ONE-HUNDRED-AND-SEVENTH BOARD MEETING Borough

COLCHESTER BOROUGH HOMES LIMITED Colchester
: E Homes

To be held 5.30pm, Wednesday 24" April 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 215t February
2019 and to deal with any matters arising.

4, Voice Your View

ITEMS FOR DECISION

5. Board Member Recruitment Policy (Page 11)
Lucy Williams, Board Assurance Officer

6. Invite Chair Appointment Panel to carry out process to appoint new
Chair and agree recruitment process (Page 33)
Anne Grahamslaw, Chair of the Board

7. Information and Confidentiality Policy (Page 39)
Lucy Williams, Board Assurance Officer

8. Anti-Fraud & Corruption Policy & Procedure (Page 63)
Brian Richardson, Director of Resources

9. Whistle Blowing Policy (Page 83)
Brian Richardson, Director of Resources

10. People Plan Review (Page 95)
Angelique Ryan, Head of HR and Governance

11.  Strategic Risk Register Review (Page 119)
Brian Richardson, Director of Resources

ITEMS FOR INFORMATION

12. Housing Revenue Account Future Projects (Page 123)
Karen Loweman, Director of Housing and Matt Armstrong, Head of Asset
Management



13.

14.

Homelessness Reduction Act (HRA) One year on Report (Page 131)
Karen Loweman, Director of Housing

Housing Management System / Project Aurora (Page 137)
Gareth Mitchell, Chief Executive

STANDING ITEMS

15.

16.

17.

18.

19.

20.

21.

Finance Assurance Report (Page 157)
Brian Richardson, Director of Resources

Verbal update from Chair of Resident’s Panel
Michael Campell, Chair of Resident’s Panel / Mark Healy, Resident
Insight & Engagement

Committee Minutes & Chair Reports (Page 161)
Finance & Audit Committee 7" March 2019

Forward Look (Page 171)
An update of future decisions required and items to be discussed at future
Board meetings.
Any Other Business
e Board Members’ activities.
Exclusion of the Public
Confidential Board Meeting
Items to be considered in confidential session:
e Setting a new approach to risk management including appetite areas
and impact tables FOR DECISION
e Chief Executive’s Report

e Confidential Finance Assurance Report

Forthcoming meetings:

Meeting Dates for 2019

Wednesday 3 July
Monday 9" September
Thursday 24" October (AGM)
Monday 9" December




Minutes of the Hundred-and-sixth Board Meeting of Colchester Borough

Homes

Thursday 21 February 2019

Room 1, CBH offices at Rowan House

Colchester, CO3 3WG

Present:

Anne Grahamslaw

In Attendance:
Karen Loweman

Director - Housing

Clir Nigel Chapman (Vice Chair)  Brian Richardson  Director - Resources
Gareth Mitchell Mark Wright Director of Property Services
Michael Campbell Matt Armstrong Head of Asset Management
Geoff Foster Angelique Ryan Head of HR & Governance
Glenn Houchell Gerardine Murphy  Service Development Manager
Clir Cyril Liddy Neil Appleton Business Intelligence &
Julie Parker Service Improvement Manager
Andrew Harley Equality & Safeguarding
Business Partner
Owen Howell Board Assurance Officer
(Minutes)
Observing:
Geoff Beales Client Services Manager (CBC)
Mr. St. Pierre (Member of Public)
1. Apologies and quorum
1.1 Apologies were recorded from Clir Phil Coleman. The meeting was confirmed as
being quorate.
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.
4. Voice Your View
4.1 The Board was addressed by Mr St. Pierre, who was dissatisfied with a delay in
conducting repair works. Matt Armstrong informed Board that he had spoken to
Mr St. Pierre just prior to the meeting and would follow up this query to ascertain
when the work would be carried out. Action: Matt Armstrong to follow up on this
query and ensure a response is sent to Mr St. Pierre
5. CBH Budget 2019/20
5.1 Brian Richardson introduced the budget and confirmed that this item would cover

the Management Fee, delegated budgets and the capital works budget. The
consideration of trading and reserves would be held in the confidential section of
this meeting. The CBH Finance & Audit Committee had reviewed the proposed
budget on 5 December, with updates being made since that meeting.



5.2

5.3

54

5.5

6.1

6.2

6.3

6.4

The Management Fee increase comes from consideration of the 2% pay award
for CBH staff, funding for teams who were TUPEd from CBC (Colchester
Borough Council) to CBH in 2018/19 (now fully funded within CBH) and
additional grant funding secured for Housing Options. Reduction in the
Management Fee comes from the scheduled ending of CBC support towards the
CBH pensions gap. Pay cost remain the largest expenditure at CBH, now
accounting for 73% of the Fee. Non pay costs remain flat, year-on-year.

Budgets for service areas are balanced, with the exception of Housing
Management and Resources, where a savings target of £162k has been set to
bring expenditure in line with funding. This is close to alignment with the five-year
plan which projected a deficit (before trading) of £146k.

Board requested a management view on the sustainability of recharging Housing
and Visiting Officers’ time to capital projects (Section 4.6 of the report). Brian
confirmed that this was just a strategy to mitigate calls on reserves for the
coming financial year. In addition to this, the Five-Year plan is being reviewed for
update and an approach is being sought to balance all strands of the business. It
is expected that Board will receive and consider any proposals regarding this at
its next meeting (24 April).

Decision: Board voted nem con to:
e Approve the overall 2019/20 Management Fee (MF) budgets;
e Note the CBC delegated budgets for 2019/20 (subject to confirmation from
CBC);
¢ Note the 2019/20 capital works budget (paid for by CBH);

Medium Term Delivery Plan Review

Gerardine Murphy explained that three changes to KPIs were proposed. These
involved the following areas:
e Customer Service

e Homelessness prevention & relief
e Corporate facilities management

Gerardine summarised the recommended changes and the reasons for them.
Board were also asked to approve an amendment to the Customer Plan to
likewise update the KPI in this document to match the Customer Service KPI
relating to the Medium Term Delivery Plan.

Unexpected difficulties in compiling the relevant data has made it difficult to
report back on the current KPI for Homelessness prevention & relief. This was as
a result in changes to data recording since the Homelessness Reduction Act was
implemented. A new methodology for this is now required.

The change to the Corporate facilities management KPI involves a change to the
target rather than the KPI itself, as CBH has massively exceeded the existing
target and so a more challenging target is now proposed.
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7.2

7.3

7.4

7.5

7.6

These changes were considered at the most recent Principal Liaison meeting
and CBC's Portfolio Holder for Housing is satisfied with them. The CBC
representative (Dan Gascoyne) was unable to attend but has received the KPls
and has not raised any requests to further alter them.

In answer to questions, Gerardine explained what generally constitutes a ClIr
enquiry (as listed under ‘Volumes of transactions’ on page 51.

Decisions:
e Board approved the CBH Medium Term Delivery Plan 2018-22 (MTDP),
including KPI targets and budgets for 2019/20 and subsequent years.
o Board adopted the revised customer service key performance indicator
and targets (as described in the report) in the CBH Customer Plan from
April 2019.

Housing Investment Programme 2019-2020

Matt Armstrong presented the Programme, which had been approved by CBC
and was now ready for adoption by the Board of CBH. The Board was further
asked to direct officers of CBH to implement the Programme.

Matt highlighted that factors affecting the 2019/20 Programme were well
understood, but that those which would affect the following four years of the
Programme were less clear, owing to uncertainty created by Brexit and potential
changes to national housing policies.

Matt was asked if CBH was involved in stock acquisitions and whether
management was confident in the forecast for this. Matt explained that the
acquisition of properties was carried out by the Strategic Housing Team in CBC.
In 2018/19 they have purchased 16 general needs properties and 16 temporary
accommodation properties. CBH surveys potential acquisitions and then carries
out void work on purchased properties to bring them up to necessary standards.
Work generated from new build projects relates to work awarded to CBH by
Colchester Amphora Homes (CAH).

Members asked if there was potential for borrowing by CBC (following the lifting
of the debt cap) to be used for other work, should that which is planned suffer
from slippages. Matt explained that CBC is looking at potential new prudential
borrowing. There is no current certainty that borrowed capital could be spent
elsewhere. Talks are planned to increase investment in existing stock, following
the end of the four years of 1% rent cuts (cumulative) put in place by
Government.

Gareth Mitchell underscored the importance of making best use of additional
borrowing capacity by CBC, so if underspends are encountered, officers at CBC
will be expected to offer options for re-allocating available funds.

Decisions:
e Board welcomed the decision by CBC to accept the proposed five-year
Housing Revenue Account (HRA) Housing Investment Programme (HIP)
2019-2024 submitted to the Council by CBH. Board notes the Council’s
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9.5

approved HRA Capital Medium Term Financial Forecast (CMTFF) as set out
at Appendix A.

e Board directed officers to implement the 2019/20 programme in accordance
with the requirements of the Council and the Medium-Term Delivery Plan.

Finance & Audit Committee Terms of Reference

Following one year of the re-written Terms of Reference being in place, the
Committee has reviewed these and brought forward the amended Terms of
Reference for Board consideration and approval.

Decision: Board approved the Finance & Audit Committee Terms of Reference.
Appointments & Remuneration Committee Terms of Reference

Following one year of the re-written Terms of Reference being in place, the Chair
of the Committee has reviewed these with the Board Assurance Officer and the
amended Terms of Reference have been brought forward for Board
consideration and approval.

An additional amendment has now been proposed and was detailed by Gareth
Mitchell. This comes from consideration of the current senior management
review being carried out and concerns subsection 2.5 of the Terms of Reference
(appointment of Chief Executive/Directors Management Team (DMT) members).
Gareth suggested that this should be further amended to delegate to an
appointed Appointment Panel the power to interview and appoint DMT members.
The Chair’s view was that it would be sensible for the Panel to make the
appointment, given that they would have conducted the interviews with each
candidate.

Board discussed potential ways in which Board Members could be given sight of
the details of applicants for DMT-level appointments as part of the recruitment
process, although power to appoint would remain delegated to Appointment
Panels chosen by the Appointments & Remuneration Committee. Clir Liddy
(Chair of Appointments & Remuneration Committee) requested that the intended
wording of this amendment be circulated to Board Members and time given for
suggestions before the amended wording comes into force. Action: Owen
Howell to draft additional wording and circulate to all Board Members.

Members requested further amendment:
e Amend 2.2 —remove ‘The Board Assurance Officer or her/his nominee shall
act as’ and the first use of the word ‘and.” Approved.

Questions raised were answered with an explanation that DMT members who
joined the local government pension scheme used by CBH were enrolled in the
same scheme as all other staff who chose to participate. It was also confirmed
that CBH was responsible for approving its own pay award, albeit that
negotiations are carried out by CBC on behalf of both CBC and CBH. CBH could
conduct independent negotiations, however Board has been of the view that this
would not be currently advisable.
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The change at 2.6 of the Terms of Reference was explained as a way to reflect
that most Appointments & Remuneration Committee is constituted of all non-
executive directors and meetings took place within Board meetings, thus making
it unnecessary for Board to receive a report detailing the Committee’s decisions
where this has been the case. The change still allows for Board Members to be
briefed on any Committee business which occurs outside of Board meetings.

Decision: Subject to the additional amendment shown at 9.4 and the circulation
and acceptance of the wording for the amendment detailed at 9.3 (above), Board
approved the Terms of Reference.

Meeting the Specific Duties of the PSED (Public Sector Equality Duty)

Andrew Harley detailed the specific duties as they apply to CBH and summarised
the Company’s objectives and aim to underpin these through the Strategic Plan
and its delivery plans. Thus, instead of having a stand-alone Equality Strategy,
the objectives would be integrally linked to the Strategic Plan. This mirrors the
approach of Essex County Council and Colchester Borough Council.

The CBH Equality Objectives have been made simple for ease of understanding
and were summarised as:

e Equality of Opportunity

e Equality of Access

Aims and areas of focus relating to these objectives can be found within the
Strategic Plan and Delivery Plans. The Objectives and actions towards achieving
them will be reviewed by senior management and by Board on an annual basis
in the annual Equality and Diversity report to Board.

The reasons for approving an equality statement were summarised, and included
the need to lay out the commitments to equality that replace the wording
contained within the superseded Equality Strategy.

Board welcomed the closer integration of equality and diversity considerations
into the core strategic planning processes throughout CBH.

Board asked whether non-tenant customers should be given the same level of
focus as we give tenants and leaseholders (regarding data collected for E&D
monitoring purposes). Andrew explained that CBH doesn’t collect information
relating to non-tenant customers as we do relating to tenants and leaseholders,
with less information collected on leaseholders than on tenants.

Gareth Mitchell responded to further questions about gaining wider-ranging data
from communities, agreeing that CBH now serves a much wider population than
just tenants, including homelessness/housing applicants and victims of antisocial
behaviour. Board highlighted the importance of reducing percentages for ‘no
data’ even further, following the significant increase in data obtained via the
tenancy audit programme. It was confirmed that pressure is not exerted on
customers to provide data for E&D purposes. Action: Andrew agreed to look into
potential ways to widen our breadth of data to improve all our services to
customers. This would be done in the coming months, ready for the task of
collating data for the following year.
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Decision: Board approved the new Equality Objectives, monitoring framework
and Equality Statement.

Complaint Policy

The amended Policy was presented, including changes requested by Board on
10 December 2018. Complainants at Stage Three of the complaints process
would be able to present directly to the Panel reviewing the case, and officer
support would be given to complainants to assist them in putting their case.

Action: Neil Appleton to amend page 6 of the Policy, third paragraph from the
bottom. The word ‘Board’ to be replaced with ‘Panel.’

Decision: Board approved the Complaints Policy.
Strategic Risk Register Review

Brian Richardson summarised his report. Gareth Mitchell informed Board that he
would be raising an issue relating to Strategic Risk 1 within the later confidential
session. Decision: The Strategic Risk Register was accepted.

Community Plan Review 2018-2022

Karen Loweman explained the two decisions required, involving the targets for
social impact target and for staff perception of our community impact.

CBH work with HACT (Housing Associations’ Charitable Trust) was detailed,
along with possible ways to work with Essex University. Officers would be happy
to present to Board any research from these sources.

Karen was asked if Board Members were counted towards volunteer figures.
Members are not currently counted within that figure but will be in future.

Board Members emphasised the importance of using the calculated value of our
social impact as a way to publicise the social benefits of CBH’s work. Members
expressed an interest in knowing what the ‘multiplier effect’ is calculated to be for
CBH spending. KL informed the meeting that the HACT model for measuring
social impact allows comparisons to be made with other organisations. Work is
ongoing with other housing providers and with Community360 and Citizens’
Advice to compare outputs and outcomes.

Decision: Board approved the changes to the Community Plan, involving the
targets for social impact target and for staff perception of our community impact.

Strategic Plan Assurance Report
Gareth Mitchell advised Members that work continued to provide a broad range

of transactional customer satisfaction feedback to show progress against the
objectives of the Customer Plan.
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Good progress has been made on the People Plan, with positive results coming
from the staff survey (more information will be provided to Board once compiled).

CBH is in a good position to accept and complete additional tasks that CBC may
wish to give us, relating to the increased capacity for HRA borrowing.

Medium Term Delivery Plan Assurance Report — Q3

Gareth Mitchell drew attention to the three red-rated areas for performance
against the Management Agreement and described the discussions which had
been had with CBC at the Principal Liaison meetings.

o Slightly behind target with measurement of customer satisfaction, following
work to find better ways to measure performance in this area.

o Atyear end CBH is expected to be behind targets relating to Asset
Management and Letting Homes. Contributory factors to the situation have
been listed in the report, and the CBC client team are mindful of these and
the challenges they are causing.

Karen Loweman confirmed that there were no households placed in B&B
accommodation by the end of Q3. This was sustained through January but the
cold weather has led to a small number now being placed in B&B although it was
expected that CBH could sustain the minimal or zero levels of B&B use.

Finance Assurance Report

Brian Richardson noted that expenditure on CBC budgets was significantly under
budget at time of writing, as major expenditure budgets tend to be charged in
March and would therefore not be shown in this report. It is expected that this
expenditure will still be under budget at year end, once all charges are applied.

Officers were asked if there was an impact on tenants, caused by slippage in the
capital works programme. Matt Armstrong explained that the main impacts had
been around general work on blocks (e.g. on guttering and soffits) and had a
visual impact, but was not disrupting tenants at this time. Work will continue into
the coming year and tenants have been kept informed of the situation and any
delays. Regarding works on bathrooms and heating, procurement has not
occurred in time to allow works to be delivered. Owing to the way in which
tenants are informed about upcoming work in batches, tenants had not yet been
told of this planned work and therefore expectation management was not
necessary.

The Chair praised the updated and improved format of the Finance Assurance
Report.

Report from Chair of Resident Panel

Panel Members expressed satisfaction with the most recent Resident Panel
meeting, which covered rent collection and arrears. The Chair thanked Michael
Campbell (Chair of Resident Panel) for his work and his fellow Panel Members
for progress made with the group.



17.2  Board expressed a wish for the Panel to report back points raised at its
meetings, and to also report actions back to residents on the Panel. Karen
Loweman confirmed that actions resulting from Panel meetings were reported
back to the Panel to confirm what had been done. As an example, it was
confirmed that the repairs handbook would be ready for publication by the end of
March.
18. Committee Minutes & Chair Reports
18.1  Minutes were noted for Finance & Audit Committee on 5 December 2018. Chair
of Committee had already reported on this meeting to Board on 10 December.
19. Forward Look
19.1  The work plan was noted.
20. Any other business
20.1 Board Member Activities
e On 10 January Board Members had attended a briefing on the most recent
HouseMark data.
¢ All Board Member appraisals have been carried out.
20.2 The Chair expressed the Board’s thanks to Owen Howell for his work as Board
Assurance Officer. He is soon to leave CBH to take up a position at CBC.
With no further business, the open meeting concluded at 18:51.
Item | Action Who By When Done
21 February 2019
41 Follow up on issue ralse_d b_y Mr St. Pierre Matt Armstrong 8 March Yes
and ensure a response is given. 2019
Draft additional wording for A&R 8 March
9.3 | Committee Terms of Reference and Owen Howell 2019 Yes
circulate to all Board Members.
Look into potential ways to widen our 1 Aoril
10.7 | breadth of data to improve all our services Andrew Harley 20$9
to customers.
Amend page 6 of the Complaints Policy, 8 March
11.2 | third paragraph from the bottom. The word Neil Appleton Yes
‘ ; . , 2019
Board’ to be replaced with ‘Panel.




REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24 April 2019
TIME: 5.30pm
VENUE: Room 1, Rowan House

AGENDAITEM: 1

SUBJECT: Board Member Recruitment Report

REPORT BY: Lucy Williams, Board Assurance Officer

& (01206) 282719
‘B lucy.wiliams@cbhomes.org.uk

FOR DECISION

1.

1.1

2.1

2.2

3.1

3.2

Decisions Required

To approve the Board Recruitment Policy (Appendix 1)

Background Information

This Policy was created in 2016, and last reviewed by Board in February
2017. The Policy was subsequently agreed via electronic decision and
verified by Board in May 2017. The Policy is on a two-year review cycle.

The Board Recruitment Policy is shown as Appendix 2. No further
amendments are being recommended at this time, although Board
Members’ suggestions are welcomed and will be included, should they
receive approval from the Board.

Suggested Amendments to the Policy

Section 1- This section has been amended as recommended within section
4.2 of the Board Effectiveness Review action plan “Amend the Recruitment
Policy to make a statement about attracting a broad range of candidates
and all protected characteristics”.

The action plan also recommended adding into the Recruitment Policy a
reference to “nominated Members to attend Board meetings”. Having
reviewed the Board Member Recruitment procedure, this is already
referenced in sections 2d), 3.1e) and 3.2 d).

Section 2.4- This section has been reviewed and all references to G&R
have been changed to A&R.

11
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11.2

Section 3- This section has been reviewed and reference to childcare costs
has been included. The section has also been reworded to make this more
succinct.

Financial Implications

A financial cost will be incurred for any Board Member recruitment. Costs
will vary depending on whether these are via election or interviews. It is
likely that advertising costs will be incurred for independent Board Member
recruitment campaigns.

HR Implications

HR will support the Board Assurance Officer during any recruitment
campaign.

Legal Implications

There are no direct legal implications to this report, excepting those relating
to fair and transparent recruitment.

Health & Safety Implications
There are no direct Health & Safety implications to this report.
Equality & Diversity Implications

There are no direct E&D implications to this report, excepting those relating
to fair and transparent recruitment.

Residents at the Heart

The Policy ensures that our board recruitment process is fair, transparent
and easy to understand for prospective candidates.

Risk Implications

It could be argued that changing recruitment processes year by year
creates a reputational risk as some might think this unfair (e.g. if some
existing Board Members are required to go for election whilst others are
required to undergo a selection process led by the Chair, Chief Executive
and such interview panel as might be formed).

Value for Money
CBH can ensure good value for money by ensuring that Committee and
Board focus on the items which come before them, and by ensuring that

these items are relevant and of value.

Value for money is also achieved by ensuring that money spent on Board
Member recruitment achieves the recruitment of the best candidates whilst



12.

121

eliminating unnecessary costs. Interview selection processes are much less
costly than elections and allow greater scrutiny of candidates, and greater
likelihood that candidates with valuable skills and experience can be
recruited.

Appendices

Appendix 1 - Board Member Recruitment Policy
Appendix 2 - Board Member Recruitment Procedure

13
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Glossary

ALMO Arms-length Management Organization

CBM Council-appointed Board Member

DMT Directors’ Management Team (Chief Executive &
Directors of CBH Directorates)

AG&R Geverpanece-Appointments and Remuneration

Committee Committee

IBM Independent Board Member

NFA National Federation of ALMOs

TBM Tenant Board Member
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1. Introduction & purpose

This policy ensures that Colchester Borough Homes (CBH) complies with its
obligations regarding the appointment of Board Members to fill vacancies as
they arise.

This document is laid out to provide guidance for the recruitment and
induction of new members of CBH'’s Board of Directors. It expands upon the
Memorandum and Articles of Association, which lay down the requirements
for board member selection, and it codifies procedures with regard to
selections, elections and inductions.

This Policy is intended to help identify and recruit suitably qualified candidates
as Board Members, recognising the skill requirements of the Board and its
evolving needs in order to meet its strategic aims.

Board Members shall be selected from the required constituencies of
Members, as set out in the Articles of Association.

Whilst Colchester Borough Council (CBC) appoints its representatives to the
CBH Board (CBMs), CBH is responsible for appointing Independent Board
Members (IBMs) (with CBC input) and for the selection or election of Tenant
Board Members (TBMs).

In order for the appointment of Tenant and Independent Board Members to be
fair and transparent, this policy lays down the processes to be used for the
filling of any vacancies in these categories, as they might arise.

This policy has been produced to comply with CBH’s Memorandum and
Articles of Association and with best practice guidance from the National
Federation of ALMOs (NFA). The need for the Company to demonstrate good
governance of the housing stock it holds has also been considered in the
drafting of this policy.

We support and celebrate diversity, and we’re committed to improving
services by building a diverse workforce drawing upon a wealth of different
backgrounds and talents. CBH ensure that its vacancies are promoted widely
within the Borough. CBH actively encourages people from all backgrounds to
apply for vacancies regardless of race, gender, age, ethnicity, religion, sexual
orientation or disability.

2. Selection and appointment of Independent Board Members

21 Occurrence of Independent Board Member appointments
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Appointment of a new Independent Board Member becomes necessary when
a serving Independent Board Member:

e Reaches the end of their first or second term as a CBH Board Member
and chooses to retire and not apply for reappointment

e Reaches the end of their first or second term as a CBH Board Member
and is refused reappointment by the remaining Board Members

e Reaches the end of their third term in office
e Chooses to retire from the Board or becomes incapacitated

e Becomes ineligible to be an Independent Board Member, pursuant to
Article 19 in the CBH Memorandum and Articles of Association

Whilst the occurrence of ‘casual’ vacancies cannot be predicted, the ‘normal’
retirement of Board Members at the end of their terms allows the succession
process to be planned in advance. This makes possible the retirement of the
outgoing Independent Board Members and the formal appointment of their
successors to occur at the same Board Meeting.

2.2 Selection process format and timetable

Independent Board Members shall be selected using the open process laid
down in Section 2 of the Board Member Recruitment Procedure.

2.3 Occurrence of Tenant Board Member elections or selections

Appointment of a Tenant Board Member becomes necessary when a serving
Tenant Board Member:

e Reaches the end of their first, second or third term in office. Outgoing
TBMs who have completed their first term are able to apply for reselection
or re-election (whichever of the two processes is used). TBMs who have
completed their second term may apply for reselection or re-election but
must receive Board approval to re-stand. TBMs who complete their third
term are ineligible to re-stand.

e Chooses to retire from the Board or becomes incapacitated.

e Becomes ineligible to be a TBM, pursuant to Article 19 in the CBH Articles
of Association.

Whilst the occurrence of ‘casual’ vacancies cannot be predicted, the timetable
for retirement of Board Members every three years allows the succession
process to be planned in advance in order to allow the retirement of the
outgoing Tenant Board Member and the formal appointment of a successor to
occur at the same Board Meeting.

24 Decision between selecting or electing Tenant Board Members

The two possible processes for appointing Tenant Board Members are:
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1. Select them via an interview process (see Board Member Recruitment
Procedure 3.2)

2. Hold an election to allow CBH tenants to choose their preferred
candidate/s to become a TBM (see Board Member Recruitment
Procedure 3.1).

Both the selection and election processes must be transparent, fair to all
participants and ensure that there can be no occurrence of undue influence by
candidates, existing Board Members or members of staff. The measures
detailed within the Board Member Recruitment Procedure aim to ensure that
this is the case.

The choice between holding a selection process or an election is to be made
by the full Board, after hearing the recommendations of the
AppointmentsGevernanee-& Remuneration (AG&R) Committee.

It is the Board Assurance Officer’s duty to prepare a report for the AG&R
Committee presenting the two possible processes which may be used
(selection or election) as detailed in this policy, and to highlight the positives,
negatives and implications for each process.

Once they have discussed the Board Assurance Officer’s report, AG&R
Committee then agree a recommendation as to which procedure to use and
what budget should be allotted to cover the costs of the chosen procedure.
This recommendation is put before the next scheduled Board Meeting as an
item for decision. The Board then must decide whether to:

e Agree with the recommendation of the AG&R Committee

e Agree with the recommendation of the AG&R Committee but amend
the details and/or budget allocated

e Disagree with the recommendation of the AG&R Committee and
choose the alternative appointment process detailed in this policy

e Disagree with the recommendation of the AG&R Committee and
produce a new appointment procedure (which adheres to the Articles
of Association and NFA best practice guidance).

The chosen process shall be used to fill all subsequent vacancies for tenant
or leaseholder Board Members up until such time that the Board directs
AG&R Committee to reconsider the issue and make new recommendations,
at which point Board will consider whether to change the process used.

2.5 Selection process format and timetable

Tenant Board Member elections and selections are to be run using the
processes laid down in Section 3.1 and 3.2 of the Board Member Recruitment
Procedure respectively.
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3. Equality and diversity considerations

In order to guarantee that no-one capable of discharging the duties of a Board
Member is excluded from applying on grounds of disability or cost, all
reasonable efforts should be employed to ensure that candidates/potential
candidates are able to participate in the processes detailed in this policy.
Transport will be paid for or provided for all candidates within-the-Colchester
Berough-area-when they are required to travel to Rowan House as part of one
of these processes. Childcare costs may also be reimbursed, not to preclude
any candidates/ potential candidates taking part in this process. This will be

done in accordance with the CBH Board Member Expenses Scheme.

4. Induction process and support for new Board Members

In order to ensure that all Board Members are fully briefed on their duties,
rights and responsibilities, a full induction procedure will be carried out for
each new appointee to the Board of CBH. This will apply to Tenant,
Independent and Local Authority Board Members.

The induction process includes briefings on key subjects (such as
governance, Health & Safety and Equality & Diversity, briefings from
members of DMT on their service areas and from the Chief Executive on how
the ALMO works, future plans and current performance.

A full schedule of the induction process is included in the Board Member
Recruitment Procedure (Section 4). CBH commits to ensuring that each new

Board Member completes a full induction, which will be signed off by the
Board Assurance Officer upon its completion.

5. Consultation

This included consultation with Directors at CBH and consultants at Central as

part of the Board effectlveness review. qevananeeueﬁreeF&aeFessJeheAI:MQ

6. References
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This policy has been produced to comply with CBH's Memorandum and
Articles of Association and with best practice guidance from the National
Federation of ALMOs (NFA). The need for the Company to demonstrate good
governance of the housing stock it holds has also been considered in the
drafting of this policy.

e National Federation of ALMOs — 2015 Tenant Engagement Survey.

7. Related documents

Board Member Recruitment Procedure
Board Member Expenses Scheme
CBH Memorandum and Articles of Association.
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Board Member Recruitment

Procedure
CBH-R-HRG-902

1. Introduction

Colchester Borough Homes is responsible for recruiting Independent and
Tenant Members to our Board, as well as for providing inductions and training
to all Board Members (including Councillor Board Members).

This procedure is to be used in conjunction with the Board Member
Recruitment Policy and gives instruction on how to carry out Board Member
recruitment and inductions. There are different processes for the recruitment
of Independent and Tenant Board Members. These are detailed here.

2. Independent Member selection process format and
timetable

The following process shall be followed for the selection process of a new
Independent Board Members.

a) Initial Action: The Chief Executive and Chair of the Board agree the
desired core skills and previous experience for the post. The role
description and person specification is drawn up and advert drafted.
These are to be signed off by the Chair of the Board.

b) Advertise vacancy (CBH & CBC Website, HQN Website and consider
placing an advert in Inside Housing and other sector-specific
publications). Write to suitable candidates on file to ask if they would
like to be considered for this vacancy.

c) Compile a long-list of suitable candidates and invite them to attend the
next Board meeting.

d) Interested candidates to attend next Board Meeting and to meet Chief
Executive and Chair of the Board informally.

e) Applicants for interview shortlisted and shortlisted candidates to meet
CBC representative informally.



f) Formal interviews with selection panel consisting of: Chair of the
Board, Vice Chair and Chief Executive.

g) Selection Panel select their preferred candidate. Candidate is informed
of their nomination to the Board. Unsuccessful candidates notified of
the decision.

h) Successful candidate is formally accepted on to the Board at the first
Board Meeting to occur after their nomination.

i) New Board Member is briefed on the induction process and given an
induction pack.

3. Tenant Board Member selections and elections

Tenant Board Members can be either selected via an interview process or
chosen by election, with all tenants and leaseholders entitled to vote for their
preferred candidate or candidates.

As detailed in the Board Member Recruitment Policy (reproduced below), the
choice between election and selection is made by the Board:

The two possible processes for appointing Tenant Board Members are:

1. Select them via an interview process (see Board Member Recruitment
Procedure 3.2)

2. Hold an election to allow CBH tenants to choose their preferred
candidate/s to become a TBM (see Board Member Recruitment
Procedure 3.1).

The choice between using open selection processes or elections is to be
made by the full Board.

It is the Board Assurance Officer’s duty to prepare a report for Board,
presenting the two possible processes which may be used (selection or

election) as detailed in this policy, and to highlight the positives, negatives and
implications for each process, including estimates of the financial costs.

Once they have discussed the Board Assurance Officer’s report, the Board
then must decide whether to:

e Agree with the recommendation
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3.1

Agree with the recommendation but amend the details and/or budget
allocated
Disagree with the recommendation and choose the alternative
appointment process detailed in this policy
Disagree with the recommendation and produce a new appointment
procedure (which adheres to the Articles of Association and NFA best
practice guidance).

Section 2.4, Board Member Recruitment Policy

Tenant Board Member elections

The following process shall be followed for the election of a new Tenant Board
Member.

a)

Initial Action: The Chief Executive and Chair of the Board agree the
desired core skills and capabilities for the post. The role description
and person specification is drawn up and advert drafted. These are to
be signed off by the Chair of the Board.

The Board Assurance Officer is to seek as many quotes as possible
from providers of election/returning officer services and decide upon
the bid which gives the best combination of service provision and value
for money. Data Sharing Agreement must be signed by service
provider before tenant contact details are divulged.

Board Assurance Officer to update Information Pack for Potential
Board Members.

Advertise vacancy (CBH & CBC Website, Housing News and Views
and local media outlets). Write to suitable/previous candidates on file to
ask if they would like to be considered for this vacancy. Vacancy
details to also be included in ‘In House’ (for staff members) and e-brief
for CBC councillors.

Invite potential candidates to attend the next Board meeting and a
training session (Introduction to Board Membership).

Tenancy audits carried out on all potential candidates.

Interested potential candidates to attend next Board Meeting and to
meet Chief Executive and Chair of the Board informally

Interview with Chair of the Company’s Board (and Chief Executive, if
the Chair wishes this). This interview is to determine candidates
possess the minimum skillsets and abilities to perform the role of Board
Member. The Chair will decide which applicants are to go forward to be
candidates on the ballot paper.
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Potential candidates who meet the minimum requirements are
informed that they have been successfully accepted as candidates.
Unsuccessful candidates are to be informed of the Chair’s decision and
given feedback.

Design of election materials (ballot paper, any accompanying literature
and online presence to be given to Media Panel for feedback and then
to be approved by Board Assurance Officer, Chair of the Board and
Chief Executive.

Voting takes place. Polling day should be set no less than four weeks
and no more than five weeks after polling begins. Ballot papers should
be sent to all tenants and leaseholders individually.

Candidates, Board Members and DMT to be informed of the results.
Candidates to be sent copies of the Returning Officer’s report.

m) Successful candidates to be confirmed at the following Board Meeting.

n)

0)

3.2

Election results publicised in local media, councillor e-briefings, In
House and Housing News and Views.

New Board Member is briefed on the induction process and given an
induction pack.

Tenant Board Member selections

The following process shall be followed for the selection of a new Tenant
Board Member.

a)

b)

Initial Action: The Chief Executive and Chair of the Board agree the
desired core skills for the post. The role description and person
specification is drawn up and advert drafted. These are to be signed off
by the Chair of the Board.

Advertise vacancy (CBH & CBC Website, Housing News & Views and
press release or advert in local media/ jobsites). Write to suitable
candidates on file to ask if they would like to be considered for this
vacancy.

Compile a long-list of suitable candidates and conduct Tenancy Audits.

Invite candidates to attend the next Board meeting.

Interested candidates to attend next Board Meeting and to meet Chief
Executive and Chair of the Board informally
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f) Applicants for interview shortlisted.

g) Formal interviews with selection panel, the composition of this panel
being decided by the Chair of the Board and Chief Executive.

h) Selection panel select their preferred candidate. Candidate is informed
of their nomination to the Board. Unsuccessful candidates notified of
the decision, given feedback and asked if they wish their details to be
kept on file for future Tenant Board Member selections/elections
(subject to the selection panel deciding that they were competent to
carry out the duties of a Board Member).

i) Successful candidate is formally accepted on to the Board at the first
Board Meeting to occur after their nomination.

i) Appointment publicised in local media, councillor e-briefings, In House
and Housing News and Views.

k) New Board Member is briefed on the induction process and given an
induction pack.

4. Induction process

Successful candidates must have the necessary skills to carry out the duties
of a Board Member, but all new Board Members will be required to complete
the induction process in order to ensure that they are fully-briefed on the
structure of CBH and the work that the Company undertakes. This process
will include briefings on subjects such as Equality and Diversity, Health and
Safety and the functioning of ALMOs such as CBH.

The induction process is an essential part of the wider recruitment process as
it gives assurance that all new Board Members have the information and
training that they require in order to carry out effective oversight of the
management of CBH. It is also vital in allowing effective direction to be given
by the Board.

The induction process will be overseen (and signed off upon completion) by
the Board Assurance Officer (or in their absence, by a nominated officer
within the HR & Governance Team).

The timetable and content of the induction process is detailed on pages 6 and
7 of this procedure.
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Item | Induction Activity Timescale

1. | Welcome letter outlining induction programme, Within a week
enclosing copy of Code of Conduct and Statement of | of
Responsibilities, skills matrix, ICO data protection appointment
guidance and requesting BM profile.

2. | Arrange ID badge appointment with CBC Hall Before
Keepers via the hub. meeting with

BAO

3. | Meeting with Board Assurance Officer to go through | Within one
governance arrangements and BM pack. BM to month
complete Register of Interests, Companies House
form and sign Declaration of Acceptance. Tour of
Rowan House and ID badge.

4. | Meeting with Chair to go through BM role and Within one
responsibilities, appraisal, meeting behaviours, month
company behaviours, offer a board ‘buddy’ and
identify any initial training requirements.

5. | Meeting with Chief Executive to cover introduction to | Within one
ALMOs, relationship with LA, current performance, month
future plans and projects, role of residents and
company values.

6. | Health & Safety Briefing. Within one

month

7. | E&D and Safeguarding Briefing. Within one

month

8 | Meeting with Chair(s) of Committee(s) the BM is Within two
joining to discuss recent committee business and months
what is coming up.

9. | Meeting with Director of Housing to cover all areas of | Within two
housing management, and give introduction to months

current issues (eg Welfare Reform).
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Item | Induction Activity Timescale

10. | Meeting with Director of Property Services to cover Within two
asset management, repairs & maintenance, months

corporate facilities management, trading/trading
opportunities and introduction to current issues.

11. | Meeting with Director of Resources to cover human | Within two
resources, finance, HRA/General Fund, and intro to | months
current issues.

12 | Invite to next staff induction day, including a bus tour | Within three
of the neighbourhoods and offices. months

13 | Member invited and encouraged to attend and Within three
observe a meeting of a Committee on which they do | months
not sit as a member.

As items are completed, this should be recorded by the Board Assurance
Officer (or nominated member of the HR and Governance Team) in the
appropriate column.

All queries received regarding the processes detailed in this procedure should
be directed to the Board Assurance Officer.
5. Board Member mentoring system

Each newly-appointed Board Member will be given a mentor, who will be a
Board Member that has completed at least two years of service on the Board.

The mentor will be available for the new Board Member to ask advice or
answers to any questions which they might have. Whilst mentors are not
expected to be able to answer every question, their main function will be to
direct their mentee to the best person to answer their queries and to provide
general advice on the role and duties of a Board Member.

The Chair of the Board will encourage experienced Board Members to

become mentors, with volunteers sought to mentor newly-appointed Board
Members.

6. Related documents

The following should be used in conjunction with this procedure:

e Board Member Recruitment Policy
e Board Member Induction Pack
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24" April 2019
TIME: 5.30 pm
VENUE: Room 1, Rowan House

AGENDAITEM: 06

SUBJECT: Invite Chair Appointment Panel to carry out process to appoint
a new Chair.
REPORT BY: Matt Armstrong, Head of Asset Management

@ (01206) 506917
‘B matthew.armstrong@cbhomes.org.uk

FOR DECISION

1. Decision Required

1.1 For the Board to agree the Chair recruitment process, establish the Chair
appointment panel and to instruct the panel to implement the process.

2. Purpose of Report

2.1  To set out the proposed process to appoint a new Chair of the Board in order
to work to a planned timeline that ensures the successful recruitment of a new
Chair.

3. Background & Content

3.1 A working group was established at the Board meeting of the 10" December
who have met to discuss and establish the process and timeline detailed in
item4.1.

3.2  The working group agreed to recruit the role of Chair and the Independent
Board member at the same time as the sKkill sets required would be
independent of one another.

4. The proposed process

4.1 The proposed events and timelines are as follows:

Recruitment Activity By who By when

Board reviews and approves the Board | Board 24 April 19
Recruitment Policy and Process

Advert for Chair position drawn up and agreed | Working 30 April 19
Group
Advert for Independent board member drawn | Working 30 April 19

up and agreed Group
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Advertise on CBH website for both positions

HR

30 April 19

Networx recruitment to advertise both
positions on the following platforms;
The Guardian

The Telegraph

Reed

CV Library

Fish4Jobs

Third Sector

Charity Job

Total Jobs

Housing Jobs

Jobsite

LinkedIn - paid advert

HR,
Networx

30 April 19

Networx to carry out a search / headhunt for
both campaigns searching their talent
database, the job board CV databases and
the LinkedIn database to source potential
candidates who meet our profile.

HR, Networx

May 19

Networx will engage local client circles Eg.
Other housing providers in the region.

HR, Networx

May 19

Advert open for 3 weeks

Candidates will submit a CV with Supporting
Statement. HR to collate.

HR

May 19

Produce a longlist list of candidates for the
Independent Board Member role.

Chair, CEO

June 19

Produce a longlist list of candidates for the
Chair of the Board role.

Chair, CEO

June 19

Candidates for Independent Board Member
role shortlisted for interview and shortlisted
candidates to meet CBC representative
informally. Shortlisted candidates requested
to complete a psychometric test.

Chair, CEO,
CBC Rep

HR

July 19

Shortlist of candidates for Independent Board
Member role invited to the 3™ July Board
Meeting. Candidates to meet the Chair and
CEO informally.

Chair, CEO

July 19

Candidates for Chair of the Board role
shortlisted for interview by Appointment
Panel. Shortlisted candidates requested to
complete a psychometric test.

Appointment
Panel

HR

July 19
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4.2

4.3

Shortlist of candidates for Chair of the Board | Chair, CEO July 19
role invited to the 3™ July Board Meeting.
Candidates to meet the Chair and CEO
informally.
Formal Interview for the Independent Board | Chair, Vice July 19
Member Chair, CEO
Formal Interview for the Chair of the Board Appointment July 19
Panel
Meet the Residents event for shortlisted | Resident July 19
candidates for Chair of the Board role. Board
Member, Mark
Healy
Meet the Staff event for shortlisted candidates | HR July 19
for Chair of the Board role.
Appointment Panels for both roles select Appointment July 19
their preferred candidate. Candidate is Panels
informed of their nomination to the Board.
Unsuccessful candidates notified of the
decision.
Appointment of Independent Board Member | Board tbc
approved by the Board.
Appointment of Chair of the Board approved | Board tbc
by the Board.
Membership of Committees and Panels | Board tbc
reviewed to accommodate new nominees.
Memberships of Committees and Panels | Board tbc
formally accepted by the Board.
Finance and Audit Committee appoint new | F&A Oct / Nov
Chair. 19

Longlisting of Candidates

The CBH HR team will collate all applications received and a longlist will be

produced by the Chair and the Chief Executive.

Shortlisting of Candidates

A shortlist of candidates for the Chair of the Board role will be produced by the
Appointment Panel. Shortlisted candidates will be asked to complete a
psychometric test and will be invited to attend the Board meeting on the 3™
July 19 where they will meet the Chair and the Chief Executive informally.
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4.4

4.5

4.6

5.1

6.1

71

8.1

9.1

This shortlist of candidates will be invited to interview. The two organised
events (Meet the Residents and Meet the Staff) events will take place at this
time.

Appointment Panel
The Appointment Panel is to be led by the Vice Chair and made up from two
Board members and the Portfolio Holder for Housing as follows:

e Councillor Representative Board Member (Vice Chair)
e Independent Board Member
e Portfolio Holder for Housing

Meet the Residents

It is important that our Tenants and Leaseholders are involved in the process,
so it is proposed that an informal ‘meet and greet’ takes place whereby the
shortlist of candidates for Chair have coffee with a group of Residents, led by
a Resident Board Member and the event organised by our Resident
Engagement Officer. The group of Residents will then meet with the
Appointment Panel afterwards and provide their opinions on each candidate.

Meet the Staff

It is proposed that a group of staff from across the Company facilitate a bus
tour for the shortlist of candidates for Chair to show them Colchester’s council
housing stock and its communities. This will also allow staff to speak to the
candidates in an informal environment and provide their feedback to the
Appointment Panel.

Risk Management

The risk associated with this report is set out in the Corporate Risk Register
under:

e 4. Strategic Risk - Relationship with CBC not maintained or effective.

e 6. Emerging risk - Changing governance arrangements, including
changes in Board Members or Board Member vacancies or skills gaps,
that may result in governance not being fit for purpose or best practice.

HR Implications

None

Legal Implications
None

Financial Implications
None

Value for Money

None
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10. Health & Safety Implications
10.1 None
11.  Equality & Diversity Implications

11.1  The range of platforms the roles will be advertised on will ensure CBH attracts
a diverse range of candidates.

12. Residents at the Heart

12.1 The ‘Meet the Residents’ event will allow contribution from our tenants and
leaseholders to inform the appointment of the new Chair.

13. Decision Required?

13.1 Yes
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24 April 2019
TIME: 5.30pm
VENUE: Room 1, Rowan House

AGENDAITEM: 7

SUBJECT: Information and Confidentiality Policy Review

REPORT BY: Lucy Williams, Board Assurance Officer

& (01206) 282719
‘B lucy.wiliams@cbhomes.org.uk

FOR DECISION

1.

1.1

2.1

3.1

3.2

3.3

3.4

Decisions Required

To approve the revised Information & Confidentiality Policy (Appendix 1).

Background Information

This Policy was created in 2013. The last review was major and reflected the
changes in legislation with the introduction of the General Data Protection
Regulation (GDPR). The Policy was approved by Board in April 2018 and is
reviewed annually.

Suggested Amendments to the Policy

Section 2.4- The specific example has been removed, and it is outlined that
information will only be disclosed to a third party where there is a legitimate
reason to do so and in line with legislation.

Section 2.5- A new section for ‘Subject Access Requests’ has been created,
to be separate from Data sharing and disclosure. Subsequent sections have
been renumbered.

Section 2.7, 6" bullet — The original content was incorrect as not all breaches
are reportable; ‘Any breaches of data security are reported to those whose
data is affected, and to the ICO within the statutory time limit'. Amended to
state that breaches will be recorded internally or reported to ICO in
accordance with legislation.

Section 2.7, 13" bullet - New bullet added to ensure that new contracts will be

examined as to whether they involve disclosures of personal data to other
companies.
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3.5 Section 2.7, All staff, 4" bullet - New point added to direct staff to ensure that
an appropriate clause is included to cover data expectations as to how a
partner/contractor deals with personal data that we provide them with for the
purposes of carrying out a contract.

4. Financial Implications

4.1 Breaches the GDPR could in the most serious instances result in a fine of up
to €20 million. By ensuring correct procedure and training CBH will mitigate
this risk.

5. HR Implications

5.1 GDPR and Data Protection training is provided annually to all staff

6. Legal Implications

6.1 As set out under GDPR and Data Protection Act 2018.

7. Health & Safety Implications

71 There are no direct Health & Safety implications to this report.

8. Equality & Diversity Implications

8.1 There are no direct E&D implications to this report.

9. Residents at the Heart

9.1 The Policy ensures that our resident and customer data is processed
correctly.

10. Risk Implications

10.1 The risk of any data breach could be far-reaching including fines, damage to
our reputation, endangering our residents and customers.

1. Value for Money

11.1  CBH can ensure good value for money by ensuring that Committee and
Board focus on the items which come before them, and by ensuring that these
items are relevant and of value.

12. Appendices

12.1  Appendix 1 — Information and Confidentiality Policy
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Glossary

CBH Colchester Borough Homes

Data This refers to all collection, use, sharing and deletion of
Processing personal data.

Data Data protection officers are responsible for overseeing data
Protection protection strategy and implementation to ensure compliance
Officer (DPO) | with the requirements of GDPR and any other relevant data

protection legislation. CBH is considered to be a public
authority and therefore has a statutory duty to have a DPO.

Data Subject

The subject of personal data held by CBH.

Data Subject

A request for personal information, usually made by the Data

Access Subject to which it relates.

Request

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

DPA ‘98 Data Protection Act 1998

DPA 2018 Will supersede the DPA ’98 once enacted. Compliments
GDPR, adds details and derogations (divergences from
GDPR).

FOI Freedom of Information

GDPR General Data Protection Regulation/Regulation (EU)

2016/679. A regulation in force from 25 May 2018 governing
the collection and processing of personal data and including
changes to data subjects’ rights. Supersedes the previous
GDPR.

ICO

Information Commissioner’s Office
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Midata A government scheme to let people safely access and use
their personal data.

NHF National Housing Federation

PECR Privacy and Electronic Communications Regulations. These
give data subjects specific privacy rights in relation to
electronic communications.

Personal Data relating to a living individual who can be identified from

Data that data, or from that data and other information that is in the
possession of, or is likely to come into the possession of, the
data controller. This will include any expression of opinion
about the individual and any indication of the intentions of the
data controller or any other person in respect of the individual.

Sensitive This is personal data revealing racial or ethnic origin, political

Personal opinions, religious or philosophical beliefs, or trade union

Data membership, and the processing of genetic data, biometric
data for the purpose of uniquely identifying an individual, data
concerning health or data concerning an individual’s sex life
or sexual orientation.

SMT Senior Management Team
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1. Introduction and purpose

This document ensures that we at Colchester Borough Homes comply with
the current legislation and best practice guidance in the areas of Data
Protection and Freedom of Information. This policy gives an overview of our
commitments in these areas, with further detail to be found in related policies
and processes covering individual areas, such as data security, data rights,
Fol requests etc.

The following legislation governs how we maintain data privacy for individuals
and make information available in the public interest:

e General Data Protection Requlation
e Data Protection Act 2018

e The Privacy and Electronic Communications Requlations (PECR)

e Freedom of Information Act 2000

The above legislation has been interpreted and explained by the Information
Commissioner’s Office (ICO) and best practice guidance can be found on the
ICO’s website." Staff with queries that are not covered in this policy or
associated policies and procedures should request advice from the Board
Assurance Officer who will provide guidance or refer their questions to the
CBH Data Protection Officer or to the ICO.

Please note that, until it is superseded, the Data Protection Act 1998 will
apply. Colchester Borough Homes continues working to ensure that the
way in which we collect, store and process data complies with the
GDPR.

2. Data protection
21 Introduction

In order to carry out our duties, we have to collect and use information about
the people with whom we work: members of the public, current, past and
prospective employees, customers, suppliers and others. In addition, we often
have to collect and use information in order to comply with the requirements
of Colchester Borough Council and with our statutory duties.

T www.ico.gov.uk
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http://www.legislation.gov.uk/ukpga/2000/36/contents
http://www.ico.gov.uk/

We will ensure that we treat lawfully and correctly all personal information
entrusted to us. All employees and Board Members of Colchester Borough
Homes must comply with all data protection legislation and will:

e Treat all personal data held and used by us as confidential

e Comply with all laws regarding the protection and disclosure of
information

¢ Not disclose information without the prior informed consent of the
individual concerned, except where required or permitted by law

e Not attempt to gain access to information which they are not authorised
to access

2.2 Policy statement

We fully endorse and adhere to the principles set out in the GDPR and the
Data Protection Act 2018 ('the Act' in Section 2). We will therefore ensure that
all employees, Board Members, contractors, agents, consultants, partners or
anyone else who has access to any personal data held by us or on our behalf
are fully aware of and abide by their duties and responsibilities under this
legislation.

We will ensure that all personal data is handled properly and confidentially at
all times, irrespective of whether it is held on paper or by electronic means.

This includes:

e The obtaining of personal data

e The storage and security of personal data

e The use of personal data

e The disposal or destruction of personal data.

We will ensure that data subjects have appropriate access, upon written
request, to personal information relating to them and the right to correct,
rectify, block or erase any incorrect data, including data we have legally
shared with other organisations. We will also ensure that individuals can
exercise all other rights, including to data portability, to be forgotten and
regarding automated processing. A full list of these rights can be found in
Appendix 1.

‘Personal data’ is defined as data relating to a living individual who can be
identified from that data, or from that data and other information that is in the
possession of, or is likely to come into the possession of, the data controller.
This will include any expression of opinion about the individual and any
indication of the intentions of the data controller or any other person in respect
of the individual.
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23 Principles of data protection

The GDPR sets out principles of data protection, which we are committed to
upholding. Whenever collecting or handling personal and/or sensitive
information about people, we will ensure that:

1. Personal data is collected and used fairly, transparently and lawfully.
2. The purposes for which personal data is obtained and processed are
specified and legitimate, and that data is not used for any other

purpose

3. Personal data is collected, processed and retained only when
necessary

4. Any data used or kept is accurate and up to date

5. Data is disposed of properly as soon as it is no longer needed for the

purpose specified when it was collected. Where necessary, data is
anonymised or pseudonymised.

6. Appropriate security measures are taken to protect all personal data
against damage, loss or abuse. All processing is conducted in a
manner which ensures appropriate security of personal data.

7. CBH is responsible for demonstrating its compliance with the GDPR
and UK data protection legislation.

A full copy of the statutory principles for data protection can be found as
Appendix 2.

24 Data sharing and disclosure

Colchester Borough Homes will only disclose personal information to a third
party where there is a legitimate reason to do so and in line with the
legislation.

2.5 More information about how CBH handles disclosures of
personal data can be found in Appendix 3.Subject Access Requests

Where it is necessary to systematically or regularly share data with outside
organisations, this will be done under a written agreement setting out what is
to be shared, how it is to be kept secure and committing the recipient to
upholding the GDPR and current Data Protection legislation with regard to the
data shared with them. Note: where we have a statutory duty to share
personal data, this will not require a written agreement. CBH follows the
statutory guidance issued by the ICO regarding data sharing. This guidance is
available via the ICO’s website: www.ico.org.uk.Data Subject Access
Requests
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Under the terms of the GDPR, every data subject has the right to view all of
their personal data held by us, unless this is prohibited under a statutory
exemption within the legislation.

We recognise that requiring an individual to make a subject access request to
a third party and reveal the result to us (‘forced subject access requests’) is a
criminal offence and have publicised this to staff.

2.6 Document retention schedule

The GDPR states that personal information is not to be kept for longer than is
necessary for the purpose for which it is processed. Accordingly, we have a
Document Retention Procedure and Schedule to ensure compliance. This
details retention timescales for different types of documents, based on legal
requirements and industry best practice.

2.7 Responsibilities
We will ensure that:

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

o All staff and Board Members follow the data security policies of Colchester
Borough Council, as required under the Management Agreement.

e A member of staff is appointed who has specific responsibility for day-to-
day data protection issues

e A Data Protection Officer is appointed who has a duty to advise CBH on
data protection issues, compliance and policies. This officer will have a
direct reporting line to the most senior officer and will have operational
independence to pursue their brief

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

e All breaches of data security will be assessed and either recorded
internally or reported to the ICO in accordance with the requirements of
the legislation.

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

¢ Anyone managing and handling personal information is appropriately
trained and supervised

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

e Enquiries and requests regarding personal information are handled
courteously, within the time limits set by the GDPR and according to the
Company’s Subject Access Procedure.
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All Board Members are made aware of this policy and of their duties and
responsibilities under the law.

Where it is necessary to share data with outside organisations, this is done
under a written agreement setting out what is to be shared, how it is to be
kept secure and committing the recipient to upholding the GDPR and
current Data Protection Act with regard to the data shared with them. CBH
will follow the statutory guidance issued by the ICO regarding data
sharing. This guidance is available via the ICO’s website www.ico.org.uk.

New contracts are always examined as to whether they involve
disclosures of personal data to other companies and information redacted
as appropriate.

Managers and team leaders will ensure that:

Paper files and other records or documents containing personal and/or
sensitive data are kept and then disposed of securely and in line with the
Document Retention Procedure.

All staff and Board Members are aware of their responsibilities under the
GDPR and the UK’s Data Protection Act and undertake a full data
protection training session as part of the induction process.

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

All staff will ensure that they:

Complete the data protection training provided

Understand their responsibilities under the GDPR and Data Protection Act
2018 and the practical implications for their role

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

Identify and ensure appropriate clauses are included to cover our data
expectations, as to how our partners/contractors process data we provide
to them.

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

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

Our contractors, consultants, partners or other agents must:

Confirm in writing that they will abide by the requirements of the GDPR
and Data Protection Act with regard to information obtained from us

When requested, allow us to audit the protection of data held on our behalf
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e Ensure that they and all persons appointed by them who have access to
personal data held or processed for or on our behalf are aware of this
policy and are fully trained in their duties and responsibilities under the
GDPR and DPA 2018.

Indemnify us without limitation against any prosecutions, claims, proceedings,
actions or payments of compensation or damages arising from their loss or
misuse of data. Any breach of any provision of current data protection
legislation by a contractor, supplier, partner agency or any of our data
processors will be deemed as being a breach of any contract between us and
that individual, company, partner or firm

Data Protection Officer

We have appointed a Data Protection Officer, who is responsible for
overseeing data protection strategy and implementation to ensure compliance
with GDPR requirements. They will work with managers and staff to ensure
that we:

e Will monitor CBH'’s compliance with data protection legislation
e Develop best practice guidelines

e Report breaches to the Information Commissioner

¢ Inform the Chair of the Board of any serious breaches reported to the
Information Commissioner.

e Ensure reviews of this policy and the practices and procedures pertaining
to it to ensure continuing compliance with all relevant statutory provisions.

2.8 Contacting CBH or the Information Commissioner’s Office

If you have any questions or concerns regarding how we treat your personal
data, please get in touch with our Data Protection Officer, either by calling on
01206 282514, or by emailing us at: info@cbhomes.org.uk . We will always
do our best to address your concerns and can advise on how we can try to
resolve these to your satisfaction.

If you are not satisfied with how we have addressed your concerns, you can
seek independent advice or action from the Information Commissioner’s
Office. They provide impartial guidance to individuals and organisations, and
take out enforcement action where necessary.

You can find contact details for the ICO here:

www.ico.orqg.uk/global/contact-us/

or you can call the ICO on: 0303 123 1113
2.9 Data Breaches and breaches of the law.

Any breach of data protection law or data security will be treated with the
utmost seriousness and may result in formal disciplinary action against the
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member of staff responsible. Should a Board Member commit a data breach,
the Chair of the Board and the Chief Executive will be notified. The Chair will
then decide what action should be taken.

It is imperative that any member of staff or Board Member who is aware of a

loss of data security reports it immediately to their line manager and the Data
Protection Officer in order that action can be taken to retrieve the information
and minimise the damage. Prompt self-reporting will be taken into account as
an influential mitigating factor in any investigation.

The Information Commissioner’s Office must be notified of breaches of
data protection/security within 72 hours of the breach being discovered
and will then decide whether our actions to rectify the breach are sufficient,
whether we need to do more or whether to conduct a separate investigation.
The ICO has the authority to levy fines and order remedial action.

Any officer or Board Member who identifies or suspects a breach must report
this to their line manager and the Company’s Data Protection Officer at the
earliest possible opportunity. The Data Protection Officer will then report
breaches to the ICO, ensure that the individuals whose data has been
compromised are notified by CBH and the breach minimised or closed.

If the Data Protection Officer is unavailable, breaches should be reported to
their designated representative or to the Board Assurance Officer.

3. Freedom of Information
3.1 Introduction

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

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

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

The FOI Act covers any recorded information that is held by a public authority.
Recorded information includes printed documents, computer files, letters,
emails, photographs and sound or video recordings. There is no requirement
to create new information or to find the answer to a question from a member
of staff who may happen to know it.

The FOI Act does not give people access to their own personal data
(information about themselves). If a member of the public wants to see
information that a public authority holds about them, they should make a
subject access request under the Data Protection Act 2018.
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3.2 Policy statement
We fully endorse and adhere to the principles set out in the FOI Act.

We will publicise the fact that people can make FOI requests and will provide
contact details for making a request, including a named contact and phone
number for any enquiries about the Act.

We will respond to requests for information within twenty working days,
informing the applicant whether any information falling within the scope of
their request is held and providing that information if it is held, unless exempt
under the Act.

We will maintain a publication scheme, approved by the ICO, and proactively
publish on our website information covered by the scheme.

3.3 Principles of Freedom of Information

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

3.4 Freedom of Information requests

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

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

e To provide that information.
3.5 Publication scheme

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

3.6 Responsibilities
Managers and Team Leaders will ensure that:

e New staff complete the Freedom of Information training provided

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

All members of staff will ensure that they:
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e Complete the FOI training provided

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

e Immediately forward any FOI request received to the Information Officer.
The Information Officer

We have appointed an Information Officer (currently the Board Assurance
Officer), who will have overall responsibility for:

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

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

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

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

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

3.7 Breaches of the policy

Anybody who has deliberately contravened the Act or this policy may be dealt
with under our Disciplinary Procedure.

Members of staff should not be blamed in any way for rightly releasing
information under the act, even if this causes embarrassment to our
organisation, a member of staff, a Board Member, a Borough Councillor or a
third party. However, if there is the potential for embarrassment, staff should
seek further advice from the Information Officer before releasing.

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

e Directors Management Team (March 2018)

e Colchester Borough Homes Board (April 2018 and April 2019).
e Head of HR & Governance (March 2018 and April 2019)
e Data Protection Officer for CBC (March 2018 and April 2019)

53



5. References

e General Data Protection Regulation
e Data Protection Bill 2018

e Freedom of Information Act 2000

e NHF Guide to Document Retention for Housing Associations 2013

¢ Information Commissioner’s Office website: www.ico.gov.uk

e Information Commissioner’s Office Model Publication Scheme

6. Related documents

This policy should be read in conjunction with the following documents:

e (CBC Data Security Policy

e Data Security — CBH Office Guidelines

e Data Subject Access Request Procedure

e Data Breach Procedure

e Document Retention Schedule

¢ Freedom of Information Request Procedure

e CBH Publication Scheme (Model scheme from the ICO)
e Disciplinary procedure

e Board Member code of conduct

e Staff code of conduct
e CBC ICT Policies and standards
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7. Appendix 1: Data Protection Rights within the GDPR

This is taken from the Information Commissioner’s guidance relating to the
rights of individuals held within the GDPR. The full guidance can be found on
the ICO’s website at: https://ico.org.uk/for-organisations/quide-to-the-general-
data-protection-requlation-gdpr/

71 Right to be informed

Individuals have the right to be informed about the collection and use of their
personal data. This is a key transparency requirement under the GDPR.

You must provide individuals with information including: your purposes for
processing their personal data, your retention periods for that personal data,
and who it will be shared with. We call this ‘privacy information’.

You must provide privacy information to individuals at the time you collect
their personal data from them.

If you obtain personal data from other sources, you must provide individuals
with privacy information within a reasonable period of obtaining the data and
no later than one month.

There are a few circumstances when you do not need to provide people with
privacy information, such as if an individual already has the information or if it
would involve a disproportionate effort to provide it to them.

The information you provide to people must be concise, transparent,
intelligible, easily accessible, and it must use clear and plain language.

7.2 Right of access

Individuals have the right to access their personal data and supplementary
information.

The right of access allows individuals to be aware of and verify the lawfulness
of the processing.

7.3 Right to Rectification

The GDPR gives individuals the right to have personal data rectified.
Personal data can be rectified if it is inaccurate or incomplete.

7.4 Right to Erasure

The right to erasure is also known as ‘the right to be forgotten’.

The broad principle underpinning this right is to enable an individual to
request the deletion or removal of personal data where there is no compelling
reason for its continued processing.
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[Please note that there are exemptions to this right where erasure can be
refused e.g. where data must be kept due to a legal obligation, for public
health purposes etc.]

7.5 Right to restrict processing

Individuals have a right to ‘block’ or suppress processing of personal data.

When processing is restricted, you are permitted to store the personal data,
but not further process it.

You can retain just enough information about the individual to ensure that the
restriction is respected in future.

If you have disclosed the personal data in question to others, you must
contact each recipient and inform them of the restriction on the processing of
the personal data - unless this proves impossible or involves disproportionate
effort. If asked to, you must also inform the individuals about these recipients.

7.6 Right to data portability

The right to data portability allows individuals to obtain and reuse their
personal data for their own purposes across different services.

It allows them to move, copy or transfer personal data easily from one IT
system to another in a safe and secure way, without hindrance to usability.

Some organisations in the UK already offer data portability through the Midata
and similar initiatives which allow individuals to view, access and use their
personal consumption and transaction data in a way that is portable and safe.

It enables consumers to take advantage of applications and services which
can use this data to find them a better deal, or help them understand their
spending habits.

7.7 Right to object

Individuals have the right to object to:

processing based on legitimate interests or the performance of a task in the
public interest/exercise of official authority (including profiling);

direct marketing (including profiling); and
processing for purposes of scientific/historical research and statistics.

7.8 Rights related to automatic decision making

The GDPR has provisions on:

» automated individual decision-making (making a decision solely by
automated means without any human involvement);and

« profiling (automated processing of personal data to evaluate certain things
about an individual). Profiling can be part of an automated decision-making
process.

The GDPR applies to all automated individual decision-making and profiling.
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8. Appendix 2: Data Protection Principles within the GDPR
Article 5 of the GDPR requires that personal data shall be:

a) Processed lawfully, fairly and in a transparent manner in relation to
individuals;

b) Collected for specified, explicit and legitimate purposes and not further
processed in a manner that is incompatible with those purposes; further
processing for archiving purposes in the public interest, scientific or historical
research purposes or statistical purposes shall not be considered to be
incompatible with the initial purposes;

c) Adequate, relevant and limited to what is necessary in relation to the
purposes for which they are processed;

d) Accurate and, where necessary, kept up to date; every reasonable step
must be taken to ensure that personal data that are inaccurate, having regard
to the purposes for which they are processed, are erased or rectified without
delay;

e) Kept in a form which permits identification of data subjects for no longer
than is necessary for the purposes for which the personal data are processed;
personal data may be stored for longer periods insofar as the personal data
will be processed solely for archiving purposes in the public interest, scientific
or historical research purposes or statistical purposes subject to
implementation of the appropriate technical and organisational measures
required by the GDPR in order to safeguard the rights and freedoms of
individuals; and

f) Processed in a manner that ensures appropriate security of the personal
data, including protection against unauthorised or unlawful processing and
against accidental loss, destruction or damage, using appropriate technical or
organisational measures.

Article 5(2) requires that:

The controller shall be responsible for and be able to demonstrate,
compliance with the principles.
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9. Appendix 3: Data sharing and disclosures

Staff across the Group will generally have access to all the information they
need to carry out their work and they have a duty to keep that information
confidential.

If personal data needs to be disclosed to someone outside the Group, staff
must explain to an individual why this is necessary and obtain written consent
before doing so. If an individual does not give consent, this should be noted
and special arrangements should be made for recording information and
access to it. However, relevant agreements and protocols are in place that
allow for the exchange of information between the Group and the relevant
Local Authorities in relation to the processing of housing applications and in
the prevention of crime and anti-social behaviour.

There are certain situations where, by law, staff do not have to obtain prior
permission to disclose personal information about individuals. These include:

e To comply with the law (e.g. the police, Inland Revenue, Council Tax
Registration Office or a court order).

e Where there is a health and safety risk (this will include information about
customers with a history of violence and when other care professionals
are involved in a customer’s care).

e When there is evidence of fraud.

¢ In connection with court proceedings or statutory action to enforce
compliance with tenancy conditions (e.g. applications for possession or
for payment of Housing Benefit directly).

e The name of a customer and the date of occupancy to utility companies
(where the customer is responsible for direct payment), providing the
customer has agreed to this at the start of the tenancy or has given
consent to the passing on of the information since.

e Anonymously for bona fide statistical reporting or research purposes,
providing it is not possible to identify the individual to whom the
information relates.

e Where specifically enabled by the terms of registration of the GDPR.

e Where there are declarations of interest by staff, Committee or Board
members.

e Where any staff may have concerns about a customer under the
Safeguarding of Adults from Abuse policy, or related concerns under the
Safeguarding Children policy.

Any information disclosed must be necessary for the purpose for which it is
disclosed. Therefore, staff should not, for example, disclose details of a
tenant’s religious beliefs if only their name and contact details are needed for
the purpose of carrying out repair work.

58



If it is necessary to discuss individual customers at meetings involving people
from outside the Company or to refer to them in reports, it is suggested that
they could be referred to by codes, e.g. Tenant A, to maintain anonymity.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24 April 2019
TIME: 5.30 pm
VENUE: Room 1, Rowan House

AGENDAITEM: 8.

SUBJECT: Anti-Fraud & Corruption Policy (renamed as Prevention of Fraud,

Corruption and Money Laundering Policy)

REPORT BY: Brian Richardson

Interim Director of Resources
@ 07957 371581
“B brian.richardson@cbhomes.org.uk

FOR DECISION

1. Decision Required

1.1 To approve the revised Anti-Fraud and Corruption Policy for Colchester
Borough Homes, now renamed as the Prevention of Fraud, Corruption and
Money Laundering Policy.

2. Purpose of Report

2.1 The purpose of this report is to present to the Board the revised Anti-Fraud
and Corruption Policy for the Board’s consideration and approval.

3. Background & Content

3.1 The Anti-Fraud and Corruption Policy forms part of the Company’s
governance arrangements. As such it requires regular review and update to
demonstrate that the Company is meeting a high standard of governance.

3.2 The Policy was last reviewed and approved by the Board in April 2016.

3.3 The Policy was reviewed by the Finance and Audit Committee on 7 March
2019. Subject to confirmation on the position with DBS checks, which is
addressed in this report at paragraph 4.3, the Committee recommended the
Policy to the Board for approval.

4, Policy changes

4.1  The main legislative change since the Policy was approved is the 2017 Money

Laundering, Terrorist Financing and Transfer of Funds (Information on the
Payer) Regulations. As with the previous 2007 Money Laundering
Regulations, the Company is not legally bound to comply but it is best practice
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4.2

4.3

4.4

5.1

for public bodies to follow the underlying spirit of the regulations, which is
what the Policy does.

The Policy follows the Colchester Borough Council model. Where it has
changed from the previous policy is in:

e Policy Name — the Policy includes the Anti-Money Laundering
procedures, and this is now made explicit by the name change. This
will ensure searches on the website or SharePoint will return results
for money laundering as well as for fraud and corruption;

e Section 2.1 — added an explanation of fraud and the Fraud Act 2006;

e Section 2.1 — added some examples of the common forms of fraud
and corruption that may be encountered by the Company;

e Section 2.2 — a section on Money Laundering has been added to the
Scope of Policy, previously this was only referenced in an appendix;

e Section 3.2 Chief Executive responsibilities — expanded the paragraph
on governance responsibilities to include ensuring that a system of
controls exists: “The Chief Executive is responsible for ensuring that
the Company has in place a system of controls, checks, authorisations
and segregation of duties such that opportunity for corrupt or
fraudulent activity is minimised or readily detected.”

e Section 3.2 Senior Management Team — removed references to
obtaining disclosure and barring service checks as this process is not
available for Company staff;

e Section 3.2 Risk Assessment — a new paragraph to state that the risk
of fraud, corruption or money laundering will be assessed as part of
the Company’s Risk Management Process. This replaces the old
policy’s Appendix 1, which had an initial risk assessment on bribery.
The old Appendix 1 has been deleted.

e Section 4 — new section on anti-money laundering procedures,
previously only in an appendix.

Following the Finance and Audit Committee meeting CBH has re-checked the
legislation and guidance around the type of roles where an employer can
obtain a DBS check on its employees. This has included discussions with the
DBS Hotline, CBC colleagues and an HR legal specialist. The conclusion of
this is that CBH is correct in its view that its employees’ roles do not meet the
criteria for either a Standard or Enhanced DBS check.

It would be possible to obtain a Basic Check, with the individual’s consent,
which would show unspent convictions and conditional cautions. However,
there are significant HR issues around this, particularly if an existing
employee failed or refused a check. DMT is currently considering the matter
and will report to Board on the outcome once a decision has been reached.

The revised policy is attached as Appendix 1 for the Board'’s review and
approval.

Risk Management

The Policy provides a framework to manage an area of potential risk to the
Company. The risk of fraud, corruption or money laundering will be assessed

64



6.1

71

8.1

9.1

10.

10.1

11.

111

12.

121

13.

13.1

through the Company’s risk management process and monitored on the risk

register as appropriate.

HR Implications

The Policy satisfies a HR requirement.

Legal Implications

The legal implications are incorporated within the Policy.
Financial Implications

There are no direct financial implications from this report.
Value for Money

There are no direct value for money implications from this report.
Health & Safety Implications

None.

Equality & Diversity Implications

None.

Residents at the Heart

None.

Decision Required?

Yes
Appendix

Appendix 1 CBH Prevention of Fraud, Corruption and Money Laundering
Policy
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1. Introduction

Colchester Borough Homes (the Company), like every public organisation, has
a duty to ensure that it safeguards the public money for which it is responsible.
The Company expects the highest standards of conduct and integrity from all
that have dealings with it including staff, Board Members, contractors,
volunteers and the public.

It is committed to the elimination of fraud, corruption or money laundering from
all activities it is party to and to ensuring that all of its operations are conducted
ethically, honestly and to the highest possible standard of openness and
accountability to protect public safety and public money.

All suspicions or concerns of fraudulent or corrupt practice will be investigated.
There will be no distinction made in investigation and action between cases that
generate financial benefits and those that do not. Investigations will not
compromise the Company’s commitment to Equality Act 2010 or the
requirements of the Human Rights Act or any other relevant statutory provision.

This policy has been created with due regard to the CIPFA better Governance
Forum’s Red Book 2 ‘Managing the Risk of Fraud’, the CIPFA 2014 Code of
practise on managing the risk of fraud and corruption and the Audit Commission
Publication ‘Protecting the Public Purse’.

Any person with suspicions or concerns of fraud, corruption or money
laundering should immediately report this to the Director of Resources or, in
their absence, the Chief Executive.

The Company will ensure that any allegations received in any way, including by
anonymous letter or telephone call, will be taken seriously and investigated in
an appropriate manner. The Company has a Whistle Blowing Policy that sets
out the approach to these types of allegation in more detail.

2. Policy Scope

This policy provides an overview of the measures to combat any attempted
fraudulent or corrupt act and to outline the process the Company has in place
to prevent or report on suspected money laundering activities.

2.1 Fraud and Corruption

There is no one definition of fraud or corruption but the following is intended to
provide a guide to the scope of the Policy.

The Audit Commission provides definitions for fraud and corruption as:
e Fraud - “the intentional distortion of financial statements or other

records by persons internal or external to the Company, which is carried
out to conceal the misappropriation of assets or otherwise for gain”.
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e Corruption - “the offering, giving, soliciting or acceptance of an
inducement or reward which may influence the action of any person”.

The Fraud Act 2006 has a wider view of fraud than the Audit Commission
definition, and sets out three classes of fraud:

¢ Fraud by false representation — knowingly making a statement that is
untrue or misleading;

e Fraud by failing to disclose information where there is a duty to do
SO;

e Fraud by abuse of position — where a person occupies a position with
responsibility to safeguard another person’s financial interests and fails
to do so by act or omission.

In each of these cases the person committing the fraud must have done so for
“gain”, though “gain” includes keeping what they already have.

The Bribery Act 2010 deals with what the Audit Commission defines as
corruption and identifies four main offenses:

e Bribing another person - to offer, promise or give financial or other
advantage to another person in return for that person improperly
performing a relevant function or activity;

e Being bribed - requesting, agreeing to receive or accepting a financial
or other advantage intending that, in consequence a relevant function
or activity should be performed improperly;

e Bribing a foreign public official — to offer, promise or give financial or
other advantage to a foreign public official to obtain business;

e Failure by a commercial organisation to prevent bribery — where
the organisation fails to prevent someone associated with it from bribing
another person to win or retain business for the organisation.

Fraud and corruption can occur in a variety of ways, and the following, whilst
not a complete list, are some of the more common examples:

e Making false claims for expenses, overtime, flexitime, or any other
allowance;

e Not declaring a conflict of interest e.g. owning properties which are
leased to the Company or the Council, you or your family owning
companies with which the Company or Council do business; or working
for organisations which receive grant funding from the Company or the
Council;

e Allocating housing, or any other benefits, to people who are not entitled
to them;

e Using the Company’s vehicles, IT equipment, offices/buildings, stocks,
materials, or any other resources for personal use, or to run a private
business;
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e Stealing money, materials or other resources from the Company or the
Company’s partners or customers;

e Raising orders, or submitting invoices for payment for work or services
that have not been received or are not required or are at inflated prices;

e Working for another organisation, running a business, or being self-
employed during contracted hours;

e Accepting gifts or hospitality from contractors, or organisations who are
bidding for work, or who we have contracts with, or who receive grants
from us.

2.2 Money Laundering

Legislation in 2007 and 2017 sets out the regulations aimed at preventing
money laundering, the process whereby money obtained from criminal activity
is converted or exchanged through normal legal transactions into money or
assets that can no longer be traced back to the criminal activity and so appears
“clean’.

Although the Company is not directly covered by the requirements of the Money
Laundering Regulations 2007 it is considered best practice to comply with the
underlying spirit of the legislation and so it has implemented suitable processes
to combat it.

3. Measures to combat fraud and corruption

The measures to combat fraud and corruption are separated into four areas:
Culture

Responsibilities & Prevention

Detection and Investigation
Awareness & Monitoring

3.1 Culture

The prevention/detection of fraud/corruption and the protection of public money
are responsibilities of everyone, both internal and external to the organisation.
The Company’s Board Members and employees play an important role in
creating and maintaining this culture. They are positively encouraged to raise
concerns regarding fraud and corruption, immaterial of seniority, rank or status,
in the knowledge that such concerns will wherever possible be treated in
confidence. The public also has a role to play in this process and should inform
the Company if they feel that fraud/corruption may have occurred.

Concerns must be raised when Board Members, employees or the public
reasonably believe that one or more of the following has occurred, is in the
process of occurring or is likely to occur:

e A criminal offence
e A failure to comply with a statutory or legal obligation
e Improper or unauthorised use of public or other official funds
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A miscarriage of justice

Maladministration, misconduct or malpractice
Endangering an individual’s health and/or safety
Damage to the environment

Deliberate concealment of any of the above

The Company will ensure that any allegations received in any way, including by
anonymous letter or telephone call, will be taken seriously and investigated in
an appropriate manner. The Company has a Whistle Blowing Policy that sets
out the approach to these types of allegation in more detail.

The Company will deal firmly with those who defraud the Company or who are
corrupt, or where there has been financial malpractice. There is, of course, a
need to ensure that any investigation process is not misused and, therefore,
any abuse (such as employees/Board Members raising malicious allegations)
may be dealt with as a disciplinary matter (employees) or through the relevant
Company procedures (Board Members).

When fraud or corruption has occurred due to a breakdown in the Company’s
systems or procedures, Directors will ensure that appropriate improvements in
systems of control are implemented in order to prevent a re-occurrence

3.2 Responsibilities and prevention
The responsibilities for individuals under this policy are set out below:

Board All Board Members have a duty to protect the Company and
Members public money from any acts of fraud and corruption. This is
done through existing practice, compliance with the Code of
Conduct for Board Members and the Company’s
Memorandum and Articles of Association, Financial
Regulations and relevant legislation. Conduct and ethical
matters are specifically brought to the attention of Board
Members during induction and include the declaration and
registration of interests. Officers advise Board Members of
new legislative or procedural requirements.

Chief The Chief Executive is responsible for ensuring that all
Executive decisions made by the Company are within the law. One of
the Chief Executive’s key roles is to promote and maintain
high standards of conduct throughout the Company by
developing, enforcing and reporting appropriate governance
arrangements including codes of conduct and other
standards policies to ensure that the Company’s assets are
safeguarded. The Chief Executive is responsible for ensuring
that the Company has in place a system of controls, checks,
authorisations and segregation of duties such that opportunity
for corrupt or fraudulent activity is minimised or readily
detected.

Director of | The Director of Resources has a duty to:
Resources
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e Comply with the statutory requirements for accounting and
internal audit;

e Manage the financial affairs of the Company

e Ensure the proper exercise of a wide range of delegated
powers both formal and informal;

e Ensure the recognition of the fiduciary responsibility owed
to Board Members and the shareholder (Colchester
Borough Council).

In this way the Director of Resources contributes to the anti-

fraud and corruption framework of the Company.

All suspected instances of fraud or corruption should be

reported to the Director of Resources or, in their absence, the

Chief Executive.

Senior
Management
Team

Managers at all levels are responsible for the communication
and implementation of this policy. They are also responsible
for ensuring that employees are aware of the Company’s
policies and procedures and the Company’s Financial
Regulations and that the requirements of each are being met.
Managers are expected to create an environment in which
their staff feel able to approach them with any concerns they
may have about suspected irregularities.

The Company recognises that a key preventative measure in
dealing with fraud and corruption is for managers to take
effective steps at the recruitment stage to establish, as far as
possible, the honesty and integrity of potential employees,
whether for permanent, temporary or casual posts and
agency staff. The Company’s formal recruitment procedure
contains appropriate safeguards in the form of written
references, the verification of qualifications held and
employment history.

Employees

Each employee is governed in their work by the Company’s
Financial Regulations and other policies on conduct and on
IT usage. Included in the Company policies are guidelines on
Gifts and Hospitality, and codes of conduct associated with
professional and personal conduct and conflict of interest.
These are issued to all employees when they join the
Company. In addition, employees are responsible for
ensuring that they follow any instructions given to them,
particularly in relation to the safekeeping of the assets of the
Company. Employees are expected always to be aware of
the possibility that fraud, corruption and theft may exist in the
workplace and be able to share their concerns with
management.

Internal
Audit

Internal Audit plays a preventative role in trying to ensure that
systems and procedures are in place to prevent and deter
fraud and corruption. Internal Audit may be requested to
investigate cases of suspected financial irregularity, fraud or
corruption, in accordance with agreed procedures. Internal
Audit are empowered to:
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e enter at all reasonable times any Company premises or
land

e have access to all records, documentation and
correspondence relating to any financial and other
transactions as considered necessary

e have access to records belonging to third parties such as
contractors when required

e require and receive such explanations as are regarded
necessary concerning any matter under examination

e require any employee of the Company to account for cash,
stores or any other Company property under his/her
control or possession

Internal Audit liaises with management to recommend

changes in procedures to reduce risks and prevent losses to

the Company.

External Independent external audit is an essential safeguard of the
Auditor stewardship of the Company’s money and is a requirement
under the Companies Act.

Through specific reviews that are designed to test (amongst
other things) the adequacy of the Company’s financial
systems and arrangements for preventing and detecting fraud
and corruption the External Auditor provides assurance that
the Company’s accounts are materially correct. It is not the
external auditors’ function to prevent fraud and irregularities,
but External auditors are always alert to the possibility of fraud
and irregularity, and will act without undue delay if grounds
for suspicion come to their notice.

Public This policy, although primarily aimed at those within or
associated with the Company, enables concerns raised by
the public to be investigated, as appropriate, by the relevant
person in a proper manner.

Risk Assessment

The risk of fraud, corruption or money laundering occurring will be assessed as
part of the Company’s risk management process. Any risks identified will be
added to the risk register and monitored by DMT, the Finance and Audit
Committee and, as appropriate the Board, in accordance with the Company’s
Risk Management Policy and Strategy.

Conflicts of Interest

Both Board Members and employees must ensure that they avoid situations
where there is a potential for a conflict of interest. Such situations can arise
with externalisation of services. Effective role separation will ensure decisions
made are seen to be based upon impartial advice and avoid questions about
improper disclosure of confidential information.

Official guidance
In addition to Financial Regulations and Memorandum and Articles of
Association, due regard will be given to external recommendations.
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The Company is aware of the high degree of external scrutiny of its affairs by a
variety of bodies such as the external auditor, the Local Government
Ombudsman and HM Revenues and Customs. These bodies are important in
highlighting any areas where improvements can be made.

3.3 Detection and investigation

Internal Audit plays an important role in the detection of fraud and corruption.
Included within the audit plans are reviews of system controls including financial
controls and specific fraud and corruption tests, spot checks and unannounced
visits.

In addition to Internal Audit, there are numerous systems and management
controls in place to deter fraud and corruption, but it is often the vigilance of
employees and Members of the public that aids detection. In some cases
frauds are discovered by chance or “tip-off’ and the Company will ensure that
such information is properly dealt with within its whistleblowing policies.
Detailed guidance on the investigation process is available separately.

Disciplinary action

The Company’s Disciplinary Procedures will be used to facilitate a thorough
investigation of any allegations of improper behaviour by employees. Theft,
fraud and corruption are serious offences which may constitute gross
misconduct against the Company and employees will face disciplinary action if
there is evidence that they have been involved in these activities, including
Benefit fraud. Disciplinary action will be taken in addition to, or instead of,
criminal proceedings depending on the circumstances of each individual case.

Board Members will face appropriate action under this policy if they are found
to have been involved in theft, fraud and corruption against the Company.
Action will be taken in addition to or instead of criminal proceedings, depending
on the circumstances of each individual case but in a consistent manner.

Prosecution
In terms of proceedings the Company will endeavour to take action in relevant
cases to deter others from committing offences against the Company.

Publicity

The Company will optimise the publicity opportunities associated with anti-fraud
and corruption activity within the Company. Wherever possible, where the
Company has suffered a financial loss, action will be taken to pursue the
recovery of the loss.

3.4 Awareness and monitoring

The Company recognises that the continuing success of this policy and its
general credibility will depend in part on the effectiveness of training and
awareness for Board Members and employees and will therefore take
appropriate action to raise awareness levels.
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The Director of Resources will provide an annual report to senior management
and Board Members outlining investigations undertaken during the year.

This policy and associated procedures will be reviewed every three years and
will be reported to senior management and the Finance and Audit committee.

4. Anti-Money Laundering Procedures

The Company is not directly covered by the requirements of the Money
Laundering legislation but does comply with the underlying spirit of the
regulations. It is also recognised that the nature of the Company’s operations
makes this a low risk area.

The Company has designated the Director of Resources as the Money
Laundering Reporting Officer (MLRO) or, in their absence, the Chief Executive.

Any person who knows or suspects that a transaction may be for the purpose
of money laundering must inform the MLRO immediately. It is essential that the
person does nothing that may alert the other party to the transaction.

Full details of the Anti-Money Laundering Procedures are in Appendix 1 to this
Policy.

5. Consultation

Consultation with Senior Managers in February 2019 and the Finance and Audit
Committee March 2019.

6. References

e CIPFA (Chartered Institute Of Public Finance Accountants) better
Governance Forum’s Red Book 2 ‘Managing the Risk of Fraud’

Audit Commission Publication ‘Protecting the Public Purse’.

Fraud Act 2010

Bribery Act 2010

Money Laundering Regulations 2007

Money Laundering, Terrorist Financing and Transfer of Funds
(Information on the Payer) Regulations 2017

Related Documents

e Whistleblowing policy and procedure
Board Member Code of Conduct
Memorandum and Articles of Association
Standing Financial Instructions
Hospitality & Gifts policy
Information & confidentiality policy
Staff Code of Conduct
Recruitment & selection policy and procedure
Internet, email and mobile phone policy
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http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12582&p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12579&p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12010&p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12585&p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12173&p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12184&p=0
http://www.cbhomes.org.uk/CHttpHandler.ashx?id=12580&p=0

Disciplinary Procedures
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Appendix 1 - Anti-money Laundering Procedures

1. Introduction

Although public bodies are not directly covered by the requirements of the
Money Laundering Regulations, guidance from CIPFA (Chartered Institute of
Public Finance Accountants) indicates that they should comply with the
underlying spirit of the legislation and regulations.

Colchester Borough Homes is committed to the highest possible standards of
conduct and has, therefore, put in place appropriate and proportionate anti-
money laundering safeguards and reporting arrangements.

2. Scope of the Procedures

These procedures apply to all Board Members and employees, whether
permanent or temporary.

Its aim is to enable Board Members and employees to respond to a concern
they have in the course of their dealings for the Company. Individuals who
have a concern relating to a matter outside work should contact the Police.

3. Definition of money laundering

Money laundering describes offences involving the integration of the proceeds
of crime or terrorist funds into the mainstream economy. Such offences are
defined under the Proceeds of Crime Act 2002 as the following ‘prohibited acts’:

. Concealing, disguising, converting, transferring or removing criminal
property from the UK

J Becoming involved in an arrangement which an individual knows or
suspects facilitates the acquisition, retention, use or control of criminal
property by or on behalf of another person

J Acquiring, using or possessing criminal property

J Doing something that might prejudice an investigation e.g. falsifying
a document

. Failure to disclose one of the offences listed in a) to c) above, where
there are reasonable grounds for knowledge or suspicion

. Tipping off a person(s) who is or is suspected of being involved in
money laundering in such a way as to reduce the likelihood of or
prejudice an investigation

The Terrorism Act 2000 added further offenses related to the raising or
possessing funds for terrorist purposes.

Potentially very heavy penalties (unlimited fines and imprisonment up to
fourteen years) can be handed down to those who are convicted of one of the
offences above.
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4. Requirements of the Money Laundering Legislation

The main requirements of the legislation are:
e To appoint a money laundering reporting officer
e Maintain client identification procedures in certain circumstances
e Implement a procedure to enable the reporting of suspicions of money
laundering
e Maintain record keeping procedures

5. The Money Laundering Reporting Officer (MLRO)

The Company has designated the Director of Resources as the Money
Laundering Reporting Officer (MLRO).

In the absence of the MLRO or in instances where it is suspected that the MLRO
themselves are involved in suspicious transactions, concerns should be raised
with the Chief Executive.

6. Reporting Procedure for Suspicions of Money Laundering

Where you know or suspect that money laundering activity is taking/has taken
place, or become concerned that your involvement in a matter may amount to
a prohibited act under the Act, you must disclose this as soon as practicable to
the MLRO. The disclosure should be within “hours” of the information coming
to your attention, not weeks or months later.

Your disclosure should be made to the MLRO and must include as much detail
as possible including:

Full details of the people involved

Full details of the nature of their/your involvement.

The types of money laundering activity involved

The dates of such activities

Whether the transactions have happened, are ongoing or are imminent;
Where they took place;

How they were undertaken;

The (likely) amount of money/assets involved;

Why, exactly, you are suspicious.

Along with any other available information to enable the MLRO to make a sound
judgment as to whether there are reasonable grounds for knowledge or
suspicion of money laundering and to enable him to prepare his report to the
National Crime Agency (NCA), where appropriate. You should also enclose
copies of any relevant supporting documentation.

If you are concerned that your involvement in the transaction would amount to
an act of facilitating money laundering, then your report must include all relevant
details, as you will need consent from NCA, via the MLRO, to take any further
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part in the transaction - this is the case even if the client gives instructions for
the matter to proceed before such consent is given. You should therefore make
it clear in the report if such consent is required and clarify whether there are
any deadlines for giving such consent e.g. a completion date or court deadline.

Once you have reported the matter to the MLRO you must follow any directions
he may give you. You must NOT make any further enquiries into the matter
yourself: any necessary investigation will be undertaken by the NCA. Simply
report your suspicions to the MLRO who will refer the matter on to the NCA if
appropriate. All members of staff will be required to co-operate with the MLRO
and the authorities during any subsequent money laundering investigation.

Similarly, at no time and under no circumstances should you voice any
suspicions to the person(s) whom you suspect of money laundering, even if the
NCA has given consent to a particular transaction proceeding, without the
specific consent of the MLRO; otherwise you may commit a criminal offence of
“ipping off”.

Do not, therefore, make any reference on a client file to a report having been
made to the MLRO - should the client exercise their right to see the file, then
such a note will obviously tip them off to the report having been made and may
render you liable to prosecution. The MLRO will keep the appropriate records
in a confidential manner.

7. Consideration of the disclosure by the Money Laundering Reporting
Officer

Upon receipt of a disclosure report, the MLRO must note the date of receipt on
his section of the report and acknowledge receipt of it. He should also advise
you of the timescale within which he expects to respond to you.

The MLRO will consider the report and any other available internal information
he thinks relevant e.g.:

reviewing other transaction patterns and volumes;

the length of any business relationship involved;

the number of any one-off transactions and linked one-off transactions;
any identification evidence held;

The MLRO will undertake such other reasonable inquiries he thinks appropriate
in order to ensure that all available information is taken into account in deciding
whether a report to the NCA is required (such enquiries being made in such a
way as to avoid any appearance of tipping off those involved). The MLRO may
also need to discuss the report with you.

Once the MLRO has evaluated the disclosure report and any other relevant
information, he must make a timely determination as to whether:

e there is actual or suspected money laundering taking place; or
e there are reasonable grounds to know or suspect that is the case; and
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e whether he needs to seek consent from the NCA for a particular transaction
to proceed.

Where the MLRO does so conclude, then he must disclose the matter as soon
as practicable to the NCA on their standard report form and in the prescribed
manner., unless he has a reasonable excuse for non-disclosure to the NCA (for
example, if you are a lawyer and you wish to claim legal professional privilege
for not disclosing the information).

Where the MLRO suspects money laundering but has a reasonable excuse for
non-disclosure, then he must note the report accordingly; he can then
immediately give his consent for any ongoing or imminent transactions to
proceed.

In cases where legal professional privilege may apply, the MLRO must liaise
with the Council’s Section 151 Officer to decide whether there is a reasonable
excuse for not reporting the matter to the NCA.

Where consent is required from the NCA for a transaction to proceed, then the
transaction(s) in question must not be undertaken or completed until the NCA
has specifically given consent, or until there is deemed consent through the
expiration of the relevant time limits without objection from the NCA.

Where the MLRO concludes that there are no reasonable grounds to suspect
money laundering then he shall mark the report accordingly and give his
consent for any ongoing or imminent transaction(s) to proceed.

All disclosure reports referred to the MLRO and reports made by him to the
NCA must be retained by the MLRO in a confidential file kept for that purpose,
for a minimum of five years.

The MLRO commits a criminal offence if he knows or suspects, or has
reasonable grounds to do so, through a disclosure being made to him, that
another person is engaged in money laundering and he does not disclose this
as soon as practicable to the NCA.

8. Training

Officers considered likely to be exposed to suspicious situations, will be made
aware of these by their senior officer and provided with appropriate training.
Additionally, all employees and Board Members will be familiarised with the
legal and regulatory requirements relating to money laundering and how they
affect both the Company and themselves.

Notwithstanding the paragraphs above, it is the duty of officers and Board

Members to report all suspicious transactions whether they have received their
training or not.

9. Conclusion
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Given its legal position with regard to the legislative requirements governing
money laundering, the Company believes that these Procedures represent a
proportionate response to the level of risk it faces of money laundering
offences.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24 April 2019
TIME: 5.30 pm
VENUE: Room 1, Rowan House

AGENDAITEM: 9.

SUBJECT: Whistleblowing Policy

REPORT BY: Brian Richardson

Interim Director of Resources
@ 07957 371581
“B brian.richardson@cbhomes.org.uk

FOR DECISION
1. Decision Required
1.1 To approve the revised Whistleblowing Policy for Colchester Borough Homes.
2. Purpose of Report
2.1 The purpose of this report is to present to the Board the revised
Whistleblowing Policy for Board’s consideration and approval.
3. Background & Content
3.1 The Whistleblowing Policy forms part of the Company’s governance
arrangements. As such it requires regular review and update to demonstrate
that the Company is meeting a high standard of governance.
3.2 The Policy was last reviewed and approved by the Board in April 2017.
3.3 The Policy was presented to the Finance and Audit Committee on 7 March
2019 who recommended it to the Board for approval.
4. Policy changes
4.1  There have not been any changes to legislation or best practice in this area
and so the Policy only requires minor changes. These changes are marked on
the attached copy of the Policy in Appendix 1.
5. Risk Management
5.1 Encouraging, and making available a way for employees to bring concerns

about possible wrong doing to management’s attention forms an important
mitigation against risk of fraudulent, corrupt or other damaging behaviours.
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6.1

71

8.1

9.1

10.

10.1

11.

111

12.

121

13.

13.1

HR Implications

The Policy satisfies a HR requirement.

Legal Implications

The legal implications are incorporated within the Policy.
Financial Implications

There are no direct financial implications from this report.

Value for Money

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

Health & Safety Implications
None.

Equality & Diversity Implications
None.

Residents at the Heart

None.

Decision Required?

Yes
Appendix

Appendix 1 CBH Whistleblowing Policy
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1.1

1.2

1.3

1.4

1.5

1.6

1.7

Introduction & purpose

Employees or Board Members are often the first to realise that there may be
some form of serious inappropriate conduct within the Company. However, they
may not express their concerns because they feel that speaking up would be
disloyal to their colleagues or to the Company. They may also fear harassment
or victimisation. In these circumstances, it may be easier to ignore the concern
rather than report what may just be a suspicion of misconduct, but this can
have serious consequences if wrongdoing goes undetected.

The Company is committed to the highest possible standards of openness,
probity, accountability and honesty. In line with that commitment, we expect
employees, Board Members and others that we deal with who have serious
concerns about any aspect of the Company's work to come forward and voice
those concerns. If an employee is not sure whether to raise a concern, he/she
should discuss this with his/her line manager or the HR department.

This policy applies to all employees, Board Members and members of the
public. Other individuals performing functions in relation to the organisation,
such as agency workers, volunteers and contractors, are encouraged to use it.

This policy document makes it clear that employees and Board Members can
do so without fear of victimisation, subsequent discrimination or disadvantage.
This Whistleblowing Policy and Procedure is intended to encourage and enable
employees and Board Members to raise serious concerns within the Company
rather than overlooking a problem or 'blowing the whistle' outside. With the
exception of employment related grievances, this policy will apply to any act of
Whistleblowing, as defined by the charity Public Concern at Work to mean: “A
disclosure of confidential information which relates to some danger, fraud or
other illegal or unethical conduct connected with the workplace, be it of the
employer or of its employees.” Examples of these matters are given below in
paragraph 2.3.

These procedures are in addition to the Company's complaints procedures and
other statutory reporting procedures. Officers are responsible for making
customers aware of the existence of these procedures, including via the
website.

An employee who makes such a protected disclosure has the right not to be
dismissed, subjected to any other detriment, or victimised, because he/she has
made a disclosure. This means that the continued employment and
opportunities for future promotion or training for the employee will not be
prejudiced because he/she has raised a legitimate concern.

The Public Interest Disclosure Act 1998 and the provisions of the Employment
Right Act 1996, give legal protection to employees against being dismissed or
penalised by their employer as a result of publicly disclosing certain serious
concerns provided that they are disclosed under procedures identified in the
Act. It is a fundamental term of every contract of employment that an employee
will faithfully serve his or her employer and not disclose confidential information
about the employer’s affairs. However, where an individual discovers
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2.2

2.3

2.4

information that they believe shows malpractice/wrongdoing within the
organisation then there should be identified procedures to enable the individual
to disclose this information without fear of reprisal, and it may be necessary for
the disclosures to be made independently of line management. This policy has
been discussed with the relevant trade unions and has their support.

Aims and scope of the policy

This policy aims to:

a. encourage you to feel confident in raising serious concerns and to
question and act upon concerns about practice without fear of
recrimination.

b. provide avenues for you to raise those concerns and receive feedback on
any action taken

c. ensure that you receive a response to your concerns and that you are
aware of how to pursue them if you are not satisfied

d. reassure you that will be protected from possible reprisals or victimisation
if you have a reasonable belief that you have made any disclosure in good
faith.

e. advise you of the support that the Company will provide if you raise
concerns in good faith.

f. give assurance that matters raised under this procedure will be
investigated thoroughly, promptly and confidentially, and the outcome of
the investigation reported back to the individual who raised the issue.

There are a number of procedures in place including the grievance procedure,
Code of Conduct, and guidelines for dealing with bullying and harassment_and
other issues relating to your own employment.

This Policy is intended to cover concerns that are in the public interest and may
(at least initially) be investigated separately but might then lead to the use of
such procedures. These might include:

conduct which is an offence or a breach of law

disclosures related to miscarriages of justice

failure to comply with a legal obligation

health and safety risks, including risks to the public as well as other
employees

e. damage to the environment

f. the unauthorised use of public or Company funds

g. possible fraud and corruption
h
i.
-

co oo

. unethical or improper conduct or behaviour
unacceptable business risks.
attempts to conceal any of the above

This is not intended to be a comprehensive list and any matter raised under this
policy will be considered seriously.

This concern may be about something going on now, in the past or likely to
happen and that:
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3.

a. makes you feel uncomfortable in terms of known standards, your
experience or the standards you believe the Company subscribes to; or

b. is against the Company's procedure rules and policies; or

falls below established standards of practice; or

amounts to improper conduct.

oo

Safeguards

Harassment or victimisation

3.1

3.2

3.3

3.4

3.5

The Company is committed to good practice and high standards and wants to
be supportive of employees and Board Members.

This policy is designed to offer protection to you if you disclose such concerns
provided the disclosure is made:

i in accordance with the procedures laid down
i in good faith, and
iii in the reasonable belief that it tends to show malpractice

The Company will not tolerate the harassment or victimisation of any person
who raises a concern. The Company'’s disciplinary procedures will be used
against any employee who is found to be harassing or victimising the person
raising the concern and such behaviour by a Board Member will be reported
under the Board Members’ Code of Conduct.

Any investigation into allegations of potential malpractice will not influence or be
influenced by any disciplinary or redundancy procedures that already affect you
if you are an employee.

An instruction to cover up wrongdoing is itself a disciplinary offence. If told not
to raise or pursue any concern, even by a person in authority such as a
manager, employees should not agree to remain silent. They should report the
matter as set out in Clause 4.1.

Confidentiality

3.6

All concerns will be treated in confidence and the Company will do its best to
protect your identity if you do not want your name to be disclosed. If
investigation of a concern discloses a situation that is sufficiently serious to
warrant disciplinary action or police involvement, then your evidence may be
important. Your name will not however be released as a possible witness until
the reason for its disclosure at this stage has been fully discussed with you.

Anonymous allegations

3.7

This policy encourages you to put your name to your allegation whenever
possible. If you do not provide your name when making an allegation then the
organisation will be unable to inform you of the outcome of the investigation.
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3.8

3.9

Concerns expressed anonymously are much less powerful but will be
considered at the discretion of the Company.

In exercising this discretion, the factors to be taken into account would include
the:

a. seriousness of the issues raised;

b. credibility of the concern; and

c. likelihood of confirming the allegation from alternative attributable
sources.

Untrue Allegations

3.10 If you make an allegation in good faith, but it is not confirmed by the

5.2

5.3

investigation, no action will be taken against you. If however, the investigation
shows an individual has made malicious or vexatious allegations, and
particularly if he/she persists with making them, or for personal gain,
disciplinary action may be taken against you, or if you are a Board Member a
complaint may be made under the Board Members’ Code of Conduct.

How to raise a concern

You should normally raise concerns with the Director of Resources or Business
Finance-ManagerHead of Finance and Performance. However if your concern
relates to one of these officers you should raise your concerns with the Chief
Executive or the Chair of the Finance and Audit Committee.

Alternatively, you can ring the Anti-fraud telephone number 07834788710,
which will be a 24-hour answer phone that will be dealt with by a senior
member of the HR team.

Alternatively, you can complete a Whistleblowing Notification form on the
intranet that will be read by a senior member of the HR team.

How the Company will respond

The Company will respond to your concerns. Do not forget that testing out your
concerns is not the same as rejecting them.

Where appropriate, the matters raised may be:

a. investigated by management, internal audit, or through the disciplinary
process

b. referred to the police

c. referred to the Company’s external auditor

d. the subject of an independent inquiry.

In order to protect individuals and those accused of misdeeds or possible
malpractice, initial enquiries will be made to decide whether an investigation is
appropriate and, if so, what form it should take. The overriding principle, which
the Company will have in mind, is the public interest.
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5.4

5.5

5.6

5.7

5.8

5.9

Some concerns may be resolved by agreed action without the need for
investigation.

Within five working days of a concern being raised, one of the Officers named
at 4.1 above will write to you:

a. acknowledging that the concern has been received

b. indicating how it is proposed to deal with the matter

c. giving an estimate of how long it will take to provide a final response

d. informing you whether any initial enquiries have been made

e. supplying you with information on staff support mechanisms, and

f. informing you whether further investigations will take place and if not, why
not.

The amount of contact between the officers considering the issues and you will
depend on the nature of the matters raised, the potential difficulties involved
and the clarity of the information provided. If necessary, the Company will seek
further information from you.

Where any meeting is arranged, which could be off-site where appropriate, if
you so wish, you can be accompanied by a union or professional association
representative or a friend, or another Member if you are a Board Member.

The Company will take steps to minimise any difficulties, which you may
experience as a result of raising a concern. For instance, if you are required to
give evidence in criminal or disciplinary proceedings the Company will arrange
for you to receive advice about the procedure and will help you with the
preparation of statements.

The Company accepts that you need to be assured that the matter has been
properly addressed. Thus, subject to legal constraints, you will receive
information about the outcomes of any investigation.

Responsible Officer

The Director of Resources has overall responsibility for the maintenance and
operation of this policy. That officer maintains a record of concerns raised and
the outcomes (but in a form which does not endanger your confidentiality) and
will provide an annual report on the operation of the policy to the Finance &
Audit Committee.

How the matter can be taken further

This policy is intended to provide you with an avenue to raise concerns within
the Company. The Company hopes you will be satisfied with any action taken.
If you are not, and if you feel it is right to take the matter outside the Company,
the following are possible contact points:

a. your local Citizens Advice Bureau-service
b. relevant professional bodies or regulatory organisations
c. the pPolice
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d. Local Government Ombudsman

7.2 If you are considering taking the matter outside of the Company, you should
ensure that you are entitled to do so and that you do not disclose confidential
information. If in making a disclosure you are breaching company
confidentiality, you will need to ensure that your action is a protected
disclosure. An independent charity, Public Concern at Work, can offer
independent and confidential advice. They can be contacted on @ 020 7404
3117 6609-2520 or by email at whistle@peaw-coe-ukprotect-advice.org.uk

8. Questions regarding this policy

Any questions should, in the first instance, be referred to the Director of Resources.

9. Review

This policy will be reviewed every two years.

10. Consultation

Finance and Audit Committee, March 20472019

11. References

Public Concern at Work www.pcaw.org.uk
Public Interest Disclosure Act 1998
Employment Right Act 1996

12. Related documents

Prevention of Fraud, Corruption and Money LaunderingAntifraud-and-corruption
Ppolicy

Board Member Code of Conduct
Staff Code of Conduct

Disciplinary rules and procedures
Grievance procedure

Bullying & harassment Policy
Safeguarding Policy

Information and Confidentiality Policy
Hospitality and Gifts Policy

Terms and conditions of employment
Standing Financial Instructions
Scheme of Delegation

Operational Scheme of Delegation
Register of Members’ interests
Organisational behaviours
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24 April 2019
TIME: 5.30pm
VENUE: Rowan House

AGENDA ITEM: 10

SUBJECT: People Plan 2018-22 Review

REPORT BY: Angelique Ryan, Head of HR and Governance

& (01206) 282374
“B Angelique.ryan@cbhomes.org.uk

FOR INFORMATION

1.

1.1

2.1

3.1

3.2

3.3

3.4

3.5

3.6

Decision Required

To approve the key performance measures for 2019/20 outlined within section 8 of the
report and the draft Action Plan (Appendix 2)

Purpose of Report

The report provides an update on the achievements of the People Plan over the past 12
months, and outlines actions agreed for the coming 12 months. The report outlines the
suggested key performance measures for 2019/20.

Background & Content

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 People Plan.

The Board requested that each of the delivery plans should be reviewed on an annual
basis to provide an opportunity for oversight of progress towards the achievement of the
plan objectives.

The People Plan was approved by Board on 22 February 2018 (Appendix 1)

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 services that are valued
by our customers. Focusing on our community work will help us develop the
partnerships that deliver for our communities.

The objectives of the People Plan to support our strategic aims are therefore:
e To enable our staff to perform and do the best job possible
e To make CBH a great place to work.
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3.7

3.8

3.9

4.1

4.2

4.3

The challenge we are setting ourselves within the People Plan is to become a Times
Top 100 not-for-profit employer by 2022.

To deliver this we will need to demonstrate that:
e Our staff feel what they do matters and makes a difference
e Our staff are high- performing and take ownership of their work
e Our staff feel valued and supported
o Staff and potential employees see CBH as a great place to work.

We plan to achieve our aim of becoming a top 100 employer by:

e Creating a working culture and environment that ensures staff perform at their
best

e Matching the skills, experience and outlook of our workforce to our vision and
purpose

e Making our staff feel valued and supported

e Ensuring everyone is recognised and rewarded fairly

e Providing a better work-life balance for staff.

Monitoring progress

The People Plan is monitored by the Staff Forum and members are committed to
supporting HR and Managers in embedding the aims of the plan within teams across
CBH. The People Plan is also monitored at DMT/ SMT quarterly meetings.

Achievements and progress against the People Plan are monitored through the
accompanying Action Plan

The Action Plan follows the following 6 key themes;

- Management

- Resourcing the organisation

- Staff Communication and Consultation
- Skill Development

- Reward and Recognition

- Wellbeing

In addition, several indicators are tracked through regular staff surveys which will help
us to monitor whether we are on track to become a top 100 employer, including:

e % of employees who would recommend CBH as an employer

e % of staff who are supported by their manager to do the job to the best of their
ability

e % of staff who feel empowered to make decisions and have ownership of their
work.
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5.1

5.2

5.3

54

5.5

Staff Survey Results

71% of all staff completed the survey. This was a little down from the 77% response
rate from the last survey.

The results of the survey are expressed as a percentage of favourable scores. This
represents the percentage of people who gave a rating of 7, 8, 9 or 10, out of 10. The
overall combined result for 2019 was 71%.

The results for nearly every statement have shown an increased overall score when
compared to the last survey results in 2017, suggesting that overall staff engagement
and satisfaction has increased. Areas of strength include the areas of Giving Something
Back, My Manager, My Team, Leadership and Wellbeing.

The graph below shows that the survey results for all three main KPI’'s within the People
Plan (as outlined within 4.3) have improved significantly between 2017 and 2019. All
three statements exceeded the targets set for 2018/19. The percentage results reflect
the number staff who scored the questions as a 7 or above out of 10.

KPI Staff Survey Comparison by percentage of favourable

sCares

BE%
Ba%
Ba%
B2%

B2%
BO%a T9%
T8%
T6%

T4%
T4% T3% 73%
T2%
T0%
68%
66%

% of employees who would % of staff who are supported by their 2 of staff who feel empowered to
recommend CBH asan employer  manager todothejobtothe best of makedecisions and have owne ship
their ability. of their work

m 2017 w2019

The highest scoring statements were: -

- My organisation encourages charitable activities

- The person leading CBH gives clear direction

- CBH genuinely cares about its customers and communities
- | am treated fairly in relation to my colleagues

- | feel that my manager talks openly and honestly with me

- CBHis run on strong values / principles
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5.6

5.7

5.8

6.1

6.2

6.3

6.4

6.5

- | believe | can make a valuable contribution to the success of this organisation
- | am supported by my manager to perform the job to the best of my ability

- CBH has a positive impact on the wider local community

- People in my team go out of their way to help me

It is incredibly encouraging to see that many of our highest scoring statements reflect
our focus on giving something back to the community and our customers.

The lowest scoring statements within the survey were: -

- | rarely work longer than my contracted hours to get the job done

- CBH and its staff embrace change

- | am satisfied with how CBH supports me in carrying out my role with the
technology | use in work

- | am paid fairly for the work that | do relative to others within this organisation

- CBH is good at developing leaders

- | 'am happy with the pay and benefits | receive in this job

- | feel | receive fair pay for the responsibilities | have in my job

- | feel my productivity has improved due to improved new technology

- | 'am paid fairly for the work | do relative to people in similar positions in similar
organisations

These lower scoring areas provide an important focus for us as a company as we look
for new ways to make improvements in these areas.

Achievements to date against the People Plan Action Plan
The People Plan Action Plan 2018- 2022 is divided into the following areas;

Management and Leadership

Action- Maintain IIP Gold Accreditation

Update- CBH were assessed against the more rigorous IIP Version 6.0 in September
2019 and maintained Gold status. This new version included an all staff survey. A full
report has been produced and Management have met with the assessor to gain a
greater understanding of how we could further improve.

Action- Creation of a Leadership Commitment and framework to enable our managers
at all levels to develop their skillset

Update- HR have worked with the Staff Forum to draw up a draft 1-page Leadership
Commitment. It has been agreed that the launch date for this will be after the new
Management Structure is in place.

Several managers have been given ‘acting up’ opportunities over the past year,
allowing them to take on more responsibility and to gain invaluable experience. These
have taken place across all three directorates.

It is extremely encouraging to see that the two staff survey statements that were agreed
as a good benchmark for this area have all improved;
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6.6

6.7

6.8

Management and Leadership

% STAFF CONFIDENCE IN THEIR MANAGER'’S
LEADERSHIP SKILLS

% STAFF AGREE THAT SENIOR MANAGERS
TRULY LIVE THE VALUES OF CBH.

1
0 10 20 30 40 50 60 70 80 90

2019 = 2017

Action- Develop action plan to meet SHEF framework

Update- New equality objectives, that are more succinct and memorable, have been
agreed by leadership and Board and will be published by 5 April. They are;

Equality of Opportunity and Equality of Access. These objectives will be underpinned
by, and detailed within, CBH’s Delivery Plans. At the same time, CBH will publish a new
Equality Statement. The incorporation of our new equality objectives into the core
monitoring framework for CBH will help to ensure this area of work is better “integrated
into the day-to-day business of the organisation” (a key aim of the Equality Act)

CBH has joined the Essex Faith Covenant. This is an agreement between public sector
organisations and faith groups to work more closely together in supporting vulnerable
groups. This will help staff to understand the communities we are working in, and its
heritage and culture, and it will assist us in ensuring that CBH can become an equality
lead within the town.

Action- Ensure an appropriate ‘appraisal’ and feedback system is in place.

Update- The appraisal forms were updated in 2018 to expand the section on
commitment to Customer Service. Training has been rolled out to staff and managers
on how to carry out an appraisal. The percentage of staff who agree that annual
appraisals are a valuable opportunity to discuss progress and development increased
from 54% 2017 to 59% in 2019. It is encouraging to see that 73% of staff agreed that
their manager holds a thorough appraisal with them. Although from staff comments
within the survey it seems that we need to take another look at the appraisal process to
work out how we make this more of a continuous process, rather than an annual event.
We have started consultation with the Staff Forum around how we could development
this area for 2020.

Action- Address concerns and identify solutions from the 2017 staff survey results, to
result in an improvement in Staff Satisfaction (At each service level)

Update- All SMT members were met with in 2018 to discuss the last staff survey
results, and these meetings fed into the actions within the People Plan Action Plan.
Housing Options, Corporate Facilities and HR and Governance all saw an overall
increase in their staff survey score. Asset Management, Housing Management and
Operations overall scores remain the same between the surveys. Finance and
Performance, Older Persons Services and Office Supports overall scores fell from their
levels in 2017 by an average of 0.2%.
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6.9

6.10

6.11

6.12

6.13

6.14

6.15

Resourcing the organisation

Action- Develop effective ways to attract and retain high quality staff

Update- The HR team have been working with several recruitment agencies and online
advertising platforms to ensure that our adverts are reaching as wide a candidate pool
as possible. Learning Pool is also being utilised to ensure that new staff are fully
inducted. Further work needs to be carried out on reviewing the entire recruitment
process.

Within the People Plan Action Plan we set ourselves the target of reducing staff
turnover. | am pleased to report that staff turnover has reduced from 15% in 2017 to
10.11% in 2018. It is hoped that retention levels have been positively impacted on by
the increase in flexible and home working available to staff.

In addition to this we have recruited a Graduate Trainee through the GEM programme.
The industry specific GEM programme is supported by key players across social
housing, homelessness and politics. The programme combines real life job experience
with personal development including leadership development, psychometric testing and
workplace mentors with a professional qualification accredited by the Chartered
Institute of Housing.

Three members of staff are also having their Chartered Institute of Housing
memberships paid as part of the CIH Futures scheme. CIH Futures is a group of
younger housing professionals who have been recruited to help us to attract and retain
new members. Their aim is to ensure that both CIH and the housing sector has a viable
future and reflects society.

The Housing Systems team and the Project and Horticultural Officer were TUPE
transferred across from CBC to CBH in June 2018, resulting in improved service
delivery and a more focused use of resources.

Action- Develop the apprenticeship programme to support the current and future
staffing needs of CBH

Update- CBH currently have four apprentices, whose training is fully paid for through
the apprenticeship levy. Two are studying Property Maintenance, one is studying
Painting and Decorating and one Installation Electrician. We have also just concluded
an application process which allows existing staff to take part in a Management
Apprenticeship scheme. Two members of staff have now been selected and their
training commenced at the end of March.

Staff Communication and Consultation

Action- Develop the Staff Forum further. Forum to have a major role in developing and
managing this action plan.

Update- We now have 100% representation across all service areas at the Staff Forum.
The group has taken an active role in monitoring progress against the People Plan
Action Plan over the past year. It has led the development of the draft Leadership
Commitment which will be rolled out to Managers later this year.

Other mechanisms which have been utilised for staff communication include regular
Chief Executive roadshows, Unison meetings, posts on Yammer and ‘All Staff’ emails.
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6.16

6.17

6.18

6.19

6.20

6.21

6.22

Skill Development

Action- To improve the |.T. skills of staff and encourage a proactive approach to
technology

Update- Office 365 training sessions are taking place over the next few months for all
staff. In terms of investment in I.T, we have all been working hard to get SharePoint up
and running and have introduced more employee self -serve through iTrent. Our
programme of change continues into 2019 and beyond, with more self -serve to be
rolled out through iTrent and with the replacement of the Capita Housing system.

It was disappointing to see that the percentage of staff who feel that their productivity
has improved due to improved new technology has not increased since the last survey.
The results for both 2017 and 2019 remain unchanged at 39%.

Action - To enhance learning and development opportunities for staff.
Update- An e-learning platform was launched to all staff at the end of 2018 to offer an
alternative method of training to staff.

To date the following training has been rolled out;
Personal Safety (Mandatory for all staff)
Mentoring for Mentors

The Bribery Act 2010

Mental Health Awareness

Healthy Lifestyles

Stress Awareness

Managing Yourself and Your Time

The following training is due to follow within the coming months;
Data Protection Awareness,

Equality and Diversity for Staff

Equality and Diversity for Managers

Asbestos Awareness

CBH have continued to develop its internal training offering and working with partner
organisations to deliver training and share costs. It is encouraging to see that 70% of
staff agree that CBH invests in the learning and development of its staff (This is a new
question within the 2019 survey).

Reward and Recognition

Action- Develop and implement Total Reward Statements for staff

Update- ‘Fair deal’ continues to be an area where we know that we have challenges,
and clearly this is a concern for many employees across the public sector. 66% of our
staff feel that they are not paid fairly for the work they do relative to similar positions in
similar organisations. Although, on a positive note 56% of staff value the wider benefit
package that they receive. We hope that introducing Annual Total Reward Statements
last year, which detail how much individual total pay packages are worth, has helped
staff to see the wider value of their benefit package. In 2018 we also signed up to the
Colchester Travel Plan which has allowed staff to purchase discounted bus and rail
tickets and provided for secure bike parking at Rowan House.
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6.23

6.24

71

8.1

8.2

10.

10.1

We are encouraged to see that there has been an increase in staff happy with their pay
and benefits from 37% in 2017 to 44% in 2019. We will continue to develop this area
over the coming year.

Wellbein

Action- Further develop and implement a Wellbeing Policy

Update- During the past year we introduced a Staff Wellbeing Policy and several
initiatives such as Mental Health First Aiders and Workplace Health Champions. Other
initiatives included holding lunchtime yoga sessions, meditation, stress awareness
sessions, BMI checks, free fruit once a month and guest speakers on wellbeing topics.
We also have a Wellbeing Group called MYwellbeing who manage a small budget and
consider new initiatives that could be run. We are so pleased therefore to see that 71%
of staff agree that CBH invests in staff wellbeing.

It is great to see that the percentage of staff happy who are happy with the balance
between their work and home life has increased from 67% in 2017 to 75% in 2019.

Forward Look

All SMT members have met with their teams to give feedback on the results of the staff
survey, in addition to the all staff communication which has been sent out. As part of
these feedback sessions staff have identified several actions to address areas of
concern within their individual teams. These have been considered at an SMT/ DMT
workshop and some of these have been fed into the revised People Plan Action Plan
(Appendix 2)

Key performance measures for 2019/20
The targets for 2019/20 have been increased by 2% from the 2019 actual results to;
e 84% of employees who would recommend CBH as an employer
e 86% of staff who are supported by their manager to do the job to the best of their
ability
e 81% of staff who feel empowered to make decisions and have ownership of their

work.

The main areas for focus for the next 12 months and beyond are detailed within the
updated People Plan Action Plan 2019-2022 at Appendix 2.

Risk Management

The achievement of the objectives in the People Plan are a key component of the
Company’s Strategic Plan and as such will be reflected in the development of the
company’s revised risk management framework.

HR Implications

The annual staff survey will capture information to compare with baseline measure.
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111

12.

121

13.

13.1

14.

141

15.

15.1

16.

Legal Implications
None other than those outlined within this report.
Financial Implications and Value for Money

Providing value for money is considered as part of any HR initiative from investing in
the e-learning system, booking training sessions, holding wellbeing events and so forth.

Health & Safety Implications

Close links have been maintained with the Health and Safety Team when looking into
Wellbeing Initiatives, such as the writing of the Wellbeing Policy which includes
guidance on completing stress risk assessments. Much of the Health and Safety
training for 2018 has been delivered in-house.

Equality & Diversity Implications

The revision of the People Plan has demonstrated use of insight and data from the staff
survey and other staff feedback mechanisms. The Equality, Safeguarding and Business
Partner has been consulted in drawing up the proposed actions for 2019-20 to align
these to the Equality Objectives, and our Equality Duty.

Residents at the Heart

The aims of the People Plan are centred around enabling our staff to perform and do
the best job possible for CBH'’s customers.

Appendices
The following documents are appended to this report:

Appendix 1 — People Plan 2018-2022
Appendix 2 — People Plan Action Plan 2019-2022
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1. Introduction & purpose

This People plan is a key element in developing a smarter approach to the
way we work, which we have identified as an important factor in achieving
our mission to deliver 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 delivering services that are valued by our
customers and serving our communities. Getting the best from our people
will help us deliver the value for money and customer satisfaction which
will be among our key measures of success, and will also support us in
achieving positive outcomes in the community.

The objectives of this People plan to support our strategic aims are therefore:

e To enable our staff to perform and do the best job possible
e To make CBH a great place to work.

3. Our ambition by 2022

We are already a high performing organisation in terms of staff development,
achieving Investors in People Gold in 2016 and Times Top 100 “Ones to

Watch” in 2014. The challenge we are setting ourselves within this plan is to
become a Times Top 100 not-for-profit employer between now and 2022.

To deliver this we will need to demonstrate that:

e Our staff feel what they do matters and makes a difference

e Our staff are high- performing and take ownership of their work
e Our staff feel valued and supported

o Staff and potential employees see CBH as a great place to work.

4. How we will achieve our aim
We plan to achieve our aim of becoming a top 100 employer by:

e Creating a working culture and environment that ensures staff
perform at their best

e Matching the skills, experience and outlook of our workforce to
our vision and purpose

e Making our staff feel valued and supported

e Ensuring everyone is recognised and rewarded fairly

e Providing a better work-life balance for staff.
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5. How we will measure progress

We will monitor progress via the People Action Plan which accompanies this
document.

In addition, we will track a number of indicators through regular staff surveys
which will help us to monitor whether we are on track to become a top 100
employer, including:

¢ % of employees who would recommend CBH as an employer

e % of staff who are supported by their manager to do the job to the
best of their ability

o % of staff who feel empowered to make decisions and have
ownership of their work.

6. Monitoring delivery

The Head of HR & Governance will be responsible for the action plan and will
report progress and actions undertaken throughout the business quarterly to
DMT. Progress will be reported annually to the CBH Board

7. Consultation

The following were consulted during the drafting of this plan, and input
incorporated:

Governance and Remuneration Committee,
Directors Management Team

Senior Management Team

Staff Forum

The following were consulted as part of the strategic plan consultation which
informed this plan:

e CBH Board

e All CBH staff (via roadshows & survey)

e Colchester Borough Council — Housing Portfolio Holder & senior
officers

e CBH customers (via focus group & survey)

¢ Mondrem UK (external consultant).

8. References
CBH Staff survey 2017

Times Top 100 Survey 2017
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9. Related documents
The CBH Strategic Plan 2017-22 gives overall direction to this plan.

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. The People Plan will need to ensure that our staff are
able to fulfil these obligations.

CBH Customer Plan sets out how we will develop our service in line with what
our customers need. The People Plan will need to ensure that staff are
adequately equipped to meet customer needs.

The CBH Leadership Plan sets out how we will develop better leadership and
governance, including ensuring we are accountable to our customers through
our governance arrangements. The People plan will ensure that our staff are
able to support the leadership of the organisation in this aim.

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.

The CBH Business development plan shapes how we will generate income to
protect the services we provide to customers. The People Plan will support us
in ensuring we have adequate skills and resources for the future through
training, recruitment and retention.

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. This includes investing in our people via training.
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1. Appendix 2- Draft People Plan Action Plan 2019-2022

Current Target 19/20 Status
% of employees who would recommend CBH as | 82% 84% SBE® ..
an employer
% of staff who are supported by their manager | 84% 86%
to do the job to the best of their ability
% of staff who feel empowered to make 79% 81%
decisions and have ownership of their work.

Highlights

Forward look

Key risks & issues

Support/resources required
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Completed@
In progress/on target
Cancelled / on hold
Unlikely to achieve target

Not started/behind schedule/below target-—

Focus Actions/projects/ Lead Success Progress Notes
workstreams Due Date measure
Creakt_ing a | Management
working
culture and | Achieve Platinum IIP :ﬁj‘d OFHR | september Achieve Platinum
environment | 5ccreditation 2021
that allows Governance
staff To get an
to per_form indicative
at their best position in the
Take Part in Best Companies Head of HR October | Achieving a Top survey mid-
. and > term, to further
Survey (Times 100) 2020 100 ranking
Governance develop
initiatives for
2022
submission
Head of HR Al
Continue to review progress and September | recommendations
against the SHEF framework 2020 from Mock
Governance completed
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Focus

Actions/projects/
workstreams

Lead

Due Date

Success
measure

Progress

Notes

Consult on and roll out the
Leadership Commitment

Head of HR
and
Governance/
Staff Forum

March
2020

% Staff agree
that Senior
Managers truly
live the values of
CBH.

% staff
confidence in
their manager’s
leadership skills

Link to
Leadership
Plan
(DMT/SMT)

Review the current Appraisal
system and agree a new
approach with DMT for
2020/21

DMT/ Head
of HR

January
2020

% of staff who
agree that annual
appraisals are a
valuable
opportunity to
discuss progress
and development

% of staff who
agree that their
manager holds a
thorough
appraisal with
them

Address concerns and identify
solutions from the 2019 staff
survey results

Head of HR
and
Governance

June 2019

% Improvement
in Staff Survey
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Focus

Actions/projects/

Lead

Success

Progress

Notes

workstreams Due Date measure
Results (Service
level)
Resourcing the Organisation
To review the entire
advertising and recruitment Decrease in % of
process across CBH. This Head of HR staff turnover
should include greater and March
diversity in the promotion of Governance/ 2019 Increase in %
job opportunities thereby Managers staff E&D data
delivering greater equality of held on iTrent
opportunity
To support existing
apprentices and to plan for Head of HR March 100% utilisation
their career development and 2019 of Apprenticeship
within CBH G Levy allowance
overnance/
Managers
New structure in
To support and deliver the ﬂigi;gﬁll'
Senior Management Head of HR September management
restructure as directed by 2019 team

CEO and Board
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Actions/projects/

Success

ORI workstreams SRR Due Date measure IR eI
Making our L .
staff feel Staff Communication and Consultation
valued and
supported 100% .
representation
Staff Forum to have full across all service
representation and to continue areas
to play a major role in Head of HR December
. . . and :
managing this action plan. Governance 2018 Progress against
People Plan
action plan
discussed at
every meeting.
Link Staff Forum to Equality
Focus Group by having Joint
equa!lty (_)f opportunity’ as a Head of HR representative in
standing item on the Staff and
, May 2019 | place and
Forum agenda, and by having | Governance/ L
) . standing item on
a representative attending Staff Forum Agenda in olace
each group 9 P
To launch a HR Newsletter to
!\/I_a_na_gers communlcatlng New | |\ oad of HR _
initiatives, training . Newsletter in
. . and April 2019
opportunities and the impact of G place
overnance

forthcoming legislation

115



Actions/projects/ Success
ORI workstreams SRR Due Date measure IR eI

Matching .
the skills, Skill Development
experience % increase in
and outlook | To improve the I.T skills of IT & Support staff who feel that
of our staff and encourage a Manager/ their productivity
workforce to | hroactive approach to Head of HR has improved due Link to
°“3"'s'°“ technology. E.G. ‘share and and June 2018 | to improved new VEM/Tech Plan
and purpose | |aarn’ sessions around Office | Governance technology

365, holding regular skype

meetings

To further develop the e-

learning offering available to Head of HR November Modules in place

staff including induction and 2019 and staff feel well

modules for new starters Governance inducted
Ensuring
everyone is | Reward and Recognition
recognised
and . % increase in
rewarded To carry out a benchmarking | Head of HR February s:t)aff happy with
fairly exercise on market pay levels | and 2020 their pay and

for difficult to recruit posts Governance benefits

. — o .

To review and publicise our Head of HR Yo increase in

current benefit arrangements, and December | staff happy with

including arranging for a Governance 2019 their pay and

pension’s seminar for staff benefits
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Actions/projects/ Success
ORI workstreams SRR Due Date measure IR eI
Providing a Wellbeing % staff wh
better work- | T4 continue to offer wellbeing o Stalt who are
;':‘: :;,I:fnce initiatives to staff, working with :ﬁgd of HR 1 becember E:Ipawc;wtt)gttvr\]/:en
the staff forum on developing 2019 )
) . Governance their work and
this offering )
home life
To offer regular volunteering Staff Forum/ March Improvement in Link to
opportunities for staff to Head of HR 2020 Giving Something Community
ensure that take up of and back questions Plan
volunteering days increases Governance within the staff

by 15%

survey.
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REPORT TO COLCHESTER BOROUGH HOMES

BOARD

DATE: 24 April 2019

TIME: 5.30 pm

VENUE: Room 1, Rowan House

AGENDAITEM: 11.

SUBJECT: Strategic Risk Register

REPORT BY: Brian Richardson, Interim Director of Resources

& 07957 371581
“B brian.richardson@cbhomes.org.uk

FOR DECISION
1. Decision required
1.1 To approve the Strategic Risk Register and progress on mitigating actions.
1.2  For the Board to suggest and consider any emerging risks that should be
included on the Strategic Risk Register.
2. Background & Content
2.1  The Board approved a revised Risk Management Strategy at its meeting on
12 September 2016. Under this strategy the Finance and Audit Committee
(F&A) has a remit to scrutinise the Risk Register and to report to the Board on
high-level and difficult to manage risks. This is now a standing item on the
agenda for all future meetings.
2.2  Strategic Risk Regqister
The strategic risk register was presented at the most recent Board meeting on
21 February 2019 and to the Finance & Audit Committee on 7 March 2019.
2.3 The register can be found at Appendix 1.
24 New Risks

No new strategic risks or emerging risks have been identified by management
since the last Board Meeting on 21 February 2019.

DMT identified a new Operational Risk concerning CBH's involvement in
CBC’s HRA headroom projects, with risks from possible poor project
management by CBH leading to reputational damage or the risk of possible
financial loss, if CBH incurred costs without agreement from CBC as the
client. CBH has mitigations through its Property Services working processes
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2.5

2.6

3.1

4.1

5.1

6.1

71

8.1

9.1

meeting ISO 9001 standards, a works instruction process to ensure the client
has formally agreed to works and CBH’s professional indemnity insurance.

Removed Risks
No strategic risks have been removed from the register since the last meeting.

Progress on Further Actions:
All identified actions remain in progress and are reviewed monthly by the
DMT.

Financial Implications

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

Value for Money Implications

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

HR Implications

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

Residents at the Heart Implications

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.

Legal, Health & Safety and Equality & Diversity Implications

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.

Risk Management

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.

Appendix

= Appendix 1 — Strategic Risk Register
=  Appendix 2 — Risk Heat Map
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Colchester Borough Homes Strategic Risk Register

Strategic Risk Report 24 April 2019
Appendix 1

Review 02/04/19
IRisk No Area Risk Potential Consequences Risk Type Assurances Current Score Further Actions Completion date | Target Score Comments/Progress Update
[Programme initiated for the replacement of the Housing Management
System with involvement from CBC and CBH. High level system scope,
Failure of our Housing roles an: d programme Complete
Management Systems
Service delivery impeded, restricted or compromised by IT  Technological / Economic Housing Systems Team now part of CBH. Regular ICT Liaison meetings with fagreed with CBC.
and associat apita have given a De-Support Notice for the Capita Housing System from 1
1 Strategic T diostonortto Systems breaking down or not meeting new business and Financial / (CBC to monitor IT delivery and resolve any issues. CBC moving systems to cloud § 9 P embor 2030,
e requirements, resulting in poor service and additional cost Reputational bbased deployment, improving refiabilty. Project plan is set to have main housing systems modules procured and P
enable CBH to deliver its limplemented by September 2020
core services Sep-20
[Ring fence new business wherever possible. Proper) d initath
rading protocol created. s Opportunities Pansl in placs roperly resourced infiatives. [Business Development is a key theme of Proposed Strategic Plan and was presented
New Trading Reduced Performance - Increase in comlaints and loss of Reputational/ Financial Risk Management for new business agreed. Use Carry out a core business risk assessment before agreeing new projects. [ot the Feb'18 Board for approval. There continues to be opportunities via CBC to
2 Strategic Opportunities Detract  reputation . Reduction in Council's confidence in CBH through Professional  tmesheets to record trading and core hours work 9 Ongoing 6 fprovide professional services for Corporate Projects with other potential opportunities
from Core Business.  failing to meet key expectations Assessment for each project foresented to the Business Opportunities Panel at each meeting. Al opportunities
) lered and those approved are in line with the Trading Protocol.
New Trading Properly resourced initiatives. L o - .
Opportunities achieve . usiness Developmentis a key theme of Proposed Strategic Plan and was presented
Increased financial pressure on CBH adversely impacting on Tracing proooolcestec, Business Opporuries Panel i Carry outa core business risk assessment before agreeing new projects, lat the Feb18 Board for approval. There continues to be opportunities via CBC to
insufficient income and »
3 Strategic e combromian tha - service delivery. Reduction in Council's confidence in CBH  Reputational/  Economic pla Financial Risk Management for 9 Ongoing 6 lprovide professional services for Corporate Projects with other potential opportunities
i oF e B im therough failing to meet ke expectations o business agreed. dmmm)  Assessmentfor each project foresented to the Business Opportunities Panel at each meeting. Al opportunities
v onsidered and those approved are in line with the Trading Protocol.
medium term
No surprisss, no blame culture ointment of the CEO in September 2016, who worked for CBC, has further
Relationship with CBC  Detract focus of Board and senior management leading to Vaintaining the reqular iaison meetings at alllevels. Chief Exeoutive kesping & e obrte whet s god trengthened the relationship between the two organisations, with regular meetings
4 Strategic not maintained or damaging service delivery and new initiatives, ultimately Reputational tohing et that these are maimtainad and effectie Png 6 One organisation - where there Is a ot accountabllty across teams and Ongoing etween the Chair, both CEOs and Portfolio Holder now taking place. The CEO has
effective closure of ALMO. 9 4 resmveg X Iso been appointed to the Board of Colchester Amphora Homes (CBC's development
ompany)
[Review approachimethodology for collated information and monitoring and
Impact of Welfare increased resources to support tenants to maintain payment and claim Joonsider resourcing requirements where necessary
Increasing financial pressure on tenants leading to possibilty Discretionary Housing payments; Close work with CBC Housing Benefits. IDevelop partnership with the DWP to make most effective use of [Financial inclusion team supporting those in financial difficulty. Positive outcomes
Reform adversely Economic/
5 Strategic affecting the ablily to 01 Increasing rent arrears, possible ransfers and increase in Reputational Revision o fnancialinclusion trategy. Creation of diglal inclsion tategy. resour Ongoing 9 lachieved from this and Grant agreement with CAB for debt advice. Ongoing
et e trom enantshomelessness, increase in court actions lable. Increased elfare Reform Strategic Action Group set up with key partners within fpartnership for delivery of change with the local Job Centre Plus.
suppnn e S, amgond oppor\u y for DD. Staff trained. [CBC and CBH.
[Continual Review and reforecasting of the financial position to enable
The Economic Environment (Inflation/Interest Rates), efficient deployment of resources within CBH and the wider HRA Business Ongoing
Ghanges in Economic & "ducton in social housing due to the national house building [Maintaining the regular liaison meetings at all levels and work closely with CBC Plan Incertainty remains in the sector as it awaits the outcomes from the Social Housing
ot emiromont o Programme, Brexit and changes in planning requirements, lleagues o ensure impact is minimalised to continue to provide a social housing| implementation of Private Sector Letting Scheme (PSL) to offset P reen Paper and how/whether the findings of the Hackett review on Building
leading to Management Fee reductions. Contractual and olution that fits the requirements of the Borough. Annual management fee lescalating costs of Temporary Accommodation In Flace egulations and Fire Safety become legislation.
contractual or difficult to Economic/
6 Strategic difficult to manage cost pressures, such as salary incremental Ibudget setting process. Annually agreed Delivery Plan. Regular liaison with BH has developed its first iteration of a Business Plan that will be monitored by Board
manage cost pressures Reputational / [Engage CBC for early discussions s to possible consequences for the "
rowth, not matched by management fee increase leading to Portfolio Holder. A 5 year financial plan and organisational review to ensur Ongoing ind DMT. CBH supports the wider HRA business plan as well and is subject to
may impact on financial Jtih 1> MEEHS o lovat of it Rods tonoth ot ey ety b social housing provision in the borough b " A o CBO hera
viabity of organisation ot being able to maintain contracted level of ser inancial viability. Reduce length of contact so tendered rates can realistically be reqular review and stress testing. Joint procurement mesting with CBC has made
CBH service delivery adversely affected due to financial Imaintained throughout the contract term sitive changes to the procurement strategy.
constraints IDevelop Action Plan to manage the impact of the new regulations TBC
CBC engaged in discussions around demand and supply of affordable he Legislation came into effect from 1 April 2018. The Housing Options team has
jhousing een restructurex the requirements of the new legislation taken into cunslderauun
Maintaining close contact with the Ministry of Housing to follow and report on the
. P e o o " [Review of approach to Temporary Accommodation £500k grant funding for prevention iniiatives received by CBC. MHCLG have
7 Swategic Impact of Homelessness Increase in demand for housing options and temporary Economic/ implementation of the Act. Quarterly reports to Ministry of Housing via HCLIC Ongoing eviewed CBH's implementation plans and reaciness for the 1 Aprl and are
Reduction Act accommodation Reputational provide detailed information on homelessness and advice presentations,

ppiications, and acceptances.(updated KL 01/2018) Deveiop communication and information plan

omfortable with the progress made. 2 Jan 2019 - updated KL - accepted
omelessness presentations decreasing, ongoing work to develop temporary
ccommodation options and reduce refiance on bed and breakfast.

121



Strategic Risk Report 24 April 2019
Appendix 2

CBH Strategic Risk Register - Heat Map

Current Score

Government
Policy impact on
fin. viability of
CBH

Homelessness
Reduction Bill

Relationship MNew Trading
with CBC not Opportunites Impact of
maintained or detract from

Welfare Reform
effective core business

lev: Trading ICT Support

Opportunities Arra nts
_achieve with CBC
insufficent

Likelihood

Impact
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24th April 2019
TIME: 5.30 pm
VENUE: Room 1, Rowan House

AGENDAITEM: 12

SUBJECT: Housing Revenue Account Future Projects

REPORT BY: Karen Loweman, Director of Housing

@& (01206) 282805 & karen.loweman@cbhomes.org.uk

Matt Armstrong, Head of Asset Management
& (01206) 506917 B matthew.armstrong@cbhomes.org.uk

FOR INFORMATION

1.

2.

2.1

3.1

3.2

Report for Information
Purpose of Report

To update the Board on the Housing Revenue Account (HRA) funded housing
projects, established following the removal of the debt cap allowing the
Council to borrow in order to meeting its house building need.

Background & Content

The Council has an established and clear ambition to provide more new
affordable homes for our communities; however, Colchester was one of over
50% of Councils in the UK that were restrained from building any properties in
2017/18 after the housebuilding programme was drastically halted by a
Government-induced “debt cap” and “rent reduction” policy. The 2015 rent
reduction announcement, introducing a 1% rent reduction for 4 consecutive
years, removed around £140m of rental income from the HRA 30-year
Business Plan at the time. The existence of the debt cap then provided an
insurmountable barrier, as it placed a limit on how much additional money the
Council could borrow.

The homes that the Council creates will be used to accommodate people from
the housing needs register. This means that the new homes address local
need. The demand for this new affordable housing, and an illustration of why
not acting is not an option, is demonstrated by the figures on the housing
needs register as shown in the table below:
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3.3

3.4

4.1

4.2

Number of bedrooms Number of households
required on the register
One 1111
Two 1671
Three 1079
Four or more 258
Total 4119

Gateway to Homechoice, 30 September 2018

The Council now has an exciting and valuable opportunity to re-start and
expand its Council housebuilding programme in order to provide for local
people on our housing needs register. There are numerous other benefits to
the Council building new affordable homes that include:

* making the most effective use of the Councils assets, and maximising
their benefit to the community;

* the potential to deliver sites that other developers would not be willing
to deliver (e.g. small infill plots, garage sites) because they have social
value as well as economic sustainability; and

* helping to fulfil planning policies aimed at improving the quality of life
for residents and assisting the supply of land for residential
development that meets specialist demands.

Colchester Borough Homes will take on a number of different roles and
responsibilities across the various projects, some as a commercial opportunity
with a fee attached while other roles will come under the management
agreement (ie. core business).

Projects forecast to be completed within 1-3 years

Garage Site Development Phase 2

Lead: Colchester Amphora Homes Limited (CAHL)
CBH Role: Principal Designer, Contract Administrator
Budget: £7,000,000 (forecast)

It is currently anticipated that the garage sites could deliver approximately 35
new affordable homes, including the potential for the Council to proactively
provide some Part M compliant adaptable properties, as well as a
proportionate mix of 1, 2 and 3 bed properties that reflect our local affordable
housing needs. CBC has started work on preparing the sites for development
including surveys and CBH have contributed to the establishment of the
project brief in terms of what property types are to be built and to what
specification. CBH will start the design work in May 2019.

Purchasing Affordable Housing on the CAHL Sites
Lead: CAHL /CBC

CBH Role: Assisting CBC with specification and brief
Budget: tbc
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4.3

4.4

4.5

It is proposed that the HRA borrowing should be used to purchase all of the
affordable housing units delivered from the four forthcoming development
sites being built by CAHL. CBH have little involvement in this project but will
manage the affordable units once purchased. A planning application has
been submitted by CAHL for one of the four sites and preliminary work has
started on the other three sites.

Using the Right to Buy Back (RTBB)

Lead: CBC

CBH Role: Survey and advice to CBC of proposed purchases.
Budget: £32,000,000 over 5 years (£7.4m in 2019/20)

It is now proposed to continue this project (previously run in 2018/19) as a
rolling programme in order to increase the supply of affordable rented homes
in Colchester. The programme is kept at a modest level as it relies on
properties coming forward from owners who wish to sell and that those
properties provide good value for money to the Council. Tenants who have
bought their council home have to give the Council first refusal to buy it back if
they wish to sell it within the first 10 years (in typical property covenants). The
budget includes funding from Right to Buy receipts which can be used for
30% of any purchase.

CBH assist the Council in surveying potential purchases and providing advice
relating to the condition of the property and suitability for social housing.

Purchasing (Non-RTBB) Former Council Homes

Lead: CBC

CBH Role: Survey and advice to CBC on proposed purchases.
Budget: Part of the budget provision in 4.3 (RTBB)

Similar to the project in 4.3, the Council successfully purchased former
Council homes sold under the Right to Buy that were not subject to the right of
first refusal clause (RTBB), as this had expired. It is proposed that HRA
capital resources are used to purchase up to 20 former Council properties via
the open market, to be used as permanent homes

As with the above proposal on RTBB, the programme is kept at a modest
level as it relies on properties coming forward that are viable for the Council;
this includes considerations that they contain elements that can be sustained
within the Council’'s asset management strategy.

Airspace Development

Lead: CBC/CBH

CBH Role: Joint lead in the research, specifying and procurement. Act as
contract administrators on any future contract.

Budget: £5,000,000 (forecast)

There are some recent, and emerging, examples of modular construction that
have created an additional storey in unused “airspace” on the roofs of existing
occupied buildings to add additional homes. This has been used to effect in
London and has even received specific reference in the Government’s 2018
revisions to the National Planning Policy Framework.
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5.1

5.2

5.3

A pilot project has been proposed and accepted at locations with fewer
constraints (e.g. parking pressures, etc) to trial this type of development. The
pilot scheme would aim to achieve 32 new affordable homes, provided as 2-
bed flats, over existing Council properties. Subject to a successful
consultation with residents, it is anticipated that a potential scheme could be
delivered in 2020. From case studies, there are benefits to existing residents,
as the developments also add value to the whole building through
refurbishment of worn facades and other improvements, such as entrances
and communal areas. The existing residents would benefit from these
enhancements at no cost to them, which has been demonstrated to help gain
support. It also benefits the HRA, which would usually fund repair and
improvement works, as the building’s lifecycle is generally improved as a
result.

CBC and CBH are currently in talks with specialist developers with experience
in this type of construction. A legal view is also being sought on the method
of procurement.

Projects forecast to be completed within 3-5 years

“Fit for the Future”: Reinvigorating the Sheltered Housing Improvement
Programme

Lead: CBC/CBH

CBH Role: Principal Designer and Contract Administrator

Budget: £7,000,000 (forecast)

The Council, in partnership with CBH, previously undertook a programme of
works to make our sheltered housing stock “fit for the future”. The
refurbishment of previous sheltered housing properties saw the
accommodation converted into self-contained flats with fitted kitchens and
bathrooms that are fully adapted to Part M accessibility requirements. The
schemes also incorporated energy efficiency measures that benefitted
residents; including photovoltaic electrical generation systems, solar hot water
heating systems and triple glazed windows and door

Initial meetings have been held to discuss timelines and communication
plans. Consultation will start in June 2019 with a view to a further project
completing in 2022/23.

Continued Programme for the RTBB and Purchasing Former Council
House
Continuation of project stated in 4.3 and 4.4.

“Phase 3” Garage Sites and Other “Incidental Spaces”

As soon as the Phase 2 sites have been advanced, the Council will look to
progress the third phase of garage sites. Initial desk top work to identify the
potential of sites may also be possible at the same time or overlapping with
Phase 2. These are sites that were previously considered to be more difficult
sites and will take longer to get delivery “on the ground” even if they are
started at the same time. It would also be prudent to revisit some of them and
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54

5.5

5.6

5.7

5.8

check that conditions have not changed on the ground, whether positively or
negatively

The Council could also evaluate and progress some of the incidental sites that
it owns. These are primarily left-over parcels of open spaces or
smaller/irregular shaped plots on estates that may be possible to put to more
effective and efficient use.

Purchase of Properties for Conversion

Increasingly flexible permitted development rights introduced over the last few
years (and expected to broaden further in future) allow for more types of
properties to be converted into housing. The Council could consider using
these rights, which are available to any developer, where this would not be
detrimental to the localities and would accord with our other policies (e.g. the
Local Plan, etc). The Council would continue to keep a watching brief on the
availability of units that could be converted without causing any harm to their
local areas or the town as a whole, such as single units that have not been let
very successfully for commercial uses in the past but could enhance areas by
bringing disused or under-used property back in beneficial purposes.

Further Colchester Amphora Homes Development Sites

The Council would look to use HRA funds to secure ownership of the
affordable housing as part of future CAHL developments. This would continue
to see development where the Councils HRA-funded house building forms a
part of a larger mixed-tenure schemes. This would continue to encourage
social cohesion and integration at the completed site.

Large Regeneration Site

There is potential for a large mixed-use regeneration scheme to evolve over
the next few years. This will not be coming forward immediately and is not at a
detailed stage yet, but as it evolves the scheme could provide further
opportunities for Council-owned housing utilising the prudential borrowing and
right to buy receipts. This will need to be explored in more detail at a later
date.

Projects with Longer Term Delivery Timetables

Subject to a successful pilot explored over the next few years, the "Airspace”
project detailed in item 4.5 would have more potential to be rolled out across a
wider area and a larger number of properties, to provide affordable homes.
There was potential for up to 250 properties to be provided through a large roll
out but this requires more feasibility that is not proposed until the pilot
demonstrates some early success.

The Council would continue development using HRA funds in conjunction with
housebuilding by CAHL to create mixed-tenure schemes. The Council could
also continue to buy back former Council properties over a longer period. It
could also review the use of incidental spaces, garage sites and other
property that it owns. All of these longer-term projects will need to be
reviewed in due course and will be subject to further papers at more
appropriate times.
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5.9

6.1

6.2

71

8.1

9.1

Finally, as the North Essex Garden Communities evolve it will present
opportunities to acquire land for affordable housing provision. The HRA could
also purchase properties or be used in partnership with other providers. There
would be a number of opportunities that would arise from potential garden
communities in the longer term.

Risk Management
The strategic risks affected by this report are...

Risk 2 (Reputational / Professional)
New Trading Opportunities Detract from Core Business.

Risk 3 (Reputational / Economic)
New Trading Opportunities achieve insufficient income and may
compromise the viability of CBH in the medium term

Risk 4 (Reputational)
Relationship with CBC not maintained or effective

There are a number of operational risks which should be assessed on an
individual project basis. All the projects will have CBC as the sponsor and
employer of contracts, so they will ultimately bear the overall economic and
reputational risks for delivering the works. The Council has stated that new
council housebuilding needs to be achieved without harm to current or future
maintenance programmes. This risk is being managed by a coordinated and
collaborative approach between key stakeholders, considering the budget
implications over short, medium and long term periods.

HR Implications

None

Legal Implications

None

Financial Implications

The main capital considerations of the projects revolve around HRA capital
expenditure and funding. These can be summarised as:

+ Capital expenditure on purchasing/building dwellings (for example
Phase 2 garage sites, purchase of Buybacks).

+ Capital expenditure on converting dwellings/remodelling.
* Undertaking prudential borrowing to fund capital expenditure.

+ Use of 1-4-1 retained Right To Buy reserve to partially fund
expenditure.
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9.2

9.3

10.

10.1

11.

111

12.

121

13.

13.1

14.

141

» On-going capital improvements to additional properties (for example
kitchens/bathrooms etc).

The main revenue considerations of the proposals revolve around the day to
day running of the dwellings, and servicing of any additional borrowing
undertaken. These can be summarised as:

+ Additional rental income from properties built or purchased.

+ Additional management and maintenance costs.

* Interest cost resulting from any additional borrowing undertaken.
The projects managed by CAHL which involve a fee commission for CBH are
priced in line with the Service Level Agreement. These fee-based projects will
be categorised as trading.

Value for Money

Financial savings to the HRA are expected to be made by keeping project
commissions in-house.

Health & Safety Implications

There are implications under the formal roles of Principal Designer and
Contract Administrator which CBH staff are trained in.

Equality & Diversity Implications

The projects are considered to have an overall positive impact on protected
groups and they will have a positive impact on the availability of housing in
Colchester, especially the availability of affordable housing. Maximising the
supply of new homes is part of the Council’s commitment to improving
communities and our town as a place to live. The proposals will help to
improve the housing conditions and life chances of people with protected
characteristics, including homeless people, low-income households, people
with disabilities and families on the housing needs register.

Residents at the Heart
The homes that the Council creates will be used to accommodate people from
the housing needs register. Existing Tenants affected by the delivery of the

projects will be fully involved in consultation exercises.

Decision Required?

No
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

TIME:

VENUE:

24 April 2019
5.30 pm

Room 1, Rowan House

AGENDAITEM: 13

SUBJECT:

REPORT BY:

Homelessness Reduction Act — Year one review

Tracey Brushett — Housing Options Manager
& (01206) 508097
‘B tracey.brushett@cbhomes.org.uk

FOR INFORMATION

1.

2.1

3.1

3.2

Report for information

Purpose of Report

The Homeless Reduction Act has now been in place for a year. This report
provides an update for the Board on the impact of the Act in Colchester and
how the way that we work has changed.

Background

The Homelessness Reduction Act (HRA) became law in April 2017 and was
enacted on the 3" April 2018.

It is the most significant change to Homelessness legislation for 16 years, and
brings fundamental change to the original 1977 Homeless Persons Act.

The HRA includes two main duties:

1.

The prevention duty — requiring intervention to prevent homelessness
at an earlier stage (within 56 days of becoming homeless) This
includes private sector tenants with notice of eviction. The duty
requires reasonable steps to be taken to assist the applicant secure
accommodation, which must be provided in writing in a personal
housing plan.

. The relief duty — requires an offer of advice and support to any person

that is homeless, regardless of whether they are in priority need or why
they are homeless. Reasonable steps must be outlined in a Personal
Housing Plan (PHP) to assist applicants to secure accommodation.
However this does not require housing authorities to provide the
accommodation themselves. An identified duty can be discharged by
securing a suitable 6 month Assured Shorthold tenancy.

131



3.3

4.1

4.2

4.3

4.4

In addition to these two main duties, public authorities that have contact with
clients who are at risk of becoming homeless are required to refer them with
the person’s consent (known as the “Duty to Refer”).

Impacts of the Act.

The HRA has had a major impact on how CBH deliver services to households
who are homeless or threatened with homelessness. The breadth and
number of households who can seek advice and assistance is greater.

Processes, procedures, information being collected, statutory returns and
information systems have all changed to implement the Act. One of the most
significant changes as a result of the act has been the change to an on-line
digital process, through website access for customers.

The Gateway to Homechoice allocation policy was revised to reflect changes
in the HRA.

All customers now receive a Personal Housing Plan (PHP) which is available
for them to log into and is updated with actions for them to follow.

The aims of the Act are to increase the opportunities for local authorities to
provide support and advice to people at a much earlier stage in order to
prevent their homelessness, aiming to reduce the need for people to live in
temporary accommodation and avoid the disruption it has on them and their
families.

The General duty to ensure advice for all Colchester residents is available has
been strengthened to include specifically designated groups.

This advice is now being delivered at an initial stage through a website, which
provides links to support and advice, known as the “Enhanced Housing
Options Wizard”.

Statistics are not comparable with previous years' as the parameters and
definitions have changed. Recording of the “Prevention” and “Relief’ duty
cases has changed as we are only able to record those preventions where an
applicant has made a homeless application. Previously we were able to
include prevention and relief activity and solutions undertaken by our partners.

However, the statistics that are now measured demonstrate some of the
changes achieved as follows:

e The number of people accessing advice and assistance has increased
significantly from 2488 face to face interviews in 2017/18 to 7992
online enquiries to the Enhanced Housing Option Wizard in 2018/19.

e As aresult, the number of appointments for a homeless assessment
booked has increased from 669 in 2017/18 to 1784 in 2018/19. Not all
of the appointments booked result in an interview, with a dropout rate

! https://www.gov.uk/government/collections/homelessness-statistics
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4.5

4.6

4.7

4.8

4.9

4.10

4.11

of around 25%. The actual number of applicants seen during 2018/19
was 1344 with 744 requiring a full assessment.

e With more of an emphasis to prevent or solve the presenting issues
there has been a significant drop (-36%) in the number of households
accepted for a full homeless duty.

The impact of early interventions to prevent homelessness and improved
access to the Private Rented sector, has meant that we have significantly
changed the way in which the team works.

More resource is now required to support applicants into private rented homes
and to assist them to sustain tenancies; during the year staff have been
recruited in to new roles.

During the year we have developed our relationships with Landlords through a
partnership with the National Landlords Associations to provide local Landlord
forum meetings and through consultation with Landlords have developed an
incentive for Landlords to let to homeless families www.cbhomes/homestep

A number of briefing and information sessions have been held with local
partner agencies and a conference was held at the Community stadium with
the MHCLG attending to support and explain the changes within the HRA.

Working with Colchester Borough Council we have developed a “Prevention
Charter” where individuals or local organisations can make a pledge to
prevent or reduce homelessness
www.colchester.gov.uk/homelessnesspledge

The Act now requires us to provide accommodation for households who may
have a priority need for a longer period, in some instances 112 days, before a
full housing duty is triggered. This has resulted in an increase in the numbers
in temporary accommodation from 154 at end March 2018 to 179 at end
March 2019. This compares favourably with other authorities in Essex and
Nationally where temporary accommodation numbers have significantly
increased in some areas.

Whilst the overall numbers of households in temporary homes has increased
we have continued to reduce use of Bed & Breakfast and have improved the
range and quality of temporary accommodation in use.

Our staff have been through a period of significant change and learning which
has resulted in higher than expected levels of staff turnover. However, the
CBH staff survey results provided positive evidence that the team are now
feeling more stable, and feedback from applicants has been positive.

During the implementation period CBC have supported CBH with additional
funding from the MHCLG (£229,000 over a three year period) to address IT
equipment; reporting; communication; and additional staff to manage the
transition. The funding is structured over a Three year period, paid from the
MHCLG to the Borough Council and transferred to CBH though delegated
budgets.
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5.1

6.1
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8.1

9.1

10.

10.1

11.

111

Risk Management

Implementation of the Homelessness reduction act had predicted risks, which
have been mitigated through careful planning, communication and resource
management. Whilst the risk of the cost of temporary accommodation
increasing remains, this is currently being mitigated through government
funding. Through implementation MHCLG advisors visit and monitor
performance and have reported very positively on the outcomes in Colchester
HR Implications

Staff turnover during the implementation period has been higher than would
normally be anticipated, with 11 new members of staff joining the team during
2018/19. The number of training days delivered to the team has increased to
28 days to develop staff understanding and confidence in application of the
legislation.

Legal Implications

The delegation to CBH to deliver compliance with the legislation forms part of
the ALMO Management agreement.

Financial Implications

Additional Funding has been provided by Government to support services
impacted by the Homeless Reduction Act.

Value for Money

The range and nature of temporary accommodation has been developed to
demonstrate better value, with a significant reduction in cost of Bed and
breakfast and storage charges.

Health & Safety Implications

None
Equality & Diversity Implications

Most applicants presenting to the service have low income and complex
issues, and may require additional support.
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12.

121

13.

13.1

Residents at the Heart

This is a statutory service, which is delivered in accordance with government
guidance. However, we are committed to providing a service with satisfactory
outcomes and within our service plan are developing methods to better
understand the requirements of applicants and to communicate well with
them.

The most significant change for customers has been the introduction of an on
line application and Personal housing plan. |-pad and computer access is
available at Colchester Library, where staff are available to assist, and the
Greenstead office. Supported access can also be arranged at the Community
360 shop, where IT training and support is available.

Decision Required?

No
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE: 24 April 2019
TIME: 5.30 pm
VENUE: Room 1, Rowan House

AGENDAITEM: 14

SUBJECT: Housing management system / Project Aurora

REPORT BY: Gerardine Murphy, Service Development Manager

& (01206) 282826
‘B gerardine.murphy@cbhomes.org.uk

FOR INFORMATION

1.

1.1

2.1

2.2

2.3

2.1

Purpose of Report

To provide the Board with an update on the Aurora housing management
transformation programme.

Background & Content

CBC and CBH are working on a joint programme to replace the existing suite of
housing management systems with a solution that meets the current and future
business needs of CBH and our customers, as well as fitting in with CBC’s ICT

strategy. The transformation programme has been named Aurora.

The Capita Housing system has been in place since 2001. The original 10-year
contract between CBC and Capita Business Services has expired, and the
system is now covered by support and maintenance purchased from the
supplier on an annual basis.

The system has been added to throughout the last 17 years and the
functionality to support the CBH business is now delivered by a suite of
systems (Capita Housing, Open Contractor, Repairs Locator, Total Mobile,
OptiTime, Bl Query, Academy Maintenance Planner (Codeman) and Capita
Connect). Most of these systems were procured as an addendum to the
original Capita contract and are therefore also out of contract, with just support
and maintenance in place as above.

In February 2019 we received a de-support notice from Capita. This means that
the core housing management element of the systems will no longer be
available as of September 2020, which is earlier than anticipated. Capita has
indicated that ongoing support beyond this date will only be available to
customers who have committed to migrating to one of its newer systems. As
things stand, a replacement for at least this element of the suite of systems will
need to be procured and implemented by this date, which is a very challenging

137



3.1

3.2

3.3

3.4

3.5

4.1

deadline and poses a significant risk to the operation of CBH'’s core housing
management function.

Progress so far

CBH and CBC held an options appraisal for replacement of the suite of
systems in late 2018. It was agreed at Principal Liaison to commence a
procurement exercise to look at what alternatives may be available for future
use. The contract will be procured and held by CBC. The programme & project
team, 2019/20 budgets and a high-level timeline were also agreed at
February’s Principal Liaison meeting

A high-level specification for the system was agreed in February 2019. The

following business areas are in scope for the replacement system(s):
+ tenancy management

rent, arrears and service charge processes

repairs

voids and lettings

asset management

antisocial behaviour

welfare and financial advice

garage lettings

estate and building management

complaints

Right to Buy and Right to Buy back

leasehold management.

Work has begun on a data cleansing and migration plan; upcoming bulk
deletions of data for the purposes of GDPR will assist with this process.

We have begun some market engagement with suppliers to help us become a
more informed buyer before commencing the procurement process. This has
included attendance at a Housing Technology conference and a number of
high-level online demos by various suppliers to give relevant staff an idea of
what modern systems are able to offer.

Workshops are underway to gather functional and technical requirements
which will form the basis of the detailed system specification for use during the
procurement process and implementation phase.

Governance

The main elements of the Aurora programme are:

. Housing management transformation programme
. Housing management system project — procurement phase
. Housing management system project — implementation phase

The procurement phase is being sponsored by CBC. The implementation
phase is expected to follow a similar team structure but will be reviewed and
agreed as the procurement phase progresses. This phase will be managed by
CBH and jointly sponsored by CBC and CBH.
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4.2 Roles and responsibilities for the programme and projects was agreed at

Principal Liaison in February. The Programme Board is as follows:

e CBH Sponsor — Gareth Mitchell

e CBC Sponsor — Dan Gascoyne

e Programme Owners — Karen Loweman, (Director of Property Services),

Gerardine Murphy

e CBC Assurance — Geoff Beales

e Programme & Project Manager — Suzanne Allen

e Technical Assurance — Kieran Johnson
A full list of programme and project roles and responsibilities can be found at
Appendix 1.

4.3 A scoping day was held in March to discuss governance, timelines and
resources. Project Board meetings are being held fortnightly. A SharePoint
programme site visible to CBC & CBH is currently being developed.

5. Resources

5.1 Suzanne Allen has been appointed as the Programme and Project Manager on
a fixed term contract. A technical specialist, Steve Bromley, has been engaged
on a consultancy basis to assist in drawing up a detailed system specification
for the procurement process and the implementation. A number of service
champions from across the business have been identified to participate in
the workshops and procurement panel and to potentially be seconded to the
project on a full-time basis during the implementation phase.

5.2 Further resources will need to be reviewed and agreed as the programme
progresses. Resources required for the implementation phase in particular will
need to be confirmed once we have clarity on the chosen solution, resources
provided by the supplier and implementation timeline.

6. Procurement

6.1 CBC’s legal advice has been that the option to remain with Capita and migrate
to a newer product is not available, and that a compliant procurement process
is required. The most likely route currently is the OJEU (Official Journal of the
European Union) open tender process.

7. Timeline

7.1 We are aiming to be ready to go out to tender in June after the first post-
election CBC Cabinet meeting. If an OJEU process is followed, it is hoped that
the contract award will be made by September 2019. The implementation
phase should then follow from September 2019; the initial implementation is
expected to last a minimum of 12 months, taking us to September 2020.

7.2 ltis possible that we will need to have a phased implementation approach
which would take us beyond September 2020 in order to minimise the risk of
being without a core housing management system.
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7.3 Completion of the transformation programme, to include training, process
improvements, embedding and culture change will extend beyond the system
go live date.

8. Risk Management

8.1 Risk register

A detailed risk register will be maintained by the Programme & Project Manager
and will be kept under review by the Project Board. The CBH Board will receive
regular progress reports and these will include risks and issues.

8.2 Timeframe

As things stand, we need to procure and implement at a minimum the core
housing management element of the system by September 2020. We have
written to Capita requesting clarification of the basis on which the de-support
notice has been issued and indicating that we will be required to follow a
procurement process. A meeting with Capita took place on 23 April to discuss
our options, which may include an extension to the current support and
maintenance arrangements. A verbal update will be provided at the meeting.

A phased implementation may need to be considered in order to minimise the
significant impact on business continuity which would arise if use of the
existing system were to lapse before an alternative was in place.

As CBC is procuring the system, it will need to go through the Council
governance process. This is likely to mean a Cabinet decision delegated to
the relevant Portfolio Holder(s). The timeline is therefore to some extent bound
to CBC’s governance processes.

8.3 Organisational capacity

Although the Housing Revenue Account (HRA) is expected to fund the major
costs for resourcing the programme where additional resources are engaged or
where there is a need to backfill for staff seconded to the project, it would be
realistic to assume that a significant amount of CBH and CBC staff time will be
spent on the project by staff not seconded to the project which will not be
recoverable.

9. HRImplications

9.1 The programme will mean additional workload for some key members of staff.
It will be important keep other corporate priorities under constant review to
ensure there is both capacity and expertise within the organisation to deliver
them alongside this programme.

10. Legal Implications

10.1 The CBC Legal Services team and procurement team have been included in
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the programme and project team to ensure processes are compliant. They will
also be involved in the drafting of the contract.

11. Financial Implications

11.1 CBC has set aside a budget for 2019/20 to support the programme; once the
procurement process is completed the budgets for subsequent years can be
requested.

11.2 It is difficult at this point to establish exact capital and revenue funding
requirements as dependent on the chosen solution. There will need to be
funding for:

e Capital investment in the product and supplier implementation costs
including training.

e Re-work of back office integrations to existing council systems as
required

e Staff resource from both CBC and CBH to carry out procurement work
and implementation, with posts backfilled as appropriate.

e External consultancy to assist with the project.

11.3 A shift in some funding is anticipated in relation to payment for technical
support. Currently CBC ICT provides technical support to the systems as they
are hosted on Microsoft Azure; this will not be required once a new solution is
in place as it should be fully supplier hosted. It is anticipated that some of this
funding will be used to pay for the fully supplier hosted product(s). There will be
cost savings in ceasing to use Microsoft Azure, although this would be a benefit
to CBC budgets rather than CBH.

12. Value for Money

12.1 One of the aims of our Value for Money, Technology & Investment plan is To
use technology to do things better. Implementation of a new housing
management solution is a key component in the CBH Value for Money,
Technology & Investment Plan. Successful delivery of the programme will
mean efficiencies are delivered in terms of streamlined processes, a reduced
number of systems and facilitation of self-serve.

13. Health & Safety Implications

13.1 Consideration will be given to health and safety requirements when drawing up
the system specification.

14. Equality & Diversity Implications

14.1 Consideration will be given to equality and diversity requirements when drawing
up the system specification.
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15.

15.1

16.

16.1

17.

Residents at the Heart

By providing better access to information and services to customers, the new
solution will help us achieve our Customer Plan aims, including To make it
easy for customers to do business with us and To improve customer
satisfaction.

Decision Required?

No
Appendices
The following document/s is/are appended to this report:

Appendix 1 — Programme & Project Roles and Responsibilities.
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> Colchester
Colchester % Borough
: — Homes

Roles and Responsibilities for Programme & project
teams

e Housing management transformation programme

e Housing management system project — procurement
phase

e Housing management system project —
implementation phase

Date: February 2019 Author: Gerardine Murphy
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Introduction
Role categories

Housing management transformation programme roles and responsibilities
CBC Sponsor — Dan Gascoyne
CBH Sponsor — Gareth Mitchell
Programme Owners — Karen Loweman, (Director of Property Services), Gerardine
Murphy
CBC Assurance — Geoff Beales
Programme Manager — Suzanne Allen (Programme & Project Manager)

Housing management system project roles and responsibilities — procurement phase
Project Sponsor — Dan Gascoyne

Project Owners — Gareth Mitchell, Karen Loweman, (Director of Property Services),
Gerardine Murphy

CBC Assurance — Geoff Beales

Project manager - Suzanne Allen (Programme & Project Manager)
Housing systems procurement specialist — External consultant
Procurement assurance — Matthew Howe/Alison Shaw

Legal assurance — Julian Wilkins

Technical Assurance — Kieran Johnson

Service Lead(s) — Karen Williams, Yvonne Day, Kirk Braker, Matt Armstrong, Sharon
Stephens, (Julie Carver?)

Service Champion(s) — To be nominated by Service Leads

Service Specialist(s) — Nominated by Service Lead/Service Champion
Technical Champion — Daniella Woraker

Technical Specialist(s) — Nominated by Technical Champion

Housing management system project roles and responsibilities — implementation
phase

CBC Project Sponsor — Dan Gascoyne

CBH Project Sponsor — Gareth Mitchell

Project Owners — Karen Loweman, (Director of Property Services), Gerardine Murphy
Project manager - Suzanne Allen (Programme & Project Manager)

Technical Assurance — Kieran Johnson

CBC Assurance — Geoff Beales

Service Lead(s) — Karen Williams, Yvonne Day, Kirk Braker, Matt Armstrong, Sharon
Stephens, (Julie Carver?)

Service Champion(s) — To be nominated by Service Leads

Service Specialist(s) — Nominated by Service Lead/Service Champion
Technical system implementation lead — Daniella Woraker

Solution Developer(s) — Housing Systems Team, Supplier (TBC)

Solution Tester(s) — System Users (to be nominated by Service Champions)
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Introduction

The purpose of this document is to articulate the roles and responsibilities of people involved
in delivering or enabling the programme of transforming the housing management function.
The main element of this programme will be the project(s) to implement a new housing
management system or suite of systems. CBC and CBH will jointly sponsor the programme
and CBH will lead on managing the implementation and delivery.

The Agile methodology will be used for the programme. To maximise flexibility, individual
elements of the programme may employ other methodologies or hybrid methodologies
according to the best fit and available capacity/resources, to be finalised at a later date.

This document sets out in detail the roles and responsibilities for the overall programme and
for the procurement phase of the housing management system project. For the
implementation phase of the project, roles and responsibilities are set out here for indicative
purposes. They will be reviewed and agreed in more detail at a later date, as the resource
requirements and phasing will become clearer once system(s) and supplier(s) have been
selected.

Role categories

e Programme team roles - These roles are the directors, managers and coordinators
of the work for the programme.

e Project team roles - procurement phase -These roles direct and manage activity
to ensure that the chosen solution offers the best possible fit for the strategic and
operational requirements of the business, and that the specification forms a solid
foundation both for contractual arrangements and the implementation phase of the
project.

e Project team roles — implementation phase - These roles form the ‘engine room’ of
the housing management system project. They shape and build the solution and are
collectively responsible for its development, ensuring that the solution deployed is fit
for purpose.

One person may take on one role, or one person may cover two or more roles. Conversely,
one role may be split between two or more people.

Other supporting roles may be required provide on an ad hoc basis to provide assistance

and guidance. These roles are not the empowered decision makers but they support the
programme and project teams in areas where specialist expertise is needed.
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Housing management transformation programme roles and
responsibilities

CBC Sponsor — Dan Gascoyne

This role is the most senior business role and represents the interests of CBC to ensure that
the programme delivers the expected benefits in terms of delivery of core housing
management services under the management agreement.

CBH Sponsor — Gareth Mitchell

This role is the most senior business role and represents the interests of CBH to ensure that
the programme delivers the expected business transformation benefits to the organisation.

Programme Owners — Karen Loweman, (Director of Property Services), Gerardine
Murphy

This is a senior business role that is responsible for interpreting the needs of the Sponsors
and communicating these to the project teams. The Programme Owners are ensure the
programme is aligned with strategic objectives and enables the expected benefits to be
achieved. At the end of the programme, they will be responsible for the realisation of any
benefits associated with it.

CBC Assurance — Geoff Beales

This role represents the interests of the CBC Project Sponsor on a day-to-day basis.
Responsibilities include:
e Liaising with the Programme Manager to monitor delivery and provide the Programme
Sponsor with assurance that delivery is in line with expectations.
e Chairing meetings at Principal Liaison and recording decisions made.
e Acting as the point of escalation for CBC dependencies, issues and risks.
e Facilitating availability of CBC resources as necessary.

Programme Manager — Suzanne Allen (Programme & Project Manager)

The Programme Manager takes overall responsibility for planning and implementation
through the lifetime of the programme. This responsibility will include both business and
technical delivery aspects of the overall programme, as well as the specific housing
management system implementation project.

Responsibilities include:
e Assisting the Programme Owners in the formulation and promotion of the business

vision
e Establishing and maintaining a programme site and related documentation
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Performing high level programme and project planning and scheduling

Monitoring & reporting progress against the overall plan

Ensuring effective and timely communication

Managing risks and issues as they arise

Overseeing dependencies with other elements relating to the transformation
programme

Supporting the organisational change required to maximise the benefits of the new
housing management systems.
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Housing management system project roles and responsibilities
— procurement phase

Project Sponsor — Dan Gascoyne

The Project Sponsor is the housing management system project champion who is committed
to the project, the proposed solution and the approach of delivering it. This role represents
the interests of CBC as the purchaser of the system or systems, and is responsible for
providing decision-makers with assurance that the solution purchased will deliver the
expected benefits in terms of value for money and delivery of core housing management
services.

Project Owners — Gareth Mitchell, Karen Loweman, (Director of Property Services),
Gerardine Murphy

The Project Owners are responsible for:
e Formulating and promoting the business vision
e Providing strategic direction to ensure that the chosen solution provides the best fit
with business needs
e Owning the implementation and deployment of the chosen solution at the conclusion
of the procurement phase.

CBC Assurance — Geoff Beales

This role represents the interests of the Project Sponsor on a day-to-day basis.
Responsibilities include:

e Liaising with the Project Manager to monitor delivery and provide the Project Sponsor
with assurance that delivery is in line with expectations.
Chairing regular ICT liaison meetings to facilitate decision-making at Principal Liaison.
Acting as the point of escalation for CBC dependencies, issues and risks.
Ensuring availability of CBC resources as necessary.
Preparation and coordination of documentation to support decision-making by elected
members.

Project manager - Suzanne Allen (Programme & Project Manager)

The project manager will work with the business and the technical procurement specialist to
ensure that business needs are properly analysed and reflected in the detailed specification
and the tender process. Responsibilities include:

e Ensuring clear project objectives are agreed and documented, with outcomes that are
measurable

e Arranging and attending supplier demonstrations, presentations, proof of concepts
and site visits

e Managing the workshop process including organisation, preparation, capturing the
objectives and communication in general.
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Liaising with key stakeholders within the business senior managers & users to
maximise engagement.

Engaging with participants prior to workshops to confirm their suitability as a
participant, ensuring their full understanding of the workshop objectives and
encourage completion of any preparation work

Attending workshops and supporting documentation of the outcomes

Reviewing workshop outcomes against objectives

Supporting and facilitating unambiguous and timely communication between business
and technical interests

Managing development, distribution and approval of all communication related to
business requirements and their interpretation

Providing, supporting and documenting business analysis

Ensuring the requirements defined are good quality and are analysed and managed
properly

Producing a business case supporting the preferred option, which clearly sets out the
expected costs and benefits of the chosen solution, including future revenue costs for
resource and system maintenance, plus capital outlay for purchase.

Development and execution of the contract, ensuring post-contract control
mechanisms are in place to ensure timely project delivery.

Managing and monitoring the budget for the project, overseeing the accounting,
costing and billing, facilitating sign-off of purchases at the appropriate level.

Housing systems procurement specialist — External consultant

The purpose of this role is to provide a detailed specification which reflects the business and
technical requirements of the project and will form the basis of a successful contract and
implementation of the solution. Responsibilities include:

Providing up-to-date market knowledge to inform the decision-making process
Advising on potential suppliers for early market testing based on an agreed high level
specification.

Providing expert advice on suitable procurement channels

Modelling the organisation’s current and future state in the area of the solution and
identifying opportunities, risks and impacts

Agreeing the scope of workshops with the Project Manager, Service Leads and/or
Service Champions

Planning and facilitating workshops to meet agreed objectives

Gathering and documenting detailed requirements for the new system(s), having
regard to the capabilities of existing systems

Ensuring the business, technical and quality components of the specification match
essential and desirable business requirements, including clear acceptance criteria
Updating the template draft specification and presenting a draft specification for
review by the Project Team

Providing advice on scoring methodology and building this into the tender pack
Providing advice on contractual issues including

Finalising detailed specification based on feedback from the Project team
Preparing agendas and listing key areas to be covered in presentations and demos by
shortlisted suppliers

Attending demonstrations by shortlisted suppliers and providing feedback on the
presentations.
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Procurement assurance — Matthew Howe/Alison Shaw

This role supports the Project Manager by:
e Providing advice on the non-technical aspects of the procurement to ensure the
process is compliant with relevant policies and legislation
e Providing advice on selecting appropriate procurement channels
e Providing advice and assistance to ensure the chosen solution represents value for
money and is fit for purpose, with appropriate contractual controls in place
e Provide support in the drawing up and publication of tender documentation.

Legal assurance — Julian Wilkins

This role supports the project by:
e Providing advice on the legal aspects of the contract
e Drawing up the contract in conjunction with relevant project members to ensure
that it is fit for purpose, with appropriate contractual controls in place.

Technical Assurance — Kieran Johnson

Technical Assurance ensures that the specification and chosen solution meet the required
technical standards and are aligned with the CBC ICT Strategy. Responsibilities include:

¢ |dentifying and agreeing technical requirements for the detailed specification, including
interfaces with other systems, architecture and technical environment

e Advising on dependencies with wider projects

e Being a point of escalation for technical queries.

Service Lead(s) — Karen Williams, Yvonne Day, Kirk Braker, Matt Armstrong, Sharon
Stephens, (Julie Carver?)

This role is key in representing the needs of the business. Responsibilities include:

e Assisting the Project Owner(s) in the formulation and promotion of the business vision
e Ensuring the specification reflects the needs of the business

e Assisting the Project Team in modelling the organisation’s current and future state in
the area of the solution and identifying opportunities, risks and impacts

Attending workshops, demonstrations and site visits

Signing off business requirements

Working with Service Champions and Service Specialists to agree acceptance criteria
Providing direction and support to Service Champions and Specialists

Ensuring service capacity to fully support the project and meet deadlines

Participating in agreement of a scoring methodology and the tender evaluation
process.

Service Champion(s) — To be nominated by Service Leads

Each service will be represented by a Service Champion whose knowledge and expertise will
be called upon when articulating business requirements. The Service Champion needs to
have the desire, authority, responsibility and knowledge in order to add value to the project. It
is important that the Service Champion uses the experience of the Service Specialists to
support them. Responsibilities include:
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e Participating in workshops to articulate current and future business needs
e Working with Service Specialists for expertise in particular areas of the business
e Attending demonstrations, presentations and site visits as required.

Service Specialist(s) — Nominated by Service Lead/Service Champion

This person carrying out this role is a business subject matter expert and will be brought into
the project as and when needed. The main purpose of the role is to be called upon to provide
specific, specialist input to the definition of business requirements in their area of expertise.
The Service Specialist will normally be an intended user or beneficiary of the solution.
Responsibilities include:

e Participating in workshops to articulate current and future business needs, providing
expertise in particular areas of the business

e Attending demonstrations, presentations and site visits as directed by the Service
Champion.

Technical Champion — Daniella Woraker

The Technical Champion provides specific and specialist technical input to the development
of the detailed specification, often from the perspective of those responsible for operational
change management. Responsibilities include:

e Participating in workshops to articulate current and future business needs from a
systems perspective

e Working with Service Leads, Service Champions and Service Specialists to ensure
technical and business requirements are aligned and that clear acceptance criteria are
in place

e Working with Technical Specialists for expertise in particular areas of the business

e Attending demonstrations, presentations and site visits as required.

Technical Specialist(s) — Nominated by Technical Champion

This person carrying out this role is a technical expert who works with the Technical
Champion. The main purpose of the role is to be called upon to provide specific, specialist
input to the definition of technical requirements that are aligned to business requirements.
The Technical Specialist will normally be involved in the operational support and ongoing
maintenance of the solution. Responsibilities include:

e Attending demonstrations, presentations and site visits as directed by the Technical
Champion.

e Advising on technical dependencies on interfacing systems

e Assist in evaluation of the technical options, advising on technical best practice and
current technical understanding

e Participating in workshops to offer specialist input into current and future needs

e Working with Service Specialists for expertise in particular areas of the business

e Attending demonstrations, presentations and site visits as directed by the Service
Champion.
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Housing management system project roles and responsibilities
— implementation phase

NOTE: Roles and responsibilities for the implementation phase are set out here on
an indicative basis and will be reviewed and agreed in more detail at a later stage.

As the procurement phase progresses there will be more clarity on the number and
type of systems to be deployed, any phasing of implementation into separate
project streams, the resources available via the supplier(s) and how the
requirements fit with resources and skillsets available internally.

The Programme and Project Manager will be responsible for establishing the project
structure, identifying any gaps and ensuring adequate resources for the
implementation stage.

CBC Project Sponsor — Dan Gascoyne

This role represents the interests of CBC as the purchaser of the system(s), to ensure that
implementation is carried out in a way which will support the expected benefits to delivery of
core housing services.

CBH Project Sponsor — Gareth Mitchell

This role represents the interests of CBH as the main user to ensure that implementation is
carried out in a way which will support the expected business transformation benefits to the
organisation.

Project Owners — Karen Loweman, (Director of Property Services), Gerardine Murphy

This is a senior business role which is responsible for interpreting the needs of the Sponsor
and communicating these to the implementation project team. They provide strategic
direction and ensure that the project is adequately resourced for a successful
implementation. At the end of the project, they will have responsibility for the deployed
solution and for leading the organisational change required to maximise the benefits of the
new system(s) as part of the wider transformation programme.

Responsibilties include:
e Ensuring the project is adequately resourced
e Sign-off of the overall solution according to agreed criteria prior to deployment.

Project manager - Suzanne Allen (Programme & Project Manager)

This role is focused on overseeing implementation of the new system(s) by managing the
working environment in which the solution is implemented and deployed. The Project
Manager takes overall responsibility for the project throughout the implementation lifecycle.
This responsibility will include both business and technical delivery aspects of the system
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implementation project. This role also facilitates the relationship between the business and
technical roles. Responsibilities include:

e Liaising with the Project Owners in organising support for the solution through
implementation into live use

e Ensuring the project is adequately resourced from both a business and technical
perspective

e Ensuring accurate and appropriate decisions are made on the evolving solution on a
day to day basis

e Facilitating engagement across the business and clear, timely communication
between business and technical interests

e Taking responsibility for tracking business requirements through to business
acceptance

e Overseeing the change management process, ensuring that design scopes and
technical solutions are linked back to business requirements and acceptance criteria

e Liaising with technical and business leads to ensure sign-off is timely, meets agreed

criteria and is at the appropriate level

Working with technical specialists to escalate technical issues with the supplier(s)

Ensuring effective and timely communication

Project planning and scheduling

Monitoring progress against the overall project plan

Managing risks and issues as they arise

Alerting the relevant stakeholders of any significant variance in cost, risks, timeline or

scope and taking appropriate corrective action

e Managing and monitoring the budget for the project, overseeing the accounting,
costing and billing, facilitating sign-off of purchases at the appropriate level, including
staged payments linked to delivery.

Technical Assurance — Kieran Johnson

Technical Assurance ensures that the solution/technical roles work in a consistent way, that
the project is technically coherent, meets the technical standards and is aligned with the CBC
ICT Strategy. Responsibilities include:

Advising on and coordinating technical activities

Providing a point of escalation for technical queries

Advising on technical dependencies on wider projects

ldentifying and owning technically-based risks including architecture and technical
environment.

CBC Assurance — Geoff Beales

This role represents the interests of the Project Sponsor on a day-to-day basis.
Responsibilities include:
e Liaising with the Project Manager to monitor delivery and provide the Project Sponsor
with assurance that delivery is in line with expectations.
e Chairing regular ICT liaison meetings to facilitate decision-making at Principal Liaison.
e Acting as the point of escalation for CBC dependencies, issues and risks.
e Ensuring availability of CBC resources as necessary.
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Service Lead(s) — Karen Williams, Yvonne Day, Kirk Braker, Matt Armstrong, Sharon
Stephens, (Julie Carver?)

This role is key in representing the needs of each area of the business. Responsibilities
include:

e Approving the solution as operationally fit for purpose prior to deployment on behalf of
service areas

e Providing direction and support to Service Champions and Specialists

e Ensuring service capacity to fully support the project and meet deadlines.

Service Champion(s) — To be nominated by Service Leads

This role is the key representative of the business needs within the Solution Development
Team and needs to have the desire, authority, responsibility and knowledge in order to add
value to the project. Each service will be represented by a Service Champion whose
knowledge and expertise will be called upon as and when required.

The Service Champion needs to be someone who has sufficient seniority, empowerment and
credibility to make decisions on behalf of the business, in terms of ensuring the evolving
solution is fit for purpose. It is important that the person fulfilling this role uses the experience
of the Service Specialists to support them.

Responsibilities:

Contributing to all requirements, design and review sessions

Providing the business perspective for all day to day solution development decisions

Providing the detail of business scenarios to help and define the solution

Communicating with other users, involving them as needed and getting their

agreement

Providing day to day assurance that the solution is evolving correctly

e Organising and controlling business acceptance testing of the solution

e Ensuring business participants in the deployed solution are properly trained and
supported

e Recommending individual processes for sign-off by Service Leads.

Service Specialist(s) — Nominated by Service Lead/Service Champion

This person carrying out this role is a business subject matter expert who is brought into the
project as and when needed. The main purpose of the role is to be called upon to provide
specific, specialist input to solution development or solution testing. The Service Specialist
will normally be an intended user or beneficiary of the solution.

Responsibilities:

e Providing specialist input into relevant day to day project decisions

e Creating business scenarios to help define and test the solution

e Providing specialist advice on, or help with developing business user and support
documentation for the solution.

e Ensuring acceptance criteria are met for individual processes and recommending for
sign-off.
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Technical system implementation lead — Daniella Woraker

This role acts as leader for the system implementation team and ensures that it functions as
a team and meets its objectives. The technical system implementation lead works with the
team to plan and coordinate all aspects of product delivery at the detailed level. This role
provides the glue that holds the technical aspects of the project together while advising on
technical decisions and innovation.

Responsibilities include:

e Facilitating the team focus on the on-time delivery of agreed products

e Encouraging full participation of team members within their defined roles,
responsibilities and empowerment

e Overseeing data migration

e Ensuring that the iterative development process is properly focused, controlled and
documented

e Ensuring that all testing and review activity is properly scheduled and carried out

e Managing risks and issues as they arise and that they are escalated appropriately

Recording and communicating information likely to impact on the ongoing evolution of

the solution

Monitoring progress on a day to day basis for all team activities

Facilitating communication of team progress to the Project Manage

Facilitating stand ups, ensuring they are timely, focused and brief

Facilitating reviews and retrospectives with the team

Providing a point of escalation for technical queries with supplier

Providing operational or support scenarios to help define and test the solution

Providing assurance that the solution is evolving correctly

Working with the Service Lead(s) and suppliers to evaluate the technical options and

decide the best way to turn the high level business requirements into a technical

solution

e Advising on and coordinating the team’s approach to reflect technical best practice

and current technical understanding

Promoting appropriate standards of best practice

Controlling the technical configuration of the solution

Approving the solution as technically fit for purpose prior to deployment

Managing technical aspects of the transition of the solution into live use

Solution Developer(s) — Housing Systems Team, Supplier (TBC)

The Solution Developer needs to be appropriately empowered by the technical system
implementation lead to make day to day decisions in their area of expertise.

Responsibilities include:

e Working with all other Solution Development Team roles to iteratively develop and test
solution according to the technical specification/design scope

e Models required for the properly controlled development of the solution

¢ Models and documents as required for the purpose of supporting the deployed
solution in live use

e Agreeing and adhering to technical constraints
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Participating in any quality assurance work required to ensure the delivered products
are fit for purpose and meet agreed acceptance criteria

Recording the detail of any changes to the detailed requirements

Changes to the interpretation of requirements which result in re-work within the
solution

Developing technical support documentation

Testing solutions to ensure they meet technical specifications and acceptance criteria
Incremental deployment of the solution releases as appropriate

Data migration

Training of technical operations and support staff

Solution Tester(s) — System Users (to be nominated by Service Champions)

This role is fully integrated with the team and performing testing throughout stage of the
project in accordance with the agreed strategy. Responsibilities include:

Working with service roles to define test scenarios and test cases for the evolving
solution

Carrying out all types of operational testing of the solution as a whole

Liaising with Service Champions and Service Specialists to understand acceptance
criteria for requirements

Creating test products as appropriate

Reporting the results of testing activities to the Technical system implementation lead
for quality assurance purposes

Keeping the Technical system implementation lead informed of the results of testing
activities

Assisting the Service Lead and Service Champions so that they can plan and carry
out their tests well enough to ensure that the important areas are covered.
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REPORT TO COLCHESTER BOROUGH HOMES BOARD

DATE:

TIME:

VENUE:

24 April 2019
5.30 pm

Rowan House

AGENDAITEM: 15

SUBJECT: Finance Assurance Report

REPORT BY: Brian Richardson, Interim Director of Resources

& 07957 371581
“B brian.richardson@cbhomes.org.uk

FOR INFORMATION

1.

1.1

2.1

3.1

3.2

3.3

4.1

Purpose of Report

To provide the Board with a high-level budget monitoring statement for the services
managed by CBH as at 28 February 2019.

Recommendations

That the Board:
¢ Note the budget positions as at 28 February 2019.

Baékground

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.

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.

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.

Review of Budget Position as at 28 February 2019

Set out on Appendix 1 is a statement of the actual budget position as at the end of
February 2019 and a forecast outturn position for the year. Given that we are so
close to the end of the financial year, all the following commentary refers to the

outturn forecast.
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4.2

4.3

Expenditure on CBH Budgets

Overall expenditure for the full year is forecasting under budget by £32.9k. This has
reduced from the underspend of £106.1k that was reported to the Board in
February. The main reason for this change is that CBH has been successful in
getting more capital works done through CBH's contractors, although the combined
CBH and CBC capital budgets are still forecast to be significantly underspent.

The overall underspend can be analysed over the budget streams as follows:-

e Housing & Resources - over budget £87.5
e Property Services - under budget £68.0k
e Capital works — under budget £52.4k

The overspend in Housing and Resources comes mainly from the two additional fixed
term posts for GDPR and SharePoint Officer that Board is aware of, and the
investments the Board agreed in the Board Effectiveness and DMA Senior
Management reviews.

The repairs budget, included under Property Services, was tracking ahead of budget
earlier in the year, giving rise to a concern that it may overspend. This position has now
improved, and it is now forecast to be in line with budget. This has increased the overall
Property Services underspend on the position previously reported.

The underspend on CBH'’s capital works has been reduced to £52.4k from the £238.6k
reported in February.

Expenditure on CBC budgets

Overall expenditure for the full year is forecast under budget by £1,299.4k which
can be analysed as follows:-

e Capital budgets - £978.0k
e Revenue budgets - £126.4k
e Delegated budgets - £195.0k

Capital is forecast to underspend by £978.0k for a number of reasons: two
contractors were underperforming and failed to complete the works issued to them,
with one of these contractors invoking a break clause to terminate the contract
early. The procurement exercise for the bathroom contract failed to find a credible
contractor, resulting in programme delivery being substantially reduced. On a
positive note the heating contract delivered savings of £200k, but this has in effect
added to the underspend.

CBC have been kept fully aware of these issues and were involved in the
procurement exercise. Carry forward requests will be submitted to ensure these
planned programmes continue into 2019/20.

Revenue budget — this is forecast under budget by £126.4k which is due to the
Void and External Painting contracts slipping. As with the capital programmes
these forecasts have been discussed with CBC and carry forward requests will be
submitted to ensure these planned programmes continue into 2019/20.

158



4.4

5.1

6.1

8.1

9.1

10.

10.1

The Delegated budgets are forecast to be £195.0k under budget. This mainly comes
from lower expenditure on grounds maintenance from a combination of fewer
requests for reactive works and a slippage in some projects. There was also a saving
in Sheltered Housing costs, where the budget included a £50k allowance to decant
residents from a sheltered scheme while it was being refurbished. In the event the
refurbishment was managed without having to move the residents out, saving this
cost. CBC are being asked to carry forward this amount to next year to support the
next scheme refurbishment.

Approved Carry forwards and Reserve Drawdowns

The 2017-18 approved carry forwards have been added to the 2018-19 budgets
which are adjusted accordingly.

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 resultin a
significant deviation away from target will be reported to Finance and Audit
Committee accordingly.

Financial Implications

These are incorporated in the body of the report.

Value for Money Implications

Successful delivery on performance targets for the year within these financial
constraints will meet the requirements of the Value for Money Strategy.

HR, Health & Safety and Equality & Diversity Implications

None.

Residents at the Heart

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.

Appendices

Appendix 1 — Budget Expenditure Position
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Review of Budget Position

Expenditure on CBH Budgets

Housing and Resources

Property Services (including Corporate Facilities)
Capital works

Sub-total

Expenditure on CBC Budgets
Capital works

Revenue waorks

Delegated Budgets

Sub-total

Grand Total

Appendix 1

Year to February 2019 Full Year

Budget Actual Actual Actual Budget | Forecast | Forecast
201819 | 2018/19 | (more)less 201718 | 2018/19 | 201819 | (more)lless

than than

Budget Budget

’ £000 [ £000 [ £000 [ £000 [ g£000 | £000 | £000
42068 41869 199 45592 4 5694 46569 (87.5)
46466 46086 379 5,221.0 5,167 4 5,099 4 68.0
3,569 5 36416 (272.1) 3,068.0 3,894 0 3,8416 52 4
12,4229 126371 (214.3) 12,6481 136308 13,5979 329
3,306.8 36398 (333.0) 3,374.2 47276 3,749.6 978.0
1,332.7 1,250.5 §2.2 1,294 9 1,477 1 1,350.7 126.4
4 2632 36822 581.0 41917 4 8677 46727 195.0
8,902.7 85725 330.2 86608 110724 9,773.0 1,299.4
21,3256 212096 1159 21,7089 247032 233709 1,332.3
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Finance and Audit Committee meeting 7" March 2019 — Chair’s Report
At our meeting on 7™ March we considered the following business.

Financial reports

e CBH management fee budgets with CBC

e Other CBC income and non-CBC income, related expenditure, etc
e (CBC delegated budgets

e The Company’s projected financial year-end position.

There are no new significant issues to bring to your attention.

External annual audit by Scrutton Bland

We received a presentation from the audit partner, Luke Morris, setting out the plan for this year’s
audit. We noted that, as in previous years, the financial statements are to be prepared by Scruttons
and the measures being taken to ensure independence from the audit team.

At CBC's request, we will be moving from UK GAAP to IFRS in the next financial year, meaning that
the year ended March 2019 financial statements will be prepared on both bases to provide the
required IFRS comparative year on year data at March 2020 year end.

No other significant issues or concerns were raised.
Internal Audit

No material issues were identified from the audits that have been completed recently nor from the
implementation of previous recommendations from Mazars.

The proposed 5-year internal audit plan was discussed and approved.

We continued our theme of exploring how obtain more value from the internal audit programme.
We discussed reviewing the detail of individual audits and how we wished to go about this. After
some debate, we agreed that the detailed findings from one of the two recently completed internal
audits would be circulated for information. Further, that we reserved the right to ask for the detailed
findings of other audits as we saw fit.

Risk

We reviewed the Strategic Risks and Emerging Risks registers and had no material concerns.

Following comments made at previous meetings with reference to our Terms of Reference, the Risk
report has been expanded to include a paragraph to provide assurance regarding Business
Continuity / Disaster Recovery activity.

Overhaul of risk management process

It was noted that a meeting of the Board was being organised to consider its risk appetite to be
applied in the new process. Following approval, it was expected to implement the new process by
directorate. Meetings were being arranged to brief SMT on the new process and the roll-out was
not expected to be unduly cumbersome.
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Other matters

We reviewed the Whistleblowing Policy and the Prevention of Fraud, Corruption and Money
Laundering Policy. Some minor amends were identified. The main point to note concerned the
Prevention of Fraud ... Policy where a potential loophole in the scope of who it applies to was
identified. The status of the issue is to be checked and, if required, proportionate mitigating
measures identified for consideration. Otherwise, it was agreed to recommend both policies to the
Board for approval.

We also reviewed the Company’s corporate filings and the corporate policy review timetable. There
appears to be some difficulty obtaining a list of CBC policies that we are required to adopt as part of
our own governance. It has been suggested that the regular liaison meetings with CBC are used to
flush out such policies as CBC review them. Otherwise, there are no significant matters to bring to
the Board'’s attention.

Fuller details of all the above will be set out in the Committee’s minutes, in due course.

Glenn Houchell
Chair, F&A Committee

10" March 2019
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Minutes of the Finance & Audit Committee Meeting

Held at 5pm on Thursday 7" March 2019
In Room 1, Rowan House

Present: In Attendance:

Glenn Houchell (Chair) Brian Richardson (BR) Director of Resources
Julie Parker (Vice Chair)  Sharon Stephens (SS) Head of Finance & Performance
Clir Nigel Chapman

Geoff Foster Luke Morris (LM) (Scrutton Bland)
Clir Cyril Liddy Alan Woodhead (AW)  (Mazars)

Michael Campbell Owen Howell (OH) Board Assurance Officer (Minutes)

1.1

2.1

2.2

2.3

3.1

Apologies for absence

It was confirmed that all members were in attendance and that the meeting was
quorate. Apologies received from Sarah J. Johnson.

Minutes of the meeting held on 5 December 2019 and Matters Arising

The minutes were accepted as being a true and accurate record of the meeting
held on 5 December 2018 and approved for the Chair to sign. BR clarified that
the savings target of £162k (found at 10.2 of the minutes) relates to 2019/20, not
to 2018/19.

Matters arising

2.2 from 7 June 2018: OH had discussed this with Andrew Weavers (CBC
Monitoring Officer). Andrew had explained that there was no mechanism in place
by which CBC could notify CBH as to when CBC policies were coming up for
review and would need CBH adoption, agreement or consultation. He had
suggested that the new Board Assurance Officer sign up to the CBC website
service to receive notifications as and when their policies are due for creation or
have impending reviews, then identify all which may require or benefit from CBH
input.

Committee discussed this and whether the onus should be on CBC to formally
notify CBH as and when its input/consultation/adoption was required, and
whether any affected policies would be raised at the CBC/CBH Client Liaison
Meetings (between senior officers). Action: BR to request that this be included
as a standing item on the agenda for each Client Liaison Meeting.

5.4 from 5 December 2018: OH confirmed that the GDPR e-learning module had
received approval and would soon be available to staff and Board Members.

Internal Audit Plan 2019/20

Alan Woodhead explained that, although the current contract only runs for a
further two years, a draft five-year plan has been given. This provides a holistic
view of the expected audit areas over the next five-year span. The Plan has been
drafted with the Director of Resources, following discussions with colleagues,
and is informed by the Company’s risk register. The Plan has been designed to
provide Board and management with an objective opinion on the effectiveness of
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3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

3.10

the Company’s risk management, control and governance systems.

Committee discussed how the audit days were spread through the five years.
AW explained that the days listed included scoping and review days, but not
days spent in implementing recommendations. Year one of the Plan included two
audits carried over from 2018/19, leading to a higher number of audit days in that
year.

Committee debated potential ways to ensure that Internal Audit provided
assurance on activities and behaviours relating to commercial trading (e.g.
pricing, invoicing, debt recovery, contract bidding). It was noted that Internal
Audit provided an assurance service, rather than a management
advice/consultancy service. AW explained where some of the areas mentioned
are already being audited by Internal Audit.

BR explained that the nature of our contract work (being mainly for CBC and its
commercial entities) meant that there were fewer concerns than if we were
mainly bidding for external contracts. A Service Level Agreement is already in
place to set out the pricing structure for work done by the CBH Design Team for
CBC and its commercial entities.

Reviews of scope of specific audits

The supplementary paper prepared by the Chair of Committee was discussed,
with Members debating the number and types of audits for which it may be
appropriate to consider the scoping documents, and the point at which
Committee should see these (before the audit, or when Mazars report back on
their findings).

AW explained that scoping documents/briefs were brief, high-level documents
and offered to additionally provide the corresponding full final reports which
Internal Audit provide to management following an audit. The level of detail
provided could be set to match Committee’s direction.

A debate followed during which a number of points were made and a range of
views expressed.

Committee was assured that the soon-to-be-concluded overhaul of the risk
management process would inform the future use of the risk registers in
identifying areas where internal audits could provide assurance that mitigation of
risks were appropriate. Committee agreed that this should be further considered
once this overhaul is concluded.

BR detailed the additional work done at the scoping stage, and the effort to
include more ‘value added’ elements, whilst avoiding any creep from auditing into
management consultancy. BR offered to circulate scoping documents to
Committee members outside of meetings but cautioned that these documents
vary in complexity, depending on the subject (e.g. Capita Housing and
OpenContractor audits were complex and technical exercises, relating to specific
software and its use).

Decision: After consideration, Committee decided that the scoping document
and final report relating to the Asset Management audit, as detailed on page 31
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4.1

4.2

4.3

5.1

5.2

5.3

54

of the meeting pack, should be circulated to Committee members for information.
Action: AW to provide copies of these for the Board Assurance Officer to
circulate to Committee members.

Internal Audit Progress & Follow-up Reports
Progress Report

AW confirmed the two audits to be carried forward to 2019/20 at the request of
management (IT and Corporate Governance).

AW explained that, within the scoping document and final report, the Committee
would see full details of the testing conducted within the Asset Management
audit reported on in this report.

Follow-up Report

Good progress had been recorded on implementing recommendations. Only one
recommendation remained outstanding past its due date. This related to the
Repairs Handbook and was on-schedule for completion by the end of March.

External Audit Plan 2018/19

LM briefed Committee on the External Audit Plan and the impending change in
accountancy standards to be worked to in the compilation of the 2019/20
financial statements next year. This change would be for the CBH financial
statements to be produced in line with IFRS (International Financial Reporting
Standards), instead of according to UK GAAP (Generally-accepted accounting
practice). A mock set of IFRS-compliant accounts has been produced to show
how these would appear. This change is in order for CBH to mirror the standards
used by Colchester Borough Council (which already use IFRS). This will entail a
slight change in terminology and balance sheet structure.

External Audit met with CBH management at the end of January before drafting
the external audit plan for this year.

The accounting standard for reporting information on corporate leases will
change from next year onwards, with all leases recorded on the balance sheet
then being capitalized, rather than split between operating and finance leases
(with operating leases not previously included on the balance sheets). These
included office leases, MFD printers and vehicles. There may be some
embedded leases with certain capital works contractors for equipment solely
used on CBH work. This may also involve CBC equipment used by CBH.
Comparative figures for these will be given this year, to show the format which
will be in use from next year, in comparison to how they are currently reported.

It was questioned whether contractual licences (e.g. for offices) would be
covered and reported as lease agreements. LM explained that the approach to
this was currently being fleshed out and summarised the process for estimating
the value reportable for intangible assets/right to use and reporting this on a
balance sheet. As lease-lives wind down, the operating cost charge relating to
them will be amortised.

It was noted that LM replaced Tim O’Connor as the External Audit partner for
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CBH, following the end of Tim’s seven-year tenure. This is in line with best
practice and Scrutton Bland’s policies and is to ensure independence and
objectivity.

One of the main areas of work relates to ensuring that there are no unrecorded
liabilities and the risk that costs relating to the year are appropriately recorded.

The pension deficit remains the most significant number on the balance sheet.
Audit tests and benchmarking exercises are carried out on the pension figures
due to its significance.

Two key risk areas under International Auditing Standards (ISA UK 240) are
revenue recognition and management override of controls. Substantive testing is
carried out on both of these, including reviews of manual journals and unusual
occurrences.

Although the new accounting standards for leases would be adhered to for the
financial statements next year, comparative disclosures would be captured this
year. There will also be a change to VAT reporting, moving to digital reporting at
HMRC.

Consistency in junior members of the audit team has been maintained, to retain
cumulative knowledge of CBH, with members switching areas of work in order to
also increase their individual knowledge and experience.

LM was asked if Brexit uncertainty would cause a challenge to the Essex local
government pension scheme actuary in carrying out their year-end assessment
and, following that, on our reporting schedule. LM noted that a predicted impact
of Brexit would already have been modelled in the projected numbers, informed
by the current bear market and tempered predictions for growth. Assets are
expected to perform more poorly than in the previous year and, with health levels
and life expectancy expected to improve, this is expected to increase the pension
scheme deficit.

BR noted that the health of the pension scheme and level of deficit were
important to note, but that these did not affect the state of CBH as a ‘going
concern’, as CBC is responsible for debts which may be generated by the ALMO
and has given assurance that they will underwrite the pension scheme deficit
experienced by CBH. This deficit cannot be controlled or mitigated by CBH.

LM was asked why there was to be a change in accountancy standards used,
and why the Council had chosen to use IFRS. LM explained that it is not
mandatory for a subsidiary to use IFRS, even if its parent organisation does.
However, if UK GAAP is used instead, a bridging exercise would be required to
align the reporting methods (at the group/Council level) where the parent’s
external auditors may decide to take a different view on materiality or other
considerations. The main reason for the change is that CBC, as sole member of
the Company, expressed their wish that we do this. CBH has complied to help
keep a cordial relationship with the Council.

No Committee Members wished to question LM in closed session (with officers
excluded). It was stated that members could request such a closed session in

166



6.1

6.2

6.3

6.4

6.5

6.6

71

7.2

7.3

the future, should they deem it necessary. Decision: Committee approved the
External Audit Plan.

Whistleblowing Policy

BR explained that there had been no legislative changes affecting this policy, so
few amendments were being recommended.

Regarding the role of F&A Committee chair in the whistleblowing process,
concern was raised that the chair may not be clear on their role. BR agreed that
it would be necessary for an independent officer to be available to provide
support (options include CEOQO, Director of Resources, Head of HR, etc). Action:
BR to produce a brief one-page guide for the chair of F&A to explain their role in
relation to whistleblowing.

Clarification of 5.7 was given to explain that Board Members who whistle-blow
may bring a fellow Board Member to any meeting about this with the
investigating officer/s, or may ‘be accompanied by a union or professional,
association representative or a friend'.

Discussion was held regarding the reporting of allegations (Section 4 of the
Policy). The forms and phone-line messages are both received by the HR Team
as having an element of independence. HR would then notify Director of
Resources or the Head of Finance and Performance, or the CEO or chair of F&A
(should the accusations involve the Director of Resources or Head of Finance &
Performance). The CBH website details who is chair of F&A and our Outlook
email address book lists the chair's email address.

Decision: Committee recommended the draft Policy for Board approval.

The chair and officers notified Committee that no whistleblowing had been
recorded in the past year.

Anti-Fraud and Corruption Policy

This policy has been renamed the ‘Prevention of Fraud, Corruption and Money
Laundering’ Policy. The name now includes ‘Money Laundering’ so as to make it
easier to search for online, should someone wish to consult our policy regarding
money laundering.

Committee queried the removal of references to disclosure and barring service
(DBS) checks from 3.2. BR explained that he had been advised that it was now
not possible to conduct these checks on company staff. Concern was expressed
by Members as to the safeguarding and potential fraud concerns that this raises.
Action: BR to double-check this issue and report back to Committee.

BR defined ‘money laundering’ and gave some examples of how this can
potentially affect CBH, albeit that CBH was at very low risk of this. Committee
queried any implications with regard to the Proceeds of Crime Act and rent paid
with illegally-sourced funds (e.g. would rental payments need to be given up to
the Police). BR explained that illegal activities were usually not carried out in the
perpetrator’s residence, and that CBH worked with CBC and other agencies to
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detect criminal and ASB activities. It was also explained that, should rental
payments be confiscated as being proceeds of crime, this would be taken from
CBC (as CBC receives rental payments, not CBH).

Action: BR to move the first paragraph on page 3 of the Policy (Section 3.1,
paragraph detailing the Whistleblowing Policy) and place this in Section 1
instead, to make this more prominent.

A discrepancy was noted, where the Policy states (Section 3.4) that it will be
reviewed annually, but the Policy Review timetable shows it as being reviewed
triennially. As CBH is considered at low risk of being affected by money
laundering or fraud, it was agreed that a triennial review was appropriate and
proportionate. Action: BR to amend the Policy to state that it will be reviewed
every three years.

Decision: Committee recommended the Policy for Board approval, subject to
confirmation that content regarding DBS checks was accurate (7.2 above).

Strategic Risk Register

BR gave expanded information regarding the change to Strategic Risk 1. The
remainder of minutes 8.1 — 8.4 is confidential, due to commercial
sensitivity, and has been recorded separately.

Committee questioned whether Emerging Risk 13 (Failure of key contract
partners to support the core business) only relates to IT as it only gives
mitigations relating to IT provision. BR confirmed this was the case.

Redesign of the Risk Management Process

The next stage is for Board to consider the impact table developed by the Risk
Management Working Group. BR is holding meetings with SMT to explain the
change in approach and processes relating to risk management. Board will be
shown a template of a new easier-to-read risk register format in A4 size and
show how risks will be identified, tied in to the goals of the Strategic Plan.
References to actions will involve actions from the Strategic Plan and its delivery
plans, rather than being ‘stand-alone’ actions.

Committee asked for an estimated timescale for implementation, following Board
approval. BR explained that the approach proposed would be to draw up
strategic risks plan by plan, drawing up risks for one Delivery Plan and
presenting these to Board, before moving on to the next. This would allow for a
rapid production of the risk registers, give opportunity for Board to comment, and
then compile the overall Strategic Risk Register to show all Strategic Risks
relating to the Strategic Plan and its delivery plans.

2018/19 Financial Update — to 31 January 2019
SS noted the highlights of the report. Appendix A is in a new format, as
requested by Committee, with activities broken down into income and

expenditure. Forecast outturn for the year suggests a deficit of just under £188k,
with causes of this detailed in the report, and now including the 2018 Board
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review of £15k and the senior management review of £20k. Additionally, some
unsecured income on the trading account has not been achieved, including a
potential contract for service to Braintree District Council valued at £19k.

Debts owed to CBH [shown as Accounts receivable on Appendix B] stood at
£1,148,137, with the biggest debtor being CBC (Management Fee instalment
being owed) which has now been paid to CBH. The £9,914 which had exceeded
its 30-days related to trading income owed. Assurances have been given that
this will be paid prior to year-end.

Committee questioned the extra costs at 2.4 of the report and asked for clarity as
to whether the three posts detailed there would be ongoing costs for future years.
BR explained that the GDPR Officer’s fixed contract would soon end, and that
the SharePoint Officer’s contract was scheduled to end in May. Detailed content
of this minute is confidential due to involving personal data, and so is
minuted separately.

The remaining two items are one-off costs (Harrison Court Project Surveyor and
Mazars item) which Board had approved as carry forwards, in addition to
approving funding from reserves of the GDPR and SharePoint Officers in the
event that these could not be funded from ‘value for money’ savings. After
subtracting the costs of these carry forwards and calls on reserves, the deficit of
£187k comes down to £66,700 (compared to the budgeted deficit of £52,700).

Committee discussed the caution that should be shown when considering further
potential requests for funding from reserves, balanced with the healthy state of
the reserves and the need to consider whether spending of reserves can lead to
favourable payback or savings.

Governance Report

With the GDPR Officer ending their contract in the coming week, efforts are
being made to tie up as much compliance work as possible, with the Information
Asset Register being completed. Ongoing work regarding data retention will
require CBC to lead on this. Committee requested an estimated time for
completion of the GDPR compliance project. OH explained that it wasn’t possible
to estimate this as we remain dependent on CBC for resolving the largest
outstanding item, which is the retention of records past the point at which they
should be deleted/destroyed. CBC have yet to give detail on their arrangements
to address this issue.

Action: Board Assurance Officer to add to the action table the annual
appearance by the chair of F&A Committee in front of CBC’s Governance &
Audit (G&A) Committee to present the CBH Annual Governance Statement. This
meeting usually occurred around September and the chair requested that he be
given notice of the arrangement as far in advance as possible, as difficulty had
been experienced in scheduling this in 2018. [lt is likely that this will be on the
G&A agenda for 3 September 2019].

Any other business

It was noted that Luke Morris may be delayed in attending the meeting on 4
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June, due to other work commitments. His presentation of the draft Financial
Statements will be held back to a later point at that meeting, if necessary. Please
note, this meeting will commence at the earlier-than-usual time of 4pm.

There being no further business, the meeting closed at 19:05

F&A Committee Action List

Item | Action Who By When Done
5 December 2018
8.1 & BR to arrange for Committee consideration of Business
1'1 1 Continuity & Disaster Recovery Plans. OH to add these | BR&OH | 22 Jan 2018
" | to the work plan.
11.1 | DMT to consider an appropriate frequency of reviews BR 20 Feb 2019 | Yes
of the Repairs Handbook.
11.1 | See 8.1. OH 22 Jan 2019 | Yes
7 March 2019
Request a standing item on the agenda for each Client
29 Liaison Megtlng w.here CBC can formally notify CBH of BR 1 Apr 2019
any upcoming reviews of policies/documents for which
CBC input, consultation or adoption will be necessary.
AW to provide copies of Asset Management audit AW & BA
3.10 | scoping document & report for the Board Assurance Officer 21 May 2019
Officer to circulate to Committee. ce
6.2 Prodqce a prlef one-page gwdg for the chair of F&A to BR 1 Apr 2019
explain their role in whistleblowing.
Double-check the situation regarding whether CBH can
7.2 | carry out DBS checks on staff. Report back to BR 1 Apr 2019 Yes
Committee if this differs from stated.
Move the first paragraph on page 3 of the Prevention of
Fraud Policy (Section 3.1, paragraph detailing the
74 Whistleblowing Policy) and place this in Section 1 BR 1 Apr 2019 Yes
instead, to make this more prominent.
76 thnge wordlng of Prevention of Fraud Policy to state BR 1 Apr 2019 Yes
it will be reviewed once every three years.
Add to action table the annual appearance by the chair
11.2 | of F&A to present the Annual Governance Statement to | BA Officer | 21 Apr 2019
CBC’s Governance & Audit (G&A) Committee.
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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.

ltems highlightedlinBItié are for the Appointments & Remuneration Committee.

Date Item Committee | Presenting

3 July ‘19 | Code of Governance FOR DECISION n/a BAO
Scheme of Delegation FOR DECISION BAO
Strategic Plan Assurance Report Q4 n/a CEO
Medium Term Delivery Plan — Q4 n/a DoR
questions
Approval of Company Accounts FOR . DoR
DECISION F&A Jun ‘18
Business Development Plan Review - FOR BOP DoR
DECISION
Annual Health & Safety Report n/a DoPS
Finance Assurance Report F&A DoR
Strategic Risk Register Review — FOR F&A DoR
DECISION
Chief Executive’s Report Confidential n/a CEO
Finance Assurance Report Confidential BOP DoR

9 Sep 19 | Approval of new Tenant Board Member & Chair
new Independent Member — FOR n/a
DECISION
Health & Safety Policy — FOR DECISION n/a H&SM
Strategic Health & Safety Policy Statement n/a CEO & H&SM
— FOR DECISION
Board Member Code of Conduct — FOR n/a BAO
DECISION
Resident insight & engagement strategy — n/a HoH
FOR DECISION
Risk Management Policy & Strategy — FOR F&A DoR

DECISION
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Presenting

Date Item Committee
Safeguarding Policy — FOR DECISION n/a HoH
Approval of Company Annual Report — n/a CEO
FOR DECISION
Annual Report from F&A F&A Jun ‘18 | DoR
Strategic Plan Assurance Report Q1 n/a CEO
Mediqm Term Delivery Plan — Q1 n/a DoR
questions
Leadership Plan Review - FOR DECISION HoAM
Annual-HR Report nfa HoHR
Annual Equality & Diversity Report n/a HoHR&G
Annual Safeguarding Report n/a HoH & E&DO
Finance Assurance Report F&A DoR
Strategic Risk Register Review — FOR F&A DoR
DECISION
Chief Executive’s Report Confidential n/a CEO
Finance Assurance Report Confidential BOP DoR

24 Oct’19 | 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
Appgintment of Committee and Panel n/a Chair
Chairs (if necessary) - FOR DECISION
Customer Plan Review - FOR DECISION HoH & HoO
Finance Assurance Report F&A DoR
Strategic Risk Register Review — FOR F&A DoR
DECISION
Chief Executive’s Report Confidential n/a CEO
Finance Assurance Report Confidential BOP DoR

24 Oct’19

AGM

Standard ltems on AGM agenda:
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Presenting

Date Item Committee
¢ 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
VFM, Tech & Investment Plan Review — n/a DoR
FOR DECISION
Finance Assurance Report - FOR F&A DoR
DECISION
Strategic Risk Register Review — FOR F&A DoR
DECISION
Chief Executive’s Report Confidential n/a CEO
Finance Assurance Report Confidential BOP DoR
27 Feb ‘20 | CBH Budget 2020/21 report FOR F&A DoR
DECISION
Housing Investment Programme 2020/21 n/a DoPS
FOR DECISION
Medium Term Delivery Plan Review - FOR n/a SDM
DECISION
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 F&A DoR
DECISION
Chief Executive’s Report Confidential n/a CEO
Finance Assurance Report Confidential BOP CEO
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Date

Item

Committee

Presenting

Items to add once ready:

CBH 2019 Pay Award

174




	01. Agenda 24.04.19
	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 21st February 2019 and to deal with any matters arising.
	4. Voice Your View
	5. Board Member Recruitment Policy (Page XX)
	Lucy Williams, Board Assurance Officer
	6. Invite Chair Appointment Panel to carry out process to appoint new Chair and agree recruitment process. (Page XX)
	Anne Grahamslaw, Chair of the Board
	7. Information and Confidentiality Policy (Page XX)
	Lucy Williams, Board Assurance Officer
	8. Anti-Fraud & Corruption Policy & Procedure (Page XX)
	Brian Richardson, Director of Resources
	9. Whistle Blowing Policy (Page XX)
	Brian Richardson, Director of Resources
	10. People Plan Review (Page XX)
	Angelique Ryan, Head of HR and Governance
	11. Strategic Risk Register Review (Page XX)
	12. Housing Revenue Account Future Projects (Page XX)
	Karen Loweman, Director of Housing and Matt Armstrong, Head of Asset Management
	COLCHESTER BOROUGH HOMES LIMITED
	13. Homelessness Reduction Act (HRA) One year on Report (Page XX)
	Karen Loweman, Director of Housing
	14. Housing Management System / Project Aurora (Page XX)
	Gareth Mitchell, Chief Executive
	15. Finance Assurance Report (Page XX)
	Brian Richardson, Director of Resources
	16. Verbal update from Chair of Resident’s Panel
	Michael Campell, Chair of Resident’s Panel / Mark Healy, Resident             Insight & Engagement
	17. Committee Minutes & Chair Reports (Page XX)
	Finance & Audit Committee 7th March 2019
	18. Forward Look (Page XX)
	An update of future decisions required and items to be discussed at future Board meetings.
	19. Any Other Business
	 Board Members’ activities.
	20. Exclusion of the Public
	21. Confidential Board Meeting
	Items to be considered in confidential session:
	 Setting a new approach to risk management including appetite areas and impact tables FOR DECISION
	 Chief Executive’s Report
	 Confidential Finance Assurance Report
	Forthcoming meetings:
	Meeting Dates for 2019

	03. Board Minutes 21.02.18
	05. Board Member Recruitment Report
	REPORT TO COLCHESTER BOROUGH HOMES BOARD

	05a. Appendix 1. CBH Board Member Recruitment Policy - March 2019
	1. Introduction & purpose
	2. Selection and appointment of Independent Board Members
	2.1 Occurrence of Independent Board Member appointments
	2.2 Selection process format and timetable
	2.3 Occurrence of Tenant Board Member elections or selections
	2.4 Decision between selecting or electing Tenant Board Members
	2.5 Selection process format and timetable

	3. Equality and diversity considerations
	4. Induction process and support for new Board Members
	5. Consultation
	6. References
	7. Related documents
	Document Control Sheet

	05b. Appendix 2. Board Member Recruitment Procedure April 2018
	1. Introduction
	2. Independent Member selection process format and timetable
	3. Tenant Board Member selections and elections
	3.1 Tenant Board Member elections
	3.2 Tenant Board Member selections

	4. Induction process
	5. Board Member mentoring system
	6. Related documents
	Document control sheet

	06. Invite Chair Appointment Panel to carry out process to appoint a new Chair
	07. Information  confidentiality policy Report
	REPORT TO COLCHESTER BOROUGH HOMES BOARD

	07a. Appendix 1. CBH Information and confidentiality policy - April 2019
	1. Introduction and purpose
	2. Data protection
	2.1 Introduction
	2.2 Policy statement
	2.3 Principles of data protection
	2.4 Data sharing and disclosure
	2.5 More information about how CBH handles disclosures of personal data can be found in Appendix 3.Subject Access Requests
	2.6 Document retention schedule
	2.7 Responsibilities
	2.8 Contacting CBH or the Information Commissioner’s Office
	2.9 Data Breaches and breaches of the law.

	3. Freedom of Information
	3.1 Introduction
	3.2 Policy statement
	3.3 Principles of Freedom of Information
	3.4 Freedom of Information requests
	3.5 Publication scheme
	3.6 Responsibilities
	3.7 Breaches of the policy

	4. Consultation
	5. References
	6. Related documents
	7. Appendix 1: Data Protection Rights within the GDPR
	7.1 Right to be informed
	7.2 Right of access
	7.3 Right to Rectification
	7.4 Right to Erasure
	7.5 Right to restrict processing
	7.6 Right to data portability
	7.7 Right to object
	7.8 Rights related to automatic decision making

	8. Appendix 2: Data Protection Principles within the GDPR
	9. Appendix 3: Data sharing and disclosures
	Document control sheet

	08. Anti-Fraud & Corruption Policy Report 24-04-2019
	08a. Appendix 1
	1. Introduction
	2. Policy Scope
	2.1 Fraud and Corruption
	2.2 Money Laundering

	3. Measures to combat fraud and corruption
	3.1 Culture
	3.2 Responsibilities and prevention
	3.3 Detection and investigation
	3.4 Awareness and monitoring

	4. Anti-Money Laundering Procedures
	5. Consultation
	6. References
	Related Documents
	Appendix 1 - Anti-money Laundering Procedures
	Document Control Sheet

	09. Board Whistleblowing Policy Report 24-04-2019
	09a. CBH Whistleblowing Policy - April 2019
	1. Introduction & purpose
	1.1 Employees or Board Members are often the first to realise that there may be some form of serious inappropriate conduct within the Company. However, they may not express their concerns because they feel that speaking up would be disloyal to their c...
	1.2 The Company is committed to the highest possible standards of openness, probity, accountability and honesty. In line with that commitment, we expect employees, Board Members and others that we deal with who have serious concerns about any aspect o...
	1.3 This policy applies to all employees, Board Members and members of the public. Other individuals performing functions in relation to the organisation, such as agency workers, volunteers and contractors, are encouraged to use it.
	1.4 This policy document makes it clear that employees and Board Members can do so without fear of victimisation, subsequent discrimination or disadvantage. This Whistleblowing Policy and Procedure is intended to encourage and enable employees and Boa...
	1.5 These procedures are in addition to the Company's complaints procedures and other statutory reporting procedures. Officers are responsible for making customers aware of the existence of these procedures, including via the website.
	1.6 An employee who makes such a protected disclosure has the right not to be dismissed, subjected to any other detriment, or victimised, because he/she has made a disclosure. This means that the continued employment and opportunities for future promo...
	1.7 The Public Interest Disclosure Act 1998 and the provisions of the Employment Right Act 1996, give legal protection to employees against being dismissed or penalised by their employer as a result of publicly disclosing certain serious concerns prov...

	2.  Aims and scope of the policy
	2.1 This policy aims to:
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	5. How the Company will respond
	5.1 The Company will respond to your concerns. Do not forget that testing out your concerns is not the same as rejecting them.
	5.2 Where appropriate, the matters raised may be:
	5.3 In order to protect individuals and those accused of misdeeds or possible malpractice, initial enquiries will be made to decide whether an investigation is appropriate and, if so, what form it should take. The overriding principle, which the Compa...
	5.4 Some concerns may be resolved by agreed action without the need for investigation.
	5.5 Within five working days of a concern being raised, one of the Officers named at 4.1 above will write to you:
	5.6 The amount of contact between the officers considering the issues and you will depend on the nature of the matters raised, the potential difficulties involved and the clarity of the information provided. If necessary, the Company will seek further...
	5.7 Where any meeting is arranged, which could be off-site where appropriate, if you so wish, you can be accompanied by a union or professional association representative or a friend, or another Member if you are a Board Member.
	5.8 The Company will take steps to minimise any difficulties, which you may experience as a result of raising a concern. For instance, if you are required to give evidence in criminal or disciplinary proceedings the Company will arrange for you to rec...
	5.9 The Company accepts that you need to be assured that the matter has been properly addressed. Thus, subject to legal constraints, you will receive information about the outcomes of any investigation.

	6. Responsible Officer
	6.1 The Director of Resources has overall responsibility for the maintenance and operation of this policy. That officer maintains a record of concerns raised and the outcomes (but in a form which does not endanger your confidentiality) and will provid...

	7. How the matter can be taken further
	7.1 This policy is intended to provide you with an avenue to raise concerns within the Company. The Company hopes you will be satisfied with any action taken. If you are not, and if you feel it is right to take the matter outside the Company, the foll...
	7.2 If you are considering taking the matter outside of the Company, you should ensure that you are entitled to do so and that you do not disclose confidential information. If in making a disclosure you are breaching company confidentiality, you will ...

	8. Questions regarding this policy
	9. Review
	10. Consultation
	11. References
	12. Related documents

	10. People Plan Report
	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 People Plan.  
	The Board requested that each of the delivery plans should be reviewed on an annual basis to provide an opportunity for oversight of progress towards the achievement of the plan objectives.  
	The People Plan was approved by Board on 22 February 2018 (Appendix 1)
	Monitoring progress
	The People Plan is monitored by the Staff Forum and members are committed to supporting HR and Managers in embedding the aims of the plan within teams across CBH.  The People Plan is also monitored at DMT/ SMT quarterly meetings. 
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	12. Housing Revenue Account Future Projects
	13. Board report _Homeless Reduction Act one year review
	14.  Project Aurora Board report 24 April 2019
	To provide the Board with an update on the Aurora housing management transformation programme. 
	Background & Content
	Progress so far
	Workshops are underway to gather functional and technical requirements which will form the basis of the detailed system specification for use during the procurement process and implementation phase.

	Governance
	Risk Management
	Risk register
	A detailed risk register will be maintained by the Programme & Project Manager and will be kept under review by the Project Board. The CBH Board will receive regular progress reports and these will include risks and issues.
	Organisational capacity
	Although the Housing Revenue Account (HRA) is expected to fund the major costs for resourcing the programme where additional resources are engaged or where there is a need to backfill for staff seconded to the project, it would be realistic to assume that a significant amount of CBH and CBC staff time will be spent on the project by staff not seconded to the project which will not be recoverable. 

	HR Implications
	The programme will mean additional workload for some key members of staff. It will be important keep other corporate priorities under constant review to ensure there is both capacity and expertise within the organisation to deliver them alongside this programme. 

	Legal Implications
	The CBC Legal Services team and procurement team have been included in the programme and project team to ensure processes are compliant. They will also be involved in the drafting of the contract.

	Financial Implications
	Value for Money
	Health & Safety Implications
	Consideration will be given to health and safety requirements when drawing up the system specification.

	Equality & Diversity Implications
	Consideration will be given to equality and diversity requirements when drawing up the system specification.

	Residents at the Heart
	Decision Required?
	Appendices

	14a.  Appendix 1  Housing management programme - roles and responsibilities
	Introduction
	Role categories
	Housing management transformation programme roles and responsibilities
	CBC Sponsor – Dan Gascoyne
	CBH Sponsor – Gareth Mitchell
	Programme Owners – Karen Loweman, (Director of Property Services), Gerardine Murphy
	CBC Assurance – Geoff Beales
	Programme Manager – Suzanne Allen (Programme & Project Manager)
	Housing management system project roles and responsibilities – procurement phase
	Project Sponsor – Dan Gascoyne
	Project Owners – Gareth Mitchell, Karen Loweman, (Director of Property Services), Gerardine Murphy
	CBC Assurance – Geoff Beales
	Project manager - Suzanne Allen (Programme & Project Manager)
	Housing systems procurement specialist – External consultant
	Procurement assurance – Matthew Howe/Alison Shaw
	Legal assurance – Julian Wilkins
	Technical Assurance – Kieran Johnson
	Service Lead(s) – Karen Williams, Yvonne Day, Kirk Braker, Matt Armstrong, Sharon Stephens, (Julie Carver?)
	Service Champion(s) – To be nominated by Service Leads
	Service Specialist(s) – Nominated by Service Lead/Service Champion
	Technical Champion – Daniella Woraker
	Technical Specialist(s) – Nominated by Technical Champion
	Housing management system project roles and responsibilities – implementation phase 
	CBC Project Sponsor – Dan Gascoyne
	CBH Project Sponsor – Gareth Mitchell
	Project Owners – Karen Loweman, (Director of Property Services), Gerardine Murphy
	Project manager - Suzanne Allen (Programme & Project Manager)
	Technical Assurance – Kieran Johnson
	CBC Assurance – Geoff Beales
	Service Lead(s) – Karen Williams, Yvonne Day, Kirk Braker, Matt Armstrong, Sharon Stephens, (Julie Carver?)
	Service Champion(s) – To be nominated by Service Leads
	Service Specialist(s) – Nominated by Service Lead/Service Champion
	Technical system implementation lead – Daniella Woraker
	Solution Developer(s) – Housing Systems Team, Supplier (TBC)
	Solution Tester(s) – System Users (to be nominated by Service Champions)
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