

 

 

 

NO 
 

NO 
 

NO 

 

Call 999 Is there an immediate danger? 

 
An abusive 

act is 
witnessed 

 
Adult/Child 

makes a 
disclosure 

 
Disclosure 

from a third 
party 

Suspicion or 
concern that 
something is 

not right 

Evidence of 
possible 
abuse or 
neglect 

(Only in the case of adult safeguarding) 
Unless it is not safe, speak to the adult concerned to get their views on the concern or incident and what they 

would like to see happen 

Has a criminal offence occurred, or is 
one likely to occur? Call 999 or 101 

Is a member of staff 
implicated? 

In the case of a CHILD at risk of significant harm, 
‘call-in’ the referral by requesting the Priority 
Line on 0345 603 7627 and confirm information 
via the ECC Request for Support Portal. 

 
In the case of an ADULT with needs for care and 
support at risk of significant harm ‘call in’ the 
referral on 0345 603 7630 to raise the concern 
and complete SETSAF. 

 
For support and advice discuss case with a 
Designated Officer. (Appendix 1 contains a 
current list.) 

 

Pass all information to the Head of HR (or to 
either the strategic or operational safeguarding 
leads) who should contact the Local Authority 
Designated Officer (LADO) on 0333 0139797 
(regarding a child) or on 0845 6037634 (regarding 
an adult). 

 
The member of staff may be suspended from all 
or relevant duties pending 
investigations. 

https://www.essexeffectivesupport.org.uk/request-support/
http://www.essexsab.org.uk/professionals/reporting-concerns-setsaf-forms/
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Appendix 3: Types of Abuse 
 

There are ten main types of abuse. The table below includes key physical and 
behavioural indicators that staff should look out for: 

 

Type of 
Abuse 

Physical Indicator Behaviour Indicator 

Physical • Unexplained 
bruising, marks or 
injuries 

• Bruises which 
reflect hand marks 

• Cigarette burns 

• Bite marks 

• Broken bones 

• Scalds 

• Fear of parent being contacted 

• Aggressive or angry outburst 

• Running away 

• Fear of going home 

• Flinching 

• Depression 

• Keeping arms/legs covered 

• Reluctance to change clothes 

• Withdrawn behaviour 

Psychological • Developmentally 
delayed 

• Sudden speech 
disorders 

• Loss of appetite / 
loss of weight 

• Disturbed Sleep 

• Neurotic behaviour e.g. hair twisting, 
rocking 

• Unable to play/take part 

• Fear of making mistakes 

• Sudden speech disorders 

• Self harm or mutilation 

• Fear of parents being contacted 

Neglect and 
Self Neglect 

• Constant hunger, 
stealing food 

• Unkempt state 

• Weight 
loss/underweight 

• Inappropriate 
dress 

• Untreated 
physical illnesses 

• Constantly tired 

• Truancy/late for school 

• Withholding of ‘necessaries’, eg 
nutrition, medication, healthcare, social 
stimulation 

• Withholding assistance to use toilet, 
keep clean, warm and comfortable 

• Disregarding one’s personal hygiene, 
health or surroundings 

Sexual • Pain/itching in the 
genital area 

• Bruising/bleeding 
near genital area 

• STIs 

• Vaginal 
discharge/ infection 

• Sudden change in behaviour 

• Nightmares 

• Unexplained sources of money 

• Sexual drawings/ language 

• Bedwetting 

• Self-harming behaviours 
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 • Stomach pains 

• Discomfort when 
walking/ sitting 
• Pregnancy 

• Secrets which cannot be told to 
anyone 

• Behaving beyond their age 

Financial or 
Material 

• Stealing money 

• Prevention of 
necessary care 
options 

• Never having money for activities, 
snacks or treats 

• Unexplained or sudden inability to 
pay bills 

• Personal possessions of value go 
missing from home without explanation 

• Pressure or misappropriation of 
property, wills, bank accounts, benefits 
or assets 

Discriminatory • Ignoring dietary 
requirements 

• Direct or indirect discrimination based 
on race, gender, culture, disability, 
sexuality, religion, belief or values 

• Omitting services or activities based 
on preconceived ideas about 
someone’s age or condition 

Organisational • Poor care 
planning 

• Inflexible routines 
• Lack of privacy 

• The routine/ practice or management 
that is not responsive to or respectful 
to the individuals served 
• Little opportunity for outside activities 

Domestic 
Abuse 

• Signs of 
psychological, 

• Being prevented from seeing 
family/friends or attending 

 physical, sexual college/work/appointments 
 and financial abuse 

• Female Genital 
• Being followed or continuingly being 
asked where they are 

 Mutilation 

• Forced marriage. 
• Feeling scared of others, 
• Being threatened personally or 

  threats against other family/friends 
  • Being prevented from leaving the 
  home; withholding finances, 
  • Being forced to do something 
  unwanted for their partner. 

Modern 
Slavery 

• Signs of physical 
or psychological 

• Signs of isolation 

• Being prevented from travelling freely 
or going out on their own 

• Appearing to be under the control or 
influence of others 

• Appearing to be unfamiliar with their 
neighbourhood or where they work 

 abuse 
 • May appear 
 malnourished or 
 unkempt, or appear 
 withdrawn 
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Appendix 4: Policy Statement and Procedure Template 
 

Voluntary organisations are free to use all or any sections of the Safeguarding 
Policy. Below is the minimum acceptable for any organisation receiving funding 
from Colchester Borough Homes. 

 
Policy Statement 

 
Children, young people and ‘adults with needs for care and support’ have the 
right to participate, have fun and be safe in the services provided for them and 
the activities they choose, or their parents/carers choose for them. (Name of 
organisation) is committed to safeguarding these groups and protecting them 
from abuse when they are engaged in services organised and provided by (name 
of organisation). We will endeavour to keep these groups safe from abuse, and 
suspicion of abuse will be responded to promptly and appropriately. We will act in 
the best interest of the child or ‘adult with needs for care and support’ at all times. 

 
We will proactively seek to promote the welfare and protection of all children, 
young people and vulnerable adults. (Name of organisation) will ensure that 
unsuitable people are prevented from working with children and vulnerable adults 
through using safe recruitment and selection processes. 

 

(Name of organisation) will take any concern made by a service user, employee 
or volunteer seriously and sensitively. Concerns cannot be anonymous and 
should be made in the knowledge that, during the course of any enquiries, the 
agency that made that referral will be made clear. 

 
(Name of organisation) will not tolerate harassment of any service user, 
employee or volunteer who raises concerns of abuse. 

 
Procedure 

 
Any concerns will be brought to the attention of (named senior person) who will 
report the concern to a Designated Safeguarding Reporting Officer or to Essex 
Social Care. Those raising the concern must be made aware that the concern will 
be shared with appropriate people but will be treated in confidence as far as 
possible Officers, employees and volunteers must not discuss the concern 
except with the Designated Safeguarding Reporting Officer and any agent of the 
organisation responsible for investigating the concern. 

 
(Name of organisation working with or on behalf of Colchester Borough Homes) 
explicitly agrees to the following Statement of Policy and Procedures regarding 
Safeguarding: 
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Appendix 5: Safeguarding Legislation 
 

The table below highlights selected key legislation relevant to safeguarding. 
 

KEY SAFEGUARDING LEGISLATION 

The United Nations 
Convention on the 
Rights of the Child 
1989 

The Convention on the Rights of the Child was adopted 
by the UK in full in 2008. It was the first legally binding 
international instrument to incorporate the full range of 
human rights. In 1989, world leaders decided that children 
needed a special convention because people under 18 
years old often need special care and protection. 

The Human Rights 
Act 1998 

Sets out the rights of children and families to challenge 
what they perceive to be an infringement of their human 
rights. 

Protection of 
Children Act 1999 

Sets out the framework to enable employers to check on 
the suitability of employees to work with children. This act 
builds on the Police Act (1997) which set up the Criminal 
Records Bureau. 

The Sexual 
Offences 
(Amendment) Act 
2000 

Introduces the concept of ‘abuse of trust,’ whereby adults 
could commit an offence in engaging in sexual activity 
with someone younger than them if they are seen to be in 
a position of trust, even if the younger person is above the 
age of consent (16-18 in the case of child protection). 

Care Standards Act 
2000 

The Care Standards Act 2000 sets out a regulatory 
framework and standards for services people might 
receive. This applies to regulated services such as 
residential care, domiciliary care or adult placement 
schemes (‘Shared Lives’). 

The Sexual 
Offences Act 2003 

This replaced the Sex Offenders Act (1997). It 
incorporated 50 new offences, including a new ‘Grooming’ 
offence. Offences also include the use of the internet in 
child abuse and abuse of positions of trust. It also 
includes a new definition of rape. 

Female Genital 
Mutilation Act 2003 

The Female Genital Mutilation Act: 

• Makes it illegal to practice FGM in the UK 

• Makes it illegal to take girls who are British 
nationals or permanent residents of the UK abroad 
for FGM whether or not it is lawful in that country 

• Makes it illegal to aid, abet, counsel or procure the 
carrying out of FGM abroad 

• has a penalty of up to 14 years in prison and, or, a 
fine 

Mental Capacity Act 
2005 

Made it an offence to neglect or deliberately ill-treat a 
person who lacks capacity. It put arrangements in place 
for advocacy support and best-interest decision-making. 



140 
 

 

Children Act 2004 Section 11 places a statutory duty on district councils to 
make arrangements to ensure that in discharging their 
functions they consider the need to safeguard and 
promote the welfare of children. Section 10 outlines the 
duty to promote inter-agency cooperation between named 
agencies (including district councils). 

Safeguarding 
Vulnerable 
Groups Act 2006 

Created the Independent Safeguarding Authority (ISA), 
whose aim was to prevent unsuitable people working with 
children and ‘adults with needs for care and support’. It 
includes social care services, as well as health, education, 
housing support and supporting people services. 

Protection of 
Freedoms Act 2012 

Part 5 of the Protection of Freedoms Act 2012 covers the 
reduction in scope of the definition of regulated activity, 
new services provided by the Disclosure and Barring 
Service (DBS), and disregarding convictions and cautions 
for consensual gay sex. The DBS helps employers make 
safer recruitment decisions and prevent unsuitable people 
from working with vulnerable groups, including children. It 
replaces the Criminal Records Bureau (CRB) and 
Independent Safeguarding Authority (ISA). For the 
purposes of Disclosure and Barring, the term ‘vulnerable 
adult’ has been retained. 

Care Act 2014 The Act changes the definition of adult safeguarding. This 
reflects the local authority’s new safeguarding duties that 
apply in relation to an adult who: 

• has needs for care and support (whether or not the 
authority is meeting any of those needs), 

• is experiencing, or is at risk of, abuse or neglect, 
and. 

• as a result of those needs is unable to protect 
himself or herself against the abuse or neglect or 
the risk of it. 

The Act also: 

• Places the adult at risk at the centre of the 
decision-making process. 

• Places Local Safeguarding Adults Boards on a 
statutory footing 

Counter Terrorism 
and Security Act 
2015 

Section 26 of the Counter Terrorism and Security Act 
2015 placed a new duty upon local authorities including 
district councils to have “due regard to the need to prevent 
people from being drawn into terrorism”. 
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Appendix 6: Safe Working Practices 
 

Guidelines for conduct when working/having contact with children and 
‘adults with needs for care and support’ 

 
It is best practice for Board members, employees and contractors who have 
contact with children and ‘adults with needs for care and support’ to follow these 
guidelines: 

 

• When working with children and ‘adults with needs for care and support’, 
always be open to scrutiny and avoid situations where an employee, 
volunteer or service provider is alone and unobserved. 

• Children and ‘adults with needs for care and support’ have a right to be 
treated equally and with respect for their privacy and dignity. 

• Board members, employees and contractors must put the wellbeing and 
safety of the child or ‘adult with needs for care and support’ before 
performance. 

• Always report incidents as soon as possible to a line manager and a 
Designated Safeguarding Officer (and make a written report) if a child or 
‘adult with needs for care and support’: 
▪ is accidentally injured as the result of action taken 
▪ seems distressed in any way as a result of action taken 
▪ appears to be sexually aroused by, or misunderstands or misinterprets 

something you have done 

• When administering first aid, employees should ensure that another adult 
is present where possible or is aware of the action being taken. 

• Parents/carers should always be informed when first aid is administered. 
 

NEVER: 
 

• Take children or ‘adults with needs for care and support’ to your home 
where they will be alone with you. 

• Engage in rough physical or sexually provocative games. 

• Allow, encourage or engage in inappropriate touching of any form. 

• Make sexually suggestive comments about, or to, a child or adult. 

• Allow an allegation to be ignored or go unrecorded. 

• Do things of a personal nature for children or ‘adults with needs for care 
and support’ that they can do for themselves, such as assisting with 
changing. 
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Appendix 7: Links to Further Information 
 

• Essex Safeguarding Children Board – A multi-agency organisation which 
works to brings together agencies who work to safeguard and promote the 
welfare of children 

• Essex Safeguarding Adults Board – An inter-agency forum for agreeing 
how the different services and professional groups should cooperate to 
safeguard adults with needs for care and support across Essex. 

• Essex Police - Non-emergency: 101; Emergency: 999. 
• NSPCC Child Protection Helpline – Tel: 0808 800 5000 

• Disclosure and Barring Service - The DBS merges the functions 
previously carried out by the Criminal Records Bureau (CRB) and the 
Independent Safeguarding Authority (ISA). Tel: 0870 9090 811 (checks) or 
01325 953795 (referrals/barring) 

• SET (Southend Essex Thurrock) Child Protection Procedures 

• Essex Safeguarding Adults Board Policies and Guidance 

• Modern Slavery National Referral Mechanism Forms, MS1 form. 

• GOV.UK Counter-terrorism policy 

• SET PREVENT Policy and Guidance and VTR (Vulnerable to 
Radicalisation) Referral Form 

• Request for Support Portal – Essex Social Care Referral Process 

• SETSAF – (on this page of the ESAB website) 

• Safeguarding & Support for Vulnerable Customers 

http://www.escb.co.uk/
http://www.essexsab.org.uk/
https://www.essex.police.uk/
http://www.nspcc.org.uk/
https://www.gov.uk/government/organisations/disclosure-and-barring-service
http://www.escb.co.uk/en-gb/workingwithchildren/policiesandguidance.aspx
http://www.essexsab.org.uk/professionals/guidance-policies-protocols/
https://www.gov.uk/government/publications/human-trafficking-victims-referral-and-assessment-forms
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/508818/Duty_to_Notify__MS1__Form__Version_2.0_.PDF
https://www.gov.uk/government/policies/counter-terrorism
http://www.essexsab.org.uk/media/1894/doc-set-prevent-policy-guidance-v4.pdf
https://www.essex.police.uk/getmedia/01ee56b3-376b-4746-ab25-091373e6d952/person-vulnerable-to-radicalisation-referral-form.docx
https://www.essex.police.uk/getmedia/01ee56b3-376b-4746-ab25-091373e6d952/person-vulnerable-to-radicalisation-referral-form.docx
https://www.essex.police.uk/getmedia/01ee56b3-376b-4746-ab25-091373e6d952/person-vulnerable-to-radicalisation-referral-form.docx
https://www.essexeffectivesupport.org.uk/request-support/
http://www.essexsab.org.uk/professionals/reporting-concerns-setsaf-forms/
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Document Control Sheet 
 

Title: Safeguarding Policy 

File location:  

Consultation with 
stakeholders 
(original policy): 

• Tenant task & finish group November 2012 
• Staff forum December 2012 
• SMT November 2012 

Approved: The original Safeguarding Policy was approved by 
Board in 2012. 

Next Review date: September 2022 

Circulation 
method: 

Not Applicable 

Equality Impact 
Assessment: 

2012, 2016, 2019 

Document amendment history 

Version Revision 
Type 

Date Notes 

1 N/A - New 
Policy 

2012 New policy approved by SMT, DMT and Board 

2 Major 2016 Changes introduced by the Care Act 2014 were 
incorporated into the policy. This included 
references to ‘vulnerable adult’ being changed to 
‘adult with needs for care and support’. 
 
New ‘FORS’ form for raising a concern about a 
child has replaced ECC999 

3 Major Sept 
2019 

New information has been included on CSE, 
Domestic Abuse, Modern Slavery and Prevent, 
consistent with Safeguarding Board guidance. 
 
The sections on ‘Raising a Concern’ and the 
‘Procedure Flowchart’ appendix have been 
updated to reflect Essex Social Care operational 
changes to the referral process: The FORS Form 
has been replaced by the Request for Support 
Portal. 
 
A separate section on ‘Effective Support and 
Early Help’ has been added. 
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Colchester Borough Homes 

REPORT APPENDIX B 

 

Equality Impact Assessment Form - An Analysis of the Effects on Equality 

 
Section 1: Initial Equality Impact Assessment 

 
Name of policy/ decision to be assessed: 

 

Safeguarding Policy 
 
1. What is the main purpose of the policy? 

 

• To ensure Colchester Borough Homes meets the (CBC) delegated duties with regards to safeguarding children 
and adults with needs for care and support. 

• To ensure that the needs and interests of children and adults with needs for care and support are considered by 
employees in the provision of services and in it decision-making. 

 
2. What main areas or activities does it cover? 

 

• Contacting the Police when a child or vulnerable adult is in immediate danger 

• Referring children or adults to Essex Social Care when staff or board members witness or suspect abuse/neglect 

• Sharing information, confidentiality and data protection 

• Specific responsibilities of key safeguarding post-holders 

 

3. Are there changes to an existing policy being considered in this assessment? If so what are they? 
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• The policy as a whole is being considered in this assessment, including recent changes updates within the latest 
version (version 3). New sections include the organisation’s approach around Modern Slavery and Prevent as well 
as new referral processes adopted by Essex Social Care. 

 

4. Who are the main audience, users or customers who will be affected by the policy? 
 

• Colchester Borough Homes employees 

• Board Members 

• Contractors 

• Customers 

 

5. What outcomes do you want to achieve from the policy? 
 

• The effective safeguarding of children and ‘adults with needs for care and support’ from all types of abuse and 
neglect 

 

6. Are other service areas or partner agencies involved in delivery? If so, please give details below: 
 

• Essex County Council/Essex Social Care 

• Essex Police 

• Colchester Borough Council 

• Essex Local Safeguarding Boards 

 

7. Are you aware of any relevant information, data, surveys or consultations which help us to assess the likely or actual 
impact of the policy upon customers or staff? 

 
No external consultation has taken place. However, feedback about the policy from staff (including through the 
Designated Officer group) and from managers and leadership has contributed towards the revision of this policy. 

 
8. The ‘general duty’ states that we must have “due regard” to the need to: 
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(a) eliminate unlawful discrimination, harassment and victimisation 
(b) advance equality of opportunity between people who share a ‘protected characteristic1’ and those who do not2 

(c) foster good relations between people who share a protected characteristic and those who do not3 

 
Not all policies help us to meet the ‘general duty’, but most do. 

 
Where applicable, explain how this policy helps us to meet the ‘general duty’: 

 

The policy helps us to ‘eliminate unlawful discrimination, harassment and victimisation’ in the following way(s): 

 

• Older people and people with disabilities may be more likely to fall into the Care Act category of an ‘adult with 
needs for care and support’. The policy and its updates, therefore, may help to ensure that these groups are 
protected from unfair treatment including discriminatory abuse. 

 

The policy helps us to ‘advance equality of opportunity…’ in the following way(s): 
 

• Older people and people with disabilities may be more likely to fall into the Care Act category of an ‘adult with 
needs for care and support’. Equality of opportunity may therefore be advanced through the effective safeguarding 
and supporting of these groups. 

 

The policy helps us to ‘foster good relations…’ in the following way(s): 
 

• It is not held that the policy specifically helps to advance this aim. 

 
1 The Equality Act’s `protected characteristics’ include age, disability, gender reassignment, pregnancy and maternity, race, religion or belief and 
sex and sexual orientation. It also covers marriage and civil partnerships, but not for all aspects of the duty. 
2 This involves having due regard, in particular, to the need to: (a) remove or minimise disadvantages suffered by persons who share a protected 
characteristic that are connected to that characteristic; (b) take steps to meet the needs of persons who share a relevant protected characteristic 
that are different from the needs of persons who do not share it, and (c) encourage persons who share a relevant protected characteristic to 
participate in public life or in any other activity in which participation by such persons is disproportionately low. 
3 This involves having due regard, in particular, to the need to (a) tackle prejudice, and (b) promote understanding. 
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9. This section helps us to identify any disproportionate impacts. Please indicate in the table below whether the policy is 
likely to particularly benefit or disadvantage any of the ‘protected characteristics’. 

 
‘Protected 
characteristic’ 
group 

 Positive 
Impact 

Explain how it could particularly 
benefit the group 

Negative 
Impact 

Explain how it could particularly 
disadvantage the group 

Age Older people (60+) X Older people are more likely to be 
adults with needs for care and 
support. The policy can help to 
ensure that this group is effectively 
protected from unfair treatment, 
and it may also help advance 
equality of opportunity. 

 None identified 

Younger people 
(17-25) 
and children 

 None identified  None identified 

Disability Physical X People with disabilities are more 
likely to be adults with needs for 
care and support. The policy can 
help to ensure that this group is 
effectively protected from unfair 
treatment and it may also help 
advance equality of opportunity. 

 None identified 
 Sensory X  None identified 
 Learning X  None identified 

 Mental health 
issues 

X  None identified 

Ethnicity4
 White  None identified  None identified 

Black  None identified  None identified 

Chinese  None identified  None identified 

Mixed Ethnic Origin  None identified  None identified 

Gypsies/ Travellers  None identified  None identified 

 

 
4 National Census 2011 categories are: Bangladeshi, Indian, Pakistani, Other Asian (Asian or Asian British), African, Caribbean, Other Black 
(Black or Black British), White and Black African, White and Asian, White and Black Caribbean (Mixed), British, Irish, Other White (White), 
Chinese, Other (Other Ethnic Group). 
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‘Protected 
characteristic’ 
group 

 Positive 
Impact 

Explain how it could particularly 
benefit the group 

Negative 
Impact 

Explain how it could particularly 
disadvantage the group 

Language English not first 
language 

 None identified. X This policy is in English. 

Pregnancy 
and Maternity 

Women who are 
pregnant or have 
given birth in last 
26 weeks 

 None identified  None identified 

Religion or 
Belief 

People with a 
religious belief 

 None identified  None identified 

Sex Men  None identified  None identified 

 Women  None identified  None identified 

Gender 
Reassignmen 

t5 

Transgender/ 
Transsexual6 

 None identified  None identified 

Sexual 
Orientation 

Bisexual, 
Heterosexual, 
Gay or Lesbian 

 None identified  None identified 

Marriage and 
Civil 
Partnership 

People who are 
married or in a civil 
partnership 

 None identified  None identified 

 
 

10. If you have identified any negative impacts (above) how can they be minimised or removed? 

 
5 The protected characteristic of gender reassignment is defined by the Equality Act 2010 as “a person proposing to undergo, is undergoing or 
has undergone a process (or part of a process) for the purpose of reassigning the person's sex by changing physiological or other attributes of 
sex.” This is a personal process that may involve medical interventions such as counselling, psychotherapy, hormone therapy or surgery, but 
does not have to. 
6 It is generally held that people who are transgender disguise their features or clothing to resemble their preferred sex, whereas people who are 
transsexual wish to change their body to completely resemble their preferred sex. 
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Language English not first 
language 

 This policy is in English. 

 

Staff will assist any person who wishes to read this policy (who does not have English as a first language) to access 
appropriate translation services. 

 

11. Could the policy discriminate7 against any ‘protected characteristic’, either directly or indirectly8? No 

 
 
 
 
 
 
 
 
 

 
Summary and findings of Initial Equality Impact Assessment 

 
 

7 The Council has a general duty to ‘eliminate unlawful discrimination, harassment and victimisation’. Direct discrimination occurs when a person 
is treated less favourably than another in a comparable situation because of their `protected characteristic’ whether on grounds of age, 
disability, pregnancy and maternity, ethnicity; religion or belief; sex (gender), sexual orientation, or marriage and civil partnership. Indirect 
discrimination occurs when an apparently neutral provision or practice would nevertheless disadvantage people on the grounds of their 
`protected characteristic’. 

 
8 If you answer ‘yes’ to question 11 (above) you will need to complete this section and go on to complete Section 2 in order to 
conduct a full Equality Impact Assessment. 
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12. Please put a tick in the relevant box to confirm your findings, and what the next step is: 
 

Findings Action required 

No negative impacts have been identified □ Sign off screening and finish. 

Negative impacts have been identified but have been minimised or 
removed X 

Sign off screening and finish. 

Negative impacts could not be minimised or removed □ Sign off screening and complete a full 
impact assessment – Section 2. 

There is insufficient evidence to make a judgement. □ Sign off screening and complete a full 
impact assessment – Section 2. 

 
13. Name and job title of person completing this form: 

 

• Andrew Harley (Business Partner: Equality & Safeguarding) 
 

14. Date of completion: 
 

• September 2019 

 

15. Date for update or review of this screening: 
 

• September 2022 
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REPORT TO COLCHESTER BOROUGH HOMES 

 
 

DATE: 9 September 2019 
 

TIME: 5.30pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 12. 
 

SUBJECT: Approval of Company Annual Report 
 

REPORT BY: Karen Loweman, Director of Operations 
 (01206) 282805 
 karen.loweman@cbhomes.org.uk 

 
 

FOR APPROVAL 

 
1. For Decision 

1.1 The Board is asked to approve the Company Annual Report in preparation for 
the Annual General meeting. 

2. Purpose of Report 

2.1 To provide Board members with a draft copy of the Annual Report with 
opportunity for final comments. 

3. Background & Content 

3.1 The Annual report is the public facing summary of the year’s key highlights 
and performance to share with residents, the Council and stakeholder 
organisations who may be interested. 

3.2 The final consultation for this report is happening just a week before the board 
meeting with a panel of residents. 
A final draft of the Annual Report will be provided at the board meeting under 
separate cover. 

3.3 The Annual Report has been produced by the CBH communications officer. It 
has been reviewed by members of DMT, and in consultation with a resident 
panel. The document is being presented to Board for approval, accepting that 
there may be some minor amendments necessary still at this stage. 

3.4 Once published, Board Member activity to help raise the profile of the Annual 
Report is very much welcomed. It may be a helpful item to have available 
when engaging with the community, or if networking at events. 

4. HR Implications 
 
 
 

 

mailto:karen.loweman@cbhomes.org.uk
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4.1 None. 

5. Legal Implications 

5.1 None. 

6. Financial Implications 

6.1 None. 

7. Value for Money 

7.1 This report highlights some of headline financials in relation to the services 
that the company provides to give the public understanding of how money is 
allocated to services. 

8. Health & Safety Implications 

8.1 None. 

9. Equality & Diversity Implications 

9.1 None. 

10. 
 

10.1 
 

11. 
 

11.1 

Residents at the Heart 
 

This report focuses on Residents at the Heart of what we do. 

Decision Required? 

Yes. 
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REPORT TO COLCHESTER BOROUGH HOMES BOARD 
 

DATE: 09 September 2019 
 

TIME: 5.30 pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 

SUBJECT: 

REPORT BY: 

13. 
 

Leadership Plan 2018 – 2022 Review 
 

Matt Armstrong Director of Business Improvement 
 (01206) 506917 
 matthew.armstrong@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision Required 

1.1 To note the progress made on the Leadership Plan to date. 

2. Purpose of Report 

2.1 This report is an update on the progress made to date since the plan was 
established in February 2018. It also aims to inform and update the Board on 
the progress made on the Business Effectiveness Review (BER) Action Plan. 

3. Background & Content 

3.1 In September 2017 the Board agreed the new CBH Strategic Plan 2017-22. 
The CBH Strategic Plan is underpinned by six delivery plans, one of which is 
the Leadership Plan. 

3.2 The Board requested that each of the delivery plans should be reviewed on 
an annual basis to provide an opportunity to review the progress to date and 
the progress towards the achievement of the plan’s objectives. 

3.3 The Leadership Plan was approved by Board on 24th April 2018 and can be 
seen at appendix 1. 

3.4 The aims of the Leadership Plan are: 
 

• To show we can be trusted to do what we say we will; 

• To be clear about our organisational goals and how to achieve them. 

3.5 Our ambition is that this plan will help us ensure we have in place Leadership 
that inspires trust and confidence in CBH by 2022. To achieve this we needed 
to show that: 

• Our leadership inspires trust 

mailto:matthew.armstrong@cbhomes.org.uk
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 • We demonstrate real accountability to our customers and stakeholder 
• We maintain a strong focus on the future 

3.6 To achieve our aims, we planned to: 
 

• Develop high quality leadership & management 

• Demonstrate our commitment & contribution to the Council's strategic 
aims 

• Improve customer scrutiny 

• Ensure our processes support effective decision-making 

• Support a culture of leadership and strategic vision. 

3.7 Progress would be measured by: 
 

• % staff confident in the Directors Management Team’s Leadership 

• Stakeholder confidence in CBH’s leadership 

• Board skills required vs current Board Skills Matrix. 

4. Progress to date against the Action Plan 

4.1 The Leadership Plan identified a number of focus areas with corresponding 
actions. 

 
Developing high quality leadership & management 

4.2 Action: External Review on Effectiveness of Board 
 

Completed: Central Consultancy completed a Board Effectiveness Review 
and the findings were reported to Board Members at the meeting of the 10th 

December 2018. The agreed action plan showing progress made to date is 
shown at appendix 2. Actions were categorised into immediate, short-term, 
medium-term and long-term actions. 

 

All but one of the immediate actions have been completed, action 3.1 
‘Formalise key skill requirements, strengths, gaps and vulnerabilities’ will be 
raised once the new Chair, Independent and Tenant Board Members are in 
post. 

 

Two of the short-term actions have been completed with the remaining seven 
to be completed in October and December 2019. 

 
The medium and long-term actions are due for completion by March 2020. 

4.3 Action: Defining Role of Board and DMT/SMT to demonstrate Effective 
Leadership. 

 
Completed: New Charter in place. Board roles clearly defined in updated job 
specifications. Corporate Management team (CMT) roles clearly defined in 
new job specifications through the senior management review. 

4.4 Action: Further develop Skills Matrix and ensure appropriate training calendar 
in place 
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Update: To be reviewed once new Chair, Independent and Tenant Board 
Members are in post. 

 
4.5 Action: Succession planning for Board members/Chair 

 
Update: Revised induction process for new Board Members in place. Action 
to be reviewed once new Chair is in post. 

 
4.6 Action: Develop effective working relationships with DMT and each other. 

Leading by example on Organisational Behaviours such as Respect and 
Loyalty 

 
Update: Relationships built between Board Members, DMT and CMT, 
required to continue for new Board Members. Question asked about 
Leadership in snap Staff survey, results to follow. 

 
Demonstrating our commitment & contribution to the Council's strategic 
aims 

 
4.7 Action: Develop a new Medium Term Delivery Plan which reflects CBC's 

priorities 
 

Completed: MTDP in place for April 2019 which supports CBC’s strategic 
plan. 

 

4.8 Action: Review CBC-CBH liaison framework to ensure good relations are 
maintained and strategic goals are shared 

 
Update: CBC and CBH have both undergone service reviews with new 
officers in role. Meeting structure with meetings Terms of Reference to be 
completed by 30th Sept 19. New Chair to consider liaison arrangements. 

 
4.9 Action: Develop the role of Resident Board Members 

 
Update: Recruitment of new Tenant Board Member will be completed by the 
25th September 2019. Established a Residents Panel which is chaired by the 
Tenant Board Member. New Chair to consider developing these roles. 

 
Improving customer scrutiny 

 

4.10 Action: Review governance arrangements to ensure appropriate levels of 
Resident Engagement and scrutiny are in place. 

 
Complete: Residents panel set up, chaired by the Tenant Board Member 
which focuses on an area of CBH each meeting. Residents are able to 
scrutinise the area of work and report their findings back to Board. 

 
4.11 Action: Ensure decisions are underpinned by an effective risk management 
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 Complete: New risk management process in place. Held workshop with 
Board Members to establish the risk appetite of the Board and provide training 
on the new risk register and assessing risks. 

 
Ensuring our processes support effective decision-making 

4.12 Action: Develop an exception-based reporting framework for operational & 
compliance matters 

 
Complete: Balanced scorecards established for each service area with an 
exception report to CMT each month. New income and expenditure 
spreadsheet established. 

4.13 Action: Reduce the number of non-strategic items at Board and align 
agendas to the new Strategic Plan 

 
Update: Agenda has been reviewed to reduce the number of non-strategic 
items at Board. Better use of Committee’s to prevent duplication of reviewing 
items. Use of electronic decision making. 

 
Supporting a culture of leadership and strategic vision 

4.14 Action: Ensure staff are aware of the role they have to play in delivery of the 
Strategic Plan Objectives 

 

Complete: CE conducted road shows to present the six strategic delivery 
plans to members of staff. Service and individual objectives include a link to 
one of the strategic delivery plans. 

5. Review of the Leadership Plan 

5.1 There are no amendments to the Leadership Plan at this time but the 
recruitment of three new Board Members who will be in post by December 
2019 may provide further scrutiny and changes in the next review. 

 
There are a number of actions that have been delayed so the new Chair of 
the Board can decide on how to implement, this is to ensure consistency over 
the course of this plan. 

6. Risk Management 

6.1 There are ten risks on the Leadership Plan risk register all are green and have 
been mitigated. 

 
The risk register is at appendix 3. 

7. HR Implications 

7.1 None 

8. Legal Implications 
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8.1 None 

9. Financial Implications 

9.1 None. 

10. Value for Money 

10.1 None. 

11. Health & Safety Implications 

11.1 None. 

12. Equality & Diversity Implications 

12.1 None. 

13. Residents at the Heart 

13.1 None. 

14. Decision Required? 

14.1 Yes 

15. Appendices 

15.1 The following documents are appended to Part B of this report: 
 

• Appendix 1 – Leadership Plan 

• Appendix 2 – Board Effectiveness Review Action Plan 
• Appendix 3 - Leadership Plan Risk Register 
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1. Introduction & purpose 

As a publicly owned company, good governance, leadership & accountability 
are essential to ensure we meet our aims and give confidence to our 
customers, partners and other stakeholders. This Leadership plan sets out 
our approach to achieving our mission of delivering great value services that 
make a difference. 

 

2. Strategic aims 

CBH’s overall ambition as set out in our Strategic Plan 2017-22 is to be the 
trusted choice for local housing, property and community services. 

 

We plan to do this by serving our communities and delivering high quality 
services. This plan will help us ensure we have the effective governance 
and leadership in place to support us in achieving our headline measures of 
customer satisfaction, value for money and positive outcomes in the 
community. 

 

The aims of this plan are therefore: 
 

• To show we can be trusted to do what we say we will 

• To be clear about our organisational goals and how to achieve 

them. 

 

3. Our ambition by 2022 

Our aim is that this plan will help us ensure we have in place Leadership that 
inspires trust and confidence in CBH by 2022. 

 

To achieve this we will need to show that: 
 

• Our leadership inspires trust 

• We demonstrate real accountability to our customers and 

stakeholder 

• We maintain a strong focus on the future. 

 

4. How we will achieve our aim 

We plan to ensure we have in place Leadership that inspires trust and 
confidence in CBH by: 

 

• Developing high quality leadership & management 

• Demonstrating our commitment & contribution to the Council's 

strategic aims 

• Improving customer scrutiny 

• Ensuring our processes support effective decision-making 



161 
 

• Supporting a culture of leadership and strategic vision. 
 

This will be supported by the projects and workstreams in the Leadership 
Action Plan which accompanies this document. 

 

5. How we will measure progress 

We will monitor the following indicators to ensure we are on track over the 
course of the plan: 

 

• % staff confident in the Directors Management Team’s Leadership 

• Stakeholder confidence in CBH’s leadership 

• Board skills required vs current Board Skills Matrix. 

 

6. Consultation 

Consultation has been carried out with the following: 
 

• Senior management 

• CBC 

• CBH Board 

• Colchester Borough Council senior officers 

• Mondrem UK (external consultant). 

 
7. References 

Governance report, Campbell Tickell, 2013. 

 

8. Related documents 

The CBH Strategic Plan 2017-22 gives overall direction to this plan. The CBH 
Board provides overall strategic direction to the company and is responsible 
for monitoring progress against the strategic objectives. 

 

The CBH Medium Term Delivery Plan 2018-22 sets out how we will deliver 
services on behalf of Colchester Borough Council to fulfil our management 
agreement obligations. These include our obligations to ensure we are 
compliant with the appropriate legislative and regulatory framework. 

 

The CBH Business development plan shapes how we will change the delivery 
of our services and generate income to ensure the business is sustainable. 

 

The CBH Value for Money, Technology & Investment Plan guides how we will 
work more efficiently and invest savings and new income for the benefit of our 
customers. 
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CBH People Plan sets out how we will ensure our staff are able to support the 
business going forward. 

 

The CBH Customer Plan sets out how we will focus the business on delivery 
of the services our customers need, including using customer insight and 
engagement to improve what we do. 

 

The CBH Community Plan sets out how we will deliver our services to make a 
difference in the community in line with our social purpose. 
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Document control sheet 
 

Title: Leadership plan 2018-22 

Electronic File 
Name & location: 

https://colchbh.sharepoint.com/sites/fnc/dmtsmt/Strat 
egic Delivery Plans/Leadership Plan.docx 

Consultation with 
stakeholders: 

Summary of consultees which took place in July & 
August 2017: 

• Colchester Borough Council 

• Staff 
• Board 

Approved: CBH Board, April 2018 

Next Review date: September 2018 

Circulation 
method: 

Website, intranet, SharePoint 

Equality Impact 
Assessment: 

January 2018 

 

Document amendment history 
 

 

Version 
 

Type 
 

Date 
 

Notes 

 

1.0 
 

New 
 

April 
2018 

 

New plan approved by Board 
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Leadership action plan 
 

 Target 18/19 Current Status 

% staff confident in the Directors 
Management Team’s Leadership 

75% 70%  

Stakeholders’ confidence in CBH’s 
Leadership 

85% Awaiting result  

Board Skills required vs Current 
Board Skills Matrix (1-4) 

3.5 3.4  

 

Highlights 
 

• 

 

Forward look 
 

• 

 

Key risks & issues 
 

• 

 

Support/resources required 
 

• 
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Focus 
Actions/projec 
ts/workstream 

s 

 

Lead 
 

Due by 
 

Success measure 
Progre 

ss 

 

Notes 

 

Developing high 
quality 
leadership & 
management 

 

External 
Review on 
Effectiveness of 
Board 

 

Head of 
Asset 
Managemen
t/Head of 
HR & 
Governance 

 

 

Oct / Nov 
2018 

 

 

Recommendations 
implemented/ 

 

 

 
 

 

 

 

Action Plan being 
implemented. 

 

Defining Role 
of Board and 
DMT/SMT to 
demonstrate 

 

 
Chair / Chief 
Executive 

 

 

Dec 2018 

 

New Charter in 
place 

 

Board roles clearly 
defined in updated 
job specifications. 

 

 

 

 

 

 
Roles linked to Strategic Plan 

Board Champions? No 

Completed 

In progress/on target 

Cancelled / on hold 

Unlikely to achieve target 

Not started/behind schedule/below target 
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Focus 
Actions/projec 
ts/workstream 

s 

 

Lead 
 

Due by 
 

Success measure 
Progre 

ss 

 

Notes 

 Effective 
Leadership 

  Corporate 
Management team 
(CMT) roles clearly 
defined in new job 
specifications 
through the senior 
management 
review. 

  

 

Further develop 
Skills Matrix 
and ensure 
appropriate 
training 
calendar in 
place – and 
one for 
DMT/SMT… 

 

 

 

 
Head of HR 
& 
Governance 

 

 

 

 
 

Jan – Mar 
2019 

 

% identified gaps 
filled via 
recruitment & 
training. 

 

To be reviewed 
once new Chair, 
Independent and 
Tenant Board 
Members are in 
post. 

 

 

 

 

 

 
 

 

 

 

 

Agree definition of Board’s 
roles and responsibilities 
required first. 

 

Skills gap analysis 

  

Succession 
planning for 

 

Head of HR 
& 
Governance 

 

Dec 2018 

 

Role descriptions 
and clear 

 

 

 

 
Currently no input into CBC 
Cllr appointments to Board 
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Focus 
Actions/projec 
ts/workstream 

s 

 

Lead 
 

Due by 
 

Success measure 
Progre 

ss 

 

Notes 

 Board 
members/Chair 

  expectations 
defined 

  

  

Develop 
effective 
working 
relationships 
with DMT and 
each other. 
Leading by 
example on 
Organisational 
Behaviours 
such as 
Respect and 
Loyalty 

 

 

 

 

 
 

Chair / Chief 
Executive 

 

 

 

 

 
 

Apr 18–Mar 
23 

 

 

 

 
 

% Staff feel that 
CBH is run on 
strong values and 
principles 

 

 

 

 

 

 

 

 

 

 

 

Also within People Plan for 
DMT/SMT 

 

How to embed / maintain 
relationship between 
DMT/SMT and Board 
members 

 

Added to team service plans 

Demonstrating 
our commitment 
& contribution 
to the Council's 
strategic aims 

 

Develop a new 
Medium Term 
Delivery Plan 
which reflects 
CBC's priorities 

 

 

DMT 

 

 

Apr 2018 

 

New Delivery Plan 
in place by April 
2018 
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Focus 
Actions/projec 
ts/workstream 

s 

 

Lead 
 

Due by 
 

Success measure 
Progre 

ss 

 

Notes 

  

Review CBC- 
    

 

 

 

 

 

 

CBH liaison     

framework to     

ensure good 
relations are 
maintained and 
strategic goals 

 
DMT 

Aug 2018 New liaison 
arrangements in 
place 

To reflect CBC re-structure 
and new governance 
arrangements 

are shared     

 
Develop the 
role of Resident 
Board 
Members 

 

 

Chair 

 

 

Q3 2018 

 
Resident voice 
confidently 
represented at 
Board 

 

 

 

 

 

Mentoring programme, wider 
induction process etc. Is role 
that of a Community Leader? 
Voice of the Resident? Voice 
of the Board? 

Improving 
customer 
scrutiny 

 

Review 
governance 
arrangements 

 

 

 
Director of 
Housing 

  

 

Residents Service 
and Scrutiny Panel 
in place 

 

 

 

 
 

 

 

 to ensure 
appropriate 

April 2018 

 levels of  

 Resident  

 Engagement  
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Focus 
Actions/projec 
ts/workstream 

s 

 

Lead 
 

Due by 
 

Success measure 
Progre 

ss 

 

Notes 

 and scrutiny 
are in place. 

     

 

Ensure 
decisions are 
underpinned by 
an effective risk 
management 

 

 

 
Director of 
Resources 

 

 

 

April 2019 

 

New risk 
management 
process in place. 

 

Board trained in 
risk assessment 
and risk appetite. 

 

 

 

 

 

 

 

 

 

Ensuring our 
processes 
support 
effective 
decision-making 

 

 

 
Develop an 
exception- 
based reporting 
framework for 
operational & 
compliance 
matters 

 

 

 

 
 

Head of 
Finance & 
Performance 

 

 

 

 

 
 

April 2019 

 

Balanced 
Scorecards 
established for 
each service area 
with an exception 
report to CMT 
each month. 

 

New income and 
expenditure 
spreadsheet 
established. 
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Focus 
Actions/projec 
ts/workstream 

s 

 

Lead 
 

Due by 
 

Success measure 
Progre 

ss 

 

Notes 

  

Reduce the 
number of non- 
strategic items 
at Board and 
align agendas 
to the new 
Strategic Plan 

 

 

Head of HR 
& 
Governance 

 

 

 

April 2018 

 

 

% board decisions 
made 
electronically 

 

 

 

 
 

 

 

Supporting a 
culture of 
leadership and 
strategic vision 

 

Ensure staff are 
aware of the 
role they have 
to play in 
delivery of the 
Strategic Plan 
Objectives 

 

 

 

DMT/SMT 

 

 

 

March 2018 

 

 

Achieving the 
goals of the 
Strategic Plan 
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Actions from Board Effectiveness working group 

Actions arising from Appendix 1: Action Plan 

 

Item Proposed action 
 

Task 
Who By When Done 

24 January 2019 

Immediate (by 31st  March 2019) 

1.1 Add risk appetite review to Board’s agenda 
 

Director of 
Resources 

(DoR) 

28.03.19 Y 

 
1.1 

Add strategic risk review to Board’s agenda and include sources of 

assurance (against the three lines of defence) for each strategic risk 

Already on agenda   
DoR 

 
24.04.19 

 
Y 

 
1.1 

Review the format of budget and value for money reporting to 

continue to increase clarity 

New budget layout 

VFM Strategic report 

 
DoR 

 
21.02.19 

 
Y 

 

 
1.1 

 
 

Members request and take up shadowing staff across CBH’s 

operations to improve understanding of the business 

Decide whether to try this and advertise it to Board 

Members. 

Update: MA raise when new Chair and Independent is 

in role 

 

 
Chair 

 
 

Mar 19 

Dec 19 

 

 

1.2 

Review the role description for Tenant Members and Local Authority 

Nominees and add ‘stakeholder reputational management’ with 

residents and the Council respectively. 

 
Board 

Assurance 
Officer 
(BAO) 

7 Mar 19 Y 

2.1 Review the forward plan against the Strategic Scheme of Delegation Check this and amend forward plans as necessary. BAO 7 Mar 19 Y 
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2.1 
 

Review the forward agenda plan against the strategic risk register. 
Through Risk Register standing item, Forward look 

item and horizon scanning 

 
BAO 

 
7 Mar 19 

 
Y 

2.1 
Where Board Members are absent, make clear in the minutes when 

they provided contribution, by way of notes for example. 

 
BAO 21 Feb 19 Y 

 

 

 

3.1 

 

 

 

Formalise key skills requirements, strengths, gaps and vulnerabilities. 

Current gap analysis requires Members to have a 

professional qualification in order to top-score. Change 

this so that significant experience can also justify 

achieving top score. 

Update: Raise with new chair once in role. Re-do skills 

matrix once new Board members are in role. 

 

 

 

Governance 

Officer (GO) 

 

 

 

21 Feb 19 

31 Mar 20 

 

 
 

3.2 

Combine the results of the self-assessments against skills 

requirements with CBH’s self-assessment against core competencies 

in the existing Board skills matrix. Review self-assessments and update 

individual training plans. 

Send out revised matrix (see action on 3.1) to 

Members with their self-appraisal forms. 

 
 

BAO 

 
 

28 Jan 19 

 
 

Y 

4.1 
Implement the Recruitment Action Plan is set out in 5.1.5 for the 

appointment of the Chair and an Independent Board Member. 
Revised plan sent out. Plan implemented. Working Gp In hand Y 

4.2 
Amend the Recruitment Policy to make a statement about attracting a 

broad range of candidates and all protected characteristics 
April Board – recruitment policy Head of HR 

& 
Governance 

(HoHR), 
BAO 

Mar 19 Y 

 

 
5.1 

 

Provide a central repository (SharePoint) that is accessible to all 

Members through Office 365 containing policies, governance 

framework documents and Board training materials. 

SharePoint area set up for Board Members 

Policies and governance (not public) in hand – GMu 

Update: Check SharePoint. 

 

 
BAO, IT 

 

 
7 Mar 19 

 

 
Y 

Short Term (by 30th June 2019) 

 
1.1 

Put ‘Progress on strategic plan’ first on the Private agenda and plan 

agendas so they explicitly address strategic risks. 

Complete Risk Management project first, then 

consider at Pre Board. 

 
DoR, BAO 

 
30 Jun 19 

 
Y 
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  Update: Assurance report on public agenda. Strategic 

plans risk registers complete. 

   

 

 
1.1 

Consider proactive requests from Board level to F&A to carry out 

‘deep dives’ into strategic risks as and when higher levels of 

assurance are needed and consider receiving written reporting to 

Board from F&A on current assurances and future priorities. 

Update: Risk Framework required to be in place first.  
Direct of 
Business 

Improveme
nt (DoBI) 

 
30 Jun 19 

24 Oct 19 

 

 

1.1 

 
Add ‘A day in the life of’ slots to the private agenda to improve 

Members’ understanding of the business. 

Also consider feedback items from service users. Look 

into these, assess feasibility & report back. Update: MA 

to check Mark Healy (MH) is ready to go. 

 
MH & DMT 

 

30 Jun 19 

Oct 19 

 

 

1.1 
Offer refresher training on effective assurance. Look at tiered training and whether Internal Audit can 

deliver this. Update: To be considered by new Chair. 

 

GO 

 

30 Jun 19 

tbc 

 

 
 

1.2 

 

Introduce an annual get together for the full Board with key 

Councillors and Officers of CBC to support strategic partnership 

Raise with CBC at next four-way meeting. 

Update: Require a subject, discuss at first 4-way with 

new Chair 

 

Chair 
30 Jun 19 

Next CBC 
4way 
meeting 

 

 

 

1.2 

 
 

Review induction process to strengthen the emphasis on 

accountability to CBC as owner / shareholder to balance 

accountability to CBH as Company Directors, which is already well 

covered 

Consider as part of e-learning training modules to be 

used for inductions. 

Board members already expressed an interest in using 

e-Learning. Update: HoHR to review induction process 

by 31st Oct , ready for Dec inductions 

 

 

 

HoHR, GO 

 

 

30 Jun 19 

31 Oct 19 

 

1.2 Add ‘Constituency Chat’ slots to the agenda to improve Board’s 

understanding of the priorities and perceived value of CBH to the 

political groups 

Look at doing this before elections in May/June. Then 
feed party’s approaches back to Board.  New Chair to 
take forward 

Chair 
30 Jun 19 

Dec 19 
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1.2 

Provide active support for the Residents’ Panel at Board level, 

including individual Board Member participation, and consider 

receiving written reporting to Board from the Panel on current focus 

and future priorities. 

First written report at Board 21st Feb from Residents 

panel. Chair of Panel presented report. Support given 

by CBH officers to Chair of Panel 

 

 
Director of 
Operations 
(DoO), GH 

 

 
28.02.19 

 

 
Y 

 

 
5.1 

Document a formal procedure for Board Members to raise concerns 

about service delivery at Board. 

Document a formal policy for Board Members to communicate 

complaints raised by other stakeholders at Board level 

Add content to Members Code of Conduct to prevent 

advocacy on individual cases/complaints by service 

users.   

 

 
GO 

 

Jun 19 

Dec 19 

 

Medium Term (by 30th  September 2019) 

 

2.2 

 
Review the report template and add an executive summary to the 

front of reports. 

Update: Put in place for first Board meeting of the new 

chair (Dec). LW to update template, comms out to CMT 

to inform authors of change 

 

GO 

 

30 Sep 19 

Dec 19 

 

Long Term (by 31st  March 2020) 

 

 
1.2 

Review the contributions to good governance of the Business 

Opportunities Panel and the new Residents’ Panel, to review the 

relationship between each and the Board to foster effective working 

between the Board and its Panels 

Too soon to be done now. New Chair to lead on this in 

2020. Update following BOP Review. 

 

 
Chair 

 

 
Mar 20 
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5.1 

Document a formal strategy for institutional stakeholder 

communication, ratified by the Board and regularly reviewed for 

effectiveness. 

  

Chair 

 

Mar 20 

 

 
5.2 

Board to agree a future cycle of external reviews of Board and 

Committee effectiveness 

New Chair to lead on this New 

Chair/GO 

 
Mar 20 

 

 

5.3 

Board to prepare their next Annual Governance Statement in light of 

the best practice guidance provide by CIPFA in their publication 

‘Review of 16/17 Annual Governance Statements - CIPFA 2107.’ 

Completed and presented to CBC Governance & Audit 

Committee 3rd Sept 19. 

 

BAO 

 

Mar 20 

 

Y 
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REPORT TO COLCHESTER BOROUGH HOMES BOARD 

 
 

DATE: 09 September 2019 
 

TIME: 5.30 pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 

SUBJECT: 

14. 
 

Terms of Reference for Business Development Panel 

REPORT BY: Nigel Chapman, Chair of the Business Development Panel 
Matt Armstrong, Director of Business Improvement 
 (01206) 506917 
 matthew.armstrong@cbhomes.org.uk 

 
 

FOR DECISION 

 
1. Decision Required 

1.1 To approve the amended Terms of Reference for the Business Development 
Panel. 

2. Purpose of Report 

2.1 To approve the revisions to the Business Development Panel (BDP) Terms of 
Reference following a refocus of the Business Development Plan. These 
documents form part of our Code of Governance and therefore must be 
approved by the Board. 

3. Background & Content 

3.1 The Business Opportunities Panel (BOP) was established in February 2018 to 
assist the Company to win project work from the Council and its subsidiaries, 
in turn helping the Council to achieve its strategic objectives and to generate 
new funds to be used in support of core services. 

3.2 The BOP met on the 18th June 2019 and agreed the focus of the panel needed 
to change to concentrate on oversight and scrutiny of the design and 
construction management projects CBH delivers for CBC and Colchester 
Amphora Homes Limited (CAHL). 

3.3 The Board reviewed the CBH Business Development Plan at its meeting of the 
3rd July 2019 and agreed to the following changes: 

 

• To focus trading around CBC and CAHL workstreams and become the 
contractor of choice for all future projects; 

• Not to grow or market CBH trading services to external education and 
housing providers; 

mailto:matthew.armstrong@cbhomes.org.uk


177 
 

 • To continue to establish and grow relationships with CBC and CAHL 
Officers and promote work through word of mouth, website content and 
press releases to other local public sector organisations; 

• To set new KPI targets based on anticipated future works. 
 

It was agreed to rename the BOP to the Business Development Panel (BDP) 
and that the Terms of Reference (ToR) were to be reviewed. 

4. Amendments to the ToR 

4.1 The original ToR, with track changes showing the amendments made, is at 
appendix 1 and the clean version of the BDP ToR is at appendix 2. The 
summary of the changes agreed by the panel are as follows: 

4.2 1. Statement of Purpose 
The panel’s role was amended to support the Board by overseeing the 
commissioning and delivery of projects rather than assisting the Company to 
win project work. 

 
The monitoring of both project and financial performance was added to the 
purpose under bullet (b). The financial authorisation of £150k in bullet (c) was 
replaced with a reference to the Trading Protocol. The consideration in bullet 
(d) was changed from trading to Business Development opportunities and 
referenced the Business Development Plan. 

4.3 2. Responsibilities of the Panel 
The monitoring and scrutiny of the panel was changed from ‘consider research 
into the market place’ to ‘assess and evaluate the resources required’. 

 
Under risk assessment, consideration was added to projects as well as 
opportunities. Compiling a risk assessment was deleted and the reviewing of 
financial parameters was changed to help inform fee levels of future projects. 

Under item 2.3 (a) the panel will review rather than consider project delivery. 

Under item 2.4 (a) the recommendations to Board was changed to regard 
resourcing of projects rather than the opportunity itself. 

4.4 4. Authority 
The last sentence was deleted which referred to the panel authorising trading 
for contracts valued up to £150k. 

5. Risk Management 

5.1 The BDP risk register has 8 risks which are managed by the panel and are 
currently all mitigated. The only ‘red’ risk is as follows: 

 
Business objective / strategic 
Team lacks the particular professional skills or sufficient capacity in these skills 
to deliver projects or to bid for them 

6. HR Implications 
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6.1 There are no direct HR implications arising from this report. 

7. Legal, Health & Safety and Equality & Diversity Implications 

7.1 There are no direct legal implications, or any direct implications for Health & 
Safety and Equality & Diversity. 

8. Financial Implications 

8.1 The role of the BDP involves the detailed scrutiny of Business Development 
Budgets which is separate to the role of F&A in terms of overall scrutiny of the 
company accounts.  The trading protocol is in place to manage financial risk 
in the bidding and acceptance of trading. 

9. Value for Money 

9.1 By ensuring that our Committees are effectively monitoring our performance, 
we are obtaining best value for money from the cost of these important 
elements of our governance structure. 

10. Residents at the Heart 

10.1 Monitoring and reviewing our trading performance will assist our efforts to 
make a profit from our trading, which will in turn help us to fund and provide 
core services for residents. 

11. Appendices 

11.1 ▪ Appendix 1 – BOP Terms of Reference (with track changes) 
▪ Appendix 2 – Amended Business Development Plan Terms of Reference 
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Business Development Panel 
Terms of Reference 

 
 
 

Author: Lucy Williams, Board Assurance Officer 

 

 
 

2.1 

 

July 2019 
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Glossary 

 
 
 

 

The Board of 

Colchester 

Borough 

Homes 

 

The Board of company directors for Colchester Borough 

Homes. Responsible for establishing policies for 

corporate management, oversight and making decisions 

on major company issues. 

 

Business 

Development 

Panel 

 

See Section 1: Statement of Purpose. 

 

Finance & 

Audit 

Committee 

 

Provides an independent and high-level focus on the 

audit, assurance and risk reporting arrangements that 

underpin good governance and financial standards. 

 

Management 

Agreement 

 

A document agreed by CBH and Colchester Borough 

Council to oversee commercial vitality of the Council and 

CBH and to set out how the social needs of the area will 

be addressed. 

 

Trading 

Protocol 

 

A document agreed by CBH and Colchester Borough 

Council and setting out how CBH may agree and engage 

in commercial opportunities, within the framework of the 

Colchester Borough Homes Management Agreement. 
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1. Statement of purpose 

The Business Development Panel was established to support the Board by 

overseeing the commissioning and delivery of projects principally with the  

Council and its subsidiaries which help the Council to achieve its strategic 

objectives and the Company to generate new funds to be used in support of 

core services. The Panel has an important role in maximising the success of 

these commercial activities and reducing the risk of them undermining the  

core work of the Company. This Panel supersedes that which was the 

Business Opportunities Panel. 

 
Commissions from the Council and its subsidiaries are governed by the  

Company’s Management Agreement. Other commissions from external 

organisations are governed by the provisions in the CBH Trading Protocol.  

 
The purpose of the Panel is: 

 
(a) To oversee and review the pipeline of project commissions from the 

Council and its subsidiaries. 

(b) To monitor both project and financial performance in line with the  

Business Development Plan. 

(c) To authorise commissions from external organisations as appropriate in 

line with the provisions of the CBH e Trading Protocol.  

(d) To consider new business development opportunities arising from the 

implementation of the Business Development Plan as discrete items of 

business and the implications arising for the business as a whole. 

 
 
 
 
 
 
 
 
 

 
. 

Deleted: in turn 

Deleted: ing 

Deleted: Company’s 

Deleted: rading activities 

 

Deleted: subsidiaries 

Deleted: G 

Deleted: and then others 

Deleted: uided by the 

Deleted: , 

 

 

 

 

 
Deleted: trading for contracts 

Deleted: which individually deliver a fee of up to £150k 

Deleted: per year, as in line with th 

Deleted: for customers that are not the Council or 

subsidiaries… 

Deleted: trading 

 

2. Responsibilities of the Panel 

2.1 Monitoring and scrutiny 

 
(a) Assess and evaluate the resources required to deliver projects for the 

Council and its subsidiaries and other client organisations.and assess 

the viability of new business initiatives. 

(b) Evaluate new business opportunities in accordance with the Colchester 

Borough Homes Trading Strategy evaluation matrix where appropriate. 

 
2.2 Risk Assessment 

 

(a) Consider the general, operational, reputational and financial risks of 

each project or opportunity. 

 
(b) Review financial parameters to help inform fee levels for future projects.  

 
(c) Monitor project delivery. 

 

 
 

Deleted: <#>Compile a risk assessment and report on the 

risk judgement for each opportunity 

Deleted: <#>.¶ 

Deleted: and manage in line with 

Deleted: ¶ 

¶ 

¶ 

¶ 

Formatted: Indent: Left: 0 cm 

Deleted: s 

Deleted: assist the Company to win project work from 

Deleted: and commitment 

Deleted: Consider research into the market place, 
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2.3 Progress of Trading Initiatives and Project Delivery 

 
(a) The Panel will review project delivery to help inform decision making on 

future projects or opportunities.     
 

2.4 Advisory Role 

 
(a) To make recommendations, as deemed appropriate, to Board regarding 

the resourcing of projects for the Council and its subsidiaries and new  

business opportunities, including highlighting potential risks and the 

mitigation of these risks.  

(b) To make recommendations to Board Committees if changes to a 

Committee’s Terms of Reference are identified as being necessary to 

allow effective oversight of new projects or opportunities and the effect 

they have on CBH. 

(c) Oversight of the business relationships with the Council and its 

subsidiaries and other client organisations. 

(d) Consider appropriateness of commissions to the Company. 

 
2.5 General Responsibilities 

 
(a) To maintain a work programme that is reviewed annually. 

 

3. Panel Arrangements 

 
3.1 Membership 

 

The Panel shall consist of at least three members of the Board of Colchester 

Borough Homes (‘the Board’), who will be appointed by the Board. 

 
Additional members of the Panel may be added as required, which may 

include executive members from CBH or individuals from outside of the 

organisation. Agreement for additional members is to be sought from the 

Chair of the Board. Fees may be paid to external members, as agreed by the 

Board, from time to time. 

 
Membership of the Panel will ensure that Executive and appointed Board 

Members will always be in the majority on the panel. 

 
Panel members will abide by the Board Member Code of Conduct and Staff 

Code of Conduct as appropriate. 

 
Committee members will abide by the Board Member Code of Conduct. 

 
3.2 Chair 

 

The Chair of the Panel shall be appointed by the Board, and also be a 

member of the Board, and will have the relevant skills required. 

Deleted: both the opportunities for 

Deleted: as well as 

Deleted: s 
 

Deleted: <#>To advise Board Committees as to how their 

governance functions could be 

Deleted: <#> affected by expansions in trading activities.¶ 

Deleted: <#>business 

Deleted: consider 

Deleted: the progress 

Deleted: of business initiatives 

Deleted: (It is noted that operational and financial reporting 

will be monitored by the Finance & Audit Committee). 
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A Vice Chair (also a member of the Board) is to be appointed by members of 

the Panel. 

 
3.3 Meetings 

 

The Panel shall meet at least quarterly, or as deemed necessary by the Chair. 

 
The Board Assurance Officer shall ensure that all meetings are minuted and 

the minutes circulated to all Panel members within ten working days of the 

meeting. 

 
3.4 Quorum 

 

The quorum for meetings shall be two members, including the Chair or Vice 

Chair. 

 
In the event of a Committee/Panel member being unable to attend a meeting, 

they must notify the Chair of the Committee or Panel as soon as possible. If 

this absence will endanger the ability of the Committee/Panel to achieve a 

quorum, the Chair will then ask the Board Assurance Officer to inform Board 

Members that a Member is being sought for co-option to the Committee for 

that meeting and to request that volunteers express their interest. Where 

more than one Board Member volunteers, the Chair of the meeting shall then 

select which Board Member to co-opt. 

 
3.5 Monitoring 

 

The minutes of each Panel meeting will be reported to the Board at the next 

available meeting. 

 
The Chair of the Panel shall, at his or her discretion, report any other urgent 

and/or relevant matters to the Chair and/or Board. 
 

The Panel shall make whatever recommendations to the Board it deems 

appropriate on any area within its remit where action or improvement is 

deemed necessary. 
 

The Chair of the Panel will present an annual report on the Panel’s activity to 

the Finance & Audit Committee. 

 

4. Authority 

The Panel is established by the Board under Article 23(1) of the CBH Articles 

of Association. 

 
The Panel is authorised by the Board to investigate any activity within its 

terms of reference. It is authorised to seek any information it requires from 
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any employee and all employees are directed to co-operate with any request 

made by the Panel. 

 
The Panel is authorised by the Board to obtain outside legal or other 

independent professional advice and to secure the attendance of those with 

relevant experience and expertise if it considers this necessary. 

 
The Panel will operate with regard to any Trading Protocol between 

Colchester Borough Council and CBH as appropriate. The Panel is authorised 

by the Board to initiate any project plans for new initiatives. The Trading 

Protocol will determine what business opportunities the Panel is able to 
authorise and which should be escalated to the Board for approval.    

 

5. Consultation 

These Terms of Reference have been examined by the Directors 

Management Team, Business Development Panel and the Board. 

 

6. References 

 
7. Related documents 

The Memorandum & Articles of Association for Colchester Borough Homes 

Code of Governance 

Scheme of Delegation 

Operational Scheme of Delegation 

The Value for Money & Technology Plan 2018-22 

Trading Protocol 

Deleted: The Panel is therefore currently permitted to 

authorise trading for contracts individually valued at up to 

£150k per year. … 

http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12010&amp;p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=11135&amp;p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=16172&amp;p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=20576&amp;p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=20576&amp;p=0
https://colchbh.sharepoint.com/sites/fnc/dmtsmt/Strategic%20Delivery%20Plans/Value%20for%20Money%20Technology%20%26%20Investment%20Plan%20-%20published%20version.pdf
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Document control sheet 
 

Title: Business Development Panel Terms of Reference 

Electronic File 

Name & location: 

T:\Business Services\Business Support\Admin\Board 

and Governance\Board\Terms of Reference\Word 

versions\CBH Business Opportunities Panel Terms 

of Reference June 2018.docx 

Consultation with 

stakeholders: 

Business Opportunities Panel – February 2018 

Board and DMT – February 2018 

Board – April 2018 

Finance & Audit Committee – August 2019 

Business Development Panel – September 2019 

Approved: CBH Board, October 2019 

Next Review date: June 2020. 

Circulation 

method: 

Email and Office 365 

Equality Impact 

Assessment: 

N/A. 

 
 

Document amendment history 
 

 

Version 
 

Type 
 

Date 
 

Notes 

 

2.0 
 

Full 

redraft 

 

June 

2018 

 

Minor revisions and set within the CBH 

corporate document format. 

 

2.1 
 

Major 

amends 

 

July 

2019 

 

Panel name change from Business 

Opportunities to Business Development. 

Major changes to Purpose and 

Responsibilities. 
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Medium Term Delivery Plan 

2018 2022 

Performance Report 

 

 

 

2019/20 

Quarter 1 
 

 

 

 

 

 

 

 

 

 
Completed 

In Progress/on 

target 

Not started/ 

behind schedule/ 

below target 

Unlikely to 

achieve target 

Cancelled / on 

hold 
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Highlights 
Launch of new CBH website 

Repairs handbook launched to assist customers to 

diagnose repair requests Right first 

time . 

New complaints process in place to help to focus 

learning points and improvements from all complaints. 

All rent arrears letters rewritten with tenant consultation 

Review of housing register process, homelessness 

process and rough sleeper outreach work by Resident 

Panel 

Make a Difference Day in Tiptree officers door 

knocking during the day completed 70 customer 

satisfaction surveys. 

Online repair reporting now managed by CBC contact 

and support team 

New draft telephone scripting to improve the customer 

journey 

Installing 16 defibrillator around our stock (Currently 10 

installed by the repairs team) 

Assisted self-serve training completed with CBC 

Customer Service Centre to support customer channel 

shift 

Risks, issues & actions required: 

Subcontractor and Contractor satisfaction - Head of 

Operations is working with external contractors to 

improve our process and communication with the key 

objective to improve customer satisfaction 

Forward look: 
Task and Finish group with 

 
 

Review of customers using the new 

website 

Tenant consultation on Decent 

Homes Standard 

Tenant consultation on Transfer 

Incentive Policy 

Review of avoidable contact for 

repairs with Customer Service 

Centre 

Summer Housing News and Views 

publication 

Sponsorship of the Colchester 

Youth Awards 

programme 

completion 

 
programme 

Resident board member recruitment 

Gloves up Knives Down boxing 

initiative 

Resident board member training 
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Risks, issues & actions required 

The target for acceptances with a personal housing plan is new and remains 

under review by MHCLG, and could be adjusted 

It is likely that the acceptance rate will increase before settling as we carry out 

casework audits. 

Forward look 
Following 

casework audit, 

regular 

casework 

reviews to 

scheduled. 

Guarantor 

scheme and 

Landlords 

liability 

insurance 

scheme to 

commence 

Rough Sleeper 

Navigator 

recruitment 

Highlights 

Rough Sleeper count shows reduction from 16 in November 2018 to 7 in May 

2019 

Active Gateway to Homechoice applicants down to 2906 from 5200 at 31 

March 2018 due to improved re-registration process 

Year-end reduction of nearly 50% in Gateway calls to customer services due 

to improved team contact with customers 

Successful bid with CBC for Rough Sleeper Navigator funding - CBC awarded 

£89k 

Private  Rented  Sector project commenced aim is to incentivise Landlords to 

rent via CBH bond 
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Risks, issues & actions required: 

Currently experiencing a higher number of plumbing repairs 

impacting 24 hour priority performance. Year to date figures 

show an increase by approximately 245 jobs compared to this 

time last year. Additional works are being undertaken by our 

approved contractor. 

Forward look: 

New Local Exhaust 

Ventilation system being 

installed in the joinery 

shop. 

New Multi-Skilled 

Supervisor being 

appointed 

18th Edition wiring 

regulations review of 

testing and record system 

in line with changes 

Changes to door entry 

system contractors 

Changes to glass suppliers 

due to 10% increase in 

material costs 

Highlights 

New Repair Handbook is live on website 

Review of diagnostic tool to help CSC ask more informed 

questions of tenants. 

Helpline are now raising repair orders outside of working hours. 

New Electrical Supervisor appointed and has started in role 

Review of contractor's process to speed up plastering and 

flooring works 

CO2 standard for fleet vehicle driving 

based on tracking information on driving behaviours. 
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Highlights 
Procurement undertaken and completed for  Heating  replacements 

(£1.2m), Kitchen replacement (£120k), Pitch roofing (£105k), flat roofing 

(£120k). 

Procurement prepared and awaiting start bathroom replacements 

(£100k), Electrical re-wiring (£500k). 

Remainder of 2018/19 works are now complete with the exception of the 

external works which requires a new procurement. 

Feasibility of rooftop development work, communication and consultation 

started with Portfolio Holder, ward councillors and residents 

Workshop held to establish the Design Brief for Elfreda House 

redevelopment. Communication and consultation started 

Workshop held to establish new Decent Homes standard 

National Housing Federation Schedule of Rates training completed 

New electronic ordering and handover process in place 

Right To Buy Back surveys completed for CBC buy back programme. 

Risks, issues & actions required: 
Recent procurement did not lead to suitable contractors to carry out 

works. Mitigated with trialling of new procurement method of smaller 

batches of work through the dynamic purchasing system. 

Contractor not completing works to a satisfactory standard and unable to 

do so. Arranged for separate contractor to make good the works and 

omitting costs from order. 

Forward look: 
Next procurements 

are: 

Windows and Doors 

(£1.5m over 4 years), 

Adaptations (£1.4m 

over 4  years) 

Painting (£1.8m over 

4 years) 

External works 

(£300k over 1 year) 

Asbestos 

management to be 

brought under Asset 

Management team, 

training booked for 

identified officer. 

New Decent Homes 

Standard 

consultation with 

residents. 

2020/21 Budget 

setting 
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Housing Management 
Highlights 

No evictions in Q1 

Tiptree Make a Difference day held with lots of partner agency 

involvement 70 door step surveys with tenants. Received customer 

and partner compliments 

Dutch Quarter Make a Difference day great partner turnout with 

positive press coverage 

Leasehold Policy reviewed and approved 

New letters templates for ASB approved with tenant consultation 

Garage refurbishment programme has started 

£20k of Community Initiatives grant funding awarded and highlighted in 

the local press 

Attended and supported CBC digital fayres 

ASB equality and diversity form being completed for inclusion on all 

ASB management cases 

 
New Estate and fire inspection programme launched for 2019/20 

Community Caretaking team visited and benchmarked with Norwich 

City Council Estate management service. 

Launched new Quality Assurance Advisors online reporting (self-serve) 

Residents Panel met twice in the last period scrutinising Housing 

Register, Homelessness and Rough Sleeping. 

CBH undertaking tenancy enforcement on high profile case with Town 

Centre Action Panel 

Contribution to government consultation for rent setting policy effective 

from April 2020 

Forward look: 
Hate Crime Awareness 

Training 

Trialling Noise App 

New Town Make a 

Difference Day 

Development of 

Leasehold guide to 

your lease 

ASB workflow process 

to be reviewed 

Trial SMS customer 

satisfaction for ASB 

Developing a clear 

Domestic Abuse 

process 

Domestic Abuse 

training for front line 

staff 

Hate Crime Training 

Risks, issues & actions required: 

Universal Credit continues to impact on rent collection, a significant 

number of the highest arrear cases are now UC related. Measures in 

place to mitigate the effects of UC but significant risk remains. 

Significant increase in cases affected by UC often due to delays in 

receiving direct Alternative Payment Arrangements from DWP 
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Letting Homes 
Highlights Forward look: 

Proactive joint visits 

with contractors have 

been agreed for 

random property and 

void standard checks. 

Performance review 

of the voids and 

lettings work flows 

Director of Operations 

to directly oversee 

void performance 

from August 2019 and 

develop proposals for 

process 

improvements 

Mobilisation of new contractors is progressing well and first core group 
meeting with CBC/CBH has taken place. 

Lettings end to end process now paperless including electronic signing 

of the tenancy agreement. 

Customer satisfaction remains high for voids and letting process. 

Lettings manager attended HouseMark voids benchmarking workshop 

with recommendations to help improve our end-to-end process. 

Risks, issues & actions required: 

High number of refused internal capital work leads to more capital 
replacements at void stage, impacting turnaround time 

Delays in getting asbestos surveys completed in tight void times. 

Increase in  number  of  RSL adverts and shortlisting have diverted 

Garage officer to help mitigate letting process 
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Highlights 

19/20 programme of in-depth condition surveys of corporate stock confirmed 

and due to start in autumn 2019. 

Phase 8 of Building Maintenance Programme (BMP) underway: 

o Replacement of boilers Colchester Town Hall out to tender. 

o Redecoration and backlog maintenance at Leisure World Colchester 

(LWC) priced with works due to start after school summer holidays 

o - 

storey car parks being developed to tender. Works due to start on 

site in late summer 

o Replacement of Squash Courts/Offices roof at LWC at detailed 

design stage 

o Repairs to boundary wall at Colchester Cemetery at detailed design 

stage 

o Project to redevelop and refurbish Political Group Rooms at 

Colchester Town Hall at consultation stage with Councillors. 

Q1 delegated budgets currently forecasting £15k underspend at year end. 

Risks, issues & actions required: 

Two recruitment campaigns have failed to secure a replacement for the 

Building Services Engineer post. As a result, external consultants have been 

appointed to deliver the project to replace the boilers at Colchester Town 

Hall. 

A review of future resourcing of the CFM Team is required. 

Forward  look: 
Town Hall 

replacement 

boilers tender due 

to be returned 

12/07/19 

Legionella and 

ventilation system 

cleanliness, 

window cleaning 

and air- 

conditioning 

service contracts 

to be retendered 

19/20 

Corporate 

photovoltaic 

systems 

maintenance 

contract to be 

explored and 

tendered. 



196 
 

Highlights 

Appointment of new Health and Safety Manager 

Following annual internal audit, gas contractor was top branch nationally 

for compliance and performance. 

All Fire Risk Assessments for sheltered schemes up to date and new 

programme in place for 2019/20 

Duplicate person record merging on Capita housing system 100% 

complete 

Asset register system training for senior managers has taken place 

New staff e-learning data awareness refresher course launched 

Privacy impact assessments have been completed for the Management 

Agreement and HR processes 

New third-party supplier form has been developed for GDPR compliance 

plan 

Ombudsman Complaints cases closed - Nil return 

Data Protection Breaches - 1 Minor and 1 Major (no action required) 

Freedom of Information Requests processed - 23 

Subject Access Requests processed - 10 

Police Enquiries processed - 3 

 
Risks, issues & actions required: 

Electrical Safety New 18th Edition wiring regulations have caused 

problems with the update of the free online NIC EIC system. 

Board Assurance Officer leaving early September. Risk of limited 

progress being made against GDPR action plan. Additional hours agreed 

with another staff member to provide cover for day-to-day tasks. 

Forward look: 
Compliance List of 

building inspection 

and equipment 

checks being 

created. 

BSi OHSAS 

18001: Audit 

planned for 

September 

Third party supplier 

form to be 

distributed to 

managers for 

completion 

Audit on the data 

held within the 

information asset 

register to be 

carried out 

Annual Companies 
House return to be 

completed by 24th 

July 

GDPR deletions on 
the Capita System 
to be actioned 

3rd\4th August 
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REPORT TO COLCHESTER BOROUGH HOMES BOARD 
 
 

DATE: 

TIME: 

VENUE: 

AGENDA ITEM: 

SUBJECT: 

REPORT BY: 

9 September 2019 
 

5.30 pm 

Rowan House 

17. 

Finance Assurance Report 
 

Matthew Armstrong, Director of Business Improvement 
 07951013364 
 matthew.armstrong@cbhomes.org.uk 

 
 

FOR INFORMATION 

 
1. Purpose of Report 

1.1 To provide the Board with a high-level budget monitoring statement for the services 
managed by CBH as at 30 June 2019. 

2. Recommendations 

2.1 That the Board: 

• Note the budget position as at 30 June 2019. 
. 

3. Background 

3.1 This report focuses on how the services that CBH manages are performing 
financially compared to their budgets. This includes activities that are funded by 
budgets held by CBC. It does not include CBH’s trading activity, which is 
commercially sensitive, and so is not intended to provide a view of CBH’s 
performance as an accounting entity. 

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

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

4. Review of Budget Position as at 30 June 2019 

4.1 Set out on Appendix 1 is a statement of the actual budget position as at the end of 
June 2019 and a forecast of the full year outturn. 

4.2 Expenditure on CBH Budgets  

mailto:matthew.armstrong@cbhomes.org.uk
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 The quarter 1 expenditure is underspent on budget by £71.0k. 
 

This underspend can be analysed on the budget streams as follows: - 

 
• Housing & Resources - under budget £27.7k 

• Property Services - under budget £49.4k 

• Capital works – over budget £6.1k 

 

The underspend on Housing & Resources comes mainly from vacancy factor in a 
number of areas. The main contributors were ASB, Business Services, Health and 
Safety and Older Persons Services. Most of these vacant posts have now been filled 
which is reflected in the full year forecast. 

 
The underspend on Property Services comes from vacancy factor, which includes the 
vacant Director of Property Services post and lower spend on repairs. The repairs 
underspend is due to current levels of demand and is not unusual going into the 
summer months. 

 
For capital expenditure this year a different approach is being trialled with CBH being 
the contracting party for a greater proportion of the works. To facilitate this CBC has 
vired just over £2m of its budget to CBH. CBH’s expenditure had been tracking ahead 
of budget and this virement brings expenditure back on profile. 

4.3 Expenditure on CBC budgets 

 
The quarter 1 expenditure is underspent on budget by £415.1k. 

 
This underspend can be analysed on the budget streams as follows: - 

 

• Capital – over budget £2.2k 

• Revenue – under budget - £51.0k 

• Delegated budgets – under budget by £366.3k 

 

The underspend on revenue is due the voids programme which is behind profile 
due to a new contractor being commissioned this financial year and the volume of 
voids to date. 

 
The underspend on the Delegated budgets is due to primarily to 2018/19 year-end 
accruals being released which have depressed this year’s expenditure. 

5. 
 

5.1 

Risk Management 
 

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 deviation away from target will be reported to Finance and Audit 
Committee accordingly. 

 
This report addresses one risk in the Strategic Risk Register under the theme Risks 
to CBH’s Financial Viability: 

• VFM and Technology Plan risk 4b Poor budget management or 
unavoidable/difficult to manage cost pressures require resources to be 
diverted from areas of need 
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6. Financial Implications 

6.1 These are incorporated in the body of the report. 

7. Value for Money Implications 

7.1 Successful delivery on performance targets for the year within these financial 
constraints will meet the requirements of the Value for Money Strategy. 

8. HR, Health & Safety and Equality & Diversity Implications 

8.1 None. 

9. Residents at the Heart 

9.1 Residents are indirectly involved in budgetary control as they review our 
performance on a regular basis. Our performance on standards is underpinned by 
our expenditure. 

10. 
 

10.1 

Appendices 
 

Appendix 1 – Budget Expenditure Position 
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Review of Budget Position Appendix 1 

 
 
 
 
 
 

 
Expenditure on CBH Budgets 

Housing and Resources 

Property Services (including Corporate Facilities) 

Capital works 

Sub-total 

 
Expenditure on CBC Budgets 

 
Capital works 

Revenue works 

Delegated Budgets 

Sub-total 

 
Grand Total 

Year to June 2019 

Budget 

2019/20 

 
£000 

Actual 

2019/20 

 
£000 

Actual 

(more)/less 

than Budget 
£000 

 
 

1,180.4 

 
 

1,152.7 

 
 

27.7 

1,303.8 1,254.4 49.4 

1,003.7 1,009.8 (6.1) 

3,487.9 3,416.8 71.0 

 

758.0 

 

760.2 

 

(2.2) 

464.8 413.8 51.0 

1,213.2 846.9 366.3 

2,436.0 2,020.9 415.1 

5,923.9 5,437.7 486.1 

 

Full Year 

Actual Budget Forecast Forecast 

2018-19 2019/20 2019/20 (more)/less 
   than Budget 

£000 £000 £000 £000 

 
 

4,647.3 

5,157.1 

4,141.7 

 
 

4,721.5 

5,215.2 

4,848.0 

 
 

4,799.4 

5,142.2 

4,848.0 

 
 

(77.9) 

73.0 

0.0 

13,946.1 14,784.7 14,789.7 (5.0) 

 

3,553.6 

 

2,753.0 

 

2,753.0 

 

0.0 

1,361.4 1,751.0 1,751.0 0.0 

4,999.3 4,632.0 4,632.0 0.0 

9,914.3 9,136.0 9,136.0 0.0 

23,860.4 23,920.7 23,925.7 (5.0) 
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REPORT TO COLCHESTER BOROUGH HOMES 

 
 

DATE: 9 September 2019 
 

TIME: 5.30pm 
 

VENUE: Room 1, Rowan House 
 

AGENDA ITEM: 18. 
 

SUBJECT: Consumer Regulation Review 2018-19 
 

REPORT BY: Karen Loweman, Director of Operations 
 (01206) 282805 
 karen.loweman@cbhomes.org.uk 

 
 

FOR INFORMATION 

 
1. To note 

1.1 The Board is asked to note the information from the Regulator of Social 
Housing - Appendix 1, and the Housemark summary note of the information - 
Appendix 2. 

2. Purpose of Report 

2.1 The letter attached to this report has been received from the regulator of 
social housing. 
The Consumer regulation review was published on 19th July 2019, and the full 
review can be found at https://www.gov.uk/government/collections/consumer- 
regulation-review 

3. Background & Content 

3.1 The Consumer Regulation Review provides a summary of the Regulator’s 
consumer regulation work for the year 2018-19. It includes case studies to 
demonstrate methods of consumer regulation. 

3.2 This report focuses on the importance of social housing providers complying 
with all of the consumer standards, including engagement, neighbourhood 
issues, and property allocation. 

4. HR Implications 

4.1 None. 

5. Legal Implications 

5.1 None. 
 
 

 

mailto:karen.loweman@cbhomes.org.uk
https://www.gov.uk/government/collections/consumer-regulation-review
https://www.gov.uk/government/collections/consumer-regulation-review
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6. Financial Implications 

6.1 None. 

7. Value for Money 

7.1 None. 

8. Health & Safety Implications 

8.1 The report reminds social housing providers about the importance of having 
effective systems in place to ensure resident safety. 

9. Equality & Diversity Implications 

9.1 None. 

10. 
 

10.1 

 
 

11. 
 

11.1 

Residents at the Heart 
 
This report focuses on tenants with regard providing an effective service for 
homes, safety and involvement. 

 
Decision Required? 

No 

 
12. 

 
Appendix 

12.1 The following documents are appended to this report: 
 

• Appendix 1 – Letter from regulator 

• Appendix 2 – extract Housemark short summary note of Regulator of 
Social Housing Consumer Regulation Review 2018-19 



 

Appendix 1 

 

 
Regulator of Social Housing 

Fry Building 

Marsham Street 

London SW1P 4DF 

 
T: 0300 124 5225 

E: enquiries@rsh.gov.uk 

W: www.gov.uk/rsh 

 
 
 
 
 

19 July 2019 
 

 
Dear CEO, 

 

Our Consumer Regulation Review 2018-19 
 

I am writing to draw your attention to our Consumer Regulation Review 2018-19 which is published 
today. 

 

The Consumer Regulation Review provides a summary of the Regulator’s consumer regulation work for 
the year 2018-19. It includes case studies to demonstrate our approach to consumer regulation, as well 
as key lessons we wish to share with the sector and explains our current role and mandate as set by 
Parliament. 

 

The report focuses on the importance of social housing providers complying with all of the consumer 
standards, including how they engage with their tenants, how they respond to neighbourhood issues, 
and how they allocate their properties. 

 

In terms of health and safety, the report reminds social housing providers about the importance of 
having effective systems in place to ensure the homes where their tenants live are safe. We are also 
urging all social housing providers to look at how accountable they are and how they are transparent 
with their tenants. 

 

Most registered providers are well-run and can demonstrate they meet the expectations set out in the 
regulatory standards, but on occasions, issues do arise that represent a risk to tenants and where 
intervention by the regulator is required. We would encourage providers to review the lessons set out 
in the report, and consider what they can learn from these to ensure that tenants’ homes are safe, of 
good quality and well-managed, and that they are accountable to tenants. 

 

For that reason, I would ask that you bring this letter and the Consumer Regulation Review to the 
attention of your board or elected members. 

 

As ever, transparency with the Regulator is essential. Based on our co-regulatory approach, we would 
expect providers of social housing to notify the Regulator of any potential breaches of the consumer 
standards in a timely manner. 

 

If it would be helpful to discuss this letter, or the Consumer Regulation Review itself, please let me 
know. 

 

Yours sincerely 
 

Fiona MacGregor 
Chief Executive 

 
 

 

The address for service of any 

legal documents on RSH is: 

Level 1A, City Tower, Piccadilly Plaza, 

Manchester M1 4BT 
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Appendix 2 
 
 
 

HouseMark's response to the latest Consumer Regulation Review 

As you will be aware, the Regulator of Social Housing has recently published its latest Consumer 

Regulation Review. 
 

This review sets out the key issues the Regulator identified in 2018-19 and serves as a reminder of 

the expectations for social housing providers and their board/elected members around consumer 

regulation. The Regulator has said that this review also reinforces that well-run and well-governed 

organisations need to have systems in place to listen to and engage with tenants, and to take 

prompt and effective action when tenants may be at risk. There is a clear message that all social 

landlords should look at how accountable they are and how they can be more transparent with their 

tenants. To support our members to make better business decisions, and continue to demonstrate 

how your activities and performance meet regulatory requirements, we have summarised helpful 

learning points from the review to aid continuous improvement. 

1. Have confidence in the quality of your data 

The Regulator says: “The importance of good quality data cannot be overstated. In a number of 

cases, the Regulator has seen that a breach of the consumer standards, including a failure to comply 

with statutory requirements and policies on health and safety, has arisen because organisations do 

not hold good quality data about the homes their tenants live in. Registered providers can also find 

themselves unable to evidence whether required work has been carried out to time and quality, or 

even at all. This may be due to the existence of different data systems, but often stems from 

inadequate arrangements for data reconciliation, weak controls and inconsistent record keeping. 

The expectation is that all registered providers will have assurance on the quality and integrity of 

their data. This is the foundation on which all other assurance of compliance is based.” 

What you can do now: 

• Learn more about the quality of your data and the role data as evidence can play in 

demonstrating the operational activities that matter most to tenants. 

• Review and challenge the amount of data you are presented with at executive level. Is there 

enough good data analysis to give you the confidence that the required work is carried out 

on time, to budget and to customers’ expectations? What information are you presented 

with that allows you the assurance that your business operations are effective? 

 

2. Gain reassurance that your board members and leadership have the insight and tools to 

understand performance and manage risk 

 
The Regulator says: “Good governance is critical in managing risks effectively. A registered provider’s 

governing body must ensure that it has effective oversight via timely and accurate reporting, and 

that it understands what assurance it has that risks are being identified, managed and monitored, 

with escalation mechanisms where appropriate.” 

 
What you can do now: 

• Refresh and refocus your board reports. Best practice reports should present clear and 

straight-forward performance results, with contextual information that supports and 

evidences decision-making – this can include a review of comparative peer performance, or 

year-on-year trend. Is the information in your reports robust enough to identify 

https://www.gov.uk/government/publications/consumer-regulation-review-2018-to-2019
https://www.gov.uk/government/publications/consumer-regulation-review-2018-to-2019
https://www.gov.uk/government/publications/consumer-regulation-review-2018-to-2019
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performance risks? Are you accessing quarterly performance comparisons to enable in-year 

action? 

• Check your skills and culture mix. Good governance requires the right people, with the right 

mix of experiences to effectively manage and monitor performance, escalate when required 

and manage mitigations. Do you have the right people in place to provide the information 

you need? Do you have the correct skills throughout the organisation to manage and deliver 

projects? Is the current culture one which supports performance improvement and positive 

risk management? 

• 3. Demonstrate your commitment to complaints 

 
The Regulator says: “It is the responsibility of registered providers as landlords to respond to 

complaints and to do so promptly and effectively. Failing to deal effectively with complaints 

impacts on the level of trust and confidence tenants have in their landlord and can have a 

significant reputational impact for registered providers. It may also affect our view of a 

registered provider’s governance. Governing bodies must ensure that they have sufficient 

oversight of the effectiveness of arrangements for complaints handling. 

 
Analysis of complaints data and trends can inform a registered provider’s understanding of 

the messages tenants are giving them and importantly whether the issues being raised 

indicate a potential significant and/or systemic failure. Where this is the case there should 

be a route for escalation and where necessary, a different approach to ensure effective 

resolution in a timely way. Through our casework we have seen occasions where registered 

providers acknowledge that they have not handled complaints in the way they would have 

wished to and have commissioned reviews which have learning points for the wider sector.” 

 
What you can do now: 

• Review your complaints data and gain reassurance you receive enough detail to monitor and 

effectively manage your customer experience. Do you know what the main topics of your 

common complaints are? Do you know how many complaints you receive year-on-year and 

whether that’s good in context of the wider sector? 

• Communicate your commitment. As transparency is key for both the Regulator and 

residents, review how, where and when you share information about complaints – from how 

to report, to resolutions and results, the evidence base you build will demonstrate positive 

action, commitment and ownership. 

 

 
[Extract accessed online 28/08/2019 https://www.housemark.co.uk/hm-news/all-articles/general- 

news/housemarks-response-to-the-latest-consumer-regulation-review] 

https://www.housemark.co.uk/hm-news/all-articles/general-news/housemarks-response-to-the-latest-consumer-regulation-review
https://www.housemark.co.uk/hm-news/all-articles/general-news/housemarks-response-to-the-latest-consumer-regulation-review
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Minutes of the Finance & Audit Committee Meeting 
 

Held at 5pm on Thursday 1st August 2019 
In Room 1, Rowan House 

 
Present:  In Attendance:  

Glenn Houchell (Chair) Anne Grahamslaw Chair of the Board 
Julie Parker (Vice Chair) Gareth Mitchell Chief Executive 
Cllr Nigel Chapman  Brian Richardson (BR) Director of Resources 

Cllr Cyril Liddy  Alan Woodhead (AW) (Mazars) 

Michael Campbell 
 

Lucy Williams (LW) Board Assurance Officer 
(Minutes) 

Geoff Foster    

 
 
 
 

1. Apologies for absence 

1.1 Apologies had been received from Sharon Stephens. No other apologies were 
recorded and the meeting was confirmed as being quorate. 

2. Minutes of the meeting held on 6th April 2019 and Matters Arising 

2.1 Geoff Foster confirmed that he had attended the Finance & Audit meeting of 6th 

April 2019 and requested that the attendance list be amended to reflect this. 
 

The requested amendment had been made, and the minutes were accepted as 
being a true and accurate record of the meeting held on 6th April 2019 and 
approved for the Chair to sign. 

 
Matters arising 
A Board member queried why Action 9.5 reporting on trading project profitability 
had not been actioned yet. Brian advised the committee that the process to 
capture individual project costs / profitability had been implemented from April. 
Profitability analysis for projects will be available and reported as the projects 
complete throughout the year. The Committee was reminded that the BOP was 
under review and could be replaced. It was suggested that the review of trading 
project performance may be better placed under the remit of any replacement for 
BOP, in due course. It was agreed to keep this action point on the F&A 
uncompleted actions until such time as the new Panel / Committee had been set 
up, in due course. 

 

Action: Item 9.5 from previous minutes 6th April 2019 should be referred to 
the Business Opportunities Panel for completion January 2020 – Brian / 
Matt 

3. Internal Audit Charter 

3.1 Alan outlined the purpose of the report to the committee and asked members to 
note the progress of the plan. 
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3.2 A committee member commented that it may be helpful to have the percentage 
of qualified staff forming part of the performance indicators. Alan agreed to take 
this suggestion away and to incorporate the recommended figures in to the 
presentation. 

 

Action: Alan to include percentage of qualified staff forming part of the 
performance indicator - Alan 

 
Decision: The committee noted and approved the Internal Audit Charter. 

4. Internal Audit Progress & Follow Up 

4.1 Alan presented the report to the committee. The members heard that progress is 
being made in line with the detailed plan. No questions were raised on the 
progress report. 

4.2 Alan shared with the committee that good progress had been made on the 
Internal Audit Follow-up Report. It was noted that there had been excellent 
support from the officers, and there were no outstanding actions. 

4.3 Decision: The committee noted the progress of the Internal Audit Plan and the 
progress in implementing outstanding recommendations. 

5. Strategic Risk Register Review and review of Red and Amber 
operational risks 

5.1 Brian introduced the strategic risk register and referred to some of the salient 
points. The new format is trying to address comments from the committee and 
dates for mitigating actions. This document references the action plan to ensure 
that activities contribute to the planned organisational direction. Brian advised 
that the new strategic risk register covered most of the same risks as the existing 
one did and had added risks on Health & Safety and not making gains from 
technology that were not in the old strategic risk register. 

 
The Committee advised that they agreed with the Health & Safety addition, 
particularly as directors, they would be personally liable. 

5.2 Comments from committee members: 

• the colouring of the rating for objectives and strategy on p.50 – 51 were 

around the wrong way. 

• Figures 4b, p.52 at the bottom, were incorrect (17 * 4). 

It was suggested that data issues such as this may be caused by using a Word 
document rather than a spreadsheet. 

 
The committee recommended a periodic sense check on the information. 

 
Action: Sense check of the information of the risk register to be 
undertaken – Brian / Matt 

5.3 A member raised the strategic risk of Health & Safety, and suggested that CBH 
should be including consideration of its environmental impacts. For example, 
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whether climate should be represented on the register. The committee discussed 
the aspects relating to this and Gareth agreed to consider how this measure 
could be included in the work. One or two Key Performance Indicators may be 
helpful to consider as a general proxy for environmental impacts. 

 
It was noted that a similar request may come from the Council through the 
Management Agreement. The committee felt that CBH should also be proactive. 

 
Action: Consider how environmental aspects could be represented on the 
register – Gareth / Matt 

 
5.5 The committee noted that on p55, 1b the assessment for business/strategic 

objective was very high while the reputational risk was assessed very low, and 
questioned the assessment of the latter. Brian advised the committee that there 
was a high risk that work would have to be outsourced, which had an adverse 
financial impact for CBH and meant it was not meeting its strategic goal, but 
there was a very low risk to project delivery hence the low reputational risk. 

 
The committee discussed the issue of staffing and how this can impact on an 
organisation. 

 
A query regarding the meaning of the last sentence in 1b was raised, and Brian 
confirmed to the committee that rather than going to a company to source 
professional skills, free lancers would be sourced to complete the work at a 
better rate. 

 

5.6 Regarding company IT being used to capacity (p.57), a committee member 
commented that the mitigation detailed for the risk of training may not be enough 
to rectify the problem. It was suggested that skills should be considered as part 
of recruitment, or to consider the skills that do exist within the company. Brian 
agreed that these mitigating items could be added to the register. 

 
A committee member queried whether the software could be a part of the 
problem, and shared examples of where this had been the case. 

 
Gareth advised the committee that core software system is under review, and 
the other system used by staff is the Microsoft suite of tools for which CBH have 
limited capacity to influence. The Microsoft suite are the standard tools and the 
Council has made same decision. Ideally, issues will be resolved by one of these 
two systems, and then perhaps focussed training in some areas. 

 
A member referred to the smarter working practices, and better understanding 
how people use technology. It was noted that this area did score poorly in the 
staff survey. 

 
Action: Add extra mitigating items for managing the risk of staff having 
poor IT skills (People Plan risk 3a) – Brian / Matt 

 
5.7 A member queried the amber score on p.63 for the risk of inefficient processes 

not being identified or improved, noting the good track record in recent years. 
Gareth responded that although considerable progress had been made the 
scoping sessions for Project Aurora had identified many suboptimal processes 
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and work arounds that had been put in place, mainly to compensate for the 
Capita Housing system’s shortcomings. This gave rise to the amber score. 

 

A member queried the data quality issues that may arise as part of the migration 
to a new system and how this is being considered. Gareth advised the 
committee that the housing systems team that transferred from the Council last 
year have good data management knowledge and skills and are focused on 
ensuring that data quality is considered properly. Due to the GDPR introduced in 
2018, much cleansing of data was accelerated at that time. 

 
The committee heard that project risk registers were included within the project 
development and planning, and are managed by the Aurora project board. It was 
noted that operational processes and detail were considered as part of the 
MTDP. 

 
5.8 The committee were updated on the emerging register, which had not changed 

from the last meeting except to remove previously agreed items. The committee 
requested that this emerging register be considered in the future, to ensure that 
it is fit for purpose. 
Action: Consideration to be given to the emerging risk register, to ensure 
fit for purpose – Brian / Matt 

 

5.9 The committee discussed the previous risk register against the aspects and 
presentation of the new version. Brian advised the new version made it possible 
to see all relevant information in the same place and did not suffer from the small 
font size used to compress the previous version to a page. 

 

Gareth shared with members that the process to align operational and 
leadership risk register is in progress. 

 

5.10 The members considered the roles of the Finance & Audit Committee and Board 
in relation to reviewing risk. It was noted that the Board are responsible for the 
Strategic Risk Register. 

 
The committee agreed that it would review the strategic risk register, the red and 
amber risks, as well as the emerging risks register. The Board would review just 
the strategic risk register and could see Finance & Audit Committee discussions 
on the other risks in the minutes. 

 
Action: Finance & Audit Committee to review strategic risks, red and 
amber risks and emerging risk register with the Board to review just the 
strategic risk register – Brian / Matt 

 
5.11 The Committee noted the risks. The committee also noted the newly developed 

risk registers and the Value for Money and Technology Strategic Plan and the 
Leadership Strategic Plan. 

 
6. CBH Financial Update 

 
6.1 Sarah presented the report from Quarter 1, and highlighted some key aspects 

for consideration by the Committee such as the position at the end of Q1 for 
CBC and CBH. Sarah also referred to the forecast on trading activity; presently 
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forecasting a profit but due to the early timing this could change. 
 

6.2 A member enquired about the Gurka Homes Project, referenced in paragraph 
2.2 and was advised that the project was a one-off reroofing that was won after 
the budgets had been set in November 2018. 

 
6.3 The debtors owing over 30 days, referenced in paragraph 2.6 on p.76 was 

questioned for its current position by a member. The committee were advised 
that these were an over payment, and a salary sacrifice purchase. One was 
almost closed and the other had recently commenced repayments. The 
Committee noted that these payments could go on for the year. 

 
6.4 A Member queried about the state of projects and numbers overall, particularly 

about the secured projects. Gareth advised that there was a good degree of 
certainty around the projects, but that until further due diligence had been done 
on the financials, and in particular the margins, there remained some uncertainty 
around the full year forecast. 

 
6.5 The Committee approved the use of reserves to fund one-off costs from the 

senior management review should there be insufficient surplus from trading to 
meet the cost. 

 

6.6 The committee noted: 

• 2019/20 CBH management fee, capital and delegated budget monitoring 

reports and balance sheet to 30 June 2019; 

• The current forecast for year-end outturn; 

• The forecast financial impact resulting from the Senior Management 

Review. 

Decision: The Committee approved the use of reserves to fund one-off 
costs associated with the redundancy arising from the senior management 
restructure. 

 

7. Governance Report 
 

7.1 Lucy presented the Governance report to the committee and invited questions 
pertaining to the contents. 

 
7.2 A member queried whether the register of directors on Companies House had 

been maintained and Lucy confirmed that it was up to date. 
 

7.3 Regarding insurance renewals, Sarah confirmed to the committee that the 
insurance had been renewed. Sarah advised that the summary report will be 
shared with the committee. Overall there has been an increase in premiums, 
professional indemnity increased significantly due to the insurer underquoting on 
the previous year. 

 
Action: Sarah to include a summary report of the renewal for the next 
Finance & Audit Committee - Sarah 

 
7.4 The Chair shared with the committee that the presentation of the CBH Annual 

Governance Statement would be presented at CBC Governance & Audit 
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Committee meeting on 3rd September 2019. 
 

Gareth advised the members about the managers who were stepping in to their 
new roles. BR was expected to leave the company soon and it had not been 
decided who would accompany the Chair at the meeting on 3rd September. 

 
Action: Confirmation of the officer to attend CBC Governance & Audit 
Committee on 3rd September to be decided - Gareth 

 
7.5 The committee commented on the policies for review and noted that a large 

number were due in the next 6 months. Gareth agreed with the comment and 
shared that this has been reviewed in light with management restructure. The 
number of policies will be considered with individuals. The committee discussed 
the reasoning behind the policy review timetable, which was to ensure that 
policies were review regularly. It was felt that the timetable could be amended so 
that the reviews could be actioned properly and with appropriate time allowed so 
that the work could be completed. 

 
Action: Ensure that the policy review timetable is amended so that the 
workload is properly managed – Gareth / Lucy 

 

7.6 A member queried the ability to test the Business Continuity Plan, the committee 
were reminded that this has previously been highlighted as a governance issue. 
The committee felt that this should be reviewed so that it does not slip. 

 

Action: Ensure that there is a plan to test the Business Continuity Plan – 
Gareth / Matt 

 

7.7 At the bottom of the policy list there was an item that was missing its title, the 
committee believed that this could be the management agreement based on the 
dates. 

 
8. Any other business 

 
8.1 The committee discussed the management restructure in relation to future 

meetings. This Finance & Audit Committee was Glenn’s and Brian’s last. Gareth 
and the members of the committee thanked Glenn and Brian for all their hard 
work. Geoff and Alan were also thanked, and the committee noted the good 
work that all contribute to the company. 

 
In her absence, Sharon was also thanked for her hard work over the years, now 
that she would be leaving the company, on a phased exit, in April 2020. 

 
8.2 Elfreda House Work 

Gareth provided an update on the Elfreda House work. Previously this work had 
been a confidential item, but now that the project launched and the residents 
engaged, the project can be shared as a refurbishment lead by CBH. Residents 
will be required to leave but with opportunity to return once the work is complete. 

 

A member shared that the project has gone well. The committee noted that 
because of the dilapidations of the property and the residents who had been 
temporarily removed, that fewer residents were likely to return than one would 
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expect. 
 

8.3 Post of Head of Finance 
In answer to a query about the advertised post for Head of Finance, the 
committee heard that the advert was open and being shared. The committee 
were encouraged to promote the post, closing at the end of August, where they 
could. Members heard that the post of Head of Asset Management was also 
open. 

 
There being no further business, the meeting closed at 18.09 

 
Confidential business 
None 
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F&A Committee Action List 

Item Action Who By When Done 

1st August 2019 

 

 

 

2.1 

Item 9.5 from previous minutes 6th April 2019 should 
be referred to the Business Opportunities Panel for 
completion January 2020 – Brian / Matt 

9.5 The group discussed the accounting policy and how to 
recognise revenue in a different way. A request was 
made to have a separate analysis of a project, for 
example the Mercury Project so that these areas can 
be better understood. Action: Separate analysis for 
projects to be shared with Finance & Audit Committee 
- BR 

 

 

 

BR / MA 

 

 

 
January 

2020 

 

3.2 
Alan to incorporate the percentage of qualified staff 
forming part of the performance indicators - Alan 

AW 
4 December 

2019 

 

5.2 
Sense check of the information of the risk register to be 
undertaken – Brian / Matt 

BR / MA 
  

5.4 
Consider how environmental aspects could be 
represented on the register – Gareth / Matt 

GM / MA 
23 August 

2019 

 

5.6 
Add extra mitigating items to the risk of staff having 
poor IT skills in the register – Brian / Matt 

BR / MA 
23 August 

2019 

 

5.8 
Consideration to be given to the emerging risk register, 
to ensure fit for purpose – Brian / Matt 

BR / MA 
23 August 

2019 

 

 
5.10 

Finance & Audit Committee to review strategic risks, 
red and amber risks and emerging risk register so that 
the Board can review the strategic risk register – Brian / 
Matt 

 
BR / MA 

 

19 August 
2019 

 

7.3 
Sarah to include a summary report of the insurance 
renewal for the next Finance & Audit Committee. 

SJ 
4 December 

2019 

 

 
7.4 

Confirmation of the officer to attend CBC Governance 
& Audit Committee on 3rd September to be decided 
and shared with the Chair – Gareth / Matt 

 

GM / MA 
19 August 

2019 

 

7.5 Ensure that the policy review timetable is amended 
so that the workload is properly managed – Gareth / 
Lucy 

GM / LW 30 August 

2019 

 

7.6 Ensure that there is a plan to test the Business 
Continuity Plan – Gareth / Matt 

GM / MA 19 August 

2019 
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2018-19 Board Forward Plan 
 

Items highlighted in yellow will be for information only, but Board Members are invited 
to raise any questions that they might have on these items at the meeting under 
which they are listed. 
Items highlighted in green are the reviews of specific Strategic Plan Delivery Plans. 

 

Items highlighted in blue are for the Appointments & Remuneration Committee. 
 

 

Date Item Committee Presenting 

 
24 Oct ’19 

Approval of new Tenant Board Member & 
new Independent Member – FOR 
DECISION 

 
n/a 

 
Chair 

Internal Audit Charter FOR DECISION F&A DoR 

Appointment of Vice Chair FOR DECISION n/a Chair 

Notice of Appointment of new Chair n/a Chair 

Appointment of Committee and Panel 
Chairs (if necessary) - FOR DECISION 

 

n/a 
Chair 

Customer Plan Review - FOR DECISION 
 

HoH & HoO 

Finance Assurance Report F&A DoR 

Health & Safety n/a HoR&M 

Strategic Risk Register Review – FOR 
DECISION 

 

F&A 
DoR 

Chief Executive’s Report Confidential n/a CEO 

Finance Assurance Report Confidential BOP DoR 

24 Oct ’19 
AGM 

Standard Items on AGM agenda: 

• Adoption of Financial Statements 

• Appointment of External Auditors 

• Annual Resident Insight & 
Engagement report 

• Noting of Resident and Independent 
Board Member selection results 

  

 

9 Dec ‘19 Capital Investment Programme 2020-2025 n/a DoPS 

Medium Term Delivery Plan Q2 questions n/a DoR 

Strategic Plan Assurance Report Q2 n/a CEO 
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VFM, Tech & Investment Plan Review – 
FOR DECISION 

 

n/a 
DoR 

Finance Assurance Report - FOR 
DECISION 

 

F&A 
DoR 

Strategic Risk Register Review – FOR 
DECISION 

 

F&A 
DoR 

Resident insight & engagement strategy – 
FOR DECISION 

n/a 
HOH 

 Report on Outcomes from Mental Health 
support work secondment – FOR 
INFORMATION 

 

n/a 
 
DoH 

Health & Safety n/a HoR&M 

Chief Executive’s Report Confidential n/a CEO 

Finance Assurance Report Confidential BOP DoR 

 

27 Feb ‘20 CBH Budget 2020/21 report FOR 
DECISION 

 

F&A 
DoR 

Housing Investment Programme 2020/21 
FOR DECISION 

 

n/a 
DoPS 

Medium Term Delivery Plan Review - FOR 
DECISION 

 

n/a 
SDM 

Medium Term Delivery Plan Q3 questions n/a DoR 

Strategic Plan Assurance Report Q3 n/a CEO 

Community Plan Review - FOR DECISION n/a DoH 

Finance Assurance Report F&A DoR 

Strategic Risk Register Review – FOR 
DECISION 

 

F&A 
DoR 

Health & Safety n/a HoR&M 

Chief Executive’s Report Confidential n/a CEO 

Finance Assurance Report Confidential BOP CEO 

 

 

Items to add once ready: 

• CBH 2019 Pay Award 


