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Title: Proposed Improvements to Governance arrangements 
 

Meeting: East Kent Housing Board Meeting 
 

Date: 18 July 2016 
 

Author: Deborah Upton, Chief Executive 
 

Summary : 
 
 

This paper sets out proposals in respect of the recommendations 
contained in the Campbell Tickell governance review. 

Recommendation(s): 
 

The Board are asked to consider the contents of this paper and to 
provide their views on the proposed actions. 

 

Risk considerations: 
 

Failure to deal with the governance improvements, and relationship with 
the Councils, could significantly harm our relationship and/or lead to 
governance failings 
 
 

Legal/regulatory 
considerations: 

None identified  

Finance/resources 
considerations: 

As set out in the report 

Equalities 
considerations: 

Any equalities issues will be picked up as part of the board 
improvement plan and board member appraisals. 
 

Health and safety 
considerations: 

N/A 
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1. Background 
 

1.1 Following the Campbell Tickell review, there is a need to deliver on their 
identified improvements to the governance arrangements for East Kent Housing. At 
their last meeting, the board proposed an action plan be drawn up and circulated in 
advance of the board meeting. 
 
1.2 In addition to this, the Board received feedback from the Council chief 
executives.  They agreed to set up a task & finish group to take forward our 
relationship. 
 
 
2. Current Position 
 
2.1 We have taken the Campbell Tickell recommendations, and suggested actions 
to address their findings are attached in the action plan at appendix one. 
 
2.2 We have not been able to convene a task & finish group prior to the board 
meeting on the 11 July.  However arrangements are in hand to organise this, for 
feedback to the September meeting.   
 
 
3. Feedback from the Council Chief Executives 

3.1 I met with the Council Chief Executives on 29 June, and advised them of the 

boards’ desire to both deliver the recommendations identified by Campbell Tickell, and 

to review how they work with the councils.    They are aware that a task & finish group 

will be set up to consider this, and welcomed the approach.  The next meeting is in 

September. 

3.2 We also discussed the recruitment of the Chair, and they are supportive of the 

view that we should try and recruit to a voluntary position, but that if we are unable to 

do so then they would support the remuneration of a Chair, albeit that this will be a 

decision for their members. 

3.3 I suggest that I feedback the proposals from the task & finish group to the next 

joint Chief Executives meeting in September. 

 

4. Recommendations 

4.1 The Board is asked to comment on the proposed plan set out at appendix one. 



DRAFT BOARD IMPROVEMENT PLAN 
 
Recommendation Action Officer/Board Member 

responsible 
Sign off/Proposed 
date for completion 

    
Work on individual 
appraisals proceeds 

Chair to ensure that 
board members 
receive an appraisal, 
and any areas 
identified are dealt 
with by a training 
plan 

Chair (Exec Support to 
arrange) 
CEx to source relevant 
training plan if required 

December 2016 

    
Following appraisals, 
consider whether 
collective board skills 
can be achieved in a 
reasonable time 
frame 

Training plans to be 
considered following 
appraisals 

Chair/CEx/Board Board 
February 2017 

    
Develop a 
programme of 
external speakers and 
external briefings to 
bring a wider range of 
perspectives to bear.  

 

Suggested draft 
programme to be 
produced 

Management Team Board T&F 
Aug 2017 

    

Consider how to 
secure an increase in 
effective challenge of 
the executive by the 
Board.  

 

Facilitated session to 
be held with the 
Board?  
 

Management Team/Board Board T&F 
Aug 2017 

    

Succession plan to be 
put in place 

Succession plan to 
be worked up.   

CEx Sept 2016 

    

Evidence how the 
work of Area Boards 
is fed into the work of 
the main Board. 

Summary reporting 
to be produced for 
Area/Main Board 

Head of 
Communications/Resident 
Involvement Manager 

Area & Main Board 
Sept 2016 

    

Area Boards perceive 
differences in the 
length of meetings 
and the level of input 

Agendas to be 
agreed with Chair of 
the Area Board 

Head of 
Communications/Resident 
Involvement Manager 

Area & Main Board 
Nov 2016 

 

 

 

 



Recommendation Action Officer/Board Member 
responsible 

Sign off/Proposed 
date for completion 

Area Board papers 
should begin with 
clear and simple 
summaries, with any 
jargon or 
abbreviations clearly 
explained 

Consider the format 
of area board papers 

Head of 
Communications/Resident 
Involvement Manager 

Area & Main Board 
Nov 2016 

    

A jargon handbook 
could perhaps be 
created and 
distributed to help 
members 

Consider creating a 
list of abbreviations, 
or circulating on back 
of papers 

Head of 
Communications/Resident 
Involvement Manager 

Area & Main Board 
Nov 2016 

    

A statement of 
compliance with the 
NHF Code to be 
included in future 
Financial Statements, 
together with any 
areas of non-
compliance and the 
reasons why. 

Annual compliance 
check to be carried 
out 

HoF/CEx April 2017 & ongoing 

    

Agenda item on 
declaration of 
interests, and register 
to be maintained 

A register to be 
created, and item 
added to agenda 

CEx to produce, Board to 
declare 

Board 
Sept 2016 

    

Finance reporting to 
include cash and 
liquidity, perhaps 
including a 
requirement within 
Financial Regulations 
for retention of some 
months’ worth of 
expenditure as cash. 

Liquidity and cash 
reporting not felt to 
be particularly 
relevant to the 
organisation, 
however research 
will be undertaken to 
identify if other 
ALMOs do report to 
the Board, and also if 
they have an agreed 
sum of cash held.  A 
proposed sum of 
reserves to be held is 
agreed through the 
Boards Reserves 
Policy currently.   

HoF FASC  
November 2016 

    

Schedule of 
Delegations and/or 
Financial Regulations 
to set out delegated 
powers more clearly. 

Existing delegations 
will be reviewed, and 
revisions presented 
to the Board 

HoF / CEx Board  
December 2016 

 



Recommendation Action Officer/Board Member 
responsible 

Sign off/Proposed 
date for completion 

Ensure process in 
place for Chairs 
appraisal 

Board T&F to 
consider who should 
be involved in 
appraisal 

CEx/Chair/T&F T&F to consider 
Aug 2016 

    

Board to consider its 
effectiveness on an 
annual basis 

Put this in place as 
part of the awayday.  
Collect & analyse 
board member 
feedback to start the 
debate, and then 
produce governance 
plan 

CEx/Chair Awayday 2017 

    

Consideration of 
compliance with the 
Code and legal duties 
every three years.  
 

See above   

    
Board review of Chief 
Executive’s contract 
every three years and 
evidence of 
committee process to 
cover appraisal and 
pay of CEO 

Add to terms of 
reference of the 
Employment 
Committee 

CEx Board to agree 
July 2016 

    
The Chair of the 
Board must not chair 
or be a voting 
member of Finance 
and Audit committee  

 

Add to terms of 
reference of the F&A 
Committee 

CEx Board to agree 
July 2016 
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Title: East Kent Housing Meeting Programme  2016/17 

Meeting: Board 

Date: 18 July 2016 

Authors: David Willis Head of Corporate Services 

Summary : 

A programme of meetings for the forthcoming two corporate years 
was agreed in July 2015. The 2016/17 corporate year programme is 
set out in Appendix 1. 
 

The in-year forward plan will be continue to be kept under review, 
included as an agenda item for all meetings, and discussed at regular 
meetings between the Chief Executive and the Chair and Vice-Chair 
of the Board. 
 

For the time being, the Employment and Corporate Services Sub-
Committee is suspended and it is suggested this is reviewed after the 
appointments to the Board vacancies  

Recommendation(s): Confirm the 2016/17 programme 

Risk considerations: 
The risk of not including all key decisions required by EKH has been 
mitigated by the introduction of a new programme and the work 
carried out for the Vision and Funding Plan. 

Legal/regulatory 
considerations: 

There are no legal or regulatory considerations arising from this 
report. 

Finance/resources 
considerations: 

There are no finance/resource considerations arising from this report. 

Equalities: There are no equalities considerations arising from this report. 

Health and safety: There are no health and safety considerations arising from this report. 

 





East Kent Housing Meeting Programme 
 
2016/17 
 

Month F&A E&CS 

Single 
System 
Project 
Board 

S&IP Board 
Board 

Strategy Day 
AGM 

Joint Client 
Officer 

Area Boards 
Week 

Commencing 
(Proposed 

Date to meet 
SI&P & Board 

Schedules) 

Owners 
Commit

tee 

July 
          

August 
 

22 August 
2016 

22 August 
2016 

15 August 
2016       

September 
12 

September 
2016 

   
26 September 

2016 
26 September 

2016  
03 October 

2016 
12 September 

2016  

October 
          

November 
21 

November 
2016 

7 
November 

2016 

7 November 
2016 

14 November 
2016     

28 November 
2016  

December 
    

12 December 
2016      

January 
23 January 

2017 
23 January 

2017 
23 January 

2017     
16 January 

2017   

February 
   

13 February 
2017     

27 February 
2017  

March 
6 March 

2017    
13 March 

2017   
20 March 

2017   

April 
          

May 
 

22 May 
2017 

22 May 2017 15 May 2017 
    

05 June 2017 
 

June 
    

05 June 2017 5 June 2017 
 

12 June 
2017   

July 3 July 2017 
   

17 & 24 July 
2017  

24 July 
2017    

 



Draft Meeting Content 
 

Date Meeting Agenda 

22 August 
2016 

Employment & Corporate 
Services sub-committee 

Suspended 

   

05 
September 
2016 

Service Improvement & 
Performance Sub-Committee 

Future meeting venue  

Garden Standard (BG) 

Housing Ombudsman complaint investigation-
confidential - for information and lessons learnt 

Paul Bartlett-Update and live demonstration on 
Single system 

Quarter 1 Performance  

  
 

12 
September 
2016 

Finance & Audit Sub-
Committee 
 
 
 

Managed Budgets – budget monitoring  

EKH Budget monitoring 

Risk Register 

Quarterly Internal Audit Report  

   

26 
September 
2016 

Board 

2017/18 Delivery Plan Draft Adoption 

3-Month Board Agenda Review 

8. Minutes of Previous Meeting 

Board Attendance 

EK Services SLA Collaboration Agreement 

Endorse block recycling options for the councils 

Endorse Energy Review Options for councils 

Single System Project update report - Paul Bartlett 

  
 

07 
November 
2016 

Employment & Corporate 
Services sub-committee 

Suspended 

   
14 
November 
2016 

Service Improvement & 
Performance Sub-Committee 

Quarter 2 Performance 

   

21 
November 
2016 

Finance & Audit Sub-
Committee 

Managed budgets – budget monitoring 

EKH Budget monitoring  

Risk register 

Quarterly Internal Audit Report  

   

12 
December 
2016 

Board 

2017/18 Delivery Plan Final Adoption 

3. 3-Month Board Agenda Review 

Board Attendance 

Options appraisal for leased mobility scooters in 
sheltered schemes 

Procurement Plan Progress Report 

Single System Project update report - Paul Bartlett 

Stage 2 of Asset Management review 



Date Meeting Agenda 

   

23 January 
2017 

Finance & Audit Sub-
Committee 

Managed budgets – budget monitoring  

EKH Budget monitoring 

Risk register 

Quarterly Internal Audit Report  

   
23 January 
2017 

Employment & Corporate 
Services sub-committee 

Suspended 

   
13 
February 
2017 

Service Improvement & 
Performance Sub-Committee 

Q3 Performance Management 

   

06 March 
2017 

Finance & Audit Sub-
Committee 

Managed budgets - Budget monitoring 

External Audit Plan 

Fraud Register 

Full risk register 

Quarterly Internal Audit Report  

Internal Audit Plan 2016/17 

Quarter 3 EKH Operational Budget Monitoring 

Quarter 3 Managed Budget Monitoring 

Risk Register 

Setting of EKH Operational Budget 

   

13 March 
2017 

Board 

2017/18 Operational Budget Adoption 

3. 3-Month Board Agenda Review 

5-Year asset management plan adoption for 
recommendation to councils 

Board Attendance 

Customer Access Strategy 

Estate Parking Options 

   
15 May 
2017 

Service Improvement & 
Performance Sub-Committee  

   
22 May 
2017 

Employment & Corporate 
Services sub-committee 

Suspended 

   

05 June 
2017 

Board 
3. 3-Month Board Agenda Review 

Board Attendance 

  
 

03 July 
2017 

Finance & Audit Sub-
Committee 

Managed Budgets - budget monitoring 

EKH Budget Monitoring  

Risk Register 

Quarterly Internal Audit Report  

   



Date Meeting Agenda 

17 July 
2017 

Board 

1. Pre-Meeting Training Session:  TBC 

2. Apologies 

3. 3-Month Board Agenda Review 

3. Annual Financial Statements & Directors Report 

3. Governance review action plan 

3. Re-appointment of External Auditors 

3-Month Board Agenda Review 

4. Annual Performance Report Sign-Off 

6. Chairs Report of the Owners Committee 

6. Chief Executive's Report 

6. Reports from Sub-Committees 

8. Minutes of Previous Meeting 

Board Attendance 

   

24 July 
2017 

AGM 

1. Minutes of Previous AGM 

2. Apologies 

3. Re-Appointment of Auditors 

3. Receive the Annual Financial Statements & 
Directors' Report 

3. Retirement and Appointment of Board Members 

5. Report of the Chair of the Board 

  
 

24 July 
2017 

Board 

1. Pre-Meeting Training Session:  TBC 

2. Apologies 

3. 3-Month Board Agenda Review 

3. Forward Plan & Meeting Programme for 2015/16 
(DW) 

5. Corporate Health Report: Employee Health & 
Safety 

5. Corporate Health Report: Equalities 

5. Corporate Health Report: Governance 

5. Corporate Health Report: Regulatory Compliance 

5. Corporate Health Report: Risk 

5. Corporate Health Report: Safeguarding Children 
and Vulnerable Adults 

5. Corporate Health Report: Tenant Health & Safety 

5. Corporate Health Report: Workforce (Including 
Training & Development) 

6. Report of Area Boards 

6. Reports from Sub-Committees 

Board Attendance 

Customer Access Strategy - Timelines to be advised 
by Lucy Tuson 
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Title: 
 

Revision of EKH’s Contract Standing Orders and Financial 
Procedure Rules 

Meeting: 
 

Board 

Date: 
 

18 July 2016 

Author: 
 

Charlotte Spendley – Head of Finance 

Recommendation: 
 

To agree and adopt the proposed Contract Standing Order and 
Financial Procedures as recommended by the Finance & audit 
Sub-Committee for formal adoption. 
 

Summary : 
 
 
 
 
 
 
 
 

EKH adopted its original Contract Standing Orders and Financial 
Procedure Rules in April 2011.  Therefore a review of these key 
documents is overdue.  In addition, the task was identified as an 
action within the VfM Commitments made for 2015/16. 

Risk considerations: 
 

For good financial management it is essential to establish clear 
guidance and a framework for contracts to let and financial 
transaction to occur within which is embedded within the 
organisation.  Without a clear framework to operate within both 
Officers and the organisation will be exposed to the risk of 
challenge on the process. 
 

Legal/regulatory 
considerations: 

The New Public Contracts Regulations 2015 which largely came 

into place on 26th February 15, would apply in part to EKHs 

expenditure, however we have amended the attached documents 

to comply with them, in line with best practice to comply with the 

spirit of the rules. European legislation with regards to 

procurement and the Companies Act are also relevant in the 

context of the company’s financial transactions.   

Finance/resources 
considerations: 

There are no direct financial impacts arising from the report, 
however robust financial management, which these documents 
provide the framework of, is essential for good financial 
governance of the organisation. 
 

Equalities 
considerations: 

There are no direct equalities considerations arising from this 
report. 

Health and safety 
considerations: 

There are no direct health & safety considerations arising from this 
report. 
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1. Background 

 

1.1 The Contract Standing Orders and Financial Procedure Rules provide a financial 

framework for the Board, Managers and Staff of EKH.  They are an essential element 

to establishing a robust control environment, as well as being a practical reference 

guide. 

 

1.2 The Contract Standing Orders broadly provide a framework for spending decisions, 

the environment in which EKH operates required high levels of probity, standards of 

conduct, regulation and a need to demonstrate excellent value for money.  The CSO 

seek to support these aims as well as provide assurance to partners that the public 

money within EKHs management is being suitably managed and controlled. 

 

1.3 The Financial Procedure Rules provide the financial framework of the organisation.  

The identify the process for key financial decisions such as budget setting, virements, 

emergency situations, year end, audit requirements, banking, reserves, etc. 

 

2. Updated documents 

 

2.1 An update of these documents is necessary, as they have not been refreshed since 

2011.  In addition, they are identified as part of the VfM work for 2015/16. 

 

2.2 The original documents were based upon the Councils own, and in refreshing them 

we have sought to ensure they remain aligned to the Councils (yet relevant to EKH) 

to ensure in the eventuality the Councils agreed to release responsibility for more 

procurement to EKH that the framework is in place to support this.   

 

 

3. Summary 

3.1 It is essential for effective company governance to have strong financial regulations 

and contract standing orders that directors and employees are able to follow easily. It 

is also important that prospective suppliers and bankers are able to have confidence 

in the systems in place so that East Kent Housing can secure value for money when 

it transacts. 

3.2 It is also essential that all policies and processes are simple to use and, as such, are 

used by those who are responsible for carrying out the related duties. The 

documents being put to the Board have been reviewed to ensure that they are simple 

to follow. 

3.3 Once adopted, summarised documents will be created, which will be published 

through hotwire and on the intranet.  Full training will be provided to Budget 

Managers to ensure a good level of understanding is established on these key 

documents. 
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THE STATUS OF THE FINANCIAL PROCEDURES 

 
 

1. What are Financial Procedures? 
 

 Financial Procedures provide the framework for managing East Kent Housing’s 
financial affairs.  They identify the financial responsibilities of the Board of 
Directors, the Chief Executive, Non-executive Directors, Heads of Service and 
other employees. 

 
 East Kent Housing’s detailed financial procedures, setting out how the regulations 

will be implemented are contained in the appendices.  
 
2. Who do the Procedures apply to? 

 
 They apply to every East Kent Housing Board Member and employee of East Kent 

Housing, and anyone formally acting on East Kent Housing’s behalf (such as 
temporary or agency staff). 

 
 

3. What are the general responsibilities under Financial Regulations? 
 

3.1 Financial management covers all financial accountabilities in relation to the running 
of East Kent Housing including the Delivery Plan and budget.  It is not possible to 
have regulations or rules that cover every eventuality or circumstance.  
Consequently, the principles of sound financial management, proper exercise of 
responsibility, and accountability, as set out in the Rules, should be applied in all 
circumstances. 

 
3.2 All Board members and employees have a general responsibility to provide for the 

security of the assets under their control, and for ensuring that the use of these 
resources is legal, properly authorised, and provides value for money. 

 
3.3 The Head of Finance is responsible for maintaining a continuous review of the 

Procedures and for submitting any additions or changes necessary to the Board for 
adoption. The Head of Finance is also responsible for reporting, where he/she 
thinks appropriate, breaches of the procedures to the Board. 

 
3.4 The Head of Finance is responsible for issuing processes, advice and guidance to 

underpin the procedures that Board members, employees and others acting on 
behalf of East Kent Housing are required to follow. 

 
Chief Officers and Heads of Service are responsible for ensuring that all staff are aware of 
the existence of, and, in consultation with the Head of Finance, trained in the use and 
content of the procedures and other internal regulatory documents and that they comply.  
They must also ensure that the document is available for reference through the internet.   



 

3.5 All Board Members and employees have a duty to act if they believe there is a 
possibility of fraud, corruption or poor value for money taking place or if the 
procedures  are being broken.  In such cases they must inform their line manager 
(unless that person is suspected of being involved) and either the  Company 
Secretary (Head of Corporate Services) or Head of Finance.  In addition, any 
instances of suspected fraud will be recorded on the Fraud Register maintained by 
the Head of Finance and reported to the Finance & Audit Sub-Committee. 

 
 
4. What happens if the procedures are broken? 

 
4.1. All Board Members and employees must exhibit the highest standards of probity 

when they deal with East Kent Housing’s finances.  Any failure to comply with 
these rules may result in disciplinary action. 

 
4.2. All Board members and employees must report any breaches to the Head of 

Finance. 
 
4.3. The Head of Finance has a responsibility to report breaches of the Procedures 

where they see fit, to East Kent Housing’s Board. 
 

 
5. What happens in an emergency situation? 
            
5.1. On rare occasions, employees are faced with an emergency and may need to act 

swiftly.  It is recognised that in these circumstances employees need to use their 
best judgement, balancing the need of the service, severity of the emergency and 
the financial consequences of their actions.  Detailed notes of actions taken must 
be kept and wherever possible employees should seek clearance from their line 
manager, Head of Service or the Head of Finance. 

 
5.2. Employees must seek retrospective approval for their actions.  They must contact 

their Head of Service who will be responsible for co-ordinating such information, 
and report the matter to the Head of Finance. 

 
 
 



 

Section A - FINANCIAL MANAGEMENT 
 
 
INTRODUCTION 
 
A.1  Financial Management covers all financial accountabilities in relation to the running 

of East Kent Housing, including the budget and Delivery Plan. 
 
 
ROLES AND RESPONSIBILITIES 
 

The Head of Finance 
 
A.2  The Head of Finance has duties in relation to the financial administration and 

stewardship of East Kent Housing. 
 
A.3  The Head of Finance is responsible for: 

 The proper administration of  East Kent Housing’s financial affairs 

 Setting and monitoring compliance with financial management standards 

 Advising on the corporate financial position and on the key financial controls 
necessary to secure sound financial management 

 Providing financial information to the Board, Sub Committees and 
Management Team 

 Preparing the revenue budget and capital programme. 

 Cashflow Management 
 
A.4  East Kent Housing must provide the Head of Finance with sufficient staff, 

accommodation and other resources – including legal advice where this is 
necessary – to carry out their duties.  
 

 
  Employed Directors and Heads of Service 
 
 A.5   Employed Directors and Heads of Service are responsible for: 
 

 Ensuring that Board members are advised of the financial implications of all 
proposals and that the financial implications have been agreed by the Head of 
Finance 

 Signing contracts on behalf of East Kent Housing, in accordance with Contract 
Standing Orders (CSO). 

 Controlling and monitoring income and expenditure within the approved budget.  
 

 A.6  It is the responsibility of both employed Directors and Heads of Service to consult 
with the Head of Finance and seek approval on any matter liable to affect East 
Kent Housing’s finances materially, before any commitments are made. 

 
 
 
 
 



 

OTHER FINANCIAL ACCOUNTABILITIES 
 
Virement 
 
A.7  The Board is responsible for agreeing procedures for virement of expenditure 

between budget heads. The approved scheme is: 
 

 Where an approved budget is a lump-sum budget or contingency intended for 
allocation during the year, its allocation will not be treated as a virement 
provided that the amount is used in accordance with the purpose for which it 
has been established, and individual allocations are not exceeded where they 
apply. 

 

 The Chief Executive, in consultation with the Head of Finance can vire the 
payroll budget to various budget headings to facilitate delivery of existing 
policies. 

 

 Members of Management Team  can (subject to the conditions below) vire 
funds within a budget heading up to a limit of £20,000.  Members of 
Management Team can (subject to the conditions below) vire funds across 
budget headings for which they are responsible for of up to £20,000. 

 

 The Chief Executive in consultation with the Senior Management Team can 
(subject to the conditions below) authorise any transfer between budget 
headings of between £20,000 and £40,000.  

 

 Board approval should be sought for all virements which are in excess of 
£40,000. 

 

 Management Team must consult with the Head of Finance in advance of any 
virement.  All virements will be reported retrospectively to Board as part of East 
Kent Housing’s budget monitoring procedures. 

 
 
 The following conditions apply to virements:  
 

 Virements will only be permitted where the expenditure is in accordance with a 
proposal, policy or plan previously agreed by the Board.  Virements are not to 
be used to fund new initiatives or policies unless the Board have given prior 
consent. 
 

 No virement relating to a specific financial year should be made after 31 March 
in that year. 
 

 The limit specified for the year is cumulative for the financial year in which the 
virement takes place. 

 
A.8 Directors and Heads of Service are responsible for agreeing in-year virements 

within delegated limits. 
 



 

 
 
Treatment of year-end balances on budgets 
 
A.9  The Head of Finance is responsible for agreeing any procedures for carrying 

forward under and overspendings on budget heads.  The policy covering the 
process for year-end carry forwards is outlined in Appendix 1 to these rules. 

  
Accounting Policies 
 
A.10  The Board is responsible for selecting accounting policies and ensuring that they 

are applied consistently and in accordance with relevant guidelines and 
Regulations. 

 
 The Board have adopted a set of Accounting Policies which are reviewed annually 

as part of the Statement of Accounts, and the current set is available within 
Appendix 2 of these rules. 

 
 

Accounting Records and Returns 
 
A.11  The Head of Finance is responsible for determining the accounting procedures and 

records for East Kent Housing. 
 
 
The Annual Statement of Accounts 
 
A.12  The Head of Finance is responsible for ensuring that the annual Statement of 

Accounts is prepared in accordance with statutory company law and requirements 
as stated within the Owners Agreement.  The Head of Finance is also responsible 
for supporting the Board in recruiting and appointing suitably qualified External 
Auditors to audit the Annual Statement of Accounts.  

 
A.13 The Board is responsible for approving the annual Statement of Accounts and 

signing the letter of representation to the External Auditors. 
 
 
 
 
 
 
 



 

Section B: FINANCIAL PLANNING 
 
INTRODUCTION 
 
B.1  The Board is responsible for agreeing East Kent Housing’s budget in terms of 

financial planning, the key elements are: 

 The Medium Term Financial Strategy 

 The annual management fee and operational budget 

 Policy on Reserves. 
These documents should be drafted with due consideration to the stated Priorities 
of EKH as well as the current Delivery Plan. 

 
 
DELIVERY PLAN 
 
B.2  The Board is responsible for approving the Delivery Plan and budget. The Delivery 

Plan is a requirement of the Management Agreement, to be negotiated with the 
Client Councils annually.  When drafting the Delivery Plan, due consideration 
should be given by the Management Team and Board to the financial implications 
of proposals and the financial capacity of EKH to fund them. 

 
 
 
BUDGETING 
 
Budget Format 
 
B.4 The general format of the budget will be approved by the Board on the advice of 

the Head of Finance.  The draft budget should include all known issues including 
salary inflation, growth, efficiency savings, proposed taxation levels, project costs 
and known delivery plan funding requirements. 

 
Budget Preparation 
 
B.5  The Head of Finance is responsible for ensuring that a revenue budget is prepared 

on an annual basis for consideration by the Board. They are also responsible for 
ensuring the robustness of the annual estimates submitted to the Board.  The draft 
budget shall be considered by the Finance & Audit Sub-Committee before being 
recommended to the Board for approval.  

 
B.6 The Head of Finance is responsible for issuing guidance on the general content of 

the budget to Budget Managers and staff as soon as possible following approval by 
the Board.   

 
 
 
Budget Monitoring and Control 
 
B.7 The Head of Finance is responsible for providing appropriate financial information 

to enable budgets to be monitored effectively.  He/she must arrange for 
expenditure and income to be controlled and monitored against budget allocations 



 

and report to the Board on such regular basis as it may determine.  Responsibility 
for the monitoring of information has been delegated to the Finance & Audit Sub-
Committee of the Board, with exceptional items being reported directly to the Board 
where relevant. 

 
B.8  It is the responsibility of Heads of Service to control income and expenditure within 

their area and to monitor performance, taking account of financial information 
provided by the Head of Finance.  They must report on variances within their own 
areas.  They must also take any action necessary to avoid exceeding their budget 
allocation and alert the Head of Finance of any problems, or potential problems, at 
the earliest opportunity.  

 
Resource Allocation 
 
B.9  The Head of Finance is responsible for developing and maintaining a resource 

allocation process that ensures due consideration of the Board’s Delivery Plan. 
 
Preparation of the Capital Programme 
 
B.10 The Head of Finance is responsible for ensuring that a rolling 3 year Capital 

Programme is prepared on an annual basis for consideration by the Board ( as and 
when a capital programme become applicable).  

 
Budget guidelines 
 
B.11 Guidelines on budget preparation  are issued to  Budget Managers by the Head of 

Finance. The guidelines will take account of: 
 

 Legal requirements 

 Medium-term planning prospects 

 The Delivery Plan and other relevant plans 

 Available resources 

 Spending pressures 

 Best value and other relevant guidelines 

 Other internal policy documents 

 Relevant cross-cutting issues. 
 
MAINTENANCE OF RESERVES 
 
B.12It is the responsibility of the Head of Finance to advise the Board on prudent levels of 

reserves.  A separate Policy on Reserves has been adopted by the Board and will 
be reviewed by the Head of Finance on a regular basis. 

 
 



 

Section C: RISK MANAGEMENT AND CONTROL OF RESOURCES 
 
INTRODUCTION 
 
C.1  It is essential that robust, integrated systems are developed and maintained for 

identifying and evaluating all significant corporate, strategic, project and operational 
risks to East Kent Housing. This should include the proactive participation of all 
those associated with planning and delivering services. 

 
C.2  Company law requires East Kent Housing to be responsible for ensuring that its 

financial management is adequate and that it has a sound system of internal 
control which facilitates the effective exercise of its functions including 
arrangements for the management of risk.  

 
RISK MANAGEMENT 
 
C.3  The Board is responsible for approving East Kent Housing’s Risk Management 

Policy and Strategy, reviewing it on an annual basis and for reviewing the 
effectiveness of risk management.  The Board is responsible for designating a 
Member to act as a ‘risk management champion’ to support the integration of risk 
management into the culture of East Kent Housing.  

 
C.4 The Head of Finance is responsible for preparing East Kent Housing’s risk 

management policy statement and for promoting it throughout East Kent Housing.  
 
C.5. The Board is also responsible for ensuring that proper insurance exists, where 

appropriate, to mitigate any risks identified.   
 
C.6. The Head of Finance is responsible for ensuring proper insurance cover and 

advising the Board accordingly.   
 
C.7 Directors and Heads of Service shall promptly notify the Head of Finance in writing 

of all insurable risks and ensure compliance with East Kent Housing’s Risk 
Management Strategy. 

 
 
INTERNAL CONTROL 
 
C.8  Internal Control refers to the systems of control devised by management to help 

ensure East Kent Housing’s objectives are achieved in a manner that promotes 
economical, efficient and effective use of resources and that East Kent Housing’s 
assets and interests are safeguarded. 

 
C.9  The Head of Finance is responsible for advising on effective systems of internal 

control.  These arrangements need to ensure compliance with all applicable 
statutes and regulations, and other relevant statements of best practice.  They 
should ensure that the Councils funds are properly safeguarded and used 
economically, efficiently. 

 
 



 

C.10  It is the responsibility of Directors and Heads of Service to establish sound 
arrangements for planning, appraising, authorising and controlling their operations 
in order to achieve continuous improvement, economy, efficiency and effectiveness 
and for achieving their financial performance targets. 

 
AUDIT REQUIREMENTS 
 
C.11 Good practice dictates that East Kent Housing should maintain an adequate and 

effective internal audit. 
 
C.12  The Board is responsible for appointing external auditors on the advice of the Head 

of Finance.  
 
C.13 Internal Audit shall have authority to: 

 Enter at all reasonable times any East Kent Housing premises 
 Have access to all records, documents, contracts and 

correspondence, including computerised hardware and software 
relating to any financial and/or other transaction of East Kent 
Housing. 

 Require and receive such explanations as are necessary concerning 
any matter under examination. 

 
C.14  East Kent Housing may, from time to time, be subject to audit, inspection or 

investigation by external bodies such as HM Revenues and Customs and 
Government offices or personnel working on their behalf, who have statutory rights 
of access. 

 
 
 
PREVENTING FRAUD AND CORRUPTION 
 
C.15  The Head of Finance is responsible for the development and maintenance of an 

anti-fraud and anti-corruption policy. 
 
C.16 There is a responsibility to inform the Board of any potential cases of Fraud, this 

will be done offline to the Chair of the Board and the Finance & Audit Sub-
Committee.  In addition a Fraud Register is maintained by the Head of Finance and 
reported to the Finance & Audit Sub-Committee at each meeting.  The Register will 
cover all known, suspected and confirmed cases.  Confirmed cases, and 
suspected cases which have a material impact upon the financial status of EKH will 
be reported to the External Auditors promptly by the Head of Finance or Chief 
Executive. 

 
 
ASSETS 
 
C.17Directors and Heads of Service must ensure that records and assets are properly 

maintained and securely held. They must also ensure that contingency plans for 
the security of assets and continuity of service in the event of a disaster or system 
failure are in place.   

 



 

C.18 An Asset Register will be maintained both for the purposes of year end 
capitalisation of assets and the tracking and monitoring of assets held within the 
business.  It will be the responsibility of the Head of Finance to ensure this register 
is maintained. 

 
 
STAFFING 
  
 
C.19 The Chief Executive is responsible for providing overall management to staff, and 

for ensuring compliance with East Kent Housing’s employment policies.  The Chief 
Executive is responsible for ensuring that there is proper use of the evaluation or 
other agreed systems for determining the remuneration of an appropriate post. 

 
C.20Directors and Heads of Service are responsible for controlling total staff numbers by: 
 

 Advising the Head of Finance on the budget necessary in any given year to 
cover estimated staffing levels. 

 Adjusting the staffing to a level that can be funded within approved budget 
provision, varying the provision as necessary within that constraint in order to 
meet changing operational needs.  Where permanent changes to the 
establishment are sought, agreement must be obtained from the Chief 
Executive and Head of Finance. 

 The proper use of recruitment procedures. 
 
 



 

Section  D: SYSTEMS AND PROCEDURES 
 
INTRODUCTION 
 
D.1  Sound systems and procedures are essential to an effective framework of 

accountability and control. 
 
GENERAL 
 
D.2  The Head of Finance is responsible for the operation of East Kent Housing’s 

accounting systems, the form of accounts and the supporting financial records.  
Any changes made by Directors and Heads of Service to the existing financial 
systems or the establishment of new systems must be approved in advance by the 
Head of Finance.  Directors and Service Managers however are responsible for the 
proper operation of financial processes in their individual departments. 

 
D.3  Any changes to agreed procedures by Directors and Heads of Service to meet their 

own specific service needs must be agreed in advance with the Head of Finance. 
 
D.4  Directors and Heads of Service must ensure that their staff receive relevant 

financial training that has been approved by the Head of Finance. 
 
D.5  Directors and Heads of Service must ensure that, where appropriate, computer and 

other systems are registered in accordance with data protection legislation.  
Directors and Heads of Service must also ensure that their staff are aware of their 
responsibilities under Data Protection and Freedom of Information legislation.  The 
Head of Corporate Services has overall responsibility for the management of data 
within EKH. 

 
INCOME AND EXPENDITURE 
 
D.6  It is the responsibility of Directors and Heads of Service to approve the scheme of 

delegation within their department and to ensure that it is operating effectively.    
Authority to make spending decisions is delegated through the formal authorised 
signatories process which is maintained by the Head of Finance.   

 
PAYMENTS TO EMPLOYEES AND MEMBERS 
 
D.7  The Chief Executive is responsible for making all payments of salaries, wages and 

allowances to all staff, and for making payments of allowances to the Board.  The 
Chief Executive may delegate these tasks to other suitably qualified and 
experience members of staff through the schedule of delegations.   

 
 
TAXATION 
 
D.8  The Head of Finance is responsible for advising Directors and Heads of Service, in 

the light of guidance issued by appropriate bodies and relevant legislation, on all 
taxation issues that affect East Kent Housing. 

 



 

D.9  Head of Finance is responsible for maintaining East Kent Housing’s tax records, 
making all tax payments, receiving any tax credits and submitting tax returns by 
their due date. 

 
D.10 The Board will provide sufficient means for the Head of Finance to obtain specialist 

advice on matters of taxation where he/she deems appropriate. 
 
BANKING  
 
D.11 The Company will maintain a relationship with a banking provider, currently 

National Westminster Bank PLC (the Bank).  The Board has passed the resolution 
to approve the nature and extent of the banking arrangements and who the 
delegate future responsibility to. 

 
 The company authorises the individuals identified as Main Signatories to exercise 
the powers set out in paragraphs D12 and D13 and the individuals identified as 
Account Signatories to exercise the powers set out in paragraph D13 only. 

 
D.12 Any Main Signatory is authorised, on behalf of the Company, to: 
 

 request and agree any borrowing, credit, bonds, guarantees, indemnities or 
any other products or facilities from the Bank. 

 sign or accept any product applications, loan or facility agreements, service 
agreements and indemnities to be entered into by the Company with the 
Bank, as well as any amendments to those documents or ancillary 
documents. 

 sign agreements for electronic products, including payment systems, and 
appoint or remove administrators and operators of those electronic 
products.  The Company authorises the administrators and operators to 
exercise the powers detailed in the terms of each electronic product.  
These powers may be extensive and include the power to make payments 
and access information on behalf of the Company, and in the case of 
administrators, the power to appoint and remove other administrators (with 
the same powers) and operators. 

 change the Signing Rules, authorise individuals as Account Signatories 
and change or cancel the authority of any existing Account Signatories, by 
completing and returning the relevant form. 

 authorise individuals as Call Back Contacts and change or cancel the 
authority of any existing Call Back Contacts, by completing and returning 
the relevant form. 

 identify any accounts that are excluded from the authority of the Account 
Signatories and provide separate signing rules or signatories for these 
accounts, by completing and returning the relevant form. 

The authority of the Main Signatories will continue until the Company gives written 
notice to the Bank of a resolution of the Board cancelling or changing the 
authorities provided, by completing and returning the relevant form. 
The Account Signatories (including the Main Signatories) can only undertake the 
actions noted in Section D.12 and D.13 if they are not in contravention of or require 
specific prior approval of the Management or Owners Agreement. 

 



 

D13 Account Signatories (which include Main Signatories) are authorised, on behalf 
of the Company and in accordance with the Account Signing Rules, to: 
 sign, issue and stop cheques 
 provide instructions in relation to Standing Orders, Direct Debits, CHAPS, 

foreign payments, BACS, Autopay, inter-account transfers and all other 
means of making payments 

 request drafts 
 sign, accept or endorse any negotiable instruments, promissory notes, bills 

of exchange and deposit receipts 
 open, close and amend current and deposit accounts in the name of the 

Company 
 deal with or withdraw any property or documents held by the Bank 

(whether for safe custody or otherwise) 
 generally deal with and give instructions to the Bank, except for those 

matters set out in paragraph D12. 
 
D.14 Any two Board members of the Company, or a Board member and the Company 

Secretary, or any Board member in the presence of a witness, may execute and 
deliver any security to be given to the Bank to secure the Company’s obligations, 
and any variations or releases of existing security.  Any guarantee or security for 
another party’s obligations will require a separate Board resolution authorising its 
execution. 

 
D.15 The Company authorises the individuals identified as Call Back Contacts to be 

contacted by telephone by the Bank to confirm or correct any instructions or 
information that the Bank has received, including faxed instructions. 

 
D.16 The Chief Executive and Head of Finance be authorised as Main 
Signatories  
Other Heads of Service will be authorised as Account Signatories 
Two signatories would be required for transactions of £500 and over. 
The main and account signatories will be varied in accordance with the agreed 
Board resolution to meet the practical needs of the organisation. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
Appendix 1 – Carry Forward Policy 
 

Treatment of underspent budgets at year end 
 
 
Budget Managers will be asked to notify the Head of Finance of any proposed carry 
forwards between the publication of the 3rd quarter budget monitoring reports (usually mid- 
late January) and 1 March.   
 
The Head of Finance and Chief Executive will consider all requests and determine their 
approval based upon current service priorities, the overall outturn position projected and 
future financial risks and needs.  Budget Managers will be notified promptly of the 
decision.   
 
All agreed carry forwards will be retrospectively reported to the Finance & Audit Sub-
Committee.  The future years budget will be amended to reflect these changes.   
 
Any carry forward requests in excess of £20,000 will be brought to the Finance & Audit 
Sub Committee for approval. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
Appendix 2 – EKH Accounting Policies 
 
BASIS OF ACCOUNTING 
The financial statements have been prepared under the historic cost convention and in 
accordance with accounting standards. 
 
These financial statements have been prepared in accordance with International Financial 
Reporting Standards as adopted by the European Union (IFRS). 
 
The significant accounting policies that have been applied in the preparation of these 
financial statements are summarised below and these accounting policies have been used 
throughout all periods presented in the financial statements. 
 
The financial statements have been prepared on a going concern basis.  EKH has a 
Management Agreement for 30 years with its partner Councils and has an agreed 
Management Fee for the coming financial year, as well as written undertakings from the 
Councils and on this basis the directors have adopted the going concern basis for the 
preparation of the financial statements. 
 
REVENUE RECOGNITION 
Revenue is recognised when revenue and associated costs can be measured reliably and 
future economic benefits are probable.  Revenue is measured at fair value of the 
consideration received or receivable for goods and services provided in the normal course 
of business, net of VAT and other sales taxes. 
 
Revenue comprises revenue from the supply of the Company’s principal services which 
are the Management fee from the four partner Councils.  
 
Revenue from services is recognised on a time-apportioned basis by reference to the 
provision of services set out in the Management Agreement. 
 
Other income represents other sources of income to the Company that are not part of the 
principal activity.  An example of other income would be the charge back service income.  
This income is recognised in the financial statements on the same basis as revenue.   
 
PROPERTY, PLANT AND EQUIPMENT  
All fixed assets are initially recorded at cost.  A de minimus level for the recognition of 
capital items has been set at £6,000.  To ensure that assets with a useful economic life of 
more than one year are appropriately capitalised and depreciated, and the consumption of 
the benefit derived is recognised through the financial statements over the life of the 
assets, where a scheme of smaller items are purchased as part of a programme of 
replacement, if the programme in aggregate amounts to the de minimus sum of £6,000 
they will also be capitalised.   
 
As a management company EKH currently only holds a small amount of ICT equipment. 
The useful life of these tangible fixed assets is generally deemed to be 5 years.     
 



 

INTANGIBLE ASSETS 
Intangible assets are recorded initially at cost and amortised over their perceived useful 
life, in line with current practice for ICT equipment.  Whilst each purchase will be 
considered on its own merits, generally software is anticipated to be amortised typically 
over a 2 to 5 year life.  The de minimus levels applied are in line with those for ICT 
equipment (fixed assets) at £6,000. 
The new Housing Management System is a significant addition to the intangible assets 
held by EKH.  As this asset is yet to come into use the capital costs associated with its 
implementation have been capitalised pending amortisation once the asset has been 
brought into use.      
 
DEPRECIATION/AMORTISATION 
Depreciation is calculated so as to write off the cost of an asset, less its estimated residual 
value, over the useful economic life of that asset.  For ICT equipment the period generally 
applicable will be five years. 
 
Gains or losses arising from the disposal of equipment are determined as the difference 
between the disposal proceeds and the carrying amount of the assets and are recognised 
in the financial statements in the year in which they occur. 
 
LEASES 
Leases in which a significant proportion of the risks and rewards of ownership are retained 
by the lessor are classified as operating leases.  Payments made under operating leases 
(net of any incentives received from the lessor) are charged against profit or loss on a 
straight line basis over the period of the lease. 
 
Leases where the company (EKH) has substantially all the risks and rewards of ownership 
transferred to it, are deemed finance leases.  Finance leases are capitalised at the 
commencement of the lease at the lower level of fair value of the leased property and the 
present value of the minimum lease payments.  Each lease payment is allocated between 
the liability and finance charges so as to achieve a constant rate on the balance 
outstanding.  The corresponding rental obligations, net of finance charges are shown in 
other payables.  The property acquired under finance leases is depreciated over the 
shorter of the useful life of the asset and the lease term. 
 
PENSION CONTRIBUTIONS 
Employees of the Company are members of the Local Government Pension Scheme, 
administered by Kent County Council.  This is a defined benefit scheme whereby the costs 
of providing benefits is determined using the projected unit credit method (i.e. an 
assessment made of the future payments to be made in relation to retirement benefits 
earned to date by employees, based on assumptions on mortality rates, staff turnover 
rates, etc and projected earnings for current employees) with actuarial valuations being 
carried out at each year end. 
 
Typically defined benefit plans define an amount of pension benefit that an employee will 
receive on retirement, usually dependent on one or more factors such as age, years of 
service and compensation. 
 
The liability recognised in the Statement of Financial Position in respect of defined benefit 
pension plans is the present value of the defined benefit obligation at the end of the 
reporting period less the fair value of the plan assets.  The defined benefit obligation is 



 

calculated annually by independent actuaries using the projected unit credit method.  The 
present value of the defined benefit obligation is determined by discounting the estimated 
future cash outflows using interest rates of high-quality corporate bonds that are 
denominated in the currency in which the benefits will be paid, and that have terms to 
maturity approximating to the terms related to the pension obligation. 
 
Actuarial gains and losses arising from the experience adjustments and changes in 
actuarial assumptions are charged or credited to equity in other comprehensive income in 
the period in which they arise.  Past service costs are recognised immediately in income. 
 
TAXATION 
The tax expense represents the sum of the current tax expense. 
 
The tax currently payable is based on the taxable profit for the accounting year.  Taxable 
profits differ from accounting profit as reported in the Statement of Comprehensive Income 
because it excludes items of income or expense that are taxable or deductible in other 
years and it further excludes items that are never taxable or deductible.  The Company’s 
liability for current tax is measured using tax rates that have been enacted or substantially 
enacted at the reporting date. 
 
The company’s core business activities with the Councils are deemed non-trading.  
Accordingly any profits or losses arising from transactions with the Councils are outside of 
the scope of corporation tax.  Corporation tax will therefore only apply to any bank interest 
earned during the financial year. 
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1. Introduction – Purpose of the Contract Standing Orders 
  
Purchasing decisions and processes are important as East Kent Housing has a 
responsibility to its owners the local authorities, the residents, the Board and is ultimately 
funded by public money, so the need for high financial standards is particularly relevant. The 
purpose of these Contract Standing Orders is to provide a structure for purchasing decisions 
and ensure that East Kent Housing: 
 

 Furthers its corporate objectives 

 Uses its resources efficiently 

 Purchases quality goods, services and works fairly  

 Safeguards its reputation from any implication of dishonesty or corruption.  
 
Purchasing by East Kent Housing, from planning to delivery, shall incorporate (where 
appropriate) principles of sustainability, efficiency, whole life costings and cost savings. 
 
These Contract Standing Orders do not provide guidelines on what is the best way to 
purchase works, supplies (goods) and services.  They set out minimum requirements to be 
followed. 

 
2. General Principles – Application and Compliance with Contract Standing 

Orders 
 

These Contract Standing Orders apply to the purchase by or on behalf of East Kent Housing 
of works, supplies (goods) and services. 
 
These Contract Standing Orders apply to all contracts including all purchase orders, 
concessions and contractual arrangements entered into by or on behalf of East Kent 
Housing, except for the specific types of contracts and purchasing methods which are listed 
in 2.3.   
 
These Contract Standing Orders do not apply to:  

 

 Employment contracts  

 Contracts relating solely to the purchase or sale of interests in land 

 Contracts for retention of legal counsel and the appointment of expert witnesses in 
legal proceedings 

 
Contracts and related service level agreements with partner local authorities. 
 
3. General Principles Applying to All Contracts 
 
There should be written evidence of all purchases. 
 
Standard contract clauses, based on those used by the four councils, shall be used in all 
contracts of a value of £10,000 or more, except where appropriate and industry specific 
contracts are required. 
 
As a minimum, all contracts of a value of £10,000 or more shall include clauses which set 
out:  

 

 The works, supplies (goods), services, material, matters or things to be carried out or 
supplied 
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 Specify the price to be paid, the estimated price or the basis on which price is to be 
calculated. 

 The time within which the contract is to be performed 

 Quality requirements and standards which must be met 

 Requirements on the contractor to hold and maintain appropriate insurance 

 What happens in the event that the contractor fails to comply with its contractual 
obligations (in whole or in part) 

 Requirements on the contractor to comply with all relevant equalities and health and 
safety legislation 

 That East Kent Housing shall be entitled to cancel the contract and recover losses in 
the event that the contractor does anything improper to influence East Kent Housing 
to give the contractor any contract or commits an offence under the Bribery Act 2010. 

 
Written contracts shall not include non-commercial terms unless these are necessary to 
achieve best value for East Kent Housing.  In this context, “non commercial” means 
requirements unrelated to the actual performance of the contract. 
 
All contracts shall include relevant specifications, briefs and technical requirements that are 
prepared taking into account the need for effectiveness of delivery, quality, sustainability and 
efficiency (as appropriate). 
All contracts of a value of £10,000 or more or which involve a substantial risk to East Kent 
Housing must be subject to a written risk assessment, which should be kept within a central 
Risk Register and assessed based on the agreed Risk Management Process. 

 
4. Regulatory Context 

 
All purchasing shall be conducted in accordance with Regulatory Provisions which are:  

 

 All relevant statutory provisions 

 The relevant EU Rules and EC Treaty Principles  

 East Kent Housing’s Articles of Association and Governance Framework including 
these Contract Standing Orders, East Kent Housing’s Financial Procedure Rules and 
Scheme of Delegation 

 
In the event of conflict between the above, the EU Rules will take precedence, followed by 
UK legislation, then East Kent Housing's Articles of Association and Governance 
Framework, East Kent Housing’s policies and procedures. 

 
5. Responsibilities of Directors, Heads of Service and Responsible Officers ( Note: 
all references to Directors in this document refer to paid employees of East Kent Housing 
and not to Board members in their capacity of as Directors of the Company) 
 

 Each Director shall have overall responsibility and be accountable for the purchasing 
undertaken by their directorate. 

 Each Head of Service shall be responsible for the purchasing undertaken by his or 
her service and shall 

 be accountable to the Main Board  for the performance of their duties in relation to 
purchasing 

 comply with East Kent Housing's decision making processes including, where 
appropriate, implementing and operating a Scheme of Delegation 

 appoint a Responsible Officer in writing who shall be an authorised signatory 

 ensure proactive actions are taken to prevent, and immediate action taken in the 
event of, breaches of these Contract Standing Orders. 
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A Responsible Officer is an officer with responsibility for conducting purchasing processes 
for the purchase of works, supplies (goods) or services on behalf of East Kent Housing. 
 
A Responsible Officer’s duties in respect of purchasing are to ensure:  

 

 compliance with all Regulatory Provisions and integrity of the tender process 

 compliance with the relevant statutory provisions and East Kent Housing’s 
requirements relating to declarations of interest affecting any purchasing process 

 that there is an appropriate analysis of the requirement, timescales, procedure and 
documentation to be used  

 the purchasing process, from planning to delivery incorporates (where appropriate) 
principles of sustainability, efficiency, whole life costings and cost savings 

 compliance with East Kent Housing's decision making processes 

 that all contracts of a value of £25,000 or more are included on East Kent Housing’s 
Contract Register 

 that proper records of all contract award procedures, waivers, exemptions and 
extensions are maintained, with separate files for each purchase of a value of 
£25,000 or more  

 that value for money is achieved 

 that adequate and appropriate security (such as a bond or guarantee) is taken to 
protect East Kent Housing in the event of non-performance.  

 
All officers responsible for procuring works, supplies and services, shall take into account 
wider contractual delivery opportunities and purchasing methods including the use of 
Purchasing Schemes and e-procurement purchasing methods, and shall engage with the 
Procurement Officer or Head of Finance to gain relevant support. 
 
It is a disciplinary offence to fail to comply with these Contract Standing Orders. All 
employees have a duty to report breaches of Contract Standing Orders. 
 
Any officer or Board Member who suspects any misconduct or corruption in relation to the 
purchase by or on behalf of East Kent Housing of works, supplies (goods) and services must 
immediately report that suspicion to the Head of Finance.   

 
6. Scheme of Delegation  

 
East Kent Housing purchasing may only be undertaken by officers with the appropriate 
delegated authority to carry out such tasks as set out in East Kent Housing's Scheme of 
Delegation.  Officers with delegated authority may only delegate to other officers who have 
the appropriate skills and knowledge for the task and such delegation shall be recorded in 
writing.   
 
Officers shall be informed, where appropriate, of the extent of any delegated authority and 
applicable financial thresholds. 

 
7. Financial Thresholds and Procedures 

 
The table below sets out the general rules applying to the choice of purchasing procedure for 
contracts at the stated threshold values.   
 
There is a general presumption in favour of competition.  Wherever possible contract 
opportunities should be advertised by way of a public notice.  East Kent Housing must 
consider the potential effect of a contract on interstate trade at a European level.  If a 
contract may be of interest to contractors from other member states then this may result in a 
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need to advertise in a manner which ensures that potential contractors from other member 
states are aware of the opportunity, even for small value contracts or contracts under the EU 
Threshold levels outlined below. 
 
The public notice may take the form of a notice or advertisement in an electronic or paper 
format, on an easily accessible website or other electronic media or in the press, trade 
journals or Official Journal of the European Union (“OJEU”) (as appropriate). The 
Responsible Officer may choose to place one or more public notices in different media. 
 
In accordance with Part 4 of the Public Contracts Regulations 2015 and guidance issued by 

the Cabinet Office: 

All contract opportunities with a value of £25,000 and above must be published on ‘Contracts 

Finder’ where the Council has advertised such opportunity in the form of a notice or 

advertisement as set out above. 

All contract opportunities for which a Contract Notice was sent to OJEU for publication must 

also be published on ‘Contracts Finder’. 

 
 

Table setting out financial thresholds and procedures  
 

Total value 
£ 

Type of contract Procedure to be used 

0 to 
10, 000 

works, supplies and 
services 

At least one quote in advance 

10,000 to 
100,000 

works, supplies and 
services 

At least three written quotes in 
advance 

100,000 to 
£172,514** 

works, supplies and 
services 

At least three written tenders in 
advance,  following advertisement 
by public notice 

£172,514** plus 
 

**EU Threshold 
for supplies and 

services 

Supplies and services EU Rules apply – full competitive 
process following advertisement in 
the OJEU for supplies and some 
services. 
For social and some specific 
services reduced requirements 
apply under the EU Rules but there 
is a presumption in favour of 
advertising and a competitive 
process* 

£172,514 to 
£4,322,012** 

Works Full competitive process with 
tenders following advertisement by 
public notice 

£4,322,012** 
**EU Threshold 

for works 

Works EU Rules apply – full competitive 
process with tenders following OJ 
advertisement   

 
* The EU Rules apply to service contracts to differing degrees depending on the service.  
Responsible Officers should act cautiously and seek advice when considering the procedure 
to be used and application of the EU Rules to services contracts 
** or relevant threshold in force at the time under the EU Rules 

 
Where contracts are of a type and value that means the EU Rules apply to them then there 
are four main types of EU procedures available. These are the open, restricted, competitive 
dialogue and competitive negotiated procedures. Care must be taken to ensure that the 
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correct and most appropriate procedure is used and assistance on the choice and use of EU 
procedure should be sought from the Head of Finance or Procurement Officer, who will 
advise if further legal advice is required. 

 
8. Financial Thresholds and Processes Applying to Approval and Execution of 

Contracts 
 

For contracts over the relevant EU threshold (in force at the time), the choice of purchasing 
procedure to be used and the decision to proceed to advertisement must be authorised in 
writing by the relevant Director/Head of Service in advance in liaison with the Head of 
Finance or Procurement Officer. 
 
When a decision is made to award a contract then the Responsible Officer must, in addition 
to complying with their general obligations under these Contract Standing Orders ensure, in 
particular, that: 

 

 the appropriate approvals have been obtained to authorise that decision; and 

 where appropriate, a standstill period complying with the EU Rules is incorporated 
into the final award process.  

 
Any contracts valued at £100,000 or above shall be executed as a deed.  Officers with 
appropriate delegated authority may sign all other contracts.  
 
Electronic signatures may be used in accordance with the Electronic Signature Regulations 
2002 provided the sufficiency of security arrangements has been approved by a Senior ICT 
Manager. 

 
9. Calculating the Contract Value 

 
The starting point for calculating the contract value for the purposes of these Contract 
Standing Orders is that the contract value shall be the genuine pre-estimate of the value of 
the entire contract excluding Value Added Tax. This includes all payments to be made, or 
potentially to be made, under the entirety of the contract and for the whole of the predicted 
contract period (including proposed extensions and options). 
 
There shall be no artificial splitting of a contract to avoid the application of the provisions of 
the EU Rules and/or these Contract Standing Orders. 
 
The EU Rules can cover contracts, which are below the stated EU threshold, where they 
constitute repeat purchases and/or purchases of a similar type in a specified period. 
Responsible Officers should therefore seek advice from the Head of Finance or Procurement 
Officer on the application of the EU Rules where they envisage that they may require to 
make such purchases. 

 
10. Principles Underlying Tendering Processes and Tender Evaluation 
 
All tendering procedures (including obtaining quotes), from planning to contract award and 
signature, shall be undertaken in a manner so as to ensure: 

 

 Sufficient time is given to plan and run the process 

 Equal opportunity and equal treatment 

 Openness and transparency  

 Probity 

 Outcomes that deliver sustainability, efficiency and cost savings (where appropriate). 
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11. Submission and Opening of tenders 

 
An Invitation to Tender shall be issued by East Kent Housing for all contracts over £100,000 
and tenders shall be submitted in accordance with the requirements of the Invitation to 
Tender. 

 
Any tenders received shall be kept secure electronically and unopened until the time and 

date specified for the opening. 

No tender received after the time and date specified for its opening shall be accepted or 

considered by EKH unless agreed by the Chief Executive in exceptional circumstances. 

Tenders shall be opened, certified and recorded electronically by the Procurement Officer. 

 
12. Evaluation of Quotes and Tenders 

 
All quotes and tenders shall be evaluated in accordance with evaluation criteria notified in 
advance to both those submitting quotes as well as tenderers.  
 
Tenders subject to the EU Rules shall be evaluated in accordance with the EU Rules. 
 
Save in exceptional circumstances, which will be approved in advance by the relevant 
Director, all contracts shall be awarded on the basis of the quote or tender which represents 
best value for money to East Kent Housing assessed under evaluation and not on the basis 
of lowest price. 

 
13. Waivers 

 
The requirement for East Kent Housing to conduct a competitive purchasing process for 
contracts in excess of £10,000 may be waived in the following circumstances: 
 

 For contracts which are not subject to the EU Rules, the work, supply or service is 
required as a matter of urgency and a delay would be likely to lead to financial loss, 
personal injury or damage to property 

 The circumstances set out in the Public Contract Regulations 2015 Regulation 32 
apply (whether or not the contract is of a type which is subject to the application of 
the EU Rules) 

 if the goods or materials to be purchased are available from only one manufacturer 

 the contract is awarded under a Purchasing Scheme of a type where a competition 
has already been undertaken on behalf of East Kent Housing 

 where the supply is for the maintenance to exisiting IT equipment or software, 
including enhancements to current software, which can only be performed by the 
licensed developer or owner of the system 

 where the work is of a specialised nature, the skill of the contractor is of primary 
importance, and the supply market has been tested and found to be limited 

 at the discretion of the relevant Director/Head of Service who may proceed in a 
manner most expedient to the efficient management of East Kent Housing with 
reasons recorded in writing and agreed by the Chief Executive. 

 
A responsible officer who seeks a waiver of Contract Standing Orders, shall do so only in 
advance and only in exceptional circumstances.  
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All waivers from these Contract Standing Orders must be:  
 

 Fully documented 

 Subject to a written report in an approved format to be submitted in advance to the 
relevant Director/Head of Service which shall include reasons for the waiver which 
demonstrate that the waiver is genuinely required 

 Subject to approval in advance by the relevant Director/Head of Service who shall 
record that they have considered the reasons for the waiver and that they are 
satisfied that the circumstances justifying the waiver are genuinely exceptional.  
Applications for waivers which are a result of poor contract planning will rarely be 
considered genuinely exceptional. 

 
All decisions on waivers must take into account:  
 

 Probity 

 Value for money principles. 
 

For contracts subject to the EU Rules, any waiver from the requirement for competition must 
meet the conditions set out in the EU Rules in addition to the general requirements above.  
 
Where a waiver is agreed, it will be reported to the Chair of Finance & Audit Sub-Committee 
or the Chair of the Board.   

 
14. Extensions to Existing Contracts 
 
Where extensions to existing contracts are made the extensions must be determined in 
accordance with the contract terms, for a specified period. 
 
Any extension must be:  

 

 Fully documented 

 Subject to a written report in an approved format to be submitted to the relevant 
Director/Head of Service; which shall include reasons for the extension which 
demonstrate that the need for the extension is genuinely exceptional 

 
Any extension must take into account:  

 

 Probity 

 Value for money principles. 
 

For contracts subject to EU Rules, any extension must meet the conditions set out in the EU 
Rules in addition to the more general requirements set out above.  

 
15. Purchasing Schemes 

 
A Responsible Officer may use Purchasing Schemes subject to the following conditions.  
 
Responsible Officers must check in advance with the Head of Finance / Procurement Officer 
that  

 

 East Kent Housing is legally entitled to use the Purchasing Scheme 

 The purchases to be made do properly fall within the coverage of the Purchasing 
Scheme  
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 The establishment and operation of each Purchasing Scheme is in compliance with 
the EU Rules (where they apply) and meets East Kent Housing's own requirements. 

 
A “Purchasing Scheme” may include:  

 

 Contractor prequalification lists or select lists 

 Framework arrangements (including those set up by the Office of Government 
Commerce) 

 Purchasing arrangements set up by central purchasing bodies and commercial 
organisations  

 Consortium purchasing 

 Collaborative working arrangements 

 Formal agency arrangements 

 E-procurement and purchasing schemes and methods 

 Other similar arrangements such as the Government Marketplace 
 

Where a Purchasing Scheme is used then there shall be a whole or partial exemption from 
the obligations under these Contract Standing Orders in respect of the choice and conduct of 
procedures to the extent permitted. 

 
16. Review and Changes to these Contract Standing Orders 
These Contract Standing Orders shall be reviewed and updated on a regular basis.  In the 
case of revisions to the EU Thresholds in Contract Standing Order 7, amended Contract 
Standing Orders shall be recommended by the Main Board to East Kent Housing. The Head 
of Finance will make revisions to the EU Thresholds as they occur.  In the case of role title 
changes, these amendments can be made by the Head of Finance with the agreement of 
the Chief Executive.   
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Title: 
 

Developing our Customer Access Strategy 

Meeting: 
 

Board 

Date: 
 

18 July 2016 

Author: 
 

Lucy Tuson, Head of Communications  

Summary : This report sets out the work carried out to date, the 
additional tasks and consultation required to shape our new 
Customer Access Strategy and asks the Board to extend 
the deadline to deliver this strategy. 

Recommendation(s): 
 

The Board are minded to agree a change of date in the 

Delivery Plan for the Customer Access Strategy from July 

2016 until March 2017. This additional time will enable 

additional tasks to be carried out and ensure that the new 

Director of Customer Service is involved in the strategy’s 

development. 

Risk considerations: 
 

This project impacts on the following risks:  

• O7 Changing needs of customer base,  

• S7 Unrealistic Customer Expectations,  

• S8 Failure to develop the business,  

• DP1 Service Development 
Legal/regulatory 
considerations: 

None 

Finance/resources 
considerations: 

Budget and resources are required for the consultation 

activities. 

Equalities 
considerations: 
 

There are no equalities issues for this report.  An equality 

impact assessment will be required for the Customer 

Access Strategy.  

Health and safety 
considerations: 
 

There are no health and safety issues for this report 

 



 East Kent Housing  

    

 

 

 

 
Developing our Customer Access Strategy 

1. Background 

As part of our 2020 vision: Trusted by our residents, the Councils and our staff to 

deliver a great and reliable service, we have set a priority called ‘Places people want 

to live’ which focuses on: 

 Creating consistent and targeted customer contact, including: 

• Developing a better insight into the characteristics and needs  of residents 

• Providing consistent and effective customer contact 

• Offering a range of access methods through improved use of technology, 

especially for self-service 

Within our commitments to residents: We will make it easier for residents to 

contact us we have committed to: 

• one telephone number staffed by people trained to deal with enquiries without 

the need to be passed on to someone else 

• creating opportunities for residents to request and use services on-line 

• we will make appointments when visiting residents’ homes and will remind 

them by text of the date and time of the appointment 

We would also like to look at centralising our complaints procedures, and making it 

easier for us to recognise complaints, by having one email address for complaints, 

for example.   

To help us deliver these commitments we need a proactive customer access 

strategy and action plan that sets out what we need to do to achieve this. However 

before work can start on our strategy we need a greater understanding of our 

customers’ needs and the direction our councils want us to take. 

2. Introduction  

We are on a journey to develop our new Customer Access Strategy and we want to 

work in partnership with our stakeholders to deliver a realistic and supported 

customer access strategy that we would like to implement with the support of the 

new Director of Customer Services, who will be in post later this year. 

This paper sets out a series of tasks required to help us find the information we need 

and the conversations we need to have with our stakeholders to shape the direction 

of our Customer Access Strategy. 
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Why do we need a customer access strategy? 

With the changing needs of our customers and the opportunities arising from the 

implementation of our single IT system, we need a customer access strategy that 

sets out how we want and need customers to access our services which will be used 

to shape the delivery of customer contact across the organisation so we can fulfil our 

2020 vision. 

We also know that we aren’t currently providing the best service to our customers 

and we could do better - which can be supported by the drop of 2% in overall 

satisfaction for our services (87% in 2015 compared to 89% in 2012).   

Before we can write our customer access strategy we need information and a steer 

from our stakeholders on the strategic direction we should take. In particular we 

need to gather further information to ensure we better understand: 

• who our customers are and how they access our services currently 
• the types and the effectiveness of the current customer access methods 
• the cost versus benefits of each current customer contact 
• the needs of our customers now and how this may change in the future 
• the opportunities of self-serve and customer contact from the single system  
• the strategic direction of customer service from our councils and EK Services 
• the approach EKH would like to take to deliver its customer access strategy  

 

3. Understanding our customers: The story so far…. 

We know we deal with a high volume of contact from our residents but we haven’t 

carried out any recent detailed analysis of the different contact methods our 

customers use to access our services.  

We know from anecdotal feedback from our staff that they are dealing with a wide 

range of customer enquiries, often including matters outside of our direct control.  

However we don’t have the proven information to help us implement the changes 

and improvements needed.  It is essential that we have a greater understanding our 

customers before we write our customer access strategy.  

Finding out the facts: 

During June 2016, we have contacted the customer service teams at EK Services 

and Shepway District Council to find out a breakdown of customer contact for each 

area over a 12 month period, including: 

• Number of customer calls we receive to each of our local areas  

• Times and patterns of customer contact  

• Purpose of contact  

• Number of ‘right first time’ incidences and number of call backs from repeat 
customers 
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• Details of the amount EK Services /Shepway District Council deal with calls 
and amount of calls passed back to EKH 

• Average length of time customers spend on the phone during the call 

• Queue waiting times for callers and also ‘drop off’ numbers 

• Summary of customer experience / access into our service by areas (e.g. call 
routing / number of options customers choose from, length of message 
customers listen to, is it interruptible for callers who know which option to 
choose/are customers directed to our website)  

 
We have received some of the above information, but it is clear that some of the 

specific details of our customer contact are not captured currently.  For example, 

Shepway District Council provides the number of calls and times of calls but the 

nature of the call isn’t captured.  EK Services, who provide some of the customer 

services in Canterbury, Dover and Thanet have provided some of the data we need 

– but there is a high number of calls recorded as ‘other’ in the call type and the 

number of calls transferred from EK Services to our staff isn’t easy to retrieve. There 

are also a large number of customers who contact us and then are rerouted to our 

contractors such as Mears and Swale or the automated payment service, which 

haven’t been previously reported.  

We also don’t currently monitor or analyse: 

• The number of emails or letters we receive 

• The number of appointments or visits made to our residents 

• The time taken and the purpose to respond to face to face contact, emails or 

social media requests 

Cost of contact: 

The following costs of dealing with customer contact have been identified based on 

industry standards:  

• £0.15 each time a customer uses our website to get information 

• £2.83 if they phone us and almost £9.00 if they visit us.* 

• A telephony IVR self-service session is 65p** (Automated call) 

• A personally responded email is £3.70 ** 

 

However further work is required to identify an actual EKH cost for delivering the 

different customer access methods which will help us to understand the true cost of 

providing services to our customers. 

 
* Source: SOCITM - Cost to serve figures which are used by EK Services 

**Research by ContactBabel has revealed that the average costs: 
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A draft customer contact infographic based on the information we have 

collected to date, is below:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Recommendation: 

The Board are asked to agree an extension to the deadline to deliver the new 

Customer Access Strategy.  This is a change from the original July 2016 date 

published in our Delivery Plan to a new timeframe of March 2017.  This extension 

will give time for us to carry out the further identified work, and will mean that the 

new Director of Customer Services can be involved in shaping the strategy: 
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Title: Corporate Health Report –Tenant Health and Safety 

Meeting: Board 

Date: 18 July 2016 

Author: Bob Granville – Head of Operations 

Summary : As part of the Corporate Health Report brief details are given of the 
key activities EKH undertakes in respect of the health and safety 
externally. 

Recommendation(s): The Board is asked to consider whether the information 
provided is satisfactory and if it requires further information.  

Risk considerations: EKH has a duty to maximise the health and safety of its customers. 

Legal/regulatory 
considerations: 

Effective health and safety is a key consideration of the Regulatory 

Standards. EKH has legal obligations in respect of maintaining 

effective compliance with relevant legislation in respect of gas, fire 

safety and legionella. 

Finance/resources 
considerations: 

Effective deployment of sufficient resources is required to meet 
EKH’s obligations. Failure to do so may have sufficient financial 
and other implications for EKH. 

Equalities 
considerations: 

None. 

Health and safety 
considerations: 

Note all mitigating actions set out in section 2 of the report. 
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1. Summary of Health and Safety 
 
Following the work undertaken to lean processes and develop our future management practices 

it became apparent that managerially our health and safety arrangements were managed 
in a number of different ways, with some elements having dedicated management (gas 
and legionella) and others being managed through contractual arrangements via the area 
teams.  As part of the restructure of the asset management, it was recognised that 
compliance would significantly benefit from being located under one manager with 
dedicated resources to manage these services.  Consequently we have created a new 
role of Compliance Manager with responsibility for ensuring compliance in health and 
safety. 

 
During the course of the year we began the process of quantifying each area of activity to be 

able to demonstrate compliance. Compliance is demonstrated by having controls in place 
to manage the risks as opposed to individual compliance at an individual property level.  
However, the assurance comes from knowing which individual properties are not 
compliant and the actions being undertaken to address them.  The table below sets out 
management view in respect of assurance, specifying any mitigating activities planned for 
the remainder of 2015/16: 

 
Area Officer 

assessment 
of 
compliance 

Mitigating actions Target 
date 

Gas Safety Full • None N/A 

Fire Safety Full • None N/A 

Asbestos Safety Partial • 100% inspection of communal 
areas 

Sept 2016 

Legionella Safety Partial • Complete review of low and 
medium rise blocks and include in 
future servicing schedule 

Sept 2016 

Lift Safety Full • Complete handover of warrantied 
lift 

Sep 2016 

Electrical Safety Full • Develop a costed  testing 
programme consideration by 
clients 

Dec 2016 

Estate safety Full • No identified actions N/A 

 
 
 

2.1 KEY ACTIVITIES UNDERTAKEN BY EKH Inspection regimes 
 

Gas Safety 
 

There is a legal duty for landlords to undertake gas servicing arising from the Gas Safety 
(Installation and Use) Regulations 1998.  This is supported by an Approved Code of 
Practice, “Safety in the installation and use of gas systems and appliances” L56. 
 
According to the HSE statistics every year around 7 people die from carbon monoxide 
poisoning caused by gas appliances and flues that have not been properly installed, 
maintained or that are poorly ventilated.  As a landlord, we are legally responsible for the 
safety of our tenants in relation to gas safety. By law we must: 

 

• Repair and maintain gas pipework, flues and appliances in safe condition 

• Ensure an annual gas safety check on each appliance and flue 

• Keep a record of each safety check 
 

We should also keep our tenants informed about their responsibilities while they are 
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staying in the properties we manage. 
 
Our servicing is currently carried out by specialist contractors with an independent site 
audits being undertaken by Gas Contract Services (GCS). 

 
As at the end of June 2016 it is our assessment that EKH is compliant.   EKH has a gas 
register of installations and clear mechanisms for managing and maintaining those 
systems, evidence of completed inspections and an independent audit regime for the 
work.  At the end of June 2016, 19 properties of the 14,326 homes with gas heating did 
not have a valid Landlord Gas Safety Record (LGSR).  We now have agreed an agreed 
procedure with all four local authorities in respect of gas access. 
 
Fire Safety  

 
There is a legal duty for landlords to undertake fire safety risk assessments arising from 
the Regulatory Reform (Fire Safety) Order 2005, which covers general fire safety in 
England and Wales. 

 
The inspection regime for fire is based on the type of property and the risk associated with 
it.  Such risk is determined by the landlord and we have identified that our high risk sites 
are the Independent living schemes and our high rise blocks.  Low risk sites have been identified 
as our low rise blocks of flats which have primarily unfurnished communal staircases. 
 
Work recommended from any risk assessment is then prioritised by EKH and passed to 
relevant contractors to complete. 
 
As at the end on June 2016 it is our assessment that EKH is compliant.  EKH has a 
register of properties that require fire risk assessments, and clear mechanisms for 
managing and maintaining those systems.  At this time our Fire Risk Assessment 
programme is up to date and works are being undertaken following those assessments. 
 
Asbestos Safety 
 
There is a legal duty for landlords to undertake to manage the presence of asbestos 
within their properties. 
 
The duty to manage asbestos is directed at those who manage non-domestic premises, 
the people with responsibility for protecting others who work in such premises, or use 
them in other ways, from the risks to ill health that exposure to asbestos causes.  This 
places a requirement on us to have specific knowledge in respect of all communal 
areas. 
 
At the present time the Asbestos Register is maintained separately for the four local 
authority areas.  This information held against each address falls into one of three 
broad categories which are:  
 

• Detailed asbestos inspections required as part of minor works or refurbishment;  

• Cloned data (this is data where a sufficient number of detailed inspections have 
been undertaken of a particular construction type to enable us to make 
assumptions regarding location and type of asbestos within the building). 

• No data available. 
 
This information is accessible to our contractors to inform their ability to undertake work 
and manage the risk to their staff.  Our contractors use qualified sub-contractors to 
undertake surveys and to remove asbestos as work requires. 
 
A gap was identified in last year’s report in respect of asbestos reports for communal 
areas.  During the course of 2015/16 a programme of inspections was commissioned to 
address this area of weakness. 
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As at the end of June 2016, it is our assessment that we are partially compliant.  EKH has 
an asbestos register and clear mechanisms for managing and maintaining those systems.  
However, at this time our asbestos inspection programme for communal areas is being 
finalised and we expect this to be completed by September 2016.  This does not present 
an immediate risk, as when contractors do not have access to an asbestos inspection 
report their operating practice is to undertake works assuming there is asbestos present, 
and commission an inspection if the work is likely to disturb asbestos-bearing materials. 
 
 
Legionella Safety 

 
There is a legal duty to undertake legionella testing. Legionnaires’ disease is a potentially 
fatal form of pneumonia and everyone is susceptible to infection. The risk increases with 
age.  The bacterium “Legionella pneumophila” and related bacteria are common in natural 
water sources such as rivers, lakes and reservoirs, but usually in low numbers. They may 
also be found in purpose-built water systems such as cooling towers, evaporative 
condensers, hot and cold water systems and spa pools, where numbers can become 
concentrated when water remains in a system for a period of time.  Such scenarios are 
particularly true in buildings used communally, such as offices, hotels and blocks of flats. 

 
Our inspection regime for Legionella is to undertake risk assessments of relevant sites 
annually, which is primarily our Independent Living Schemes, high and medium rise tower 
blocks, some low rise blocks, our offices, and a small number of community buildings.  
These inspections are undertaken by a specialist contractor and any works identified are 
then prioritised, based upon risk, and actioned. 
 
As part of development of the specification for the new heating servicing contract, we 
looked at whether we have a comprehensive record of communal cold water tanks within 
all blocks of flats.  Our records in relation to medium and low rise buildings required 
review, so during 2015/16 we instigated a review of all blocks to inform us whether there 
were shared cold water storage facilities and to specify what if any works were required. 
 
As at the end of June 2016 it is our assessment that EKH is partially compliant.  Our 
records, management and monitoring arrangements in relation to sheltered housing and 
tower blocks are very robust.  We will complete the review of medium and low rise 
buildings by the end of September to ensure where relevant they are included in future 
legionella testing programmes, or consider works which remove any low level risk. 
 
Lift Safety 
 
There is a legal duty for landlords to undertake lift and lifting equipment servicing.  We 
undertake an annual inspection programme for all lifts, stair lifts and hoists used within our 
properties.  This work is undertaken by specialist contractors. 
 
As at the end of June 2016 it is our assessment that EKH is compliant, as we have a 
register of relevant equipment, clear mechanisms for managing and maintaining that 
equipment and evidence of servicing.  At that time our servicing programme was up to 
date.  At one site there are two newly installed lifts which have completed their warranty 
year and are being handed over to the servicing contractor following snagging works. 
 
Electrical Safety 
 
Electrical installations 
 
There is no specific duty for landlords to undertake periodic inspections of electrical 
installations or portable equipment. The Institute of Electrical Engineers recommends 10 
years as the maximum period between tests and the Electrical Safety Council in its 
Guidance recommends inspection every 5.   
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At the present time we operate a rolling programme of inspections in Dover and we are 
looking to include measures within the future repairs and maintenance contract in Thanet 
and the price per property arrangement in Shepway. 
 
Portable Appliance Testing 
 
With regard to portable equipment the Electricity at Work Regulations 1989 require that 
any electrical equipment that has the potential to cause injury is maintained in a safe 
condition. It does not specify any requirement for periodic testing.   
 
However the most common cause of domestic fires is faulty appliances.  This is of 
particular importance as the sites where we provide such equipment are also those 
properties we deem as high risk for fire safety, i e Independent Living Schemes and high 
rise tower blocks.  It should be noted we are only responsible for testing electrical 
equipment provided in communal areas. 

 
Based upon the guidance and our duties under the fire regulations we undertake PAT 
testing on equipment on an annual basis.  This testing is undertaken by specialist 
contractors. 
 
As at the end of June 2016 it is our assessment that EKH is compliant.  EKH has a 
register of relevant equipment, clear mechanisms for managing and maintaining that 
equipment and evidence of servicing.  At the end of June our servicing programme was 
up to date. 
 
Estate inspections 

 
There is no specific duty for landlords to undertake estate inspections, however most 
landlords do so as part of their general health and safety practices.  In part this is 
because issues which may be identified by staff and residents may not be the 
responsibility of the landlord, eg highways, water stop-tap covers, telephone 
installations, street lighting etc.  In these instances we work with partner agencies in an 
effort to resolve these third party issues. 
 
We carry out estate inspections with other relevant services and key residents at least 
once a year, which includes health and safety issues. To date consistency of practice 
across the four areas in respect of systematic estate inspections has been an issue. 
However we have now introduced a single system of carrying out, recording and 
monitoring inspections. The frequency of inspection is higher in Independent Living 
Schemes and high rise blocks of flats, due to the requirements of other inspection 
regimes. 
 
As at the end of June 2016 it is our assessment that EKH is compliant as we have a 
register of relevant estates and evidence of inspection.   

 
 Insurance Claims 

 
Between 1 April 2015 and 31 March 2016, 33 insurance claims have been received by 
EKH of which 10 claims have been closed with no payments being made and 2 claims 
settled. The remaining 21 claims are still to be resolved.   
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Title: Corporate Health: Employee Health & Safety 

 

Meeting: Board 
 

Date: 18 July 2016 
 

Author: David Willis Head of Corporate Services 
 

Summary : This report provides a review of employee health and safety 
issues in 2015/16 
 

Recommendation Note the report 
 

Risk East Kent Housing as a company has legal responsibilities for 
the health and safety of its employees. By having effective policy 
and processes together with the professional advice provided by 
EKHR’s Health and Safety Advisers, EKH mitigates the risk it is 
exposed to 

Legal & Regulatory  Breaches of Health and Safety legislation are very serious 
leading potentially to legal action that can be taken against East 
Kent Housing through its directors and senior responsible 
officers. 

Finance & Resources There are no financial or resource impacts for the 
recommendations in the report 
 

Equalities None related to the report content 
 

Health and Safety  The health and safety of employees will be better addressed 
through the amendment to the Health and Safety Policy 
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1. Introduction 

 

EKHR continued to provide employee health and safety advice in 2015/16. EKH’s employee 
health and safety processes continue to be based on the revised health and safety policy 
that was reviewed. 
 
The Board’s Health and Safety champion, Nigel Lawes, continues to receive Political, Out of 
the Ordinary and Worrying (POW) notices where they relate to health and safety issues, and 
has requested that follow up notices are issued to confirm the resolution to POW incidents, 
which is being implemented. Nigel also receives reports about how EKH’s Corporate Health 
and Safety meets the directors responsibilities for employers, i.e. to appoint a competent 
person responsible for health and safety, provide information to employees about risks and 
the control of risks, consult on health and safety issues and provide training for senior 
management and employees. 

 

2. Auditing & Inspection 
 
EKHR health and safety advisors continue to act as the liaison between EKH and the 
councils for any joint health and safety issues. This means that while the Director of 
Operations and Business Transformation role has the ‘director’ Health and Safety role for 
EKH, locally managers will engage with EKHR health and safety advisors over health and 
safety matters, who will then liaise with the councils as necessary. 
 
Health and Safety Audits were carried out with the Operations and Business Transformation 
Teams in Dover, Shepway, Thanet and Canterbury.   Final meetings were held with relevant 
managers in May 2016 when the action points identified in the audits were reviewed and 
completion confirmed.  No major issues were identified but a common theme was the 
requirement to have risk assessments for work activities and to review these on a regular 
basis.   
 
An audit was also been carried out with the Independent Living Team which will be finalised 
at the end of June 2016.  The only issue identified related to first aid training when it was 
identified that front line staff would undertake the one day emergency first aid at work course 
and this was due for completion by the end of June. 
  
3. Display Station Assessments 
 

All EKH staff are required to undertake a workstation assessment using the e-learning 
module available on the intranet.  Where major issues are identified managers contact the 
H&S Advisors at EKHR and an individual workstation assessment is carried out and 
recommendations, to ensure the workstation complies with legislation, are made to the 
member of staff and the manager.  During 2015/16 33 individual assessments have taken 
place.  This number is considerably higher than last year as individual assessments were 
carried out with all members of staff based at Thanet District Council following their move to 
a new office location within the TDC offices in Margate. 
 

4. Health & Safety Training 
 

General training and the provision of guidance has taken place through 2015/16, including in 
the application of health and safety maps within EKH. 
 
EKHR advisors also provided a health and safety briefing to the January 2016 Employment 
and Corporate Services Sub-Committee outlining the role of EKHR as EKH’s ‘competent 
person’ for health and safety matters and the progress on health and safety maps. 
 

Members of the Asset team have received training in: 
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 Asbestos Awareness 

 Fire Safety Awareness for Managers 

 Manual Handling, Working at Heights and Confined Spaces 

 Housing Health and Safety Rating System (HHSRS) 

 Dealing with Disrepair 
 

Lone Worker and Conflict Management training was provided to new starters and staff who 

missed the previous year’s training  

A Fire Awareness pilot was attended by members of the Independent Living Team and 
subsequently rolled out to the wider team 
 

5. Accidents and Incidents 
 
From 1 April 2015 to 31 March 2016 there were 9 staff accidents and incidents reviewed by 
the health and safety advisers and action taken to prevent further issues in 6. During the 
same period, there were 2 reported accidents involving members of the public reported and 
action taken in both. 

 
EKHR launched a new on-line reporting for accidents and incidents at work in the Summer 
and this coincided with refresher information for all managers to make sure accidents at 
work are fully reported. 

 
6. Health & Safety Policy 

 
The Health and Safety Policy was refreshed in 2015/16 and the only change has been the 
amendment of the new Chief Executive’s name. 

 
7. General Risk Assessment 

 

EKHR reviewed health and safety maps that informed the health and safety audit 
programme in 2015/16. 
 

PAT testing for EKH appliances within the councils is subject to the council processes. 
 

8. First Aiders 
 

Under EKH’s First Aid Policy, EKH pays an allowance two first aiders per corporate location 
to be classed as formal first aid volunteers. Following recent moves of staff the current 
formal coverage is: 
 

 Canterbury: 2 

 Dover: 2 

 Garrity: 2 

 Shepway: 2 

 Thanet: 1 
 

Efforts have been made to meet the aspiration for 2 first aiders at Thanet but currently there 
are no volunteers. The fact there is only one at Thanet is mitigated by the fact that Thanet 
district Council also have first aid cover for the offices. 
 

9. Lone Working 
 

The new monitoring system, SkyGuard, continues to operate for all lone workers. 
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Author: 
 

Jonathan Hicks, Policy and Performance Officer 

Summary : 
 
 
 
 
 
 
 
 

The Public Sector Equality Duty (PSED) requires us to publish 
equality information on our tenants and staff annually and new 
equality objectives every four years.  
 
This report sets out how EKH supports the PSED and how we 
have reviewed our compliance with it. As a result, some changes 
have been made to the format of Board papers to ensure equality 
impacts are clearly identified and accounted for; along with 
recommended changes to the EKH Equality and Diversity policy 
(see below). 
 
The report considers the need to develop and publish new equality 
objectives and proposes these are encompassed within a new 
Equality Strategy. The Strategy will focus on how we demonstrate 
compliance with the PSED, particularly in relation to how we work 
with the Councils and other partners to meet our collective 
responsibilities to achieving equality. 
 
This report is for information and decision 

Recommendation(s): 
 

To receive and approve the report. Agree specific changes to the 
Equality and Diversity policy indicated below. 

Risk considerations: 
 

Failure to comply with the PSED or failure to demonstrate that we 
pay ‘due regard’ to equality when making key decisions may result 
in either EKH or the Councils being subject to a judicial review. 
This presents a potentially significant financial and reputational 
risk. 

Legal/regulatory 
considerations: 

Publication of equality information in relation to the PSED is 
required under section 149 of the Equality Act 2010. There are 
also relevant requirements contained within the regulatory 
framework for social housing: the tenant involvement and 
empowerment standard (1.3). 

Finance/resources 
considerations: 

None 

Equalities 
considerations: 

The Board understands its responsibility under the PSED and 
makes its decision in full knowledge of its impact on equality. 

Health and safety 
considerations: 

None  

 
  



    

 

 

 

Recommended changes to the EKH Equality and Diversity policy (this duplicates and is 
taken directly from the main body of the report): 
 
Section 1.1 Scope and purpose of the policy 
 
[The purpose of this policy is to:] Ensure all Board and staff members are aware of their 
equality duty when carrying out their functions on behalf of EKH. 
 
Section 2.5 Legal requirements 
 

Public authorities need to demonstrate they have paid ‘due regard’ to the PSED by 
providing evidence of their compliance with the duty. In practice this means: 
 

• Publishing equality data on members of staff and service users 

• Publishing details of services and policies assessed for impact on equality 

• Being able to evidence that equality impacts have been considered when making key 
decisions 

• Publishing new equality objectives at least every four years 
 
Section 8.2 Who has responsibility? 
 

[The Chief Executive of EKH has overall responsibility for carrying out this policy. This will be 
supported by the Board’s nominated Equalities and Diversity Champion.] However, all 
Board Members have responsibility for ensuring key decisions have duly considered 
impact on equality. 
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1.  Introduction 

 
1.1  East Kent Housing (EKH) has made a commitment to providing excellent accessible 
 services that meet the needs of all our residents. We also aim to be an equal opportunities 
 employer, acting positively to ensure we recruit, train and retain a diverse workforce. 
 
1.2 For the past four years EKH has published an annual equality report.  This report details the 
 work we have undertaken in support of our Public Sector Equality Duty (PSED or ‘the 
 Duty’) as set out in the Equality Act 2010. The general aims of which are: 
 

 To eliminate discrimination, harassment and victimisation 
 

 To advance equality of opportunity between people who share a characteristic and 
those who do not 

 

 To foster good relations between people who share a characteristic and those who 
do not 

2. Requirements 

 

 The specific duties of the PSED require public bodies to publish relevant, proportionate 

 information demonstrating their compliance with the Equality Duty, at least annually; and to 

 set themselves specific, measurable equality objectives, at least every four years. All 

 information must be published in a way which makes it easy for people to access it. 

3. How EKH supports the Equality Duty 

 

3.1 EKH undertakes regular monitoring of its policies, procedures and services in relation to the 

 three aims of the general Duty (see introduction, above) and analyses them against the most 

 up-to-date demographic, staff and service user data to ensure that they remain accessible, 

 inclusive and effective. 



 

3.2 EKH collects and publishes anonymous equality data on our staff and service users in 

 accordance with statutory guidance and best practice. All data is collected, stored, analysed 

 and published within the strict controls of the Data Protection Act 1998.   

3.3 EKH will prepare and publish one or more equality objectives to deliver the aims of the 

 general duty within statutory timescales (every four years)*.  Objectives will be derived from: 

 EKH vision and priorities 

 Tenant promises 

 The EKH delivery plan and other corporate projects 

 Customer and staff feedback 

 Emerging best practice 

 Outcomes of equality impact analyses 

 Ongoing service activity 

 *New equality objectives are due to be published in 2016 for a 2017/18 roll-out. See Equality 

 Strategy (Section 5 below) 

3.4 EKH demonstrates ‘due regard’ for the aims of the Public Sector Equality Duty in the 

 decisions that we make, proportionate to their relevance to the Duty. In practice, this means 

 we assess and identify equality impacts and present them to the key decision makers (i.e. 

 the Board) for consideration. 

4. Review of compliance 
 

4.1 In February 2016, EKH conducted a review of its compliance with the PSED. This identified 
 a potential risk to EKH if it fails to evidence compliance with the Duty or pay ‘due regard’ to 
 equality considerations when making key decisions. As EKH exercises this function on 
 behalf  of its four owner authorities, failure to evidence compliance may result in either EKH 
 or the Councils (jointly or severally) being subject to a judicial review. 
 
4.2 As a result of this review, EKH has recommended changes to the format of Board reports to 
 ensure equality impacts are clearly identified and accounted for. It is also recommended that 
 the following sections of the EKH Equality and Diversity Policy be amended as follows: 
 

 Section 1.1 
 

 [The purpose of this policy is to:] Ensure all Board and staff members are aware of their 
 equality duty when carrying out their functions on behalf of EKH. 
 

 Section 2.5  
 

 Public authorities need to demonstrate they have paid ‘due regard’ to the PSED by 
 providing evidence of their compliance with the duty. In practice this means: 
 

 Publishing equality data on members of staff and service users 

 Publishing details of services and policies assessed for impact on equality 

 Being able to evidence that equality impacts have been considered when making key 
decisions 

 Publishing new equality objectives at least every four years 
 

  

http://www.legislation.gov.uk/ukpga/1998/29/contents


 

 Section 8.2  
 

 The Chief Executive of EKH has overall responsibility for carrying out this  policy.  This will be 
 supported by the Board’s nominated Equalities and Diversity Champion. However, all 
 Board Members have responsibility for ensuring key decisions have duly considered 
 impact on equality. 
 
4.3 Further work is required (and planned) to:  
 

a) ensure all members of staff and Board Members are aware of the PSED when carrying 
out their functions on behalf of EKH (e.g. new training programme) 

 

b) ensure our mechanisms for considering equality impacts are fit-for-purpose and the 
Councils are satisfied with our approach (e.g. review/update our EIA process) 

 

 This work will form part of a new EKH Equality Strategy due for completion by December 
 2016 (see section 5 below). 

5. Equality Strategy 
 

5.1 The new EKH Equality Strategy will be structured around the three aims of the general Duty 

 and focus on how we demonstrate compliance with it. Greater emphasis will be placed on 

 working with the Councils, contractors and other partner services to support our joint 

 objectives and the wider equality agenda. 

5.2 New EKH equality objectives contained within the strategy will be discussed and proposed 

 by resident and staff focus groups and consulted on with residents, staff, Councils and 

 partners before being presented to the Board for approval. 

5.3 Where possible, equality objectives will be linked to other corporate projects and work 

 streams (e.g. the delivery plan) so that outcomes can be better monitored and measured 

 within existing frameworks. 

5.4 The strategy will contain an action plan that will be reported on and published annually to 

 enable Councils, Board Members and other stakeholders to see how projects and actions 

 are progressing.  This approach will allow for greater scrutiny and transparency. 

6. Access to information 
 

6.1 Details of EKH’s approach to equality, as well as information published in support the Duty 
 can be found on the EKH website, here: 
 

 https://www.eastkenthousing.org.uk/general-information/equality-and-diversity/ 
 

6.2 Upon approval of this report by the Board, it will be published on our website along with the 
 revised policy. Additional guidance for staff can be found on our Equality pages on the staff 
 intranet, here: 
 

 https://intranet.eastkenthousing.org.uk/im-a-member-of-staff/equality-and-diversity/ 
 

 Author: Jonathan Hicks, Policy Officer (acting Equality Officer) 
 Date:   June 2016  
 

https://www.eastkenthousing.org.uk/general-information/equality-and-diversity/
https://intranet.eastkenthousing.org.uk/im-a-member-of-staff/equality-and-diversity/
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Title: Corporate Health: Governance 
 

Meeting: Board 
 

Date: 18 July 2016 
 

Author: David Willis, Head of Corporate Services 
 

Summary : This report provides a review of Governance issues in 2015/16 
and includes some recommendations for dealing with items 
raised in the governance review carried out by Campbell Tickell. 
 
The role of non-executive directors in ensuring EKH meets its 
obligations as a company and within the HCA’s regulatory 
standard is crucial. The Corporate Safety – Regulatory 
Compliance report sets out the demands of the HCS Consumer 
Standard, which the Board has a duty to monitor and effect 
compliance with. 
 

Recommendation To agree the changes to the Finance and Audit Sub-Committee 
Terms of Reference. 
 
To agree the changes to the Employment and Corporate 
Services Sub-Committee Terms of Reference. 
 
To delegate the appointment of the Chair of the Finance and 
Audit Sub-Committee to the Chair of the Board, in consultation 
with the Vice-Chair of the Board. 
 
Note the content of the report 
 

Risk By not having effective governance arrangements the Board 
increases its risk of intervention by regulatory bodies. The current 
processes have been proved to be effective and an external 
review of arrangements has concluded. 
 

Legal & Regulatory  Compliance with company and sector regulatory requirements is 
essential and is supported by strong governance arrangements 
 

Finance & Resources None related to the report content 
 

Equalities None related to the report content 
 

Health and Safety  None related to the report content 
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1. Introduction 

 

Non-Executive members met as the Board or sub-committees 16 times in the 2015/16 
corporate year. 
 
There were a number of significant issues during 2015/16 that impacted the Board and non-
executive directors involving the retirement of the Chief Executive and the proposed 
retirement of long-standing directors. The year also saw a major external review of East Kent 
Housing’s governance arrangements. 

 

2. Board 
 

The review by Campbell Tickell has identified a number of improvements that would 
enhance Governance arrangements and a governance action plan is contained in a 
separate report on this agenda. 
 
The Board held 7 meetings through the corporate year dealing with a number of key issues 
including: 
 

• Medium-Term Financial Planning 

• Compliance 

• Appointment of Chief Executive 

• HR Service Provision 

• Delivery Plan Adoption and Review 

• Single System Oversight 

• Welfare Reform 

• Risk Management 

• Organisational Policy 

• Performance Targets & Oversight 

• Governance 

• Council Policy Change Recommendations 

• Regulatory Compliance 

• Corporate Health Oversight 

• Board Recruitment Policy 

• Enhanced Sheltered Service Provision 

• New Vision and Priorities 
 
The new format of Board meetings continues to work well as does the use of iPads. 
 
Board membership varied through the year following changes at the AGM, resignations, new 
appointments and temporary arrangements. This, together with attendance at meetings, is 
reflected in the table set out in Appendix 4. In addition, the Chair, Vice Chair and the Chair of 
the Finance and Audit Sub-Committee indicated that they would not seek re-appointment at 
the AGM. 
 
There are currently 4 recruitment processes, two for tenant representatives (Dover and 
Thanet) and two for independent representatives, to fill our vacancies. 
 
3. Sub-Committees 
 

The Sub-Committee structure continued to scrutinise and analyse delivery and operational 
issues and advise the Board over strategic issues. 
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Employment and Corporate Services Sub-Committee 
 
The Sub-Committee met twice in the year, two less than the previous year, taking key 
decisions and guiding the Executive over finalising pay and benefits negotiations, as well as 
employment, procurement and support service matters including: 
 

• EK Services performance 

• EKHR support and advice service performance & provision 

• Health & Well Being 

• Learning and development programme delivery 

• Appraisal Process 

• Health and Safety 

• Trade Union matters 
 
Membership of the Sub-Committee is: 
 

• Chris Hanagan (Chair) 

• Helen Buller 

• Dover Councillor Nominee (Sue Chandler) 

• TBC 
 
The Sub-Committee (with the addition of a Council Representative and the Head of 
Corporate Services) also met as the Single System Project Board five times in the year and 
took all key decisions over the procurement and hosting arrangements for the new single 
system. 
 
As a result of the decisions taken by the Chair and Vice-Chair of the Board, the Sub-
Committee was suspended after its meeting on 25 January.  However, the governance 
review recommended that the Board review the Chief Executives contract and appraisal 
process. This could be delegated to the Employment and Corporate Services Sub-
Committee, in the event that it is to continue, and draft revised terms of reference are 
attached at Appendix 1. 
 
Finance and Audit Sub-Committee 
 
The Sub-Committee met 3 times in the corporate year, 1 less than the previous year, dealing 
with key financial and risk matters including: 
 

• Operational budget recommendation and monitoring 

• Managed budget oversight 

• Business Planning 

• Risk strategy and oversight 

• Value for Money Strategy 

• Audit planning with general and specific monitoring 

• Financial Planning 

• Auditor appointment process and recommendations 

• Annual Directors report and financial statements review and recommendation 
 
Membership of the Sub-Committee is: 
 

• Jane Iley (Chair) 

• Nigel Lawes 

• Shepway Councillor Nominee (Dick Pascoe) 
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• TBC 
 
The focus for the Sub-Committee through 2015/16 was upon audit controls, planning and 
risk and budget planning. 
 
The improvement plan resulting from the governance review recommended that the Board 
review the Chief Executives contract and appraisal process. It is recommended that this is 
reflected in a revised terms of reference is attached at Appendix 2. 
 
In addition, the chair of the Sub-Committee is standing down at the AGM and a recruitment 
process is being undertaken. Neither the Articles nor Governance Framework dictate the 
process of appointing sub-committee chairs. The recruitment process for independent 
members is focusing on recruiting candidates with financial background as this is a gap in 
skills within the Board following the departure of Jane Iley. 
 
To reflect the importance of the role of the Chair of the Finance and Audit Sub-Committee 
and enable the recruitment process to align with the 2016/17 meeting schedule1 , it is 
recommended that the appointment of the Chair of the Finance and Audit Sub-Committee be 
agreed by the Chair of the Board, in consultation with the Vice-Chair.  
 
 
Service Improvement and Performance Sub-Committee 
 
The Sub-Committee, which includes the Chairs from the area boards, met 4 times in the 
year, 1 more than the previous year, dealing with important areas of performance and 
monitoring of contractors, including: 
 

• Contract Management Reviews 

• Delivery Plan Monitoring 

• Leasehold Service Review 

• Performance Monitoring 

• Managed budget Oversight 

• Renewal of Promises 

• Anti-Social Behaviour 

• Resident Involvement Strategy 
 

Membership of the Sub-Committee is: 
 

• Jenny Samper (Chair) 

• Martin Goard 

• Neill Tickle 

• Area Board Chair (X4) 

• Alka Umaria 
 
The focus for the Sub-Committee through 2014/15 was on performance management and 
the leasehold service. 

                                                           
1
 The next Finance and Audit Sub-Committee meeting is on 12 September 2016, the next Board, 26 

September 2016 
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4. Appraisals 
 

Board appraisals were again not carried out in 2015/16 as a result of the Board’s agreement 
to implement a governance review, including external appraisals. The results of the review 
have identified further actions around appraisals, and this is covered in the suggested 
Governance action plan. 
 

5. Board Member Activity 
 

In addition to the meetings throughout the year, board members undertook a number of 
additional meetings to develop EKH as an organisation including: 
 

• The Chair and Vice-Chair of the Board continuing to meet with the Chief Executive 
on a regular basis to maintain close links between the executive and non-executive 

• Individual meetings between the council leaders and the Chair 
 
6. Learning and Development 
 

Learning and development in 2015 continued to be a holding pattern pending the results of 
the governance review.  
 

7. Council Assurance 

Every year the Chief Executive provides the councils with an assurance statement for their 
governance requirements. The assurance statement covers governance, performance and 
employment statements, and is set out at Appendix 3. 

8. Tenant Scrutiny  

Tenant scrutiny forms an important part of EKH’s governance, as part of the regulatory 
framework and co-regulation.  Tenant scrutiny has three elements in EKH: 
 

• Area Boards; scrutiny of EKH performance and local service delivery 

• Tenant scrutiny panel; topic based scrutiny chosen by tenants  

• Neighbourhood inspection; scrutiny of estate and neighbourhood services 
 

Area Boards 
 
The Area Boards in all four districts have continued to meet quarterly to scrutinise EKH’s 
performance and act as consultative bodies. During the year the Area Boards dealt with 
many local and combined issues including: 
 

• Performance and Complaints report 

• Local updates from Operations Manager 

• Stock Investment team update and Managed budgets report  

• Planned Maintenance Programme 2016/17 

• Summary of main Board decisions and forward plan 

• Tenancy Conditions  (Canterbury) 

• Resident Promises, Delivery Plan Consultation & Local Resident Survey Results  

• Customer Insight Strategy 

• Tenants Scrutiny Panel reports   

• Universal Credit Update 

• Agreed Resident Involvement approach to procurement  

• Welfare Reform Strategy 
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• Resident Involvement Strategy 

• Rechargeable works  

• Tenancy Fraud Policy 

• HRA Budget Consultation 

• Neighbourhood Inspector Annual Report  

• Performance Information Targets  

• Board Recruitment Policy 
 
Regrettably in March the Chair of the Canterbury Area Board, Craig Potter, resigned to 
pursue personal ambitions.  The new Chair, Margaret Stirling, was elected in late June at 
their AGM. 
 
The chairs of the Area Boards have continued to meet quarterly with the tenant Board 
members and attend the Service Improvement and Performance Sub-committee meetings, 
which has helped build joint working relationships.   
 
In March 2015 we asked the Area Board members what training they wanted/needed to 
enable them to effectively be involved. As a result, a training programme was developed and 
delivered that was widely advertised and open to all residents which included: 
 

• Monitoring performance 

• Committee skills – the role of secretary 

• Effective meetings and project planning 

• Working as a team 

• Beginners IT and internet training. 
 

Tenant Scrutiny Panel 
 
Following the critical review a new Tenant Scrutiny Panel was recruited in the summer of 
2015 and underwent a series of training to support their activities.  The Panel have reviewed 
and produced their findings and recommendations in reports on the following subjects: 
 

• Awareness and Prevention of Tenancy Fraud Report  

• Repair communications  
 
In total the Panel have made 16 recommendations of which 14 have been agreed for 
implementation and their reports were commended by the Board. 
 
The Panel have committed to review EKH’s compliance with the HCA’s Consumer 
Standards and have started with the Tenant Involvement and Empowerment Standard.  This 
will be reported to the Board in November. 
 
Neighbourhood Inspectors 
 
The Neighbourhood Inspector programme was rolled out across all four districts in 
2015/16.  Residents have undertaken training and use pictorial guides and forms to grade 
estates. The Neighbourhood Inspectors have produced an annual report showing the 
information and recommendations for improvement from inspections conducted from 12 May 
2015 to 20 January 2016  
 
The report found that, out of the 31 Inspections which were attended by a Neighbourhood 
Inspector, 100% were graded as good or fair and the report was presented to the S&IP Sub-
committee in May 2016.   



 East Kent Housing   

 

 
Delivering ‘Places People Want to Live’ is one of EKH’s Priorities and the Neighbourhood 
Inspection programme will enable resident to monitor and identify/recommend improvements 
on their estates and enable EKH to ‘maintain clean, well looked-after estates’ and ‘be strong 
on health and safety’. 

9. Management Delegations 

Delegations to the Chief Executive and then to all other staff were put in place early in EKH’s 
creation. These delegations are not fully consistent with current structures and will be 
reviewed as part of the ongoing changes to structures. 





Appendix 1 
Employment & Corporate Services Sub-Committee 

Terms of Reference 
July 2016 

 

Statement of Purpose 
 

The Employment and Corporate Services sub-committee will uphold East Kent Housing’s 
aims, values, objectives and policies. 
 

The Board of East Kent Housing has delegated responsibility to the Employment and 
Corporate Services Sub-Committee to steer the activity of East Kent Housing in relation to 
employment and corporate services. 
 

The Joint Negotiating forum will report into the Employment and Corporate Services Sub-
Committee 
 

The sub-committee will meet regularly across the year at times suitable to meet the 
requirements of the Board and business cycle. 
 

Scope 
 

 Remuneration 

 Employment 

 Corporate Services 
 

Term 
Sub-

Committee 
Decision1 

Remuneration 

Develop remuneration policies for adoption by the Board, in consultation with the Finance 
and Audit sub-committee, for employees and non-executive directors 

Develop 
Policy 

Oversee the setting and administering of remuneration at all levels in EKH in line with 
adopted policies and approved budgets 

Decide 

Review the Chief Executive’s employment contract every three years and oversee the 
Chief Executive’s appraisal process, recommending any changes or actions to the Board  

Recommend 

Employment 

Monitor the operation of the Joint Negotiating Forum and take decisions on 
recommendations, in line with agreed employment policy 

 Decide 

Carry out regular reviews, including bi-annual pay and benefit audits, on all employment 
terms and conditions, make recommendations to the Board for changes 

Recommend 

Consider all strategic employment matters, to ensure the best use of East Kent Housing’s 
workforce 

Decide 

Approve the People Plan and monitor its progress, including structure changes  Decide 

To hear any final employment appeals processes  Decide 

To develop, recommend to the Board for adoption and monitor the Health and Safety 
strategy and any Health and Safety employer liabilities  

Develop 

To monitor the application of equal opportunities relating to employment Monitor 

Corporate Services 

Monitor East Kent Housing’s corporate arrangements to ensure they are conducted 
lawfully with appropriate standards of probity 

Monitor 

Regularly review the code of governance and agree a statement of compliance/non 
compliance in the annual accounts 

 Recommend 

Review annually  the  governance of East Kent Housing and assess the performance of 
the Board and its sub groups and committee, recommending changes to the Board 

Recommend 

Monitor openness, transparency and accountability to all stakeholders, including adoption Monitor 

                                                           
1
 The Sub-Committee Decision is based on the principle that the matter is within policy boundaries 
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Employment & Corporate Services Sub-Committee 

Terms of Reference 
July 2016 

 

Term 
Sub-

Committee 
Decision1 

and monitoring of East Kent Housing Data Protection Policy 

Review the operation of service level agreements and service contracts with east Kent 
councils, hosted arrangements or other service providers 

Review 

 
 

Administration 
 

Frequency of Meetings: Minimum of 4 per year 
Senior Management Responsibility to the Sub-Committee: Head of Corporate Services 
(Company Secretary) 
Membership: 4 Board members, with no more than two members from each Board Member 
group (independent, tenant and councillor) 
Chair: Board Member 
Voting: The Chair will have a casting vote and any decision taken by casting vote will be 
reported as such. 
Quorum: 3 

Substitutes: Substitute members are allowed, the member who is unavailable will inform 

Executive Support, who will select a substitute initially from the absent member peer group. 

Reporting: The Chair will provide a brief verbal update to the Board based on draft minutes 

and formal minutes will be received by the Board when agreed as accurate by the Sub-

Committee 

 



Appendix 2 
Finance & Audit Sub-Committee 

Terms of Reference 
July 2016 

 

 
The Finance and Audit Sub-Committee will uphold East Kent Housing’s aims, values, 
objectives and policies. 
 

The Board of East Kent Housing has delegated responsibility to the Finance and Audit Sub-
Committee to scrutinise performance and advise the Board on finance, audit and risk 
management strategy and operations. 
 

 Scope 
 

 Financial Management 

 Value for Money  

 Contractual Management 

 Audit 

 Risk Management 
 

The sub-committee will meet regularly across the year at times suitable to meet EKH’s 
decision making requirements. 
 

Term 
Sub-

Committee 
Decision1 

Financial Management 

Scrutinise and monitor operational budgets to ensure resources are in place to 
deliver East Kent Housing’s mission and core objectives 

Scrutinise 

Monitor, review and recommend to the Board policies and procedures relating to 
financial management and stewardship 

Recommend 

Consider and comment upon the financial viability and risk of any Business Plan or 
scheme submitted to the Board or any other sub-committee, including proposed 
new areas of business 

 Recommend 

Approve, monitor and report annually (for inclusion in the annual report) to the 
Board on the Value for Money (VFM) Strategy and action plan to ensure it delivers 
efficiencies and savings 

 Decide 

Review financial, value for money and risk implications for all key strategies  Monitor 

Contract Management 

Monitor contract procurement policies and procedures to ensure compliance with 
the Contract Procedure Rules and all relevant EU and UK legislation, 
recommending changes to the Board where required 

Review 

Audit 

Monitor, review and recommend changes to the Board for all policies, procedures 
and systems relating to internal controls and external audit 

Review 

Monitor and review financial statements and formal announcements relating to the 
company’s finances and financial returns to regulators 

Monitor 

Review, evaluate and recommend changes to the internal audit programme, 
considering and monitoring major findings of, and responses to, audit reports, 
ensuring sufficient resources are provided and there is coordination between 
internal and external auditors 

Monitor 

Consider the annual internal audit plan to ensure it meets the requirements of the 
business to ensure effective financial management and to counteract opportunities 
for fraud, recommending changes where required 

 Recommend 

                                                           
1
 The Sub-Committee Decision is based on the principle that the matter is within policy boundaries 
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Finance & Audit Sub-Committee 

Terms of Reference 
July 2016 

 

Term 
Sub-

Committee 
Decision1 

Make recommendations to the Board in relation to the appointment (and removal) 
of external auditors, their remuneration and terms of engagement 

Recommend 

Evaluate and recommend the effectiveness of the  external audit function ensuring 
it has adequate resources and information to perform in accordance with 
professional standards 

 Recommend 

Review year-end accounts and timetable with external auditors Review 

Risk 

Recommend to the Board a Risk Management Strategy and process, monitor risks 
quarterly and report findings to the Board, review the effectiveness of risk 
management, and annually review risk management, making recommendations for 
changes and reporting on annual performance to the Board 

Recommend 

 

Administration 
 

Frequency of Meetings: Minimum of 4 per year 
Senior Management Responsibility to the Sub-Committee: Head of Finance 
Membership: 4 Board members, with no more than two members from each Board Member 
group (independent, tenant and councillor) 
Chair: Board Member, however the Chair cannot be the Chair of the Board and the Chair of 
the Board cannot be a voting member of the Sub-Committee. The Chair will be appointed by 
the Chair of the Board in consultation with the Vice-Chair and the appointment ratified by the 
Board 
Voting: The Chair will have a casting vote and any decision taken by casting vote will be 
reported as such. 
Quorum: 3 

Substitutes: Substitute members are allowed, the member who is unavailable will inform 

Executive Support, who will select a substitute initially from the absent member peer group. 

Reporting: The Chair will provide a brief verbal update to the Board based on draft minutes 

and formal minutes will be received by the Board when agreed as accurate by the Sub-

Committee 
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ANNUAL GOVERNANCE STATEMENT 2015/16 
EAST KENT HOUSING ASSURANCE STATEMENT 
 
 
Background 
 
At least once a year, a review must take place of the effectiveness of the systems of internal 
control and an Annual Governance Statement (AGS) must accompany the Financial 
Statement.  In previous years your Assurance Statements have provided the assurance and 
confidence to those signing the AGS (Chief Executive/Section151 Officer and the Leader). 
 
Although the statement accompanies the Financial Statement, this is not just an accounting 
or audit issue.  This statement is a corporate document and a key measure of the overall 
effectiveness and efficiency of the Council.  It is also a way of expressing to the public that 
the Council has put in place good management, performance, stewardship of public money 
and public engagement, which ultimately demonstrates good outcomes for our citizens and 
service users. 
 
A shared corporate approach should be taken to compiling the AGS, as any delegation to an 
individual or section will dilute the statement’s significance and encourage others to distance 
themselves from their proper responsibilities.  It should be owned by all senior officers and 
Members of the Council and we must be able to demonstrate a robust system of review by 
Members. 
 
You are asked to complete the following statement which will contribute towards the Annual 
Governance Statement process for Canterbury, Dover, Shepway and Thanet.   
 
Statement for East Kent Housing (EKH) 
 
As the Chief Executive of East Kent Housing, I can confirm: 
 
Ref Statement Confirmed  If ‘yes please provide 

evidence to demonstrate how 
this has been achieved 

 
Governance 
EKH1 EKH has in place adequate 

procedures to secure compliance 
with all Financial Regulations, 
Contract Standing Orders and the 
Procurement Policy as per its 
agreements with East Kent 
Councils. 

Yes Financial regulations and 
standing orders adopted by 
EKH Board March 2011, these 
documents are currently being 
refreshed to ensure they remain 
relevant and in line with the 
Councils own. 
 
EKAP audit of Contract 
Standing Order compliance (of 
the managed budgets) 
concluded reasonable 
assurance could be given into 
the control environment and 
compliance.   
 
External Audit conducted 
annually by Baker Tilley 



ANNUAL GOVERNANCE STATEMENT 2015/16 
East Kent Housing Assurance Statement 

 

Ref Statement Confirmed  If ‘yes please provide 
evidence to demonstrate how 
this has been achieved 

EKH2 Key controls over systems and 
arrangements are in place to 
ensure Council data and assets 
are safeguarded from error or 
irregularity. Key controls are kept 
under review and action to address 
any internal control weaknesses 
identified. 

Yes  An annual audit plan is in place 
and audit recommendations 
and subsequent management 
actions are monitored by EKH’s 
Management Team and Non-
Executive Board Members. 
Council data is held within 
secure public sector networks 
managed and monitored by 
EKH as well as by EK Services 
and Shepway District Council’s 
IT provider. 
 

EKH3 All staff have completed the Data 
Protection training and understand 
the need to comply with this Data 
Protection legislation. 

Yes  Staff refresher information was 
provided in August 2015 and 
DPA awareness included in all 
induction processes. 
 

EKH4 Spending is maintained within 
budget, and the appropriate 
approval has been gained for any 
overspending. 

Yes  Robust processes and 
monitoring of budgets carried 
out during the year, including 
regular presentations to EKH’s 
Management Team. Finance 
and Audit Sub-Committee and 
the Board have received regular 
reports on budgets, both 
managed and operational. 
In addition financial 
management training provided 
to all EKH Managers during 
2015/16. EKH’s final outturn 
position was in line with the 
projected outturn reported to 
the Board, however this was an 
overspend against the agreed 
budget due to the year-end 
entries relating to the Single 
System costs.  The overspend 
has been met from the retained 
earnings reserve held by EKH. 
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Ref Statement Confirmed  If ‘yes please provide 
evidence to demonstrate how 
this has been achieved 

EKH5 All resources at my disposal are 
deployed in the achievement of 
respective Council business 
objectives. 

Yes  Resources are deployed by the 
Board through the annual 
budget and Delivery Plan. The 
councils are closely involved in 
setting the priorities for EKH, 
which have been refreshed in 
the year, and agreeing the 
resources available through the 
Management Fee. The scope of 
activities that EKH can 
undertake is determined by the 
articles, Owners Agreement 
and Management Agreement. 

EKH6 Decisions taken and the activities 
that EK Housing are involved in 
are done with due regard for the 
legal and financial obligations. 

Yes  The scope of EKH’s activities 
and decision making are 
defined by the Articles of 
Association, Owners 
Agreement, Management 
Agreement and scheme of 
delegations. The terms of 
reference for each sub-
committee of the Board have 
been reviewed to improve the 
transparency and efficiency of 
decision making.  
The activities of EKH fall within 
the regulatory framework of the 
HCA and EKH would be 
deemed compliant. 
The Board have adopted 
accounting policies which are 
applied consistently to the 
financial transactions of EKH.  
EKH’s financial records are 
maintained with due regard for 
and in compliance with IFRS. 
 

EKH7 EKH has in place appropriate 
management structures, staffing 
skills and reporting arrangements 
to enable its objectives to be 
delivered. 

Yes  Regular reviews of staffing 
arrangements are conducted 
and changes made as 
appropriate and within the 
financial constraints of the 
management fee.  
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Ref Statement Confirmed  If ‘yes please provide 
evidence to demonstrate how 
this has been achieved 

Performance 

EKH8 EKH are monitoring the 
performance and delivery of its 
services in line with its agreements 
with the four east Kent Councils  

Yes  Quarterly performance reports 
are reviewed by the Service 
Improvement and Performance 
Sub-Committee, scrutinised by 
Area Boards each quarter and 
overseen by the Board. The 
involvement and accountability 
to Councils are set out in EKH9 
below.   
 

EKH9 Key performance targets and 
objectives are being reviewed and 
reported to business mangers 
within the respective Councils 

Yes  KPIs are agreed with council 
representatives in advance of 
the year and reviewed quarterly 
by each council. Monitoring and 
review arrangements vary in 
each council but include 
attendance at scrutiny 
meetings, performance boards, 
joint council representative 
meetings and management 
teams as required. An annual 
Performance Report is provided 
to the councils each year in line 
with provisions of the 
Management Agreement. 
 

EKH10 Action plans prepared to assist 
with achievement of objectives, 
further improvements in service 
delivery and performance, or to 
overcome service delivery and 
performance failures. 

Yes  Annual Delivery plan agreed 
with all four councils.  
 
Performance is reviewed with 
each council quarterly and 
remedial actions agreed as 
appropriate.  
 
 

EKH11 Business risks are identified and 
action taken to mitigate them. 

Yes  The Board has adopted a Risk 
Management Strategy. This 
was last reviewed by Board in 
March 2015.  Management 
team and the Finance and Audit 
Sub-Committee regularly review 
the risk register, which is 
maintained centrally with input 
from EKH’s leadership group.  
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Ref Statement Confirmed  If ‘yes please provide 
evidence to demonstrate how 
this has been achieved 

Employment Practices 

EKH12 EKH have adopted policies and 
procedures with regard to the 
management of staff in line with 
the EKHR Partnership. 

Yes  EKHR are retained as HR 
advisors and this arrangement 
has been extended 
 
New grade and salary terms 
were implemented from 1 April 
2015 along with revised 
mileage and annual leave, all 
supported by EKHR 
 

 
I detail below any other issues that I feel should be incorporated into the Annual Governance 
Statement for 2015/16, including where I have any concern that ethical standards are not 
being met. 

 
Chief Executive, East Kent Housing 
 
 
Date:  22 April 2016 





Appendix 4 

Corporate Health - Governance 

 Status 
13 

July 

2015 

20 

July 

2015 

28 

September 

2015 

14 

December 

2015 

10 

February 

2016 

14 

March 

2016 

6 

June 

2016 

Helen 

Buller 
    X    

Sue 

Chandler 

Appointed 

8/6/2015 
X  X     

Alan 
Ewart-
James 

Resigned 
10/2/2016 

       

Lin 

Fairbrass 

Appointed 

16/6/2015 
X X   X  X 

Martin 

Goard 
     X   

Chris 

Hanagan 
       X 

Jane Iley  X X X X X  X 

Nigel 

Lawes 
 X X      

Dick 

Pascoe 

Appointed 

24/2/2016 
      X 

Colin 

Reeves 

Resigned 

12/2/2016 
   X X   

Jenny 

Samper 
        

Neill Tickle   X X     

Alka 

Umaria 
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Title: Annual review of Risk Management Strategy & Process 
 

Meeting: Board 
 

Date: 18 July 2016 
 

Author: Charlotte Spendley – Head of Finance  
 

Summary : 
 
 
 
 

There is a requirement for the Risk Management Strategy & process to 
be reviewed annually and presented to the Board.  The Finance & Audit 
Sub-Committee are delegated to perform the review, and report to the 
Board their proposed amendments to the strategy & process.   
 
Some amendments to the process have been proposed, specifically 
around understanding and applying the organisations Risk Appetite and 
amending the scoring mechanism.  The strategy & process are generally 
felt to be working effectively, but these small improvements are sought to 
help further enhance the clarity of the process and facilitate a clear 
message from the Board regarding the appetite to risk. 
 
A full review of the risk register has recently been undertaken and was 
reported to the Sub-Committee at its last meeting.  The current risk 
matrix is appended to this report for completeness.     
 

Recommendation(s): 
 

The Board are asked to agree the proposed changes and adopt the 
revised Risk Management Strategy & Process.   

 

The Board are asked to note that the Register will be reviewed and the 
new scoring mechanism adopted, through the course of the coming 12 
months.   

Risk considerations: 
 

For good governance it is essential to establish a risk register which is 
regularly reviewed and develop processes which are embedded within 
the organisation. 
 
The Finance & Audit Sub-Committee are required to provide an annual 
report to the Board on risk management and propose amendments to the 
Strategy and process, in order to undertake this duty effectively a sound 
understanding of the profile of risk is.   
 

Legal/regulatory 
considerations: 

Under the Companies Act it is a legal requirement to have a sound 

system of internal control, including adequate and effective risk 

management. 
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Finance/resources 
considerations: 

There are no direct financial impacts arising from the report, however 
robust risk management is essential for good financial governance of the 
organisation. 
 
 

Equalities 
considerations: 

There are no direct equalities considerations arising from this report. 

Health and safety 
considerations: 

There are no direct health & safety considerations arising from this 
report. 
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1. Background 

1.1 The Board adopted the current Risk Management Strategy & Process in March 2015.  

The Finance & Audit Sub-Committee have delegated responsibility through their terms 

of reference to manage risk and carry out an annual review of the risk register, strategy 

and process and report on findings, with recommendations for improvements, to the 

Board. 

 

1.2 This report covers the annual review of the risk strategy and process and summarises 

the proposed changes recommended by the sub-committee to the Board.   

 

 

2. Risk Register 

2.1 The Risk Register continues to be monitored and updated.  The Register has been 

reviewed and reported to the sub-committee 5 times since the strategy was last 

considered.   

2.2 The current register includes 48 risks, 20 of them identified as operational, 12 as 

strategic, 3 delivery plan and 13 as health & safety.  The risks were initially identified 

by the Managers group, and continue to be reviewed and monitored by the Leadership 

Group tier.    

2.3 Our Managers have gained a greater understanding and participated more fully during 

the last year in risk management for the organisation.  On review of the register it is 

encouraging to start to see managers not just identify actions completed, but actions 

that would manage or mitigate the risks, or indeed emerging risks.   

2.4 Risk Management is a regular agenda item at the Operational management team 

meetings.  In addition, the Management Team are now having monthly discussions 

around emerging risks within the business and sector to ensure the current register 

remains relevant and current.   

 

3 Risk Management Strategy & Process 

3.1 There are some changes to the strategy and process proposed at this time.  Changes 

have been made to the some wording for the purposes of clarity, as well as minor 

amendments to the roles being undertaken.  The proposed changes have been 

tracked on the document for ease of identification.   

3.2 In addition it is proposed that we undertake some work during the year with the Board 

to understand and define the organisations appetite for risk.  The initial step is 

proposed to be some independent training for the Board to discuss effective risk 

management within the Housing Sector, followed by a facilitated session to help 

identify the risk appetite.   
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3.3 To aid the clarity, the Sub-Committee have also proposed reducing the scoring to three 

levels for likelihood (unlikely, likely and very likely) and three levels for impact (major, 

significant, minor).  This should provide a simpler matrix, with low, medium and high 

risks identified.  In addition, once the risk appetite and tolerance have been determined 

by the Board a tolerance line can be mapped onto the matrix, enabling managers to 

focus on the risks above that point.   

3.4 As was noted last year, the organisations approach to risk management seems to be 

broadly effective, and the work completed in the last year to embed risk management 

as a day to day management and business process, across the wider organisation is 

encouraging.   

 

4 Summary 

4.1 It is felt that the proposed changes, along with a revised approach to the risk 

appetite/tolerance of the organisation will improve our overall approach and strengthen 

what is already positive about risk management within EKH.   



 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Risk Management 

Strategy & Process 
Version 56 
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Introduction 
 
Risk is inevitable and therefore risk management is an important aspect of an 
organisations processes and culture.  The organisations risk exposure is through 
threats to service provision and from the potential of lost opportunities.  It is 
important that the councils and their tenants can see we are considering the impact 
of these threats and opportunities and taking appropriate action, to provide the best 
possible service to all our stakeholders. 
 
Under the Companies Act it is a legal requirement to have a sound system of internal 
control, including adequate and effective risk management. 
 
It is considered best practise to have risk management arrangements where risks 
are recorded, managed and reviewed regularly.  In addition the Finance and Audit 
Sub-Committee should receive regular updates on the risk position, the progress on 
mitigating actions and review the risk strategy on an annual basis, reporting back to 
the Board with recommendations for improvements and concerns needing attention. 
 
Ultimately effective risk management will help ensure East Kent Housing maximises 
its opportunities and minimises the risks it faces, improving our ability to achieve our 
delivery plan objectives, be an effectively managed company and improve outcomes. 
 
 
 

Statement of Commitment 
 
The Risk Management Strategy of East Kent Housing is to adopt best practice in the 
identification, evaluation and cost-effective control of risks to ensure that they are 
either eliminated or reduced to an acceptable level. 
 
Risk is a factor of every-day life and can never be eliminated completely.  Therefore 
it is essential that risk management is embedded within the organisation and is 
incorporated into our normal management and business processes.  All employees 
must understand the nature of risk and accept responsibility for risks associated with 
their area of authority.  Managers need to actively participate in risk management 
and support the staff in their responsibilities.   
 
Our risk management objectives are a long term commitment and an inherent part of 
good management and governance practices.  In addition they will be developed 
over time as the organisation changes, and this strategy will reflect the organisation 
and the legal obligations a corporate body has to adhere to. 
 
 
 
 
 
 
 
 
 
 
 

  



Our Objectives 
 
East Kent Housing’s risk management objectives are to: 
 
○ Integrate Risk Management into the culture of the organisation 
 
○ Manage risk in accordance with best practise 
  
○ Consider compliance with health and safety, insurance and legal 

requirements as a minimum standard 
 
○ Anticipate and respond to social, economic and legislative changes 
 
○ Prevent death, injury, damage and losses, and reduce the cost of risk 
 
○ Raise awareness of the need for effective risk management 
 
These objectives will be achieved by: 
 
○ Clearly defining the roles, responsibilities and reporting lines within EKH for 

risk management 
 
○ Including risk management issues when writing reports and considering 

decisions 
  
○ Reinforcing the importance of effective risk management as part of everyday 

work of employees and Board Member decision making 
 
○ Maintaining a register of risks linked to EKH’s strategic, delivery plan and 

operational objectives 
 
○ Maintaining documented procedures of the control of risk and provision of 

suitable information, training and supervision 
 
○ Liaising with East Kent Human Resources Partnership as our health and 

safety professional advisors to ensure health and safety incidents are 
recorded appropriately, preventative measures against recurrence are taken 
and that appropriate follow up actions are taken in a timely manner after each 
accident 

 
○ Preparing contingency plans to secure business continuity where there is 

potential for an event to have a major impact upon our ability to function 
 
○ Monitor arrangements annually and seek continuous improvement 
 
○ Identifying emerging risks from Internal Audit reviews 

 
 
 
 
 
 
 
 



 
Risk Management Process 
 
Good risk management will help identify and deal with key corporate risks facing 
East Kent Housing (EKH) in the pursuit of its goals and is a key part of good 
management, not simply a compliance exercise. 
 
The starting point for risk management is a clear understanding of what EKH is trying 
to achieve.  Risk management is about managing the threats that may hinder 
delivery of our priorities and core service provisions, and maximising the 
opportunities that will help deliver them.  Therefore it is important that the risk 
management process is aligned to the service plans, delivery plan, financial 
planning, policy making, performance management and strategic planning of the 
organisation and addition to meeting our statutory obligations as a corporate body. 
Furthermore EKH ought to develop future plans such as the Medium Term Financial 
Plan with a clear understanding of the risks & opportunities such proposals present 
to the business. 
 
 
 

 
 

 
 
 

Identify - What 
could go wrong?/ 

What are the 
opportunities?

Assess - How likely 
is it to happen and 

what is the impact if it 
does?

Control - What 
should be done about 
the risk? Who owns 

the risk?

Monitor and 
Review - Are the 

controls effective and 
has the risk changed?



 
Risk Appetite 
 
Risk Appetite can be defined as ‘the amount of risk than an organisation is willing to 
take in order to meet its strategic objectives.’ 
 
Our appetite will differ to other organisations as it is dependent on the sector which 
an organisation operates within, the culture of the organisation and its overarching 
corporate objectives.  Risk appetite or tolerance needs to be set by the Board.  If 
clearly defined and communicated, it can help an organisation achieve its goals and 
support sustainability. 
 
Working together the Board will develop a risk appetite which is practical and 
pragmatic.  In reality an organisation has to take some risks and avoid others.  In 
order to undertake this effectively it is important to be clear about what would be 
considered good performance in the context of that business, and what risks the 
organisation can tolerate or cope with.   
 
The organisation’s Risk Appetite will be considered annually as part of the review of 
the strategy, process and register undertaken by the Finance & Audit Sub-
Committee and reviewed by the Board.  The Board may decide through that process 
to have different monitoring arrangements in place for risks above a certain score on 
the register. 
 
The corporate risk appetite must be considered in the context of our core business 
model, our environment and key corporate plans.   
 
Once the Board have determined their risk appetite and articulated their attitude to 
risk, the Management Team will need to translate this into real measures, which can 
be cascaded through the organisation, to provide clarity about what will need to be 
reported on & monitored.   
 
The measures identified should be linked to, and considered in the light of the 
agreed performance indicators.  A number of Key Risk Indicators will be developed 
in time, and once the organisation has a clear Performance dashboard, these would 
be reported through that mechanism to the Board regularly.  The dashboard will also 
help deliver clear messages about performance, risk and culture to the staff.   
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Identify 
 
Identify the potential risks and opportunities that may arise within the scope of the 
organisation.  We may choose to take a risk to benefit the organisation, and if we do 
so, the risk must be managed in order to increase the chance of the desired outcome 
being achieved. 
 
There is an almost indefinite number of risks which might occur.  East Kent Housing 
will identify risks under the following categories: 
 ○ Strategic 

Strategic risks relate to the strategies agreed by EKH to achieve its 
objectives.  These risks endanger the achievement of our high-level 
goals that align with and support our mission & values.  Strategic risk 
assessment identifies the risks associated with specific strategies. 

○ Operational 
Operational risks relate to threats from ineffective or inefficient 
business processes for acquiring, financing, or transforming services, 
or to a threat to loss of the organisational assets including our 
reputation. 

○ Health & Safety 
Health & Safety issues are a key concern of both the senior 
management team and the Board of EKH.   A comprehensive review of 
health and safety risk and establishing management process to 
overcome/control the risks faced, will be conducted in partnership with 
our advisors (EKHRP) to effectively manage all aspects of health and 
safety risk, within the organisation. 

When corporate plans (such as service plans, the delivery plan or the MTFP) are 
developed emerging risks will be identified and included within the appropriate risk 
category. 
 
Project risks relating  to a defined project will be incorporated within the relevant sub 
heading (Strategic, Operational or Health & Safety).  Project risks threaten the 
delivery of the project, where that be delivery within the timescale, within the budget 
etc.  If the project is complex with multiple risks, a specific project risk register will be 
developed and managed by the project team, reporting into the overall risks register 
on a quarterly basis. 
 
All risks identified will be recorded on the risk register within the above categories.  A 
sample of the risk register layout is attached (Appendix 1).  The risk register is a 
useful tool for capturing the key information around our risks and opportunities.  
Each risk needs to be allocated an owner who will be responsible for taking the lead 
on its management. 

 
 
 
 
 
 
 
 
 



 
Assess 
 
Having identified the risks, it is then necessary to assess which are going to pose the 
greatest threats or opportunities to the organisation, by looking at both the likelihood 
of the risk occurring and the impact that might result, to establish an overall risk 
rating. 
 
It is useful to establish a standard methodology to assess risks to ensure consistent 
and meaningful scores are established, so risks can be prioritised and managed 
appropriately. 

 
These assessments need to be reviewed regularly to ensure that the controls 
instigated are effective and that available resources are being targeted in the right 
areas. 
 

Likelihood 
 
Rating Score Likelihood 
Very likely 43 More than 75% chance of occurrence 

Regular occurrence 
Circumstances frequently encountered 

Likely 32 431%-75% chance of occurrence 
Likely to happen within next 32 years 
Circumstances occasionally encountered 

Unlikely 21 10%-Less than 430% chance of occurrence 
Circumstances rarely encountered or never encountered 
before 

Remote 1 Less than 10% chance of occurrence 
Circumstances never encountered before 

 
Impact 
  
Rating Score Impact 
Major 34 Total lLoss of service for a significant period 

Fatality to an employee, service user or other 
Financial loss in excess of £250k 
Intervention in running service 
Failure to achieve a major corporate objective 
Breach of law 

Serious 3 Significant service disruption 
Major/disabling injury 
Financial loss in excess of £100k 
Adverse significant media coverage 
Failure to achieve delivery plan objective 

Significant 2 Service interruption 
Loss timeSignificant or disabiling injury 
Financial loss in excess ofbetween £50k-£250k 
Adverse local media coverage/ high levels of service user 
complaints 
Failure to achieve a delivery plan objective 

Minor 1 Minor service disruption/ short term inconvenience 



Minor injury 
Financial loss less than £50k 
Isolated service user complaints 
Failure to achieve a team objective 

 
 
Risk Matrix 
 
To establish the simple scoring risk multiply the likelihood by the impact.  This will 
provide an overall score for each risk and identify where they sit within the risk 
matrix. 
 

L
ik

e
li
h

o
o

d
 

Very Likely 
(3) 
 

Medium – 
Low (3) 

Medium – 
High (6) 

High 
(9) 

Likely (2) 
 

Medium – 
Low (2) 

Medium (4) Medium -
High 
(6) 

Unlikely (1) 
 

Low 
(1) 

Medium – 
Low (2) 

Medium – 
Low (3) 

 Minor (1) 
 

Significant 
(2) 

Major (3) 

Impact 

 
In addition to the main risk register a risk summary matrix will be maintained and 
updated on a quarterly basis.  This summary matrix allows EKH to view its risk 

profile at a glance.  And once developed will provide a visual aid to the risk above 

the risk tolerance line.   
 
Control 
 
A judgement should be made to determine an appropriate risk strategy for each risk.  
The score of each risk and its proximity to another banding of risk (e.g. a medium – 
low risk score close to a medium – high risk score) and our appetite towards risk, 
need to be taken into consideration when determining the appropriate action. 
 
There are four methods that can be applied when controlling and managing risk: 
 ○ Terminate 

Stop the activity in which the risk may arise (consideration needs to be 
given as the whether this is practical) 

 ○ Transfer 
Transfer the liability to another party e.g. insurance, partnering or to a 
contractor either partially or fully to share the exposure.  Partnering 
should be carefully monitored 

 ○ Treat 
Introduce preventative actions to reduce the probability or impact if the 
risk occurs and maximise the potential for success 

 ○ Tolerate 
Accept the risk at the current level of exposure.  No further action is 
possible or cost effective (consideration should be given to a 
contingency plan) 
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Focus on actions required will be targeted towards those which are considered high 
risk or high priority to the organisation.  A standard approach to the review is outlined 
below, along with a suggested review period and proposed method for the 
management of risks.  However the risk should be assessed based on its particular 
circumstances and a judgement in terms of treatment made appropriately. 
 
 
 
Level of risk Recommended review 

pattern 
Approach options 
available 

Other actions 

High 1 – 2 monthsmonthly Terminate 
Transfer 
Treat 

Report to Finance & 
Audit Sub-committee 

Medium – 
High 
 
 

3 – 4 months Terminate 
Transfer 
Treat 

 

Medium – 
Low 

6 –9 months Terminate 
Transfer 
Treat 
Tolerate 

If tolerate is agreed 
approach then a 
contingency plan will 
be necessary 

Low 
 
 
 

12 months Treat 
Tolerate 

Treat only if cost 
effective to do so 

 
 
 
 

Review 
 
Risk management needs to be a continuous process, as risks will emerge and 
existing risks may change.  Having identified the risks it is an essential part of the 
management process to routinely monitor that the approach taken is appropriate to 
the current circumstances of the organisation and the risk itself. 
 
The key questions that should be considered when reviewing the risk are: 
 ○ Are the risks still relevant? 

○ Has anything occurred that could impact upon them? 
○ Are performance indicators appropriate? 
○ Are the controls in place effective, appropriate and cost effective? 
○ Have the risk scores changed? 
○ If risk profiles are increasing, what further controls might be needed? 
○ If risk profiles are decreasing, can controls be relaxed? 

 
Where possible, EKH will aim to move risks to a lower level (i.e. from high to 
medium-high).   At each review the current risk score will be re-assed bringing into 
consideration the current status of the risk, actions completed and outstanding.  We 
will look to achieve this through effective management of the controllable aspects of 
the risk and mitigation to reduce the potential impact upon EKH.  Where this is 
practical to do, an audit trail will be kept of the original risk assessment and what 
steps have been taken to successfully reduce the level of risk exposure. 
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In addition risks will be tracked to establish the general movement in risk profile of 
EKH and to ensure focus remains upon targeting action to high level risks. 
 
Risk monitoring, if effective, will be part of the organisations culture and everyday 
thinking.  However as a minimum standard, during the quarterly review process, 
Management Team will consider if any risks either need to be brought to the urgent 
attention of the Board, Client Officer group or Chief Executives forum.   
 
Further to the quarterly committee reporting cycle, the Operational Management 
Team will have risk management as a standing item on their monthly meeting.  They 
will discuss the current risk matrix, as well as any emerging issues.  The 
Management Team will also discuss emerging issues (both internal and external) on 
a monthly basis to determine if new risks have emerged, or current risks/actions 
need amending.   
 
A quarterly review of the risk register will be lead by the Head of Finance, although 
the assigned leads on each risk will be required to input into the process. During the 
review process the current score will be re-evaluated and all actions completed since 
the last review noted, as well as any further actions proposed (along with a timescale 
for completion).  A high level report will be considered by the Management Team, 
which will then be considered by the Finance and Audit Sub-Committee.  The Board 
will receive a report annually on the current risk register and a review of the Risk 
Management Strategy and Process. 
 
Annually the FASC will also consider whether a total refresh of the Risk Register is 
required, in particular if the business has seen significant change during the prior 
twelve months or significant change is forecast for the coming year. 

 
Responsibilities for Risk Management 
 
Responsibility for risk management should run throughout EKH.  Clear identification 
of roles and responsibilities will ensure the successful adoption of risk management 
and embed it within our culture.  Whilst the key responsibilities are outlined below, 
there are areas such as the governance role of the Employment sub-committee that 
demonstrate that close working between the sub-committees will be necessary when 
considering risk management. 
 
Group Role Responsibility 
Board Members Oversee the effective 

management of risk 
management by the 
officers of EKH 
Identify the overall 
appetite for risk 

To ensure that effective risk 
management arrangements are in 
place. 
To consider risks within Board 
reports for policy implementation and 
decision making. 
To ensure that risk management 
assists in the performance, 
governance and integrity of EKH. 
Consider the annual review reports 
recommended by the Finance & 
Audit Sub-Committee. 
Determine the organisations appetite 
for risk in the context of our 
objectives, culture and sector (review 
annually alongside strategy review) 



Group Role Responsibility 
Risk Champion To provide a member 

lead on risk 
management issues for 
the Board & Finance 
and Audit sub-
committee  

To provide a Board Member lead on 
risk matters liaising with the Head of 
Finance. 
To work with the Head of Finance on 
the annual review report for the 
Boards consideration. 

Finance & Audit 
Sub-Committee 

Oversee the financial 
governance, internal 
control systems and risk 
management processes 
of EKH 

To review the effectiveness of the 
risk management processes in 
place. 
To review the registers presented to 
the committee 

Senior 
Management 
Team 

Ensure risk is managed 
effectively, efficiently 
and economically 
across the organisation 
and their own service 
areas 

To take a lead on strategic risk 
identification and assessment. 
To have overall responsibility for 
organisational risk within their 
service area, and to alert the Head of 
Finance to any significant emerging 
risks. 
To communicate and implement the 
agreed strategy and process. 
To allocate clear responsibilities for 
risk controls and action plans. 
To ensure all reports consider risk 
management. 
Monthly agenda item on 
Management Team agenda to 
consider high risks and emerging 
risks and control failures. 
Regularly review the risk register in 
their area of responsibility. 
Support the Board in determining the 
risk appetite of the organisation 
Translate the risk appetite into risk 
measures/indicators.   

Head of Finance To lead on risk 
management within 
EKH and co-ordinate 
the effective 
management of the 
process 

To provide assurance to the Board 
that appropriate action has been 
taken to minimise the likelihood of 
risk events occurring and minimise 
the impact should they occur. 
To alert the SMT, Finance & Audit 
Sub-Committee and the Board of 
any high risks promptly. 
To arrange adequate training and 
support to managers and team 
members to successfully implement 
& embed the agreed process within 
EKH. 

Head of Corporate 
Services 
(Company 
Secretary) 

To support the Head of 
Finance and Board on 
risk management, on 
issues relating to 
corporate governance 

In addition to corporate 
responsibilities within the Senior 
Management Team, to ensure 
compliance with good governance & 
statutory requirements within 
company law and EKH’s operating 



Group Role Responsibility 
agreements and articles. Support the 
Board’s training and development in 
conjunction with the Chair of the 
Board and lead on EKH’s business 
continuity planning 
 

Senior Managers Manage risks effectively 
in their service area 

To implement the agreed Risk 
management process and monitor its 
effectiveness, bringing to the Head 
of Finance’s attention any 
weaknesses. 
Identify emerging risks and bring to 
the attention of the SMT at the 
earliest opportunity. 
To share relevant information with 
colleagues in other service areas. 
To provide all necessary support and 
available training to team members 
to ensure organisational wide 
awareness and ownership of risk 
management. 

Team members Ensure risks are 
identified and managed 
within their own team, in 
accordance with the 
EKH strategy and 
process 

To gain an understanding of risk 
management. 
To feed into the risk management 
process. 
To identify team specific risk 
management issues. 
To undertake risk management 
training where required. 

EK Human 
Resources 
Partnership 

To co-ordinate and 
advise on health and 
safety risks within EKH 
operations 

To the evaluate health and safety 
risks within EKH. 
To propose appropriate action to 
prevent the risk occurring / 
reoccurring. 
To assist the SMT in managing 
health and safety risks within EKH. 

EK Audit 
Partnership 

To focus audit work on 
the significant risks and 
provide an independent 
assessment of the 
effectiveness of risk 
management 
procedures and controls 

To review the effectiveness of EKH 
arrangements for risk management, 
internal controls, risk assurance. 
To take into account the risk profile 
of EKH in establishing the audit plan. 
Utilise the Risk Register and the 
agreed Board Risk appetite to 
develop a risk based audit plan 

 
 

Summary 
 
This guidance is intended to provide an outline of the policy and process that will 
shape the risk management process for EKH.  This document will be reviewed 
annually to ensure the process is effective and embedded within the organisation at 
all levels. 



 
Appendix 1  Risk Register Template 
 
 
 
 
Risk 
Ref 
 

Risk 
Name 

Risk 
Trigger 

Consequence 
of risk 
occurring 

Current score What 
controls are 
in place? 

Strategy  Actions 
proposed 

Timescale Target score Owner 

L I Total  L I Total  
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L
ik

e
li

h
o

o
d

 
Very Likely (4) 
 
>75% chance of occurrence 
Regular occurrence 

Medium – Low (4) 
 

Medium – High (8)  
 

 

High (12)  
DP2 – Improve Asset Management 
O4 – Leadership Resilience 
S6 – Single system 
 
DP1   
  
  
 

High (16) 
 
  
  
 
  

Likely (3) 
 
41-75% chance of occurrence 
Occasionally encountered 

Medium – Low (3) 
S8 – Failure to develop the business 
S10 – Pensions liability 
 
 
 
 
 
 

Medium – Low (6) 
O3 – Lack of resilience 
S7 – Unrealistic customer 
expectations  
S9 – Employee relations 
 
 
 
   

Medium – High (9)  
O2 – Loss of critical staff S6  
O7 – Changing customer base 
HS8 – Risk assessments 
DP3 – Improve leasehold 
Management 
S5 – Funding 
DP1 – Service Development 
   O13 
   

High (12) 
O13 – Welfare Reform 
O19  Failure to deliver agreed 
procurement plan 
O20- Failure to Improve AM 
service    
 
  

Unlikely (2) 
 
10-40% chance of occurrence 
Rarely encountered 

Low (2) 
 

Medium – Low (4) 
O6 – Lone working - Safeguarding 
HS1 – Fire risk 
HS4 – Legionella risk assessments 
HS5 – Radon 
O5 – Lone working-safety of staff 
O17- Financial Management of 
Council resources 
O18- Security of mobile devices 
 
 
   

    

Medium- Low (6)  
O1 – Mass loss of staff 
O8 – Loss of ICT 
O12 – Serious non-compliance for 
policies/procedures 
O16 – tenancy fraud 
S1 – Governance-Board skills 
S2- -Governance – Board cohesion 
S3 – Governance – non compliance 
with regulatory standards 
HS3 – Asbestos register 
O10- Contractor failure 
S12 - Governance   

Medium – High (8) 
O9 – Data protection breach 
O11 – Serious non-compliance 
with legislation 
HS6 – CDM Regulations  
S4 – Partnership & political 
arrangements 
HS2 –Gas safety inspections 

   
 
 
   

Remote (1) 
 
<10% chance of occurrence 
Circumstances never encountered 
before 

Low (1) 
 

Low (2) 
HS10 – Display equipment at work 
HS12 - COSHH  
HS11 – Manual handling 
 

Medium – Low (3) 
O14 – Financial fraud 
O15 – maintenance fraud 
HS13 – Testing electrical equipment 
HS7 – Accident reporting 
HS9 – Safe driving at work 
 
 
 
 

Medium- Low (4) 
 
   HS2 
  

 Minor (1) 
Minor service disruption / injury, 
financial loss<£50k, isolated complaints 

Significant (2) 
Service interruption, high level 
complaints, financial loss £50k-£100k 

Serious (3) 
Significant service interruption, major 
injury, financial loss £100k-£250k 

Major (4) 
Total service loss , financial loss 
>£250k, fatality, intervention 

Impact 
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Title: 
 

Safeguarding Children and Vulnerable Adults 

Meeting: 
 

Board 
 

Date: 
 

18 July 2016 

Author: 
 

Bob Granville, Head of Operations 

Summary : 
 
 

The Board adopted a Safeguarding Children policy in 2012 and a 
Safeguarding Vulnerable Adults policy in October 2013. Both 
these polices are subject to an annual review by the Board.  
 
In 2015 the policy was subject of an audit review and it was 
determine to be fit for purpose and aligned to the guidance 
provided by Kent and Medway Safeguarding Services. No further 
guidance has been provided and the policy is deemed fit for 
purpose.  
 
Relationships with Kent County Council’s adult and social case 
services is strong and co-operative working takes place to manage 
safeguarding cases as they arise. 
 

Recommendation(s): 
 

The Board is recommended to note the report. 

Risk considerations: 
 

Significant reputational risk if EKH fails to identify or report child 
abuse that it should have been aware of or should have reported. 
Similar reputational risks if our staff are implicated in abusing 
elderly residents in our care. 

Legal/regulatory 
considerations: 

Housing providers have through the Children’s Act a legal duty to 
assist social services in their work to protect children. 

Finance/resources 
considerations: 

None 

Equalities 
considerations: 

None 

Health and safety 
considerations: 

None 
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1. Safeguarding Children 
 

The Board adopted a policy on Safeguarding Children in 2012; this was reviewed in July 
2015. We do not provide services directly to children and so our role is about awareness and 
reporting concerns when they arise.  
 
The policy follows the guidance in the Kent and Medway Safeguarding Procedures but seeks 
to express these in a simple and straightforward way that are accessible to staff. Our policy 
incorporates the following principles: 
 

• Ensuring that staff are alert to the potential for the abuse and neglect of children 

• Ensuring that our staff are aware of the signs of child abuse and neglect 

• Ensuring that staff are aware of the requirement to report any concerns and 
supported in the process of referring cases to Social Services 

• Referring all cases of concern without seeking to distinguish between children at 
risk and children in need  

 
76 staff have undertaken child protection training during the past two years, and we are up to 
date with the policies requirement for front line staff to receive refresher training (via an 
online training modules) every two years.   
 
54 cases have been referred to Social Services during the course of the year. Our 
Neighbourhood Managers were also involved in a number of case conferences involving 
vulnerable children.   
 
Our Independent Living Team maintains a central record of all safeguarding referrals for 
both adults and children. 
 

 
2. Safeguarding Vulnerable Adults 

 
The Board adopted a Safeguarding Vulnerable Adults Policy in October 2013.  
 
This policy has a different focus to that relating to safeguarding children, where our role is 
about being aware and reporting concerns.  The same obligations apply to the safeguarding 
of vulnerable adults but there is a further and possibly more important dimension in that we 
are the providers of services to vulnerable adults and need to ensure that we are alert to the 
potential abuse by our own staff and have systems in place to prevent this happening. The 
key focus for EKH is the services we provide to older tenants including those living in our 
independent living schemes.  
 
A full programme of safeguarding training and a refresh of the professional boundaries 
training (in line with Supporting People/Quality Assessment Framework requirement) has 
been completed in the past year.  
 
The criminal records have been checked for all front line staff in the Independent Living 
Team previously.  This was previously undertaken by the Criminal Records Bureau (CRB) 
and has been replaced by the Disclosing and Barring Service.   
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For new staff the DBS check process is part of the recruitment process where it is a 
requirement for employment. For existing staff there is a requirement to renew these checks 
every three years. Over the past year we have worked with EKHR to improve record keeping 
and monitoring with regard to DBS checks. The process now works faster and the EKH 
managers now have control of the renewal process. 
 
Our support planning processes in which we assess the needs of our scheme residents 
includes questions designed to help identify potential abuse by others. This has been 
extended to the process for assessing potential tenants for sheltered housing.  
 
7 referrals are made to Social Services and the Supporting People Team of cases where our 
staff suspect abuse by other parties (mostly by family members or carers). There have been 
no reports of referrals involving the conduct of our staff.  
 
Posters are displayed in each scheme advising residents, carers and residents of how and 
where to report any abuse including abuse by our staff. Safeguarding is now a standard item 
on the quarterly scheme meetings with residents.  
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Title: Corporate Health: Workforce Review 
 

Meeting: Board 
 

Date: 18 July 2016 
 

Author: David Willis, Head of Corporate Services 
 

Summary : This report provides a review of workforce issues in 2015/16 
 

Recommendation To note the report 
Risk 

The report provides an overview of activity in the corporate year 
relating to EKH’s workforce. The report provides information 
about the considerations for risk etc. but does not in itself require 
any additional considerations. 

Legal & Regulatory  
Finance & Resources 
Equalities 
Health and Safety  
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1. Introduction 
 

2015/16 continued to see significant levels of internal focus on organisational development 
through a number of re-structures and the retirement and replacement of the Chief 
Executive. Throughout this period, East Kent Housing’s (EKH) HR service was provided by 
EKHR and was subject to a review, the outcomes of which were reported to the Board in 
March 2016. 

 

2. EKHR 
 

In overall terms EKHR’s performance relating to contacts and enquiries with EKH employees 
and managers exceeds all targets and met the levels of performance provided to the other 
councils supported by EKHR. EKHR dealt with 265 enquiries from EKH during the year and, 
working with EKH’s payroll provider Kent County Council, made 2,390 BACs payments. 
 

In addition to general support and advice, EKHR supported EKH’s recruitment in 2015/16 for 
26 posts using 17 advertisements and receiving 134 applications. 
 

In addition to the employee and manager self-service implemented in the year by EKH’s 
work directly with KCC’s payroll service, EKHR has introduced on-line forms to record 
employee detail changes. 
 

Following the outcomes of the service review carried out in 2014/15/16, the Board has also 
agreed to combine payroll and HR activity into one function and have this provided in total by 
EKHR. The transfer of payroll and implementation of a new system will complete by 30 
November 2016. 
 

As part of the agreement to progress with EKHR, the Board also agreed to fund additional 
hours of a new EKHR Business Partner. The role commenced from 1 April 2016 and will be 
monitored. 

 

3. Terms and Conditions 
 

The new grade and salary structure was implemented without significant issues and has 
been benchmarked against the housing sector using the XpertHR service. This indicates that 
the Board’s objective to have median pay within the sector has been achieved. A 
retrospective 1% cost of living increase was paid in 2015/16. 
 

4. Staffing 
 

The table below shows the average headcount of employees during each year as reported in 
the financial statements. 
 

 Permanent Employees 2015/16 2014/15 2013/14 2012/13 2011/12 

Housing Management 59 62 62 70 58 

Asset Management 23 34 27 22 27 

Stock Investment 12     

Sheltered Housing 64 61 68 72 81 

Income Recovery 16 14 15 14 12 

Corporate Services 7 8 6 7 7 

Finance and Leasehold 6 6 10 10 9 

Tenant Participation  4 4 5 5 5 

Service Improvement 3 1 2 2 2 

ASB 0 1 1 1 1 

Secondment 2 0 2 0 0 

Management Team 4 5 5 5 5 

Total 200 196 203 208 207 
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Payroll Cost 2015/16 2014/15 2013/14 2012/13 2011/12 

Salaries 4,709,055 £4,567,013 £4,498,475 £4,534,962 £4,580,568 

NI & Pension 998,711 £974,868 £1,014,442 £974,005 £991,665 

Overtime 49,163 £71,553 £76,707 £63,315 £48,714 

Standby 15,996 £15,395 £16,281 £14,362 £9,713 

First Aid Allowance 1,499 £1,221 £985 £615 £555 

Cash Alternative 29,649 £33,756 £36,779 £39,837 £43,266 

Car Allowances 189,158 £206,472 £212,105 £228,682 £227,159 

Total 5,993,231 £5,870,278 £5,855,774 £5,855,778 £5,901,640 

 
 

    
Temporary Staff 2015/16 2014/15 2013/14 2012/13 2011/12 

MT 1     

Housing Management 2 1 0 1 1 

Asset Management 5 11 6 3 1 

Sheltered Housing 6 12 3 1 0 

Income Recovery 0 1 3 1 1 

Corporate Services 1 1 0 0 0 

Communications 1     

Finance 1 1 0 0 0 

Single System 5 1 0 0 0 

Total 22 28 12 6 3 

Cost 512,561 £226,422 £160,917 £65,680 £25,136 

      

Total Permanent & 
Temporary Employees 

222 224 215 214 210 

 

The increased temporary staff costs result from the higher cost of temporary staff, with those 
over £10,000 increasing from 2 to 5, as well as the single system backfill. 
 

2015/16 saw a further change in the senior management team with the retirement of the 
Chief Executive and the appointment of his replacement and the position of interim Head of 
Operations while the senior structure is reviewed. 
 

5. Learning and Development 
 

A great deal of work took place through 2015/16 to deliver £49,990 training and professional 
development with an additional £9,000 set aside for single system project budget training 
requirements, against a budget of £60,000. Qualification training for 2015/16 totalled £8,702 
and included CIH qualifications. 
 

The main focus of training for 2015/16-2016/17 was leadership and management 
development.  All line managers within EKH are undertaking this training, which is a mixture 
of learning about leadership and application of good management practice focused on 
EKH’s policies.  The leadership and development programme has been deferred until 
2017/18 as a result of the time conflicts with the Single System project and the fact that the 
project remains EKH’s top organisational priority. 
 

Courses that took place in 2015/16 included: 
 

Asbestos Awareness Lone Worker and Conflict Management 
“Bend Don’t Break” Management Development 
Building Surveyors CPD Managing Remote Teams 
CDM Regulations Microsoft Excel 
CIH Level 3 Certificate in Housing Practice NBS Scheduler training 
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Complaint and Abusive Contact Handling  Prince 2 Foundation Course 

Dealing with Disrepair 
Recruiting, interviewing, induction and 
coaching for young people 

Domestic Abuse training Resilience and Mental Toughness 
E-learning Retrofit Co-ordinator Programme 
Fire Safety Awareness  Right to buy and right to acquire 

First Aid at Work 
Royal Institute of Chartered Surveyors 
IRICS) modules 

First Aid refresher training Supporting Tenants 
Home Ownership and Leasehold conference Tenant Engagement 
Housing Health and Safety Rating System 
(HHSRS) 

The Essentials of UK VAT 

Housing Law training Universal Credit 
Leadership Development Working at Heights 
 
A new E-Learning system was procured by EKHR in 2015/16 with improved content. It is too 
early to evaluate the impact of the new system and E-learning courses undertaken in 
2015/16 and the course records from the old system were not transferred to the new system 
when procured by EKHR. 
 
6. Appraisals 
 

The evaluation of completed appraisals in 2015/16 identified gaps and inconsistencies of 
application and timing. The Employment and Corporate Services Sub-Committee agreed a 
temporary suspension of the link between appraisal and annual leave award to allow a task 
and finish group of managers and staff to review and propose improvements. This review 
has concluded and revised guidance and procedures have been adopted; an update on this 
was presented to the Board in June 2016. 
 

7. Investors in People 
 

Following the change in the Investors in People standards and discussions with the provider 
EKH has contracted to the new standard and this will form part of the work of the new EKHR 
Business Partner through 2016/17. 
 
8. Well Being 

 

The group of staff volunteers worked very hard through the year to deliver the Commitment 
level of the Kent Healthy Business Awards, which was an excellent achievement from the 
starting baseline. In addition, the group has developed a mental health and well-being policy, 
smoking policy and provides massive amounts of information about health and well being.  
 
Feedback from the assessment included that wellbeing of staff is a big priority for senior 
management and team engagement and involvement is high on the agenda to keep 
progressing and learning.  From the interviewing process, which formed part of the 
assessment, the assessor felt there are strong leadership values within the organisation, 
with a great open door policy.   
 



 East Kent Housing   

 

9. Absence Levels 
 

Following the move to the new system in April 2015, sickness reporting has been available 
and is more accurate after working patterns for staff have been introduced. 
 
The target of 8.5 days per FTE was missed slightly in 2015/16 where unadjusted absence 
was 8.56 days.  When adjusted for working patterns and part-time workers, the net absence 
rate was 7.5 days per FTE. 
 
National absence levels reported by the Office for National Statistics (ONS) show average 
days lost per worker in 2013 were 4.4i. However, the CIPD annual survey states absence 
levels of 7.9 ii  days in local government and 6 in the general manufacturing sector and 
against these measures EKH absence levels are comparable. 
 
Sickness levels in our partner councils vary between 7.09 days lost per FTE to 17.44 
comparing favourably with EKH. In a council with a comparable level of staffing as EKH, 
absence was recorded in the region of 9.8 days per FTE.                  

 

10. Apprentice and Graduate Programme 
 
Following the success of the pilot programme in 2014/15 funding for a new programme was 
received from two councils, Dover and Canterbury, in 2015/16. An apprentice programme of 
three apprentices studying for a qualification in housing commenced and will run through to 
2016/17. The apprentices are in housing management, resident involvement and asset 
management. Changes in the national programme for apprentices and a company levy, will 
mean EKH will have directly fund an apprenticeship programme from April 2017. 
 
Relationships have been made with the University of Kent exploring the opportunities for 
EKH to work with the University to develop links with it School of Social Sciences for 
research as well as graduate placements for social sciences and computing. EKH will need 
to take a view about how it wishes to develop this in 2016/17. 
 

 
                                                           
i
 Office of National Statistics website.  Accessed 14

th
 June 

2016(https://www.ons.gov.uk/employmentandlabourmarket/peopleinwork/labourproductivity/articles/sickne

ssabsenceinthelabourmarket/2014-02-25).  
ii
 CiPD Absence Management.  Annual Survey Report;  Accessed 14

th
 June 2016 website 

(http://www.cipd.co.uk/binaries/absence-management_2015.pdf) 
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