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Schedule Wednesday 22 September 2021, 6:00 PM — 8:00 PM BST
Venue Mercury Theatre
Organiser Jo Paget

Agenda

6:00 PM 1. Consent Agenda

1. Minutes of Previous Meeting and Action Tracker
2. Data Retention Policy

1

To Approve - Presented by Dirk Paterson

6:05 PM 2. CEO Introduction 23
To Note - Presented by Philip Sullivan

6:10 PM 3. CEO Verbal Update 24
To Note - Presented by Philip Sullivan

6:25 PM 4. Strategic KPI's/metrics 25
To Approve - Presented by Philip Sullivan

6:35 PM 5. Asset Management Strategy – Principles 31
For Discussion - Presented by Matthew Armstrong

6:45 PM 6. HRA Business Plan - Principles 38
For Discussion - Presented by Matthew Armstrong

6:55 PM 7. Health and Safety Update 42
To Note
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Colchester Borough Homes Limited 
 
Minutes of the Hundred and Nineteenth Board meeting held on Zoom on Wednesday 28th July 
2021 at 5.00pm 
 
Present:   

Dirk Paterson (DP) Chair 

Karen Smout (KS) Vice Chair 

Cllr Tina Bourne (TB) Board Member  

Cllr Nigel Chapman (NC) Board Member 

Justin King (JK) Board Member 

Nicola Davey (ND) Board Member  

Fiona Marshall (FM) Board Member 

Paula Goddard (PG) Board Member 

Cllr Michelle Burrows (MB) Board Member 

 
In attendance: 

Karen Loweman (KL) Director of Operations 

Angelique Ryan (AR) Head of HR and Governance  

Andrew Tyrell (AT) Colchester Borough Council  

Cllr Andrew Ellis (AE) Portfolio Holder – Housing  

David Barthram  
Health, Safety, Environment & CDM Manager 
 

Craig Lewis Electrical Supervisor  

David Shipley  Senior Building Surveyor and Project Manager 

Kirk Braker  Head of Repairs  

Andrew Harley  
Equality and Safeguarding Business Partner 
 

Karen Williams  Head of Housing  

 
1 
 
1.1 

Apologies and Quorum. 
 
No apologies were received and the meeting was confirmed as quorate 
 
The Chair asked members to note the immediate resignation of resident Board Member 
Lorna Preece, due to work commitments and thanked Lorna for her contributions to the 
Board in the time that she had been with the Board.  
 
The Chair also asked members to note that Paula Goddard had also tendered her 
resignation and that she would be stepping down at the AGM in September. He 
continued that he wished to note his significant thanks to Paula for her contributions to 
the Board and the Resident Voice Panel.  
 
The Chair introduced the new Councillor Board Member, Michelle Burrows, and 
welcomed her to the Board.  
 

2. Declarations of Interest by Board Members and Officers 
 
There were no declarations received  

3. 
 
3.1 

Consent Agenda  
 
There were no requests from members to add items to the main agenda for discussion  
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 2 

 
 

 
Performance Pack - The Chair wished for his congratulations to the CBH staff to be 
noted for exceeding the Customer Satisfaction target  
 
 

There being no objections or amendments the Chair resolved to APPROVE 
1. Minutes of Previous Meeting and Action Tracker 

2. Performance Pack  

3. Business Development Plan  

4. Draft Annual Report 2020-21 

 

4. 
 
4.1 
 
 
 
 
4.2 

 
 
 
 
 
 
4.3 
 
 
 
 
 
4.4 
 
 
 
 
 
4.5 
 
 
 

Interim CEO Verbal Update  
 
KL highlighted the following to the Board  
 
Spotlight on the National Landscape 

 
Building Safety Bill – revised draft introduced on 5th July. This is proposed to be the 

biggest change to building Safety regulation in a generation – sets out to transform the 

way we design, construct, and manage buildings (targets tall buildings but will impact 

across all buildings) 

Three key changes: 

o 1. New Building Safety regulator – main function to oversee safety and 

performance of buildings 

o 2. Encouraging improvement of competence in the built environment 

(qualified roles) 

o 3. Leading new regulatory regime for high-risk buildings  

The Building Safety Bill 2021: a summary guide -Trowers & Hamlins 
 
The Social Housing Decarbonisation Fund will upgrade a significant amount social 

housing stock to an Energy Performance Certificate rating of C. 

Applications for the first wave of funding will open in autumn 2021. Registered providers 
of social housing will be able to apply. (Attending briefing on 18 August) 
 
The fund will help: 

➢ deliver warm, energy-efficient homes 
➢ reduce carbon emissions and fuel bills 
➢ tackle fuel poverty 
➢ support green jobs 

 Social Housing Decarbonisation Fund - GOV.UK (www.gov.uk) 
 
Grenfell Inquiry - continues to highlight importance of control and management of 

Health & Safety with reporting and notification process in place with our Council.  

Currently examining how Grenfell came to be in such a condition to allow the spread of 

the fire  Homepage | Grenfell Tower Inquiry 
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Compliance – Cornwall homes report by Pennington's - highlights importance of 

governance and relationship between the Council and its ALMO Microsoft Word - CHL 

Compliance Health Check Report_FINAL V1.0_June 2021 (cornwall.gov.uk) 

 

 

UK’s first National ASB week - (19 to 25 July)  

Colchester Borough Homes has taken part in the UK’s first ASB Awareness Week, 

organised by Resolve. Between 19-25 July, CBH held a week of action to create 

awareness of the actions they take to combat ASB. Working with partner organisations, 

the week of action had staff meeting local residents to discuss their ASB concerns. CBH 

were also recognised as runners up at Resolve’s Antisocial Behaviour Awards for their 

2019 Boxing initiative, Box Smart. 

  

For more information on antisocial behaviour awareness week, visit 

https://www.resolveuk.org.uk/asb-awareness-week/ 

 

 
Operational Updates 
 
Covid Road map – 19th July - re opened services, launch activities at Sheltered housing 

schemes, promoting events and services to help tenants break isolation, offices 

available working safely 

New flats at Creffield Road - CBC (Colchester Borough Council) mixed tenure 

development) and 4 family homes at Hardings Close, Aldham 

Project Aurora update 

o Phase 2b go live has gone well, delivered in a phased approach over the last 
2 weeks. Implementation completes 31st July. 

o The implementation of NEC (NPS) has been a huge success but the 
operational change in moving from one system to another has been 
problematic.    

o Once the implementation has concluded at the end of this month, the ICT and 
Business Improvement team will adopt their new structure.  A list of work is 
being prioritised and the team will start arranging to 
work with teams to assist with how the system is working and improvements.  

Elfreda House 

o Kier Appointed as main contractor, demolition to start in September, pre-work 
and teams being set-up in August 

STAR Survey is live – Standard resident survey (20% of tenants) and Stakeholder 

survey to help us develop new Strategic and Business plans 

Office accommodation review update 

o Tender package ready for 27th August. Expected Contractor appointment in 
November. Work expected to take 6 months; however construction start time 
to be agreed  

o Gosbecks will close (CBC using it as an interim). CBH have requested to 
terminate lease. 

o GLHO will be the CBH interim office for the organisation and WFH will remain 
in place.  
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o Other locations will be open to be used for team meetings and working as a 
team such as Community centres around the borough and venue’s such 
as COLBEA.  Good for the local economy.  

o F&A agreed budget of £150k. In-house (David S) design in order to meet 
deadlines. 

 

Developing Town centre drop in space One Colchester Community Hub (Long Wyre 

Street) with CBC and C360 

Garden competition - prize giving took place on 23 July 

Engagement with The Outhouse – particularly to help listen to views, and arrange 

LGBTQI+ training for CBH staff and to be more involved in Colchester Pride activities 28 

August 

TPAS workshops for residents to help understand better implications of Social Housing 

White paper and Regular/Ombudsman role  

 
 
 

The Board resolved to: 
i.NOTE the interim CEO Update  
 

5. 
 
5.1 
 
 
 
5.2 
 
 
5.3 
 
 
5.4 
 
5.5 
 
 
5.6 
 
 
 
 
 
 
5.7 
 
 

Celebration of Frontline Staff 

 
The Chair welcomed David Shipley to the meeting. He advised that David had been 
invited to celebrate his success with the successful Mercury Theatre Project which had 
been a 5-year long project.  
 
The Chair thanked David for his amazing work, which had been celebrated nationally 
and advised that he had done CBH proud.  
 
MB advised that she had lived in Colchester all of her life and the Mercury Theatre had 
been a big part of her life, and it was great to see it go from strength to strength.  
 
KS advised that it was a very impressive building.  
 
FM advised that she had been inspired when having a tour of the building and she had 
been impressed with the specialism of the works.  
 
The Chair invited DS to say a few words. DS advised that he welcomed the kind 
comments and that he was happy to be at the end of the project which was generating 
such positive feedback from staff and patrons of the theatre.  
He advised there had been a tremendous effort by the Design team at CBH, which had 
been supported by CBC and he also applauded the resilience of Phelan construction 
who had been on site everyday throughout the pandemic.  
 
The Chair expressed the Board’s heartfelt congratulations to David for an amazing 
achievement.  
 

The Board resolved to: 
i.NOTE the Celebration of Frontline Staff 

6 
 
6.1 
 
 

Focus on Frontline – Repairs team – Craig Lewis (electrical supervisor) 
 
Craig Lewis joined the meeting, highlighted her role and experiences and welcomed 
questions from the Board.  
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6.2 
 
 
 
 

DP asked Craig about the relationship with Colchester Institute as he had mentioned 
frustrations with the apprentice training course. CL advised that they had been 
experiencing problems with the apprentice attending classes and there has been no 
lecturer present. CL advised he should have been qualified by now, but this had been 
delayed to Christmas, but there was now liaison in place to ensure this happens.  
 
DP noted that Craig had been with the company for years and had qualified with CBH 
and recently was successful at securing a full-time post 
 
DP asked what he liked about the job – like meeting new people, resolving issues and 
helping people. I enjoy training people, working with Tom the apprentice an seen him 
grow and encourage him in the role. Gives me great job satisfaction.  
 
DP advised that CBH had high levels of satisfaction which demonstrated that Craig and 
the team must be really good with customers  
 
TB – thank you for your report – for us as a Board it is important to understand what your 
daily experience is. It is good to hear that as a company we are investing in you and in 
turn you are investing into the organisation with your experience and enthusiasm. Happy 
employees means happy customers. TB thanked Craig for everything that he did for the 
organisation.  
 
KL advise that the organisation was immensely proud of Craig as he had stepped up to 
manage a team that he had previously worked alongside and that was never easy. Over 
the last year the team had grown to respect Craig and his emphasis on quality to 
customers had been reflected in the feedback from CBH Customers. KL thanked Craig 
for his contribution to CBH.  
 
DP thanked Craig for attending the meeting and congratulated him on his recent 
promotion.  
 

The Board resolved to: 
i.NOTE the Focus on Frontline  
 
7. 
 
7.1 
 
 
7.2 
 
 
 
 
 
 
7.3 
 
 
 
 
 
 
 
 
7.4 
 
 
 
 
 

Annual Report – Equality and Safeguarding  
 
Andrew Harley introduced the report and highlighted the following  
 

CBH has continued to prioritise support for its most vulnerable customers (and staff) 
during this exceptional period. As part of our response to the continuing impact of the 
Covid-19 pandemic, we have further developed our partnership working and community 
engagement in order to advance our ‘equality objectives’ and to safeguard and promote 
the welfare of children and ‘adults at risk’. All services have contributed towards our 
response to date. 

Over the next year (2021-22) we aim to: develop our links with faith communities and our 
work with the University of Essex and local equality networks; complete our review of 
available housing specific accreditation schemes and benchmarking frameworks; publish 
a new combined (staff and customer) Domestic Abuse Policy; continue to ‘escalate’ 
referrals to social care in order to help safeguard our customers; further develop our 
programme of e-learning; continue to improve the use of customer intelligence data to 
help strategic planning and operational delivery.  
 
FM advised that she had noted the reduction in referrals of children and wondered if this 
had been a consequence of less face-to-face interaction with residents so less 
opportunity to see the risks? AH advised that this reduction was partly due to less home 
visits which was a concern, but largely the number was due to the fact there had been 
no evictions. Going forward AH advised he would be highlighting the process of referrals 
to staff as a reminder.  
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7.5 
 
 
 
7.6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.7 
 
 
7.8 
 
 
 
 
 
 

 
PG section 4 – grant funding and sla’s – wanted it to be noted that it doesn’t stop at the 
funding, but CBH carry on working and support these organsiations following the 
funding.  
 
TB asked about County Lines and child exploitation and what the process was for 
identifying these potential issues, was there training in place and did AH feel that training 
was up to date? 
AH advised that professional safeguarding training had been delivered to all front-line 
staff, CMT, Board Members and designated officers over the past year. This training had 
highlighted county lines and child exploitation as well as other areas. 
  
KL advised that with regards to county lines and child exploitation officers also picked up 
training with the Police and videos and these were shared in team meetings.  
 
KL continued that officers had continued to go into homes over the pandemic and 
especially in times of emergency this would often be associated with something that had 
gone on in the home, so was a useful pick-up point to raise a concern.  
 
NC advised he wished his thanks to be noted to Andrew as to see where CBH were now 
in terms of works that had been carried out was tremendous.  
 
DP asked regarding the increase suicide rate in males – how was AH attempting to 
address this? Suicide prevention protocol and adapting eLearning modules so it includes 
our processes and roll out to staff in the next three months to highlight this issue 
 
Cllr Ellis left the meeting  

The Board resolved to: 

i.APPROVE the annual report 
8 
 
8.1 
 
 
8.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8.3 
 
 
 
 
 
 
 
 

Annual Report – Health and Safety & Health and Safety Policy Statement 
 
David Barthram introduced the reports and welcomed questions from the Board  
 
DP asked what the action plan was going forward with regards to electrical compliance?  
KW advised that CBH had recently recruited a compliance officer as CBH were unable 
to gain access to a high number of properties and there was a 6-month programme in 
place to ensure action would be taken.  
 
KL reminded the Board the Councils Electrical Safety and testing policy (approved 2018) 
sets out guidelines to move to a position where we ensure fixed electrical installations 
are inspected every 5 years/at change of tenancy, in order to minimise risk of fire, injury 
or death (Electrical Safety and Testing Policy ) She advised that members would see in 
the quarterly Health and Safety report at Item 9 the Electrical Compliance Scorecard 
sheet which provided a clearer picture of where CBH were.  
 
It had been noted at Finance and Audit Committee that 2 staff had been recruited to get 
into the ‘no access’ properties and that CBH now had in place extra support from 
agencies who will support them getting into properties where there were issues such as 
hoarding.  
 
FM advised that she would appreciate a direction of travel indicator on the H&S reports 
in the future for Board to identify potential concerns with regards to compliance. She also 
added that she would like to see some trend context added around the near misses to 
again identify if there were concerns in certain areas.  
KB advised members that Housemark were considering in there forward planning to 
benchmark and include data on near misses across the sector which would provide the 
Board with a national picture too.  
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8.4 
 
 
 
 
 
8.5 
 
 
8.6 
 
 
 

MB asked about the incidents recorded in sheltered schemes and whether this had 
increased since last year due to access issues and staff not being on site. DB advised 
that CBH had seen an increase in sheltered schemes and there had been an increase in 
near miss fires, which caused minor smoke damage.  
 
KS asked about the e-learning training and whether this on target for roll out. DB advised 
there was an action plan to monitor compliance on roll out.  
 
DB addressed questions that had been sent to him prior to the Board  
 
Staff working from home – DB advised that all equipment had been supplied to staff to 
be able to work from home following last years DSE assessments. He advised that he 
was in the process of issuing new DSE self-assessments across the organisation to 
monitor and address any needs.  
 
Overdue fire actions – DB advised that a new member of staff was in place to monitor 
the compliance and action overdue actions. He had monthly meetings in place with 
Asset Management team to monitor issues and actions and further training was being 
provided to staff on site at the Cannons and well as Visiting Officers.  
 
 
 
 

The Board resolved to: 
i.APPROVE the Health and Safety Annual Report  

ii. APPROVE the Health and Safety Policy Statement subject to minor improvement  
 
 
10. 
 
 
10.1 
 
 
 
10.2 
 
 
 
 
10.3 
 

Finance & Audit Chairs Report (incl end of year accounts and governance 
statement and 5- year plan)  
 
FM advised that the Finance and Audit Committee had been pleased with the view of 
both the external and internal auditors and wished to express their thanks to the Finance 
Team for time. 
 
Comments were received from members that it was very difficult to approve the 5-year 
plan when it exhausted the reserves by 2025/26 and this would need to be discussed 
through the management agreement liaison meetings with CBC.  
 
It was also noted that the pension deficit increases and the strategy going forward would 
need to be taken offline for discussion and form part of the strategic working group 
conversations  
 
Actions 
CG and KL to speak with CBC as to how CBH manage the defined benefit pension 
going forward, as this is still open to new members, and to report back to F&A 
 
Strategic working group to agenda this for discussion with regards to the political 
elements.  
 
 

The Board resolved to: 
i.APPROVE the end of year accounts 
ii.APPROVE the refurbishment of Rowan House  

iii.Not Approve the 5-year business plan at this stage until discussions had been resolved with 
CBC 
 

13. 
 

Social Housing White Paper Update 
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13.1 
 
 
 
 
13.2 
 
 
13.3 

KL introduced the paper and advised that the update was to provide the Board with an 
overview on the work to date to review the Social Housing White paper, which   
Included joint work with CBC and progress/gap analysis with reference to responsibilities 
under the Code of Governance  
 
She advised that the action plan would be updated regularly and provided to the Board 
through progress reports. 

 
The chair advised he appreciated the report and was please to see CBH providing the 
high level of accountability. 
 
There were no questions received form the Board  
 
 

The Board resolved to: 

i.NOTE the Social Housing White Paper Update 
 

14. 
 
14.1 
 
 
14.2 
 
 
 
 
 
14.3 
 
 
14.4 
 
 
14.5 
 
14.6 
 
 
14.7 
 
 
 
 
 
 
 
 
 
 
 
 
14.8 
 
 
 
 
 

Customer and Engagement Report  
 
PG introduced the report and welcomed any questions from the Board, to which none 
were received.  
 
ND advised members that residents in the Greenstead estate had started to receive 
letters regarding their kitchen refurbs and the feedback was that they were really 
pleased with the quality of kitchen they were being offered. The comments received 
were they felt they were not being treated as social housing tenants and this provided 
them with something to be proud of in their homes.  
 
ND continued that electrical inspections were happening and she had been booked in for 
hers and added that the team were really nice and very helpful.  
 
ND wanted it to be noted that Mark Healy, Resident Engagement Officer, was leaving 
the organisation and that he would be greatly missed by the residents.  
 
Customer Experience - Complaints Feedback Interview with Mr Ingram 
 
The Chair welcomed the honesty and transparency of the interview and for sharing with 
the Board, as it was important for them to see the bad as well as the good.  
 
FM asked how the board could be assured that this was not a common occurrence of 
issues being raised and not receiving feedback? 
 
KL advised that CBH had few complaints regarding service so when things did go wrong 
it was important to put it right as quickly as possible. She added that lessons learnt had 
been identified.  
KL advised that she had since spoken to Mr Ingram and the works had been completed 
and he had advised that he expressed a wish to become an involved tenant as he 
believes that CBH were a good landlord and he is keen to CBH to learn from the 
experience.  
Key takeaway was communication – this was a complicated job, so comms between 
several parties and not keeping Mr Ingram up to date.  
 
NC advised that CBH needed to be able to recognise what a complex issue is and 
identify a lead officer to liaise between contractors and resident. KL advised new formed 
Customer experience team through the restructure to coordinate and liaise with 
residents.  
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14.9 
 
 
 
 
14.10 
 
 
 
14.11 
 
 
14.12 
 
 
 
 
14.13 
 
14.14 
 
 
 
 

ND advised that she had always found the repairs service to be excellent and would give 
them 100% rating. PG echoed Nicola’s comments and advised she had experienced 
communication issues due to annual leave but the works carried out were fantastic and 
was highly satisfied. She advised that Mr Ingrams complaint was not typical.  
 
TB far fewer complaints lately, may have more when we have the kitchen replacements 
going in – contractors pass on information that is not correct on what CBH are proving 
and not providing which sets off conversations amongst residents.  
 
KL advised that that feedback that she had received from residents recently had been 
superb.  
 
KB advised that the standard of kitchens were the same as a new build site – and 
Seagers were the contractor who were based in Hadleigh, the benefit of a local firm and 
easier to manage – know our tenants, know how to work with our customers and know 
our properties.  
 
TB congratulated the team on the bathroom and kitchens at the new Creffield Road site.  
 
KB advised that with regards to the complaint the organisation had recognized there 
could be communication issues and the new NPS system would help to support that. 
There were new developments to put in place a contractor portal to provide CBH with 
updates – so when customers log into their accounts they would see information about 
that job too.  
 

The Board resolved to  
i.NOTE the customer engagement report  
ii.NOTE the customer experience interview  

15. 
 
15.1 

Leadership Plan Review  
 
DP asked the Board to note the progress made against the Leadership Plan as detailed 
within the covering report and updated action plan.  
 

The Board resolved to: 
i.NOTE the progress made against the Leadership Plan  
ii.NOTE the extension of the deadline in 1.4 from September 2021 to March 2022. 
 

16. 

 
16.1 

CBC/CBH Management Agreement actions progress  
 
KL asked the Board to note the progress on CBC/ CBH Management agreement actions 
as detailed in her report. 
 

The Board resolved to: 
 
i.NOTE the progress on CBC/ CBH Management Agreement Schedule of actions 

 
17. 
 
17.1 
 
 
17.2 
 
 
 
17.3 

Matters for escalation (Risk Register) 
 
DP requested that a risk around communications management should be added to the 
risk register. 
 
It was discussed that the risks around electrical inspections being ‘red’ are already 
covered by the compliance risks monitored by F&A. It was noted that we are legally 
compliant.  

 
KS confirmed that the fire risk actions are covered under the current operational risk 
register. 
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Action Tracker 
 
 

Item Action  Who By When  Complete 
10.2 5 Year Business Plan to be re-

presented to the Board following 
Management Agreement 
discussions with CBC 

 
MA/CG 

 
Board Update 
in November  

Will be Agenda 
Item for F&A in 
October  

10.3 CG and KL to speak with CBC 
as to how CBH manage the 
defined benefit pension going 
forward, as this is still open to 
new members, and to report 
back to F&A 
 

 
CG/KL 

 
20/10/2021 

 
Will be Agenda 
Item for F&A in 
October  

10.3 Strategic working group to 
agenda Pension Scheme for 
discussion with regards to the 
political elements.  
 

 
PS/DP 

 
October 2021 

 
Will be Agenda 
Item for Group in 
October 

 
 

Colchester Borough Homes Board Meeting Page 11 of 49



 

COLCHESTER BOROUGH HOMES  

Wednesday 22 September 2021 

 

 
Report Title Consent Agenda – 0002 Data Retention Policy 

Author Gerardine Murphy, Head of ICT & Business Intelligence 
gerardine.murphy@cbhomes.org.uk 
 

Report Objective: To present the new data retention policy for approval. 
 

Matters to 
note/Exception 
Highlights 

The Director of Business Improvement has been nominated as the Senior 
Information Risk Owner on the advice of the joint CBH/CBC Data Protection 
Officer.  

Sensitivity Commercial  Action Assurance  

Confidential  Noting  

Open ✓ Approval ✓ 

   

Recommendations 

Board is asked to APPROVE the Data Retention Policy set out at Appendix 1. 
 

Executive summary 
 
Both the CBH/CBC management agreement and CBH’s Service Level Agreement with the CBC ICT 
service contain a requirement to adhere to the relevant CBC ICT and information governance policies.  
 
Following a recent CBC audit, a recommendation was made that CBH should have their own Data 
Retention Policy so it can be applied to individuals and organisations which have a direct relationship to 
CBH but not necessarily to CBC (for example, CBH employees and suppliers). 
 
Notable differences between the CBC and CBH policies are outlined on page 9 of the draft policy. 
 
Implications: 

 

Strategic Plan  Value for Money & Technology Plan 

Regulatory/Legal 
 

Data retention policy relates to obligations data protection & information legislation 
(GDPR, Data Protection Act, Freedom of Information Act etc.).  

Financial/Budgetary N/A 

Health & Safety N/A 

Risk Assessment  ICT risk register 
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2 
 

Human Resources N/A 

Equality and 
Diversity  

All draft policies reviewed by Equality & Diversity Officer 

Value for Money N/A 
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Data retention policy 

 

 
Author:  Andrew Harley, Data Officer 

 

 

 

Draft Version 1.0 

September 2021 
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Building Trust • Delivering Tenant Led Services • Commitment to our Communities 
 Delivering Professional Services • Providing Value for Money 

Data Retention Policy – September 2021   2 

Glossary  

Controller A controller determines the purposes and means of 
processing personal data. 

Data 
Processing 

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

Data 
Protection Act  

The Data Protection Act 2018 updates the original Act of 
1998, complementing (and diverging from) the GDPR.  

Data 
Protection 
Leads  

The strategic lead for data protection is the appointed 
member of the Corporate Management Team; the 
operational lead is the acting Data Officer.  

DPO The Data Protection Officer is a statutory role responsible 

for overseeing data protection strategy and implementation 
to ensure compliance with the requirements of the GDPR 
and other relevant data protection legislation. CBH and 
CBC currently have a joint DPO. 

Data 

Retention  

Data retention defines data and records management for 

meeting legal and business data archival requirements. 

Data Subject The person about whom data is held.  

GDPR/ UK-
GDPR 

The General Data Protection Regulation/Regulation (EU) 
2016/679 came into force in May 2018, governing the 
collection and processing of personal data. When the UK 
left the EU (January 2021), the Government published an 
update to the DPA 2018 called the ‘Data Protection, 
Privacy and Electronic Communication’ and revised EU-
GDPR to become UK-GDPR. 

FoI Act  Under The Freedom of Information Act 2000, public 

authorities are obliged to publish certain information about 
their activities and members of the public are entitled to 
request information from public authorities. 

EIRs  Under The Environmental Information Regulations 2004,  

public authorities must make environmental information 
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Building Trust • Delivering Tenant Led Services • Commitment to our Communities 
 Delivering Professional Services • Providing Value for Money 

Data Retention Policy – September 2021   3 

Glossary  

available proactively, and members of the public are 
entitled to request environmental information from public 
authorities. 

ICO The ICO is the UK's independent body set up to uphold 

information rights. It is the statutory regulator.  

Information 

Asset Owner  

The person responsible for managing the risks to personal 

information and business critical information held within a 
department. 

Information 
Asset Register 

A mechanism for understanding and managing an 
organisation’s assets and associated risks. 

Personal Data Personal data is defined as data relating to a living 
individual who can be identified from that data, or from that 
data and other information which is in the possession of, or 
is likely to come into the possession of, the data controller.  

Processor  A processor is responsible for processing personal data on 

behalf of a controller. 

ROPA Records of Processing Activities are an accountability 

measure brought by Article 30 of the GDPR which requires 
businesses and organisations to document personal data 
flows that occur within the company. 

SIRO  The Senior Information Risk Owner has overall 

responsibility for managing the risks to personal 
information and business critical information.  

Sensitive 
Personal Data 

Personal data revealing racial or ethnic origin, political 
opinions, religious or philosophical beliefs, or trade union 
membership, and the processing of genetic data or 
biometric data for the purpose of uniquely identifying an 
individual; data concerning health or data concerning an 
individual’s sex life or sexual orientation. 
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1. Introduction and purpose 

Colchester Borough Homes (CBH) is a limited company set up, and wholly 
owned by, Colchester Borough Council (CBC). CBH operates on behalf of 
CBC. 

At CBH we collect a variety of information including personal, operational and 
commercial data. Under data protection legislation we act both as controller 
and as processor of personal data. The two organisations collaborate closely 
on data protection to ensure that all personal data is handled lawfully and 
correctly. 

This policy outlines the guiding principles and key arrangements around the 
retention, archiving and destruction of personal data. This includes data on its 
current, past and prospective employees, its tenants, leaseholders and other 
customers, and also on its suppliers, contractors, partners and others. 

We fully endorse and adhere to the principles set out in the Data Protection 
legislation (Data Protection Act 2018 and the UK General Data Protection 
Regulations). This retention policy and the procedures set down in it are 
reviewed annually to ensure that we comply with the requirements of Article 5 
(e) of the UK GDPR, ‘kept in the form which permits identification of data 
subjects for no longer than is necessary for the purposes for which the 
personal data are processed’. 

The purpose of this policy is to ensure that: 

• crucial records can be located and retrieved as required 

• records are kept in accordance with legislation 

• records are kept in accordance with business requirements 

• the best use is made of available storage facilities 

• the medium used for each record is the most appropriate. 

This policy should be read in conjunction with CBH’s Data Protection Policy. 

2. Data retention 

2.1  Our approach 

We will ensure that all personal data is retained and disposed of correctly. For 
the purposes of this policy, personal data can be held in any medium 
including, but not exclusively, paper documents or files, electronic images and 
documents, emails, data records within an electronic dataset, other images, 
video and audio recordings. 

In addition to meeting the requirements of Data Protection legislation, The 
Freedom of Information (FoI) Act and the Environmental Information 
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Regulations (EIR) require us to maintain records management practices that 
enable us to respond to requests for information as soon as possible and at 
the latest within 20 working days. 

The Retention Schedule is incorporated into CBH’s operational Record of 
Processing Activity (ROPA). This is a control document which includes 
applicable retention periods of Personal Data in order to meet the operational 
needs of CBH, and to comply with legal and other requirements including 
Article 5 (GDPR). It includes data classification, deletion process and data 
storage tools as well as other relevant information and the retention and 
destruction of data is monitored for compliance. 

2.2  Relevant principles 

Whenever retaining or disposing of personal information CBH will ensure that: 

• Personal data is retained only for as long as necessary 

• Data is disposed of properly 

• All personal data is processed in accordance with the rights of the 
individual concerned 

• Security is maintained at all times; 

• The movement of personal data is done in a lawful way, both inside 
and outside CBH, and that suitable safeguards exist, at all times. 

2.3 Defining retention periods 

There are a number of considerations that must be made when deciding upon 
an appropriate retention period: 

• Statutory: Some retention periods are governed by statute, for 
example the ‘Health and Safety at Work Act 1974’ and ‘HMRC VAT 
Notice 700/21 (relating to keeping VAT records). It is essential that any 
relevant statutory provisions are taken into account when deciding 
upon a retention period. 

• Civil Action: Personal data must be retained where it may be needed 
to defend possible future legal claims. However, linked information that 
could not possibly be relevant to any claim must not be retained. 
Personal data must be deleted when a claim could no longer arise. The 
Limitation Act 1980 imposes various time limits for the taking of legal 
action. 

• DPA, FoI and EIR: If a request for information is made where the 
records holding that information are due to be destroyed, the 
destruction of these records must be suspended. 

• Data Protection Act: The Act does not specify retention periods. It 
does however state that where other statutory record retention 
provisions exist these take precedence. Data controllers are 
responsible for implementing the DPA and must decide for how long 
personal data is retained, taking into account the Data Protection 
Regulations, business needs, other legal requirements, any 
professional guidelines, and best or common practice. 
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• Historical and research: There may be good grounds for keeping 
personal data for historical, statistical or research purposes. 

There is no requirement to keep records of material routinely discarded in the 
course of any administrative activity such as duplicates, leaflets or other 
publicity material, rough drafts or ephemera such as sticky notes. 

It is an offence to destroy, delete or amend records or data in order to prevent 
or attempt to prevent the release of information requested under the Freedom 
of Information Act or the EIR. 

Where the records holding the information requested have been destroyed in 
accordance with the retention schedule, we have a duty to explain why the 
information is no longer held. 

2.4 Roles and Responsibilities 

Colchester Borough Homes will ensure that: 

• 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 

• Members of staff have access only to personal information relevant to 
their roles 

• A record of personal data processing is kept and maintained which will  
include data classification. 

All managers and staff will ensure that: 

• Paper files and other records or documents containing personal and/ or 
sensitive data are kept securely and destroyed securely 

• All personal data is kept in accordance with CBH’s retention schedule 

• Where there is uncertainty around a retention matter, advice will be 
sought from the Data Protection Officer 

• The retention Schedule reflects current legislative requirements for 
documents and records in their care 

• The retention of documents and records is fully defined 

• Records are accessible and made available when necessary so that 
information requests can be responded to promptly 

• Records and documents are destroyed or deleted at the end of the 
retention period in a secure way 

• Records are held in accordance with the Data Protection and Freedom 
of Information Acts and any other relevant provisions. 

All contractors, consultants, partners or other servants or agents of CBH must 
provide assurance relating to their compliant destruction of personal data and, 
when requested, allow CBH to audit the protection of data held on its behalf. 

The Data Protection operational lead (Data Officer) wlll: 
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• Support Asset Owners in adhering to the Retention Schedule and 
keeping accurate records. 

• Report on the monitoring of retention schedules to the Data Protection 
Officer 

The Data Protection strategic lead will: 

• Oversee the implementation of this policy. The CBH strategic lead is 
the Head of ICT & Business Intelligence. 

CBH’s Data Protection Officer is responsible for: 

• Advising CBH and its staff on matters relating to the retention and 
destruction of personal data. 

The SIRO (Senior Information Risk Owner): 

• Has overall responsibility for managing the risks to personal 
information and business critical information. The CBH ‘SIRO’ is the 
Director of Business Improvement. The CBH Board will have a regular 
opportunity to oversee data protection compliance management on the 
principal advice of the SIRO. 

3. References 

Data Protection, Privacy and Electronic Communication/ UK-GDPR (General 
Data Protection Regulations) 

Freedom of Information Act 2000 

Environmental Information Regulations 2004 

4. Related documents 

CBH Data protection policy 

CBH Risk management policy 

CBH Whistleblowing policy 

CBH ICT acceptable use policy (internal) 

CBH Information Security Policy 
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Document control sheet 

Title Data Retention Policy – September 2021 

File location https://colchbh.sharepoint.com/sites/fnc/corpdoc/PolDevLib/

CBH Data retention policy.docx 

Consultation  Corporate management team 

Data Protection Officer  

Approved Board [Last Agreed (Full)] 

Next review 01/09/2022 

Circulation 
method 

SharePoint, website   

Equality 

Impact 
Assessment 

Required Yes Latest 01/06/202

1 

Review 

due 

30/06/2

024 

 

Document amendment history 

Version  Type  Date Notes 

1.0 New   September 

2021 

New policy is based on CBC’s retention 

policy with some notable changes/ 
additions: 

In 2.1, it has been made clear that the 
Retention Schedule is not a standalone 
document but is part of the operational 
Record of Processing Actvity which is 
currently the 365 Solutions IAR 
(Information Asset Register). 

In 2.4, reference has been made to the 
roles of CBH strategic and operational 
leads, Senior Information Risk Officer 
(SIRO) and Board.   
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2. CEO Introduction
To Note
Presented by Philip Sullivan



 

3. CEO Verbal Update
To Note
Presented by Philip Sullivan



 

4. Strategic KPI's/metrics
To Approve
Presented by Philip Sullivan



 

COLCHESTER BOROUGH HOMES BOARD 

Wednesday 22 September 2021  

 
Report Title   0004 Strategic KPIs & Metrics 

Author Philip Sullivan, Chief Executive  

Report Objective: Subject to any comments or suggested amendments, for Board to decide 
on a suite of strategic metrics to be reported at each Board meeting. 

 
 
 
Link to Consumer 
Standard 
objective 

Tenant involvement and empowerment ☒ 

Home ☒ 

Tenancy ☒ 

Neighbourhood and community ☒ 

Sensitivity Commercial  Action Assurance  
Confidential  Noting  

Open ✓ Approval ✓ 

 
Recommendation: 
The Board is asked to REVIEW the set of draft strategic metrics set out at appendix 1 and, 
subject to any comments and refinements, AGREE to routine reporting of these metrics at each 
Board meeting.   
 

Executive summary 
 
Directors are recommending a suite of strategic metrics to be reported to Board at each of its 
meetings. The purpose of reporting the metrics is to provide Board members with a high level 
strategic overview of CBH’s financial, service and compliance performance in one report.  
 
Subject to agreeing to receive the strategic metric report, Board is asked to note that the intention 
will be for the cover report to provide highlights and lowlights of performance since the previous 
Board meeting with only key points for Board consideration being included.  
 
More detailed KPI reporting (for example the previously reported Performance Pack) will continue 
to be available for Board members wishing to review it in the Library on Convene.  KPI’s linked to 
the current Strategic Plan will continue to be available as part of the Performance Pack with an 
outcome report being presented to Board following year end.  Operations and Performance 
Committee will also review more metrics at its meeting escalating any matters to Board as it 
considers appropriate. 
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Implications: 
 

Strategic Plan  Metrics of relevance to the new Strategic Plan currently being 

developed will be established and, subject to Board’s agreement, 

incorporated into the Performance Report going forward.   

Regulatory/Legal 
 

The proposed strategic metrics include key areas of compliance.  In 

addition, the metrics incorporate the medium term delivery KPI’s.   

 

Once agreed by Government and the Regulator of Social Housing 

it is anticipated that some metrics arising from the Social Housing 

White Paper will be included in the report.   
Financial/Budgetary It is being recommended that key financial metrics be included in 

performance reporting going forward.   

Health & Safety 
The proposed strategic metrics include key areas of compliance. 

Risk Assessment  Risks will be picked up in the cover report presented to Board with 
the metrics performance.   

Value for Money Strategic metrics linked to VFM are incorporated into the draft suite 

of metrics for consideration by Board.   

Environmental and 
Sustainability  

It is possible over time that metrics such as the average Energy 

Performance Certificate rating of CBH’s properties could be 

included as strategic KPI’s.   

 

 
1. Background 
 
1.1 This report and the proposal for a set of strategic metrics to be reported to Board follows 

discussions between the Chair of the Board and Chief Executive.  The purpose is to enable 
the Board to have effective oversight of CBH’s strategic performance.   

 
 
2. Current Position 
 
2.1 Set out at Appendix 1 are draft strategic metrics that are being recommended by Directors 

for routine reporting to Board.  The metrics are broken down between financial/VFM, service 
and compliance.  The medium-term service agreement KPI’s linked to CBH’s management 
agreement with Colchester Borough Council (CBC) are incorporated and highlighted with a 
*.  

 
2.2 The proposal, as included in the draft template at appendix 1, is that performance for the 3 

months prior to the respective Board meeting and year to date will be provided along with 
the target for the current year and last year’s performance against each of the metrics.   
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2.3 The principle behind reporting each of the proposed metrics is that a failure to perform to an 
acceptable level against any of them would lead to either a financial, regulatory or legal issue 
or a breach of the management agreement with CBC.     

 
2.4 Board is asked to review the set of draft metrics and comment on any metrics that it would 

like to be added to those proposed or any that it would like to be removed.  Subject to this, 
Board is asked to note that reporting on performance against each of the agreed metrics will 
commence at the November Board meeting. 

 
2.5 It is being proposed that the new suite of strategic metrics replace the previous Performance 

Pack reported to Board.  The Performance Pack, that would be due next for reporting at the 
November Board meeting, has been linked primarily to delivery of the medium term delivery 
plan and these KPI’s have been incorporated into the proposed strategic metrics.  The more 
detailed Performance Pack report will continue to be available in the Convene Library for 
any Board member wishing to review it.  KPI’s linked to the current Strategic Plan will 
continue to be available as part of the Performance Pack with an outcome report being 
presented to Board following year end.  In addition, Operations and Performance Committee 
will review more metrics at its meetings escalating any matters to Board as it considers 
appropriate. 

 
2.6 The intention is that the strategic metrics will be provided as a 1 to 2 side appendix with a 

brief cover report at each Board meeting.  The cover report will focus on highlights, lowlights 
and areas of risk arising from current performance.   

 
2.7 Metrics arising from the new Strategic Plan will be reported with the updates on progress in 

delivering strategic plan actions from April 2022.   
 
2.8 It is recognised that CBH’s priorities and risks will evolve over time and that performance 

reporting must be dynamic to respond to this.  It is anticipated, for example, that metric(s) 
set by the Government or Regulator of Social Housing arising from the Social Housing White 
Paper or those currently being considered by Housemark linked to the Building Safety Act, 
could be relevant for inclusion in the future.   Hence it is anticipated that the report will evolve 
over time and as agreed by Board.   

 
3. Appendix 
 
3.1 The following document is appended to this report: - 
 
 • Appendix 1 – draft suite of strategic metrics for reporting to Board. 
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Appendix 1 – Draft Suite of Strategic Metrics 
 

Strategic 
Area 

Metric Measure 
Performance 

Target 
Jun Jul Aug 

21/22 
YTD 

20/21 

Financial/ 
VFM 

Rent collection*  %       

Variance to approved agreed annual budget %       

Design and construction management income 
variance against budget 

%       

Asset management fee income variance against 
budget  

%       

Void loss  £       

Tenant rent arrears  %       

Leaseholder service charge arrears %       

Overhead costs as a % of turnover %       

 

Service Satisfaction with the landlord* %       

Households where homelessness has been 
prevented, relieved or main duty accepted* 

No       

Repairs completed on time* %       

Relet (general needs) * Days       

Capital programme elements completed on time* %       

Corporate property repairs completed on time*        

Satisfaction with outcome of a complaint        

MP and Councillor enquiries responded to on 
time  

%       
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Strategic 
Source 

Metric Measure 
Performance 

Target 
Jun Jul Aug 

21/22 
YTD 

20/21 

Compliance  Domestic boilers with a valid LGSR* %       

Communal boilers with current CP16 %       

Blocks with current FRA (general needs)  %       

High risk FRA actions overdue (general needs) No       

Sheltered schemes with current FRA %       

High risk FRA actions overdue (sheltered) No       

Blocks with a current (within 5 years) EICR %       

Domestic properties with a current (within 5 
years) EICR 

%       

Blocks with a current asbestos survey %       

Domestic properties with a current asbestos 
survey 

%       

Blocks with current water risk assessment 
(general needs) 

%       

Blocks with current water risk assessment 
(sheltered) 

%       

Number of safeguarding incidents  No       

Data breaches  No       
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5. Asset Management Strategy –
Principles
For Discussion
Presented by Matthew Armstrong



 

COLCHESTER BOROUGH HOMES BOARD 

Wednesday 22nd September 2021 
 

 

Report Title 0005 Asset Management Strategy - Principles 

Author Matt Armstrong, Director of Business Improvement 
Matthew.armstrong@cbhomes.org.uk 

Report Objective: To introduce the updated Colchester Housing Asset Management 
Strategy (AMS) and to discuss and note the principles the strategy is 
based on.  

Matters to 
note/Exception 
Highlights 

The strategy is currently in draft and the Portfolio Holder has delegated 
authority from Cabinet to sign off the document by December 2021.  

Link to Consumer 
Standard objective 

Tenant involvement and empowerment☒ 

Home☒ 

Tenancy☒ 

Neighbourhood and community☒ 

Sensitivity Commercial ✓ Action Assurance  
Confidential  Noting ✓ 

Open  Approval  

 

Recommendations 
 
The Board is asked to DISCUSS the AMS principles, providing feedback for the authors and 
Portfolio Holder to consider. 

 

Executive Summary 
 
Asset management is about the understanding, long term planning, provision, and sustainability 
of the Council’s housing assets.  The AMS is currently in draft form and, once a more advanced 
version has been prepared by CBC then it can be made available for any Board member wishing 
to review it in detail.  Board is being asked to comment on the principles of the draft AMS.   
 
The draft AMS embraces the principles of effective asset management, recognises the importance 
associated with maintaining effective stock condition and attribute information, the assessment of 
stock viability and future options for poorly performing stock, effective procurement, the value of 
an established relationship between the maintenance and management functions, and the 
effective delivery of the works programmes required to keep the stock in good condition. 

Colchester Borough Homes Board Meeting Page 32 of 49

mailto:Matthew.armstrong@cbhomes.org.uk


 

Implications:  
 

Regulatory/Legal 
 

The AMS covers a wide range of government legislation and regulations.  
The performance management framework monitors adherence and 
compliance. 

Financial/Budgetary The AMS is developed in conjunction with the HRA Business Plan, which 
sets out how the deliverables will be funded.  The cost of the AMS is 
forecast through scenario based accounting and monitored annually at 
budget setting every November. 

Health & Safety All works are covered under Health and Safety regulations and 
addressed at programme and project level. 

Risk Assessment  The AMS covers a wide range of works and so is linked to a number of 
risks in the strategic and operational risk register.  Two prominent risks 
include… 
 
Risk 261 - Health and Safety risk to customers and public including 
unintentional breaches of legislation / best practice, exposure to 
hazardous substances, failure to maintain housing stock and public 
buildings to safe standard. 
 
Risk 571 – Poor procurement or management of contracts and SLA’s not 
delivering VFM 
 
A number of new and emerging risks have also identified some 
challenges in the short term within the labour and supply chain as well as 
material shortages. Short term risks are covered within the programmes 
and projects of the AMS. 

Human Resources Resourcing the AMS requires suitable trained staff across a broad 
spectrum of disciplines, employed both through the Management fee and 
project-specific budgets.  Sub-contracting is used where specialisms are 
not currently available in-house. 

Equality and 
Diversity  

The AMS has an impact assessment (EqIA) applied which is updated 
every 3 years.  Individual projects also conduct impact assessments. 

Value for Money The Housing stock is the Council largest asset and ensuring value is 
achieved throughout the AMS is key to ensure the stock is maintained 
well and the delivery is maximised. 

Environmental and 
Sustainability  

All works within the AMS consider the environmental impact and their 
contribution towards the Council meeting its carbon net zero targets.  The 
delivery of carbon saving measures starts in the planning and 
procurement of contracts and this strategy addresses the works and 
budget required for the stock to reach carbon net zero by 2050. 
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1. Background  
   
1.1 The Asset Management Strategy (AMS) is a Council document written by Ridge and 

Partners and co-authored by CBC and CBH officers.  The AMS forms the basis for long-
term planning and procurement allowing the provision and sustainability of the Council’s 
housing stock.  This will be Colchester’s fourth strategy since 2010 and is set over a 5 year 
period. 

 

   
1.2 The housing stock represents the Councils highest value asset and its repair and 

maintenance its largest liability. The property owned is worth many millions of pounds, 
either as capital assets or as revenue generating assets and therefore planning for its 
sustainable future is important. 

 

   
1.3 The main driver is to retain 100% of the housing rental income locally, to maintain stock 

decency and to start to invest in other programmes identified in the AMS while at the same 
time servicing debt incurred through the Housing Revenue Account (HRA).  Both inflation 
and borrowing costs have an impact on the assumed level of resources available to fund 
the stock investment programme which is monitored and reported to Cabinet annually 
(January).     

 

   
1.4 The purpose of the AMS is to record Colchester’s current position in relation to its housing 

stock and set out a number of key actions that will further improve service and operational 
delivery, together with informing future investment decisions.  

 

   
1.5 The priorities for the AMS are listed at item 3.2 of this report. These priorities will need to 

be scenario tested to ensure that they are viable and deliverable within the framework of 
the AMS and the HRA Business Plan before being finally approved by the Portfolio Holder. 

 

   

2. Forming the Strategy  
   
2.1 Following the Grenfell tragedy in June 2017, national policy around social housing has 

gained significant focus over the last few years. This has culminated in a number of key 
documents affecting the investment and management of the housing stock including: 
 

• ‘The Charter for Social Housing Residents’ a white Paper published in November 2020. 

• The Building Safety Bill, introduced to Parliament in July 2021 and expected to gain 
Royal Assent by July 2022. 

• The Fire Safety Act 2021 
 
There is clear guidance within these documents about the direction of travel for social 
housing providers, including increased accountability around fire safety and compliance, 
improved standards and greater regulation.  

 

   
2.2 Further national developments will focus on the review of the Decent Homes Standard that 

sets the minimum standards for council owned homes. This is expected to report in 2022 
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and to focus on how councils impact on wider “place” and community across their stock and 
the delivery of measures to improve energy efficiency across all council owned stock.  

   
2.3 Council owned stock will also be subject to the wider national policy statements around 

energy efficiency as well as the local declaration of the climate emergency. To meet national 
carbon targets all housing, including council housing, must meet net zero carbon levels by 
2050. There are ongoing national discussions regarding how this will be funded as well as 
whether the technology is available to deliver this.  An environmental strategy will form part 
of the AMS and a software package has been purchased to provide cost based scenarios 
based on our current Energy Performance Certificate (EPC) data. 

 

   
2.4 The Asset Management Strategy should be read alongside other key CBC / CBH 

documents including:- 
 

• The Housing Revenue Account 30 year Business Plan 2021 – 2051 
The business plan is being updated in conjunction with the AMS and will be presented 
to Cabinet in November 2021. 

 

• The Council’s Housing Strategy 2015 – 2020  
The update of this was postponed due to the pandemic and is currently being consulted 
on. 
 

• The CBH Medium Term Delivery Plan 2017 – 2022 
The MTDP will be updated alongside the new CBH Strategic Plan 2022 - 2027 

 

   
2.5 Both CBC and CBH recognise that residents play a central role in future policy setting and 

to that end both tenant and leaseholder representation has been consulted during the 
production of this strategy. The imminent results of the STAR survey will also contribute 
towards the overall consultation. 

 

   

3. The AMS Purpose and Strategic Priorities  
   
3.1 The purpose of the AMS can be summarised as follows: 

 

• To define Colchester’s position with regard to asset management and how this aligns to 
core business objectives; 

• To define needs, future trends and changes influencing these; 

• To define the stock, its condition, use and required re-investment over the next 30 years; 

• To identify the risks and issues relating to the housing assets and how these may be 
reduced; 

• To define the methodologies and implementation processes for the strategy; and 

• To establish frameworks and templates for monitoring, recording and evaluating 
performance. 
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3.2 The proposed strategic priorities of the AMS are:  

 
1. Respond to the climate emergency by achieving net zero carbon by 2030 

• EPC Rating of a Band C across the general needs stock by 2035 with a minimum 
of Band C by 2030 for fuel poor households 
 

2. Environment and sustainability embedded in all housing services 

• Fleet vehicles moved to electric by 2030 

• All decisions to include an environmental impact assessment 

• Staff training 

• Tenant training – sustainable living, low carbon residency 

• Minimise environmental impacts (contractors waste plans, materials specified) 

• Build to Future Homes Standard 2025 
 

3. Clean green neighbourhoods and urban spaces 

• Are located in well managed and attractive environments that feel secure and 
welcoming 

• Meet the needs and aspirations of both current and future residents, contributing 
to high levels of resident satisfaction (with both the property and the 
neighbourhood) 

• Contribute positively to the local community. 

• Electric charging points for new homes and in sheltered schemes and % of sites 
across housing land 
 

4. Improve existing Council Homes keep in good repair and improve energy 
efficiency 

• Are appropriately maintained in accordance with an agreed Colchester Standard 
on an agreed programme cycle 

• Meet all regulatory standards and Landlord Obligations (Home Standard) 

• Meet all relevant compliance, safety and fire standards 

• Are healthy and safe places to live (free from Category 1 Housing Health and 
Safety Rating System hazards) 

• Meet the Decent Homes 2 standard 

• Meet the needs and aspirations of both current and future residents, contributing 
to high levels of resident satisfaction (with both the property, the environment and 
the neighbourhood) 

• Can be heated efficiently and cost effectively (whist reducing the overall 
environmental impact) 
 

5. Continue to improve and modernise available housing for older people 

• To continue with the Sheltered Housing Programme – housing that fits in with the 
local community 

• Sheltered standard 
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• Review implementation of supplementary HIP works 21/22 and their 
effectiveness in reducing carbon emissions 

• Reduction in gas and electric usage 

• An EPC rating of Band C across the stock by 2035 
 

6. Encourage green technologies and innovative solutions to the climate emergency 

• Bidding for grants 

• Types of heating (eg heat pumps), use of smart technologies in homes 

• Make use of the Councils full fibre network in homes 

• Implementation of secure cycle storage for tenants and residents 
 

7. Ensure the Councils housing assets contribute to economic growth and 
opportunity 

• Procurement Strategy – upstream emissions 

• Support local business – through procurement of contracts and upskilling local 
practitioners 

• Social Value 

• Are viable and deliver a positive yield over the business planning period (ideally 
with an improving Net Present Value [NPV] and high levels of demand) 
 

8. Enable Community Development 

• Support Asset Based Community Development activities 

• Increase security for our Residents 

• Maximise social value through procurement 

• Estate Improvements 

• Contribute to healthy lifestyles 
   
4. Delivery of the AMS  
   
4.1 The Asset Management Group (AMG) will oversees the delivery of the AMS through an 

agreed action plan (provided with the strategy) and a suite of key performance indicators 
to measure the performance of the housing stock. 
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6. HRA Business Plan - Principles
For Discussion
Presented by Matthew Armstrong



 

COLCHESTER BOROUGH HOMES BOARD 

Wednesday 22nd September 2021 
 
 
 

Report Title 0006 HRA Business Plan - Principles 

Author Matt Armstrong, Director of Business Improvement 
Matthew.armstrong@cbhomes.org.uk 

Report Objective: To update the Board on the Housing Revenue Account (HRA) Business 
Plan 2021-2051 and to discuss and note the priorities the plan is based 
on. 

Matters to 
note/Exception 
Highlights 

The HRA Business Plan is updated in line with the Asset Management 
Strategy.  The Plan is a Council document which is due to be signed off 
at Cabinet in November 2021. 

 
 
 
Link to Consumer 
Standard objective 

Tenant involvement and empowerment☒ 

Home☒ 

Tenancy☒ 

Neighbourhood and community☒ 

Sensitivity Commercial ✓ Action Assurance  
Confidential  Noting ✓ 

Open  Approval  

 

Recommendations 
 
The Board is asked to DISCUSS the priorities the HRA Business Plan is being based on and 
provide any feedback for the authors and Portfolio Holder to consider. 

 

Executive Summary 

 
Housing is a vital part of the Council’s long-term challenges – economic development, increasing 
older population, health inequalities and climate change. As such, the management of the housing 
service is key for the Council in helping deliver its key objectives from its Strategic Plan.  The HRA 
Business Plan is a 30 year plan, detailing how the Asset Management Strategy and other HRA 
related activities will be resourced and how the HRA debt is managed. 
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Implications:  
 

Regulatory/Legal 
 

There are a number of regulatory and legislative areas of work which 
are resourced under this Plan.  These are covered under the separate 
programmes and projects of HRA funded work. 

Financial/Budgetary The Business Plan is a financial model and provides certainty over the 
next 30 years of how the Housing Revenue Account (HRA) will be 
managed. 

Health & Safety The safety of our Tenants is paramount in setting the spending of HRA 
budgets over the next 30 years. 

Risk Assessment  The plan will detail risks and challenges which will need to be mitigated 
as the Plan is delivered.  The HRA funds the majority of the 
Management Agreement and budgets set annually affect all the work 
CBH deliver. 

Human Resources There are no direct HR matters affected by this plan. 

Equality and 
Diversity  

The Plan ensures equality and diversity for our Tenants, Customers and 
Staff.  An impact assessment (EqIA) is conducted prior to publication. 

Value for Money The Plan makes a number of financial assumptions and value for money 
is a key aspect in how the HRA budget is spent, especially given the 
long-term planning of the management of the housing stock. 

Environmental and 
Sustainability  

The Plan takes into consideration the huge task of becoming carbon 
neutral by 2050 which is a government target within the timeframe of 
this Plan.  Modelling has been conducted for the housing stock to 
achieve carbon net zero and government grants and funding will be 
required in order to achieve this ambitious target. 

 
 
1.  Background 
  
1.1 Council housing, like all rented housing, is not without its challenges. The economic, 

financial and policy environment, offer challenges the Council need to get right.  Tenants 
who live in Council housing are likely to be affected by uncertainty in the economy and a 
rising cost of living.  The business plan will address these challenges in a proactive way so the 
Council can deliver its objectives for investment. 

  

1.2 The HRA Business Plan will identify how the service is delivered as well as: 
 

• What it costs and how we think the finances will develop in the future. 

• Show that our plans are laid on firm foundations, are sustainable and viable. 

• What additional resources we might have for investment. 

• What our priorities are for investment. 
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• A summary assessment of the key risks in the delivery of the business plan with 
actions to mitigate these risks. 

  

1.3 The last Business Plan was written in 2013 and budgets are set annually. 

  
2. The Priorities of the Plan 
  
2.1 The same national policy context applies to the Business Plan as with Asset Management 

Strategy. The current priorities can be summarised into the following headings: 
 

• Improving and maintaining the housing stock. 

• Increasing the supply of housing. 

• Improving energy efficiency and tackling fuel poverty. 

• Supporting tenants. 
  
3. Forming the Plan 
  
3.1 The Council currently receives support from Savills in updating the financial modelling 

contained within the Business Plan on an annual basis. Savills have been procured to 
help with the delivery of the Plan and will provide the following: 
 
• Support for the HRA Business Plan narrative and guidance for assumptions behind 

the modelling with input from Council finance officers and collation of relevant data 
• General consultancy support with interaction between a range of Officers to guide the 

assumptions used above 
 
Savills have delivered a number of business plan narratives and therefore have extensive 
experience to draw upon to devise the layout and content of the Plan. This will be delivered 
through a series of meetings and workshops with Officers and a challenge session with 
the Council’s HRA business partner. 

  

3.2 CBH Officers have been invited to sessions to discuss and contribute to the Plan which will be 
signed off by the CBC Senior Management Team and then the Portfolio Holder. 

  

3.3 The Business Plan covers all Wards of the Borough and therefore Cabinet approval is required.  
The Plan will be presented to the November Cabinet and used to set the 2022/23 budget. 
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7. Health and Safety Update
To Note



 

COLCHESTER BOROUGH HOMES BOARD 

Wednesday 22nd September 2021 
 
 

 
Report Title 0007 Health and Safety update (July & August)  

Author David Barthram – H&S, Environmental & CDM Manager 
David.Barthram@cbhomes.org.uk  

Report Objective: 
To inform the Board of the status of activities relating to all aspects of 
Health and Safety Compliance.    

 
 
 
Link to Consumer 
Standard objective 

Tenant involvement and empowerment☐ 

Home☒ 

Tenancy☐ 

Neighbourhood and community☐ 

Sensitivity Commercial  Action Assurance ü 
Confidential  Noting ü 

Open  ü Approval  

 
 Recommendations 
 
 The Board is asked to NOTE the Health and Safety Report. 
 
 
 Executive summary 
 
 The purpose of this report is to inform the Board of the status of activities relating to Health 

and safety compliance. 
 
 
1 Compliance Assurance 
 
1.1 Sheltered Schemes - CBH has 19 sheltered schemes and compliance data for each 

location varies as not all sites/communal areas have the same services installed.  Some 
schemes are dispersed, and the compliance is picked up under the general needs service 
programs. 

 
1.2 At the end of August all Sheltered schemes were compliant with required assessments/ 

inspections as indicated in the table below. 
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Type of service / inspection / 

assessment 

Number of 

services/tests/inspections 

required 

Number of  

services/tests/inspections 

completed 

Compliant 

Gas 12  12  100.00% 

Legionella 

Water risk assessments 
19  19  100.00% 

Electrical 

Electrical Installation 

Condition Report (EICR) 

19  19  100.00% 

Lifting Operations and Lifting 

Equipment Regulations 

(LOLER) 1998 

(Passenger lifts and lifting 

equipment) 

15  15  100.00% 

Fire alarm and emergency 

lighting 
19  19  100.00% 

Asbestos 19  19  100.00% 

PAT (portable appliance 

testing) 
19 19 100.00% 

 
1.3 General Needs - compliance data for each property/building will differ due to what CBH 

must legally service within a domestic dwelling, and what services are connected or installed 
at each location.  Details of current compliance are set out in the table below: 

 
 

General Needs Blocks/Housing 

Type of Service/ 
inspection/assessment 

Number of 
properties 

How many 
properties 
have been 
serviced/? 
inspected/ 
assessed 

Partially 
compliant – 

service/ 
inspection 

not overdue 
but 

outstanding 

Overdue 
visits 
Non-

compliant 
service/ 

inspection 
overdue 

Direction of 
travel 

 
Improved, no 

change, 
deteriorated 

Gas 5,183 5,183 0 0 No change  

Legionella – Water risk 
assessments completed for 
3 storey blocks with water 
storage tanks. 

 
59 
 

 
0 

 
59 

 
0 

 
No change  
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Electrical 
EICR 5-year compliance  
(Inc. Communal areas) 
 

 
6,269 

 
5,758 

 
0 

 
511 

 
Improved  

Quality assurance checks 
for EICRs tested since 
April 2019 – (10%) 

 
4,359 

 
450 

 

 
0 

 
0 

 
Improved  

Smoke detectors 
 
Hard-wired unit servicing 
(annually with gas 
servicing) 

 
 

6,917 

 
 

5,200 

 
 

1,717 

 
 

0 

 
 

No change  

Fire safety inspections 
communal area inspections 
completed by community 
caretakers every 12 months  
 
Blocks – 
 
Stairwells - 

 
 
 
 
 

175 
 

467 

 
 
 
 
 

68 
 

195 

 
 
 
 
 

107 
 

272 
 
 
 

 
 
 
 
 

0 
 

0 

 
 
 
 
 

Improved  
 

Improved  

Asbestos 
surveys/inspections  
 
2-Story blocks  
 
3-Story blocks  
       
Maisonette    

 
 
 

340 
 

130 
 

279 

 
 
 

340 
 

130 
 

279 

 
 
 

0 
 

0 
 

0 

 
 
 

0 
 

0 
 

0 

 
 
 

No change   
 

No change  
 

No change  

Fire doors  
 
Tenant  
 
Leasehold  
 

 
 

1,972 
 

589 

 
 

1,660 
 

27 

 
 

0 
 

0 

 
 

312 
 

562 

 
 

No change  
 

No change  

 

 
1.4 Compliance summary update 
 
1.4.1 Gas Safety & Servicing; During July (555) and August (440) Mears completed 995 

services.  To ensure gas compliance remained at 100% there were 3 gain accesses in July 
and 9 in August and all were completed. 

 
1.4.2 Electrical EICR; As of the 31st March 2021 there were 1,147 properties without an EICR 

within a 5-year testing period. The program continues to work at a steady pace, and current 
figures detail there are 511 properties without an EICR within a 5-year testing period, which 
equals to being 91.85% tested within 5 years.   

 
1.4.3 Fire safety inspections by community caretakers; Since April the community caretakers 
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have completed 107 inspections in general needs communal areas due have been 
completed up to the end of August 2021.  The team is on target to complete all inspections 
by the end of March 2022. 

 
 Communal block inspections - the team have now inspected 68 of 175 at the end of August 

2021, 39% of inspections for the year complete.  
 
 Stairwell inspections the team had inspected 195 at the end of August 2021 of the 467 due. 

42% of inspections required for the year complete. 
 
1.4.4 Fire doors; The fire door installation program for general needs housing stock has been 

temporarily stopped due to our current contractor not being able to provide third party 
certification. Fire doors installed before 6th September 2021 will only require 3rd party 
certificate from the manufacturer, which is the documented information CBH have on record.   

 
 The new Fire door installation process will need to meet the following CBC/CBH 

requirements: 
 The fire door must have 3rd party certification from the manufacturer, and the contractors 

who install the fire door must be able offer 3rd party certification on installation of the fire 
door (e.g., through BD TRADA, FIRAS etc.). 

 
 All the above information has been agreed with CBC.  The fire door installation project is 

now out to tender to ensure a new contractor is put in place who can meet CBC/CBH fire 
door installation requirements. 

 
1.4.5 Leaseholder fire doors; The inspection program for leasehold fire doors has commenced.  

Letters have been sent and appointments scheduled with inspections due to commence 
13th September 2021.  

 
 The inspection process will provide CBH with a condition report for each leasehold fire door. 

Recommendations on the report will detail if the fire door in place meets required standards 
or if the leaseholder is recommended to install a suitable fire door. 

 
2. Internal review 
 
2.1 The appointment of an Asset Quality Assurance Officer in April 2021 was introduced to carry 

out monthly audits on the six key principles of planned preventive maintenance (Gas, 
Electrical, Fire, Asbestos, Legionella, and lift management). The tool kit introduced by 
Housing Quality Network is a guide set out to ensure landlord compliance in all these key 
areas. 

 
2.2 The implementation of this role will be beneficial to CBH by providing an ongoing and 

regular review of the compliance process and close monitoring of any actions raised.  By 
challenging each person responsible for their area of compliance this process has already 
seen improvements highlighted and implemented. 
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3. Fire Risk Assessment (FRA) 
 
3.1 Sheltered schemes 
 
3.1.1 The fire risk assessment (FRA) review process is conducted in a practical and systematic 

way.  Each review takes the whole of the building into account, and involves the building 
being inspected with a key focus on risk areas such as kitchens, laundries, electrical intake 
rooms, bin stores, offices, scooter stores, stairwells, loft space and external areas.  

 
3.1.2 Each assessment incorporates a full documentation review of building compliance.  Regular 

fire safety inspections are completed to ensure outstanding FRA actions are addressed.  
 
3.1.3 Throughout 2021 the health and safety team has completed 16 FRA building reviews.  The 

remaining 2 sheltered scheme FRAs are scheduled to be completed within the review 
period. 

 
3.2 Fire zone plans 
 
3.2.1 Under BS5839-1:2017 it is essential for buildings to have an accurate, up-to-date fire zone 

plan.  This plan will assist staff and the fire service by providing a layout of the building 
highlighting the areas of fire detection zones. The main purpose of a zone plan is to be able 
to immediately identify where any potential fire may have occurred if the fire alarm activates 
by showing a map like picture of the premises.  

 
3.2.2 The zone plan should also include: 

• Building levels 
• Escape routes and final exits (exits that open out into a place of safety, such as the 

car park or field) 
• Circulation areas, corridors, stairs, lifts etc. 
• A “You are here” sign so that emergency services, visitors and employees can map 

out their route 
 
3.2.3 The week starting 30th August 2021 saw 13 sheltered schemes have new fire zone plans 

installed. Each plan is fixed to the wall adjacent to the building fire alarm panel. 
 
3.2.4 Locations where a zone plan is not required due to building/fire alarm system design due to 

dispersed accommodation are Fairfield gardens, Stuart Pawsey, Cherry trees, Ivor 
Brown and Oatfield close.    

 
 
3.3 General needs blocks 
 
3.3.1 Fire risk assessments (FRAs) for general needs blocks were last completed in 2017/18. To 

ensure fire safety policy requirements are adhered to the fire risk assessments are planned 
to be completed on a rolling schedule over a 5-year period, starting in 2022.   

 
3.3.2 All 438 General needs blocks have completed FRA’s 
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3.3.3 Microsoft teams is now used to manage fire risk assessment actions.  Any actions raised 

against a building after a fire risk assessment or review will be allocated to the most 
competent person for the task. 

 
3.3.4 The system currently details that CBH has 37 fire risk assessment actions.  Of these, 8 

pending actions have not started and 29 actions are late.  
 
3,4 Planned works for FRA overdue actions 
 
3.4.1 Throughout August the H&S Manager visited several sheltered schemes with our approved 

contractor to confirm remedial works required.   All works are subject to financial sign off, 
building control notification and approval before they will commence.  Works are expected to 
begin by end November 2021.   

 
 
4. Temporary accommodation 
 
4.1 The H&S Manager visited Sea trade house following complaints which raised concerns 

regarding the safety and compliance of the building. The most recent complaint related to 
fire safety information and general risk of escape from the building. 

 
4.2 During the building inspection issues were noted, and actions raised for completion.  

Confirmation has since been received that the actions have now been addressed.  
 
4.3 After the building inspection the H&S Manager had no major concerns, but to ensure the 

building has a service regime in place all compliance documentation was requested from the 
Management company.  This information was provided promptly. 

 
 
5. Accidents, incidents and near misses 
 

 
 
Incident summary  
 

Date No Type of 
incident 

Location Incident Summary July & August 2021  

 73 Fire  Tenancy Pan fire no damage to property or contents 
Safeguard raised and tenant’s oven has 
been disconnected by CBH with tenant and 
NOK permission. 

 72 Near miss Tenancy Contractor working at a tenant’s property 
had a near miss slip in the back garden 
area due to dog faeces. 
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A survey of the property was undertaken 
before any works commenced, however 
with this near miss the area and garden was 
clean during the initial survey. 

 71 Unsafe 
working 
practice 

Sheltered  Security compromised by carers attending 
building, key to flat and fob to building found 
concealed under used PPE by the visiting 
carers.   
Key returned to key safe by VO and 
resident informed.  

 70 Dangerous 
occurrence  

Corporate 
facility 

Boiler flue had been disconnected by 
contractor without ensuring that the 
boiler gas and electrical supplies had been 
isolated.  As such, when the Town Hall 
heating system activated it discharged flue 
gas directly into the boiler house, basement 
corridor and elsewhere into the building.   
Pending investigation from NPS who have 
H&S responsibility for the project. 

 69 Fire   Tenancy Fire at first floor flat, fire and smoke damage 
to a bedroom and hallway areas.  
The property is secure, and the tenants 
have gone to stay with a friend, no persons 
harmed. 

 68 Unsafe 
working 
practice  

Tenancy During a site inspection it was noted that the 
working platform to a scaffolding was 
littered with roof tiles, old sarking felt and 
roofing batten with projecting nails. Many of 
the old tiles were stacked in a rather 
unstable manner and were impacting on 
safe access and egress. 

 67 Near miss  Tenancy A wooden frame gateway to a shared 
access was deemed too low and caused 
several near misses. Gateway removed to 
prevent this from happening again. 

 66 Incident  Sheltered Visiting officer banged head on the corner of 
the key safe in the officer, no first aid 
treatment required.  
Office arrangements reviewed. 

 65 Dangerous 
occurrence  

Temporary 
accommodation 

Stabbing incident. The police would not give 
any other information other than to say 
there had been a serious assault and 
somebody had been taken to hospital. 
Review of security undertaken 
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