BOROUGH OF BARROW-IN-FURNESS
HOUSING MANAGEMENT FORUM
Meeting: Thursday, 13th September, 2018
at 2pm (Committee Room 4)
Group Meetings at 1.15 pm

AGENDA
PART ONE
1.

To note any items which the Chairman considers to be of an urgent nature.

2.

Admission of Public and Press.
To consider whether the public and press should be excluded from the meeting
during consideration of any of the items on the agenda.

3.

Declarations of Interest.
To receive declarations by Members and/or co-optees of interests in respect of
items on this Agenda.
Members are reminded that, in accordance with the revised Code of Conduct,
they are required to declare any disclosable pecuniary interests or other
registrable interests which have not already been declared in the Council’s
Register of Interests. (It is a criminal offence not to declare a disclosable
pecuniary interest either in the Register or at the meeting).
Members may however, also decide, in the interests of clarity and
transparency, to declare at this point in the meeting, any such disclosable
pecuniary interests which they have already declared in the Register, as well as
any other registrable or other interests.

4.

Confirmation of the Minutes of the meeting held on 14th June, 2018.

5.

Apologies for Absence/Changes in Membership.

FOR DECISION
OPERATIONAL
(D) 6.

Radon Gas

(D) 7.

Procure Plus Contractor Selection Report

(D) 8.

United Utilities Contract for the Collection of Water Charges

(R) 9.

Former Garages at 2, 3, & 4 Newton Road, Newton: Permission for
Appropriation of Land

(D) 10.

Fire Risk Assessments and Periodic Electrical Testing to Shops

(D) 11.

Housing Procedures

(D) 12.

Performance Information Report

FOR INFORMATION
13.

Planned Investment and Planned Maintenance 2018/19 Expenditure

NOTE: (D) – Delegated to the Executive Committee
(R) – Referred to the Council

HOUSING MANAGEMENT FORUM MEMBERS:
Councillors:

K. Hamilton (Chairman)
D. Barlow
S. Blezard
D. Brook
J. Heath
W. McEwan
A. Thurlow
L. Williams

Tenant Reps: Mandy Anderson
Allan McIntosh
James Christie
(vacant position)
For queries regarding this agenda, please contact:
Paula Westwood
Democratic Services Officer (Member Support)
Tel: 01229 876322
Email: pwestwood@barrowbc.gov.uk
Published: 5th September, 2018.

HOUSING MANAGEMENT FORUM
Meeting: Thursday 14th June, 2018
at 2.00 p.m.
PRESENT:- Councillors Hamilton (Chairman), Barlow, Blezard, Brook and Williams.
Tenant Representatives:- Mrs M. Anderson, Mr M. Gray and Mr A. McIntosh.
Officers Present:- Colin Garnett (Assistant Director - Housing), Janice Sharp
(Operations Manager), Paula Westwood (Democratic Services Officer - Member
Support) and Katie Pepper (Democratic and Electoral Services Apprentice).
1 – Minutes
The Minutes of the meeting held on 15th March, 2018 were taken as read and
confirmed.
2 – Apologies for Absence
An apology for absence was received from Councillor McEwan.
3 – Appointments of Representatives to Working Groups etc.
The Executive Director reported that at the Annual Council meeting on 15th May,
2018 the allocation of seats in respect of Forums, Panels, Working Groups etc. had
been agreed.
The Housing Management Forum had been requested to nominate Members and
Tenant Representatives to the Housing Service Review Working Group, the Tenant
Scrutiny Working Group and the Tenants’ Complaints Panel for 2018/2019 in
accordance with the proportionality indicated in the report.
RECOMMENDED:- That the membership for 2018/2019 be agreed as follows:Housing Service Review Working Group
Council Representatives (3:1) – Councillors Brook, Hamilton, Heath and McEwan.
Tenant Representative – Mr A. McIntosh.
Tenant Scrutiny Working Group
Council Representatives (2:1) – Councillors Barlow, Heath and McEwan.
Tenant Representatives – Mrs M. Anderson, Mr M. Gray and Mr A. McIntosh.
Tenants’ Complaints Panel
Council Representatives (1:0) – Councillor Hamilton.
Tenant Representatives – Mrs M. Anderson and Mr A. McIntosh.

4 – Hughes Brothers & Sure Group – Third Year Review
The Assistant Director - Housing submitted a report regarding reviewing the existing
contract arrangements for Sure Group (Gas Servicing) and Hughes Brothers
(Responsive Repairs) to identify their current delivery and performance levels to help
Members determine the contract extension options moving forward.
He reported that at the meeting held on 11th June, 2015 Members had agreed to the
appointment of Hughes Brothers and Sure Group to provide a range of responsive
and gas maintenance services for Council Tenants.
That appointment included tenant generated repair requests, repairs to void
properties, gas servicing and maintenance, and an out-of-hours emergency response
service.
The procurement had been facilitated by Procure Plus Holdings under OJEU
procedures. The accompanying contract notice had been issued on the 26th March,
2015 (Reference - 2015/S 063-111151).
The Contract terms and conditions required the Council to review the performance of
each Contractor in line with clause 2.2 that stated:
2.2

Upon the third anniversary of the Effective Date, the Council shall review: (a)
the performance of the Contractor under this Agreement; and (b) whether this
Agreement continues to provide Best Value. If the Council determines that it
is in the best interests of the Council to break the Agreement Period upon
such anniversary, the Council may serve notice on the Contractor to break this
Agreement and the parties shall commence Disengagement with effect from
the date of such notice.

The Assistant Director - Housing advised Members that in the three-year period since
the appointment of Sure Group and Hughes Brothers both Contractors had delivered
their respective services in line with the Contract requirements and Tenants in
general seemed happy with the quality of the services provided.
He provided a brief summary of each Contractor’s performance as:SURE GROUP - Gas Servicing and Reactive Gas Repairs Contract
Summary




Quality of completed repairs was consistent;
Customer satisfaction was high; and
Number of appointments kept was high.

Performance





Properties with a valid LGSR certificate
Percentage of appoints made and kept for gas servicing
Percentage of appoints made and kept for gas repairs
Percentage of gas services completed at the first visit

100%
99.09%
98.29%
65.21%

HUGHES BROTHERS - Responsive Repairs and Void Contract
Summary





Quality of completed repairs was consistent;
Customer satisfaction was high;
Number of appointments kept was improving; and
Team meetings between Client and Contractor had been established for repairs
and voids

Performance
 Percentage of repairs completed on the first visit
 Percentage of appoints made and kept
 Overall quality of repairs completed
 Customer satisfaction of the work carried out

95.35%
84.60%
92.60%
96.00%

Costs
The actual target cost of the contracted services provided by Sure Group and
Hughes Brothers had not increased over the duration of the initial 3 year contract
period and as such continued to offer the Council “Best value”.
Sure Group
Savings had been identified with regard to direct costs associated with Tenants no
longer being charged for telephone calls (free phone number provided) and
increased productivity of the gas operatives when colleagues leave the business.
Hughes Brothers
Officers had negotiated significant reductions in material costs with Hughes Brothers
to ensure they offered parity with other materials purchased via the Procure Plus
framework.
Summary
It had been noted that:(a) The performance of Hughes Brothers and Sure Group under this Agreement
remained acceptable;
(b) The Agreement with Hughes Brothers and Sure Group continued to provide Best
Value .
In view of that, Members had been requested to agree to the continuing appointment
of Hughes Brothers and Sure Group in line with clause 2.2 of the contract
documentation.

Further reviews would be required in line with the Contract.
RECOMMENDED:- To agree the extension of the Contract for one year.
5 – Tenancy Agreement Review
The Assistant Director - Housing submitted a report providing an update on the
Review of the Tenancy Agreement following the consultation period. Members had
been requested to agree the updated Tenancy Agreement and agree the process to
implement the new Tenancy Agreement to all our Tenants.
It had been noted that the Housing Service operated two types of Tenancy: an
Introductory Tenancy and a Secure Tenancy. The current Tenancy Agreement was
due for review due to operational changes and also changes in legislation with the
Localism Act and Housing and Planning Act 2016 which impacted on clauses within
the Tenancy Agreement.
In order to move the review forward there had been several meetings with Scrutiny
Group to look at the existing Tenancy Agreement but also to discuss the final draft of
the of the revised agreement. As part of that process the Tenant Scrutiny Working
Group had considered:



All feedback from the Consultation period – a total of 24 responses had been
received. A summary of feedback had been circulated to the Group. Only five of
the responses related directly to the Tenancy Agreement.
It had been agreed that the feedback summary would be passed to the specialist
Housing Solicitor for their comments and guidance on the legal steps we must
follow to complete the process.

We have received the legal advice on the next steps to finalise the process as
detailed below:

BBC had carried out the legal requirements in terms of the consultation process.
The feedback summary demonstrated BBC had considered all comments made
by its Tenants during the consultation period.



A report must be prepared for HMF to confirm we have considered all feedback
from Tenants and Stakeholders and the content of draft Tenancy Agreement
would remain the same.



The final step would be send to all secure Tenants a ‘Notice of Variation’ which
would confirm briefly the result of the consultation, confirm and include the final
Tenancy Agreement, confirm the ‘go live date’ (which must be four weeks
following the service of the Notice of Variation). The Notice of Variation would
also make Tenants aware they do not need to sign and return the new Tenancy
Agreement.

The Housing Service website would also have a section entitled ‘Tenancy Agreement
Review’ which would include a copy of the new revised Tenancy Agreement and

information regarding the next steps and the date the new agreement would be
adopted. A copy of the final revised Tenancy Agreement had been placed in the
Members’ Room for information.
RECOMMENDED:1.

To note the content of the report;

2.

To agree the updated Tenancy Agreement in line with the consultation process,
approval of Scrutiny Group and legal guidance; and

3.

To agree the final legal requirements to implement the new Tenancy
Agreement.

6 – Request to Purchase Ad-hoc Land: Conway Gardens
The Assistant Director - Housing submitted a report regarding a request to purchase
Council-owned land adjoining property owned by the applicant.
He advised that he had had delegated authority by virtue of Executive Committee 1st
October 2003 to consider and agree (where appropriate) the sale of ad-hoc parcels
of land adjoining gardens of owner occupiers living on Council estates. Should a
potential purchaser wish to appeal his decision they had the right of appeal through
this Forum.
In the case of this application, he had suggested to Members it would be
inappropriate to sell the land. The area of land in question formed part of a larger
green area and footpath between Conway Gardens and Duddon Drive. To sell
approximately a quarter portion would be to the detriment of the original design of the
estate and the benefit of the green area.
Attached as an Appendix to his report was a plan showing the house in question (34
Conway Gardens) and the area of land the applicant had requested to purchase.
The portion of land was situated within a larger open green space that was
specifically designed when the estate was developed to improve the quality of life
and enhance the outdoor living environment for those who lived nearby. The partial
sale of a portion of that area would fundamentally change the street scene of the
area and remove a significant part of green open space on the estate.
The intended use for the land would be to construct a garage (in place of one the
applicant currently rented from the Housing Department). The appeal had been
based around a similar dwelling on Ramsgate Crescent, where historically a similar
portion of land was sold, however, Ramsgate Crescent land was sold in 2010 and the
Assistant Director - Housing had suggested that was incorrect and should not set a
precedent for future applications.
RECOMMENDED:- To decline the request because the area of land in question
formed part of the larger green area provided for the benefit of the wider community
on North Walney and would have a detrimental impact on the street scene of the
area.

7 – Stock Condition Survey
The Assistant Director - Housing submitted a report to consider the approach to
completing a new stock condition survey.
Such surveys provided essential
information to help inform the future strategic direction of the service, ensured the
Council understood the condition of its stock and was one element of the information
required to direct investment plans. If agreed, the Housing Service would not be
looking to complete the Survey until 2019/20 with the information being used to direct
the re-drafting of five year plans from 2020/21.
It had been noted that in 2015 the Council had appointed a firm of independent
Chartered Surveyors to undertake a full and detailed survey of the Council’s housing
stock (100% survey) and related assets. That survey had included collection and
analysis of stock condition data, energy information, decent home failure rates and
anticipated costs for the delivery of future improvements. The survey had cost in the
region of £100,000.
The data collected by the surveyors in 2015 underpinned the current Asset
Management Strategy and the associated 5 year Investment Plans.
There was a need for Officers to produce a new Asset Management Strategy, 5 year
Investment Plan and 30 Year Business Plan during 2019/20.
Options for completing a stock condition survey
The lead in time for a survey could be lengthy and preparations would ideally start
shortly although the survey would not be completed until the next financial year. To
do so required consideration of our approach.
Whilst there was no legal requirement to complete a stock condition survey, without it
would make it more difficult to ensure financial investment was appropriately directed.
The Assistant Director - Housing had suggested that the Council continued with its
five year cycle of surveys.
Further consideration would be required of the methodology including sample sizes.
Data Collection- Sampling Size
It was vital that the survey data was capable of interrogation and adaptation, and it
must be concise, coherent and comprehensive enough to enable effective short term
and long term strategic planning.
There were options for completing sample surveys 20% or a 100% survey. The last
survey was a 100% survey which provided a comprehensive result and the Assistant
Director – Housing had suggested that the Council continued on that basis.
The sample size of the assets surveyed and method of data collection would directly
affect the survey cost, duration and accuracy of the reported results. To ensure we
have a 100% approach there were generally two options available;

1. Sample survey methodology (20% sampling)
2. 5 Year survey methodology (100% sampling)
In agreeing a suitable data collection methodology, Members should be aware that
good practice indicated that sampling a small percentage of the stock (20%) or
undertaking a 100% survey may both produce data that was statistically sound.
Completing a sample survey annually would ensure we survey 100% of the assets
over the five year timeframe and would spread the cost. That approach would
however be a challenge, in terms of the level of management resources required
when compared to completing a survey once every five years.
The main focus of the survey would be residential properties focusing on key
components and external condition.
Officers would give consideration to including the small number of commercial
properties within the HRA and community centres. It had been noted that the need to
collect new energy data would not be required moving forward. There would
however be a need for the independent appointed Surveyors to recalculate energy
data results using energy information that had been updated and validated by the inhouse maintenance team.
Completing the Survey
We had previously looked to appoint suitably qualified Surveyors to complete such
surveys. However, as you are aware the majority of the Investment Programme was
delivered in conjunction with Procure Plus Holdings (PPH). They also offered a
framework for such services and in view of the benefits we achieved working through
PPH, it had been recommended to agree we look to appoint through their framework.
Officers would opt for either the number one Contractor, or if they were not suitable a
mini competition would be carried out to appoint.
Cost
It was likely that the cost of the 100% survey would be in the region of £80k which
would need to be identified in the 2019/20 budget.
RECOMMENDED:- To agree:1.

the Maintenance and Asset Manager make preparations for a Stock condition
survey;

2.

the survey be a 100% survey completed in one exercise;

3.

the survey would include all residential property and consideration be given to
also including other HRA assets; and

4.

the Maintenance and Asset Manager look to appoint a suitable Contractor
through the Procure Plus Holdings framework.

8 – Planned Investment and Planned Maintenance 2018/19
The Assistant Director - Housing submitted information relating to the Planned
Investment and Planned Maintenance Programme for 2018/2019. The information is
attached at Appendix A to these Minutes.
It had been noted that 38% of the budget allocated to voids had been spent and
overspend may be likely by year end.
It had also been noted that a new Contract Supervisor had been appointed and that
the bathroom replacement programme would commence in the near future.
RESOLVED:- To note the information.
9 – Retirement of Assistant Director – Housing
The Chairman on behalf of the Committee thanked Colin Garnett for his loyal and
dedicated service and wished him well in his retirement
The meeting closed at 2.22 p.m.

APPENDIX A
SCHEME
GREENGATE ESTATE REROOFING WORKS
WINDOW & DOOR
REPLACEMENTS
VARIOUS HOUSING AREAS
WALNEY RENDER & DAMP
PROOFING WORKS
DALTON ESTATE RE-ROOFING
WORKS
LOWER HINDPOOL REROOFING WORKS
COMMUNAL ENTRANCE
LIGHTING
COMMUNAL ENTRANCE
PAINTING

PROCUREMENT
TYPE
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings
Procure Plus
Holdings

GARAGE IMPROVEMENTS
REWIRES

Procure Plus
Holdings

BATHROOMS

Procure Plus
Holdings
Procure Plus
Holdings

HEATING
PAINTING

AVAILABLE
BUDGET
£450,000

EXPENDITURE
TO DATE
£
£

-

£320,000

£

-

£120,000

£

-

£150,000

£

-

£40,000

£

-

£

ESTIMATED
COMPLETION
DATE

CONTRACTOR

COMMENTS

Leasholde
rs
affected?

1.7.2018

31.3.2019

DLP Roofing

PRE START MEETING COMPLETED

No

-

£200,000

£10,000

ESTIMATED
START DATE

1.8.2018

31.3.2019

TOP NOTCH

No

1.7.2018

31.3.2019

DLP Roofing

1.9.2018

31.3.2019

DLP Roofing

PRE START MEETING COMPLETED

No

1.8.2018

31.3.2019

DLP Roofing

PRE START MEETING COMPLETED

Yes

1.10.2018

31.3.2019

K WILSON

PRE START MEETING COMPLETED

Yes
Yes

Yes

-

1.9.2018

31.3.2019

GEORGE JONES

PRE START MEETING COMPLETED

1.10.2018

31.3.2019

CUMBRIA
ROOFING

PRE START MEETING COMPLETED

No

1.7.2018

31.3.2019

K WILSON

PRE START MEETING COMPLETED

No
No

£20,000

£

-

£306,000

£

-

£207,000

£

-

£420,000

£

-

£180,000

£

-

1.7.2018

31.3.2019

WRIGHT BUILD

PRE START MEETING TO ARRANGE
FOLLOWING APPOINTMENT OF
CONTRACT SUPERVISOR

1.7.2018

31.3.2019

AFM GAS Ltd

PRE START MEETING COMPLETED

No

1.6.2018

31.3.2019

G JONES

PRE START MEETING COMPLETED

Yes

HOUSING MAINTENANCE COMMITMENTS 2018-19
EXPENDITURE TO
DATE
Weekly Available

Funding Available

PRE START MEETING TO ARRANGE
FOLLOWING APPOINTMENT OF
CONTRACT SUPERVISOR
s20 LEASEHOLDER CONSULTATION
ON GOING

Gross Comm. as a % funds available

Tenant Demand Repairs

£

1,346,426

£

314,829

£

25,893

23%

Voids

£

513,472

£

195,085

£

9,874

38%

Gas Servicing

£

302,106

£

34,151

£

5,810

11%

Decoration Vouchers

£

30,000

£

1,770

£

577

6%

Environmental Impmts

£

5,000

£

251

£

96

5%

Disabled Adaptations

£

100,000

£

23,812

£

1,923

24%

Electrical Testing
Door- Entry
Maintenance
Gas
Building/Replacement

£
£

61,000
19,176

£
£

18,226
446

£
£

1,173
369

30%
2%

Part One

HOUSING MANAGEMENT FORUM
Date of Meeting:

13th September, 2018

Reporting Officer: Janice Sharp
Assistant Director – Housing

(D)
Agenda
Item
6

Title: Radon Gas
Summary and Conclusions:
The purpose of this report is to update Members on the progress Officers
have made regarding the testing of housing assets to ensure the risk from
exposure to radon gas is mitigated.
Recommendations:
Members are asked to:
1. acknowledge the progress made to date with regard to checking radon
gas levels within the housing stock;
2. retrospectively approve the cost (£450-£500 per property) to install
remedial equipment to the 13 affected properties in line with the guidance
provided by Public Health England;
3. retrospectively approve the cost required (£37-£40 per property) to retest the 13 affected properties and monitor radon gas levels in
conjunction with Public Health England; and
4. agree to the proposed radon gas action plan contained with this report.

Report
At your meeting held on 14th June, 2017 you agreed to implement guidance
received from Public Health England (PHE) regarding the testing of housing
assets to ensure the risk from exposure to radon gas is mitigated. The guidance
from PHE required the Council to:



Check – Which properties are located in a radon gas affected area;
Measure – The levels of radon gas present in “medium and high risk”
properties; and
Action – Reduce radon gas levels using a range of simple building
improvements.

Progress to date
Officers can advise Members of the following progress made to date:Stage 1 – Check - The initial report identified a total of 225 properties that were
classified as “medium to high risk” of exposure to radon gas. Having checked the
property records, seven properties contained on the original list were sold and
hence the total number of test kits issued by PHE reduced to 218. All of the
properties potentially affected by radon gas exposure were located in Dalton,
Askam or Lindal.
Stage 2 – Monitor – The test results provided by PHE show that properties fall
into one of three categories:1. Test results below the target level (Low);
2. Test results above the target level but below the action level (Medium); and
3. Test results above the action level (High).
Officers can advise Members of the following test results:





218 test kits sent out;
127 test kits returned (58%);
4 test results were above the action level (3%);
9 test results were above target level but below the action level (7%); and
91 properties failed to return the test kits to PHE.

Members should be aware that PHE are continuing to write to Tenants to request
they send back their test kits for analysis as soon as possible.
Stage 3 – Action – PHE advise that levels of radon gas within each affected
home can fluctuate on a daily basis dependent on life style and property usage as
well as a number of other factors.
PHE have further advised Officers that whilst remedial action needs to be taken
promptly, the levels of radon gas present are unlikely to impact on the householder’s short-term health and wellbeing.
In view of this Officers are seeking Members’ retrospective approval to continue
with the following action plan:

Action 1 – Installation of remedial radon gas measures (in progress)
Where test results are above the target (Medium) or action (High) levels,
Officers will arrange the installation of a new positive ventilation system to
properties identified by PHE. The cost to supply and install each positive air
unit is between £450 - £500.
In conjunction with this undertaking, PHE will send Tenants a new test kit so
that they are able to analyse and compare the old test results to the new test
results. It is hoped that this analysis will show the net effect the positive
ventilation has on radon gas build up within each home.

PHE will advise Officers of the outcome of all new test results when they are
returned by the Tenant.


Action 2 – Radon Gas Communication (in progress) PHE will continue to
write to the 91 uncooperative Tenants regarding the returning of test
equipment.
Officers request Members’ agreement to establish a communication deadline
with PHE of 31st October 2018. Tenants who fail to respond after this date
will be contacted directly by a member of the housing team.



Action 3 – Radon Gas Publicity and Information (not started) Officers
seek Members’ approval to publicise the findings of the radon gas results
periodically in the housing newsletter and on the Council’s website. In
addition, Officers wish to periodically produce leaflets and articles regarding
radon gas to raise awareness of the effect it may have on Tenants’ health
and wellbeing.

(i)

Legal Implications

None
(ii)

Risk Assessment

The recommendation requires officers to ensure contractors’ risk assessments
and method statements are suitable and sufficient for the work to be undertaken.
(iii)

Financial Implications

The recommendation has some financial implications outlined in the body of the
report.
(iv)

Health and Safety Implications

The recommendation has potential health and safety implications for tenants,
residents, surveyors and contractors undertaking remedial works.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.
(vi)

Health and Well-being Implications

The recommendation has potential health and safety implications for tenants,
residents, surveyors and contractors undertaking remedial works.
Background Papers
Nil

Part One

HOUSING MANAGEMENT FORUM
Date of Meeting:

13th September, 2018

Reporting Officer: Janice Sharp
Assistant Director – Housing

(D)
Agenda
Item
7

Title: Procure Plus Contractor Selection Report
Summary and Conclusions:
The purpose of this report is to advise Members of the progress Officers have
made with regard to the selection of suitable Contractors to undertake
housing improvement works in line with the 2018 Procure Plus Holdings
framework.
Recommendations:
Members are asked to:
1. acknowledge the progress made to date with regard to the suitability of
Contractors to undertake housing improvement works in line with the
2018-2023 Procure Plus Holdings framework;
2. agree that Officers undertake a series of direct call off or mini
competitions in line with the guidance provided and in conjunction with
the procurement team at Procure Plus Holdings; and
3. agree to review the outcomes of the direct call off or mini competitions
at the next meeting of the Housing Management Forum to be held on 1st
November 2018.

Background
At your meeting held on 27th November, 2014 Members agreed to appoint a range
of suitably qualified Contractors from the Cumbria Housing Partners framework.
Members further agreed to transfer these arrangements to the Procure Plus
framework at their meeting held on 23rd February 2017. This utilisation of
Contractors from this framework ends on 31st March 2019.
In advance of this deadline it will be necessary to select a range of Contractors
from the new Procure Plus framework that came into effect on 1 st August 2018.
This new framework will be operational until 31st July 2023.

Report
The new OJEU compliant framework has been prepared by Procure Plus and a
partner company called Reallies. The new framework identifies a range of key
work streams that are broken down between internal and external housing
components. It also separates out the various services provided by Contractors
and suppliers.
The framework provides a range of work streams that are sub-divided into small
(up to 5 No) and large (more than 5 No) investment categories to ensure both
smaller and larger Contractors are able to compete on a fair and transparent
basis. Contractors are not permitted to bid for both categories within a particular
work stream.
Some of the most popular work streams available to Landlords include;















Electrical rewiring and testing;
Painting improvements;
Re-Roofing works;
External works;
Kitchen improvements;
Bathroom improvements;
Heating improvements;
Solar panelling and renewal energies;
External High Rise;
Insulation works;
Whole House Improvements;
Adaptation works;
Asbestos removal; and
Voids.

Officers can advise Members that there are several locally based Contractors on
the new framework and are, along with other Contractors, eligible for selection
using one of the following methods:



Direct call off; or
Mini competition.

Direct call off procedure
This procedure allows Landlords to directly select a Contractor within a particular
work stream based on the original OJEU evaluation procedure that takes account
of the Contractor’s cost and quality submissions.
Mini competition
This procedure allows Landlords to evaluate Contractors using a range of predetermined assessment criterion that may vary from Landlord to Landlord.

Officers are proposing to undertake mini competitions using the following
assessment procedure:
1. Written Submission
Contractors will be required to answer questions covering the following areas:
Evaluation Criteria
Customer Satisfaction
Equality and Diversity
Service Delivery
Health, Safety and Environmental
Local and Social Skills Benefits

Weighting
25%
5%
25%
5%
10%

This section of the assessment will contribute 70% to the total mark.
2. Pricing Document
Contractors will be required to submit rates to carry out the works. Prices will be
fixed for one year with the framework price change mechanism in operation after
this period.
This section of the assessment will contribute 30% to your total mark.
3. Preferred Contractor(s) Status Pricing Document
The results of each mini competition will be summarised and ranked for
consideration by the Housing Management Forum at the meeting to be held on 1st
November 2018. Members will advise Officers of their decision regarding
Contractor appointment for each individual work stream.
Progress to date
Officers wish to advise Members that they have commenced early discussions
with the procurement team at Procure Plus Holdings to review Contractors that are
eligible and willing to undertake investment work streams using either mini
competition or direct call off selection methodology.
The investment works are expected to cover the following areas of investment:






Central Heating;
Electrical rewires, communal lighting, emergency lighting;
Roofing and render;
Aids and adaptations;
Painting; and
Windows and Doors;

(i)
None

Legal Implications

(ii)

Risk Assessment

The recommendation requires Officers to ensure Contractors risk assessments
and method statements are suitable and sufficient for the work to be undertaken.
(iii)

Financial Implications

The recommendation has some financial implications outlined in the body of the
report.
(iv)

Health and Safety Implications

The recommendation has potential health and safety implications for tenants,
residents, surveyors and contractors undertaking remedial works.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.
(vi)

Health and Well-being Implications

The recommendation has potential health and safety implications for tenants,
residents, surveyors and contractors undertaking remedial works.
Background Papers
Nil

Part One

HOUSING MANAGEMENT FORUM
Date of Meeting:

13th September, 2018

Reporting Officer: Janice Sharp
Assistant Director - Housing

(D)
Agenda
Item
8

Title: United Utilities Contract for the Collection of Water
Charges
Summary and Conclusions:
The extended Contract for a further year to collect water charges on behalf of
United Utilities - agreed at Housing Management Forum on 2nd November,
2017 - will be coming to an end.
The purpose of this report is to consider whether the Council would like to
continue the arrangement.
Recommendations:
Members are asked to agree to extend the Contract with United Utilities for a
further two years.

Background
I have recently met with representatives of United Utilities to discuss the options
for moving forward. The extended Contract to collect water charges on behalf of
United Utilities is coming to an end. The purpose of this report is to consider
whether the Council would like to continue the arrangement. Should a decision be
made to cease water charge collection, the Council would be required to serve
notice in October, 2018 to cease from March, 2019.
Report
The Council entered into an arrangement to collect water charges on behalf of
United Utilities from 1st April 2013.
There are a number of positive benefits for both Tenants and the Council,
including reduced charges to Tenants in the form of a discount, the funding of a
full time role to focus on financial inclusion, and to generate additional income and
resources to the Housing Revenue Account.
In addition, it was recognised that the proposed changes in welfare benefits would
be a challenge to those Tenants who had no experience of paying rent and the

collection of water charges provided the opportunity to fund a post to work with
Tenants to budget and set up bank accounts.
I am aware in the North West there are arrangements in place with five housing
providers including ourselves who continue to collect water charges for United
Utilities.
Financial Benefits
The gross charges for the housing stock for the current year are £820k.


For 2019/20, based on 2,609 properties, the projected charges would be
£899k.



I am unable to provide the charges for 2020/21 as they are not available at
present.



The Council receives a fee from United Utilities for the collection service. This
is a fee per property and a percentage of total sales, which represents a
commission rate of approximately 23%.

For the current year, the income to the HRA is £196k.


For 2019/20 (based on 2,609 properties) the projected income would be £202k.



Again, I am unable to provide the income we would generate for 2020/21 as it
is not available at present.



In practice, I am unable to provide a conclusive answer to the net benefit to the
HRA as the income should be set off against additional arrears accrued as a
result of water charges.

Following implementation of our new IT housing management system in
November 2017, we are still experiencing difficulties with a number of issues;
progress is being made – albeit slow. At present, it is not possible to breakdown
rent received or service charges as all payments made are credited as one and,
as such, I am unable to provide you with an accurate figure in terms of net
financial benefits.
Delivery of Contract
It is evident that the majority of Tenants maintain their rent account satisfactorily.
We have provided additional help directly to 598 Tenants to manage their
finances.
However, we have some Tenants who object to the payment of water charges and
have debts which continue to increase which is attributed directly to water
charges.

Since the introduction of the Contract to collect water charges, it has been our
practice to not take ‘possession action’ against Tenants where it was evident the
rent arrears are attributed to the non-payment of water charges.
Advice and assistance is offered to these Tenants with budgeting, including to
apply for a reduced weekly water charge - the support tariff. Barrow Borough
Council are the highest performer of the six housing providers in the North West
collecting water charges, having 23% of our Tenants on the support tariff.
Previously, there was funding available from United Utilities Trust Fund which we
were able to apply for to clear debts through to applying for money judgement
orders. The United Utilities Trust Fund is no longer available.
Options for the Future
1. Stop Collecting Water Charges
I am concerned we are having to consider this option when the HRA continues
to be under pressure to reduce expenditure but also the imminent increased
financial pressure on the introduction of Full Service for Universal Credit on 5th
December this year.
I am aware there is an issue regarding non-payment of water charges;
however, there remains a financial benefit to the Service and Tenants through
the Contract. I am not aware of other options to generate income to the HRA
to assist in mitigating the identified reductions in income.
The collection arrangements do pose a risk to the HRA and impose
complications to our income and debt recovery procedures for pursuing nonpayment of rent.
2. Continue with the Contract
I have recently met with United Utilities to discuss our options, including to
revisit again, if it was feasible, to vary the current arrangements to reduce risks
of non-payment of water charges to the Council by increasing the rate of
commission. Barrow Borough Council currently receives 23% commission
rate as a fee.
I am advised, as I was previously, it would not be viable for United Utilities to
increase the commission as the arrangement needs to be beneficial to them
as well as the Council.
I reiterated the continuing risks to the income of the HRA and imminent ‘go
live’ of full service of Universal Credit which pose further risks to our income.
I have asked if they would be interested in extending the Contract for a further
two years when the current year extension ends in March 2019. United
Utilities have responded they would be interested as a compromise in
extending a further two years to a five-year arrangement.

With regard to the issue of Tenants who just will not engage and will not pay
water charges, when meeting the United Utilities representative it has been
agreed we are able to apply for a reduced tariff for those Tenants who are in
receipt of benefit.
I propose to consult with other social housing providers in the North West who
collect water charges on how they deal with Tenants who are persistent nonpayers and review our income and debt recovery procedure with regard to
non-payees of water charges.
To summarise, the options are:




(i)

to end the arrangement;
to continue on a further two year basis; or
to enter into a five-year Contract as we had originally before the current year’s
extension.

Legal Implications

Over the term of this arrangement, there have been challenges as to the legality of
such arrangements and decisions have found against Local Authorities. However,
the principle challenged was the base of such contracts which is not a matter
concerning contracts in place with United Utilities.
(ii)

Risk Assessment

Offering the collection service does represent a risk to the Housing Service, most
notably in terms of outstanding debt on tenants’ rent accounts. Our experience
suggests whilst the majority of Tenants do pay their full rent there are Tenants for
whatever reason do not pay water charges which results in increasing debt on
their accounts.
(iii)

Financial Implications

The Council will receive a payment this year of £196k for the collection service.
This will stop should the Contract be ended and will result in loss of income to the
HRA.
(iv)

Health and Safety Implications

The recommendation has no implications.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.

(vi)

Health and Well-being Implications

The recommendation has little impact on the Health and Wellbeing of users of this
service.
Background Papers
Nil
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Title: Former Garages at 2, 3, & 4 Newton Road, Newton:
Permission for Appropriation of Land
Summary and Conclusions:
The purpose of this report is to agree the appropriation of land at the former
Barrow Borough Council garage site at Newton from the HRA to the General
Fund.
Recommendations:
Members are asked to:
1.

agree the transfer of land at the former garage site at Newton Road,
Newton from the HRA to the General Fund; and

2.

to agree the appropriation be transacted in the current financial year
2018/19.

Background
The three garages at Newton Road – No’s. 2, 3 and 4 – belonged to Barrow
Borough Council and were managed by the Estates Team, as the land they were
built on was next to land surrounding the Village Hall which is General Fund land.
Garage No. 1 Newton Road had been sold many years ago.
In September, 2017 it was highlighted that several years earlier, due to the
garages being derelict and asbestos being present in the roofs, all four garages
(including garage No. 1 as the owner was untraceable) had been demolished.
The three garages owned by Barrow Borough Council were listed as an asset to
the Housing Service and, as such, the land left remaining is HRA land. The size of
the land is so small that there is no prospect of a change of use from its present
rough area of grass. A map showing the location of the demolished garages is
attached at Appendix A.
As the land is attached to land surrounding the Village Hall, consideration has
been given to transferring the former garage site to the General Fund. The
Director of Resources has confirmed (referencing Section 122 of the Local

Government Act 1972) that transfer of land is permitted without Secretary of State
consent:
Appropriation of land by principal councils
(1) Subject to the following provisions of this section, a principal council may
appropriate for any purpose for which the council are authorised by this or
any other enactment to acquire land by agreement any land which
belongs to the council and is no longer required for the purpose for which
it is held immediately before the appropriation; but the appropriation of
land by a council by virtue of this subsection shall be subject to the rights
of other persons in, over or in respect of the land concerned.
The three garage bases left remaining will no longer be garages so, in accordance
with this Act, it is a change of use of the land.

(i)

Legal Implications

The recommendation is in accordance with Section 122 Local Government Act
1972 and therefore has no legal implications.
(ii)

Risk Assessment

The recommendation has no implications.
(iii)

Financial Implications

The recommendation has minor financial implications as the asset is transferred
from HRA to General Fund.
(iv)

Health and Safety Implications

The recommendation has no implications.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.
(vi)

Health and Well-being Implications

The recommendation has no adverse effect on the Health and Wellbeing of users
of this service.
Background Papers
Nil

APPENDIX A
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Title: Fire Risk Assessments and Periodic Electrical Testing
to Shops
Summary and Conclusions:
The purpose of this report is to update Members on both the ongoing Fire
Risk Assessment (FRA) process and the compliance of shops with regard to
electrical and gas regulations.
Recommendations:
Members are asked to:
1. note the progress made to date with regard to FRAs and agree that
Officers instruct suitably qualified electrical Contractors to undertake
remedial works to emergency lighting within shops;
2. agree to carry out minor repairs identified during the periodic electrical
inspection to ensure electrical installations are safe and that we hold a
“satisfactory” compliance certificate on file;
3. agree to refer individual shops to the local Fire Officer for advice and
where necessary intervene if the shop owner fails to fully comply with the
content of the FRA by 30th September 2018; and
4. agree that the cost of this work is initially met by the Council and where
appropriate recovered from the shop owner during the rent review and
lease negotiation process.

Background
The Housing Department presently manage 19 shop premises that are located on
several housing estates in Dalton, Ormsgill, Walney and Lesh Lane.
At your meeting on 18th January 2018, Members agreed to a number of key
principles regarding FRAs. The report advised that the Council should periodically
review fire safety arrangements to ensure compliance with our statutory duties
under the Regulatory Reform (Fire Safety) Order 2005 (FSO).

As landlord, the Council has additional statutory obligations to ensure all electrical
installations comply with BS 7671 (IEE Wiring Regulations) and that gas
installations comply with the Gas Safety (Installation and Use) Regulations 1998.
Report
Over several years the management of the shops has been carried out by a
number of departments within the Council. This has resulted in compliance and
lease renewal procedures being disjointed. As such, Officers have written to shop
Leaseholders regarding the requirements of their individual lease obligations and
advised that there exists an urgent need to review all aspects of compliance. This
includes a review of individual lease contract arrangements.
Fire Risk Assessment (FRA)
Following on from the HMF report to Members on 18th January 2018, Officers have
conducted several follow up visits to the shop premises and can advise Members
that only two of the 19 shop owners have completed the fire safety works
identified. Many of the fire safety improvements relate to a basic lack of
emergency lighting, fire safety signage and firefighting equipment (extinguishers
etc). However, there are several shops that have over the years made structural
alterations that pose a significantly higher risk as they impact on a safe means of
escape in the event of a fire.
Electrical and Gas Compliance
The Council has duty to ensure that electrical and gas services within shops are
safe and periodically inspected.
The current lack of available certification has prompted Officers to conduct a
periodic electrical test of each shop to ensure compliance with BS 7671 (IEE
Wiring Regulations). The test results indicate that eight of the 19 shops have
unsatisfactory electrical installations. Common faults identified include a lack of
residual current device protection on power circuits as well as minor defects to
outlets and wiring arrangements.
Officers wish to advise Members that compliance testing for gas installations to
shops is expected to commence in late October 2018.
Summary
In general terms, shop Leaseholders are engaged in the FRA process but appear
to be reluctant to undertake the fire safety work promptly and have therefore fallen
out of line with the recommended time frames set out in the FRA reports.
Due to the urgency of emergency lighting works to shops, Officers suggest that the
work be undertaken as soon as possible and that the cost of the work is initially
met by the Council and where appropriate recovered from the shop Leaseholder
during the rent review and lease negotiation process. Members are asked to
endorse this approach.

Officers further seek Members’ approval to refer individual shops to the local Fire
Officer for advice and where necessary intervene if the shop owner fails to fully
comply with the content of the FRA by 30th September 2018.
Officers also seek Members’ approval to carry out minor repairs identified during
the periodic electrical inspection to ensure electrical installations are safe and that
we hold a “satisfactory” compliance certificate on file. Officers suggest that the
cost of this work is initially met by the Council and where appropriate recovered
from the shop owner during the rent review and lease negotiation process.
Members are asked to endorse this approach.
(i)

Legal Implications

The recommendation has no significant legal implications.
(ii)

Risk Assessment

The recommendation has significant implications with regard to fire safety and
compliance of electrical and gas installations within shop premises.
(iii)

Financial Implications

Resources be identified and made available in the 2019/2020 HRA budget.
(iv)

Health and Safety Implications

The recommendation has significant implications with regard to safety of shop
premises, customers and tenants/leaseholders living above the shops.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.
(vi)

Health and Well-being Implications

The recommendation has no adverse effect on the Health and Wellbeing of users
of this service.
Background Papers - Nil
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Title: Housing Procedures
Summary and Conclusions:
The purpose of this report is to notify Members of a range of new procedures
that have been drafted for the Housing Department to align with recent
amendments to Corporate Policy changes regarding health and safety
management.
Recommendations:
Members are asked to note the content of the new procedures.

Background
Between 2015 and 2017 the Council updated a number of corporate policies
regarding the management of health and safety including:



Building Services (electric, gas and water);
Contractor monitoring; and
Construction management.

Report
In order to ensure corporate procedures are managed effectively within the
Housing Department, Officers have drafted a range of “supplementary” procedures
to ensure roles and responsibilities for each area of compliance are clearly
identified. These new procedures align with the requirements of the corporate
documentation. A copy of these new procedures is attached at Appendix B.
The 2018 Housing Department procedures include:





Communal Area Inspection Procedure;
Radon Gas Procedure;
Electrical Testing Procedure;
Solid Fuel Appliance Procedure;
Water Testing Procedure;





Gas Servicing and Maintenance Procedure;
Fire Risk Assessment Procedure; and
Non Domestic Housing Assets Procedure.

Each procedure sets out the following key elements:1.
2.
3.
4.

Aims and Objectives;
Legislative Frameworks, Compliance and Good Practice Guidance;
Procedures to be monitored or actioned;
Staff Involvement
a. Roles
b. Responsibilities
c. Compliance timeframe;
5. Guidance Notes.
With Members’ approval, Officers will ensure the procedures and implemented,
monitored and reviewed in line with regulatory and legislative requirements.
(i)

Legal Implications

The recommendation has no legal implications.
(ii)

Risk Assessment

The recommendation has no implications.
(iii)

Financial Implications

The recommendation is likely to cost in the region of £80k as a one off cost. I
would suggest the resources be identified and made available in the 2019/2020
HRA budget
(iv)

Health and Safety Implications

The recommendation has no significant implications.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.
(vi)

Health and Well-being Implications

The recommendation has no adverse effect on the Health and Wellbeing of users
of this service.
Background Papers
Nil
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Barrow Borough Council Housing Department
COMMUNAL AREA INSPECTION PROCEDURE
1.

AIM

To ensure the housing department complies with its legal duties as landlord under
the Housing Act 2004 and in particular the Housing Health and Safety Rating
System with regard to slips, trips and falls in communal areas. To ensure so far as
is reasonably practicable, the health and safety of employees and others attending
Council housing assets are, in accordance with the Health and Safety at Work etc
Act 1974 and the Management of Health and Safety at Work Regulations 1999 not
exposed to health and safety risks.
2.

OBJECTIVES

Council Housing assets that contain surrounding common areas such as
footpaths, garden areas and walkways will be inspected every 3 months to ensure;
•
•
•

A record is kept of their condition
Potential hazards are identified
Identified risks are removed or mitigated to an acceptable level

The inspection regime includes but is not limited to an inspection of the following
elements;
•
•
•
•
•
•
•
•
•
•

Pathways, walkways and balconies
Drying areas
Communal areas, stairways and landings
Communal entrance doors and windows
Communal grass/green areas
Communal bin stores and refuse collection areas
High level boundary walls and fences
Vandalism affecting; Lighting, Smoke Alarms, Door Entry Systems,
Decoration
Hazardous material/waste; General rubbish, Sofas, Mattresses, Builders
materials
Fire Risk Assessment affecting; Stored flammable equipment or materials
that may affect the means of escape in the event of a fire.

Each inspection will include a video recording of the general condition of each
communal area, the surrounding green space and associated paths and
walkways. The video capture will date stamp the survey and capture known
hazards. Supplementary audio commentary will indicate the action(s) required to
remove or reduce the risk.
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3.

STAFF RESPONSIBLE

Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Check the competencies of the Maintenance and Asset Manager
•
Inform Executive Officers, Councillors, and Committee members of any
significant concerns regarding Communal Areas that may impact on
tenants, employees and others living or attending Council Housing assets.
Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Check the competencies of the Senior Surveyor
•
Check the Responsive Repairs contractor maintains adequate
Public/Employee Liability insurance cover throughout the contract term
•
Inform the ADH of any significant concerns that impact on the management,
delivery and safety of the Council’s housing assets.
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as
landlord under the Housing Act 2004.
•
Provide the ADH with Communal Area related performance information.
Senior Surveyor (SS) will, for his/her area of responsibility:
•
Check the competencies of the Mobile Caretaker Supervisor.
•
Ensure all Communal Area monitoring, maintenance and inspection records
are checked and stored for 5 years
•
Ensure good communication with tenants and residents in Communal
Areas.
•
Ensure appropriate risk assessments, method statements and safe systems
of work are provided by the contractor and reviewed for suitability prior to
work commencement.
•
Inform the contractor of premises that contain additional known hazards
(TMV, PP)
•
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
•
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable
•
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor
•
Notify the MAM of any significant defects in services
Mobile Caretaker Supervisor (MCS) will, for his/her area of responsibility:
•
•
•

Ensure surveys of the Communal Areas are completed every three months.
Ensure the video capture records all identified risks with additional audio
commentary to describe the risk identified.
Informing the SS of any health and safety concerns regarding Communal
Area hazards and risks.
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Barrow Borough Council Housing Department
ELECTRICAL TESTING PROCEDURE
This policy should be read in conjunction with the Council’s corporate procedure
entitled “Maintenance of Electrical, Gas and Water Services”.
1.

AIM

To ensure the electrical installation in a Council property is safe when a tenancy
begins and is maintained in a safe condition throughout the tenancy in line with our
legal duties as landlord under “The Landlord and Tenant Act 1985” and the 2004
Housing Act (Housing, Health and Safety Rating System.
To ensure all non-domestic premises including common parts of blocks of flats
comply with the requirements of “The Regulatory Reform (Fire Safety) Order 2005
(England and Wales)”.
To ensure there is a fully operational smoke alarm fitted on every storey where at
least one room is used wholly or partly as living accommodation.
To ensure all electrical installations comply with BS 7671 (IEE Wiring Regulations)

2.

OBJECTIVES

•

Ensure a periodic electrical check is carried out within is carried out at least
every 5 years or on the change of tenancy by a suitably qualified electrical
engineer.
•
Ensure a record of the electrical safety check is retained for 5 years and
issue a copy of the certificate to the tenant within 28 days of the check
being completed and issue a copy of the certificate to any new tenants
before they move in.
•
Ensure subsequent repairs of cabling, outlets and fittings are carried out
promptly.
•
Arrange a suitable “am or pm” appointment for contractors to complete
electrical safety repairs.
•
Immediately complete all repairs classified as Code 1 to any electrical
circuit or appliance that constitutes a serious risk to health and safety prior
to leaving site.
•
Ensure that all no access properties affecting the safety of customers, their
neighbours or the asset (i.e. periodic electrical test) receive the following
information;
2 calling cards from the contractor
1 no access notification letters from the Council to confirm that the tenant is
in breach of their tenancy agreement
•
Ensure that a housing officer visits the tenant in person to discuss the “no
access” problem and the breach of their tenancy agreement
•
Carry out a periodic electrical check to void properties within 24 hours of
receipt of keys.
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3.

STAFF RESPONSIBLE

Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Check the competencies of the Maintenance and Asset Manager
•
Inform Executive Officers, Councillors, and Committee members of
contractual issues or concerns that impact on the management, delivery
and safety of electrical installations in the Council’s housing stock
Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Check the competencies of the Project Surveyor
•
Check the competencies of the electrical contractor
•
Check the contractor maintains adequate Public/Employee Liability
insurance cover throughout the contract term
•
Inform the ADH of any significant electrical concerns that impact on the
management, delivery and safety of electrical circuits, outlets and fittings in
the Council’s housing stock
•
Inform the ADH of any significant non-compliance issues for electrical
circuits, outlets and fittings
•
Provide the ADH with electrical related performance information including;
Health and safety statistics
Housemark KPI’s
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as
landlord under the Electrical Wiring Regulations, 2004 Housing Act and the
1986 Landlord and Tenant Act.
Project Surveyor (PS) will, for his/her area of responsibility:
•
•
•
•
•
•
•
•

Check the contractors Electrical registration
Ensure Electrical registration is checked prior to commencement
Ensure Electrical registration is checked prior to its renewal date
Check the competencies of the electrical engineers
Check operatives competencies annually
Check operative competencies for all newly appointed electrical engineers
Ensure that all cabling, outlets and fittings are tested in line with the 5 year
service plan.
Ensure electrical inspection records are checked and stored for 5 years
Ensure appropriate risk assessments, method statements and safe systems
of work are provided by the contractor and reviewed for suitability
Ensure appropriate risk assessments, method statements and safe systems
of work are implemented by the contractor
Ensure site and office based quality control audits are undertaken
periodically
Facilitate a monthly meeting with the electrical contractor to discuss and
record;
Quality of the service provided
Health and safety management
Compliance with the electrical wiring regulations
Operatives qualifications and experience
Electrical safety issues and good practice
Invoices and payments
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•
•
•
•
•
•

Inform the MAM and contractor of any planned or actual changes to their
premises and asset lists that may affect or impact on services
Inform the contractor of premises that contain additional known hazards
(TMV, PP)
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor
Notify the MAM of any significant defects in services
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable

Housing Officer (HO) will, for his/her area of responsibility:
•
•

Visits the tenant in person to discuss the “no access” problem and the
breach of their tenancy agreement
Records the details of the visit on the electronic property file including;
Date of visit
Officer(s) attending property
Reason for visit
Specific breach of tenancy agreement terms and conditions
Action plan/Follow up visits

APPENDIX C – GUIDNACE NOTES
ELE01 – No Access procedure/Court application procedure
1.
BBC will, on the 1st April each year provide the electrical contractor with
details of all domestic properties that require a periodic electrical inspection
completing within the next twelve month period.
2.
The electrical contractor will schedule an appointment with the tenant giving
a minimum of 7 days’ notice and a maximum of 14 days’ notice stating the time
and date of the scheduled appointment
3.
Where the tenant is unable to keep the scheduled appointment, the
contractor will offer an alternative time and date for the periodic electrical test.
4.
Where the electrical engineer gains access on the scheduled appointment,
they will complete the test and provide BBC with a copy of the periodic inspection
certificate within one working day.
NO ACCESS PROCEDURE
5.
Where the electrical engineer fails to gain access on the scheduled
appointment, they will leave a duplicate No Access card detailing the date and
time of the visit. A hard copy of the calling card will be retained by the contractor
for record purposes
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6.
Where the tenant contacts the contractor following receipt of the calling
card, the contractor will offer an alternative time and date for the periodic electrical
test.
7.
Where the tenant fails to contact the contractor following receipt of the
calling card the electrical engineer must within 5 working days of the first visit revisit the property in an attempt to complete the test. If the electrical engineer fails
to gains access on this second visit a further no access card will be left at the
property
8.
Where the tenant fails to contact the contractor within 5 working days to the
second No Access card, the electrical contractor will immediately inform the
Project Surveyor that access has not been gained to the property.
9.
The Project Surveyor will upon notification from the electrical contractor
write to the tenant to confirm that they are required to provide access under the
terms and conditions of their tenancy agreement.

ELE02 – Hazard notification procedure
Please read in conjunction with the following Corporate Procedures
•
Client Aware System
•
Asbestos Management
1.
BBC will provide the electrical contractor with all relevant information
regarding hazards and risks that may be encountered whilst undertaking electrical
work in the Councils housing stock.
2.
A copy of all existing asbestos records will be provided to the electrical
contractor on a monthly basis or provisions will be made to allow the contractor
“view only” access to the asbestos database records.
3.
A copy of all current “Client Aware” details will be provided to the contractor
on a daily basis or provisions will be made to allow the contractor “view only”
access to the Councils CX database.
General
Markers, placed on a database, will be used as a means of alerting staff to
circumstances that they need to be aware of when dealing with an individual. The
Council will use Markers in order to meet its legal obligations under Health and
Safety legislation, and will ensure compliance with the appropriate parts of the
Data Protection Act 1998 and the Human Rights Act 1998.
Markers will only be used where fully justified to the satisfaction of line
management and the System Administrator.
All Markers will be reviewed at times specified within this procedure. Where there
is justification for retention of the Marker on a subject’s record, this will be
recorded and the Marker kept in place.
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The Council will ensure that only those employees or representatives/agents who
are likely to come into physical contact with a potentially violent individual will have
access to warning marker information.
Markers will be shared with other organisations only if there is a clear requirement
that they need to be aware of a situation. The reasons for sharing of information
will be recorded.
Employees will be appropriately trained in the relevant requirements of legislation
and this procedure.
DEFINITIONS
Marker: any means, appended to a file or computerised system containing
personal data, of drawing staff attention to a situation or circumstance that they
should be aware of when dealing with a customer.
Subject: the person who is the subject of any information held in a file or
computerised system.
Personal Data: information which relates to a living person who may be identified
from that information.
Sensitive Data: personal data consisting of information as to:
•
racial or ethnic origin
•
political opinions
•
religious beliefs
•
physical or mental health or condition
•
sexual life
•
commission or alleged commission of any offence
•
proceedings for any offence committed or alleged to have been committed,
the disposal of such proceedings or sentence of any court in such proceedings
Record: personal data held in any manual or computerised systems.
Marker File: a central paper file containing all documentation relevant to an entry
on the Marker Database.
Marker Database: an electronic database that is used to inform employees of
Markers.
Administrator: the senior Council officer who is responsible for the management of
Marker Files and the Marker Database.
Authorising Manager: any manager or supervisor authorised by the Administrator
to create a Temporary Marker.
Coordinating Group: individuals nominated by the Administrator to assist him in
determining whether or not Markers should be confirmed and to assist in the
review of Markers.
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ELE03 – Periodic testing requirements
During the periodic inspection the electrician will check the electrical installation
against the requirements of BS 7671 - Requirements for Electrical Installations
(IEE Wiring Regulations).
The periodic inspection will take into account all relevant circumstances including:
•
adequacy of earthing and bonding,
•
suitability of the switchgear and controlgear, for example, old fuseboxes
with double-pole fusing and/or wooden enclosures, are likely to need replacing,
•
serviceability of accessories and light fittings, for example, older round-pin
sockets, sockets mounted on skirting boards, round pattern lighting switches and
braided flexible cords connecting ceiling roses to lampholders, may require
replacement due to unsuitability or deterioration,
•
types of wiring systems and their condition, for example, cables coated in
black rubber (phased out in the 1960s) and cables coated in lead or fabric (pre1948), may be in poor condition and need replacing,
•
extent of any wear and tear, damage or other deterioration of other parts of
the installation
•
provision of residual current devices (RCDs) for socket-outlets that may be
used to supply electrical equipment used outdoors.
•
presence of adequate identification and notices
•
changes in use of the premises which have led to, or might lead to,
deficiencies in the installation.
ELE03 – Unsafe situations and immediately dangerous installation procedure
Where the electrical contractor identifies defective electrical circuits, outlets or
fittings they are to be classified as follows;
Code 1
Where a real and immediate danger is observed that puts the safety of those using
the installation at risk, Recommendation Code 1 (requires urgent attention) must
be given.
The persons using the installation are at risk. The person ordering the report
should be advised to take action without delay to remedy the observed deficiency
in the installation, or to take other appropriate action (such as switching off and
isolating the affected parts of the installation) to remove the danger. The inspector
should not wait for the full report to be issued before giving this advice.
Where a Recommendation Code 1 is given, the client will be advised immediately,
in writing, that urgent work is necessary to remedy the deficiency. This action is
necessary to satisfy the duties imposed on the inspector and others by the Health
and Safety at Work etc Act 1974 and the Electricity at Work Regulations 1989.
Code 2
A Code 2 is to be used to indicate that the observed deficiency requires action to
remove potential danger.
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The person ordering the report should be advised that, whilst the safety of those
using the installation may not be at immediate risk, remedial action should be
taken as soon as possible to improve the safety of the installation.
Code 3
A Code 3 could to be used to indicate that the inspector was unable to come to a
conclusion about an aspect of the installation or, alternatively, that the observation
was outside the agreed purpose, extent or limitations of the inspection, but has
come to the inspector’s attention during the inspection and testing.
Code 4
This code is to be used to indicate that certain items have been identified as not
complying with the requirements of the current issue of BS 7671, but that the
users of the installation are not in any danger as a result.
The person ordering the report should be advised that the code is not intended to
imply that the installation is unsafe, but that careful consideration should be given
to the benefits of improving those aspects of the installation.
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Barrow Borough Council Housing Department
GAS SERVICING & MAINTENANCE PROCEDURE
This policy should be read in conjunction with the Council’s corporate procedure
entitled “Maintenance of Electrical, Gas and Water Services”.
1.

AIM

To ensure gas appliances, fittings and flues provided for tenants in both domestic
and communal areas comply with our legal duties as landlord under “The Gas
Safety (Installation and Use) Regulations 1998”.
2.

OBJECTIVES

•

Ensure an annual gas safety check is carried out within 12 months of the
installation of a new appliance or flue and annually thereafter by a Gas Safe
Registered engineer.
Ensure a record of the safety check is retained for 5 years and issue a copy
of the certificate to the tenant within 28 days of the check being completed
and issue a copy of the certificate to any new tenants before they move in.
Ensure subsequent repairs of flues, appliances and pipework are carried
out promptly.
Arrange a suitable “am or pm” appointment for contractors to complete gas
servicing and breakdown repairs.
Isolate any gas appliance that constitutes a risk to health and safety.
Carry out a visual check of tenants own appliances and flues to ensure they
are operating in accordance with the manufacturer’s instructions and where
necessary;
Isolating all tenants own appliance, flue or pipework that are unsafe or
immediately dangerous
Affixing a warning label to all tenants own appliance where the tenant is
unable to provide the manufacturer’s instructions
Writing to the tenant upon receipt of the LGSR to confirm the remedial
actions taken
Ensure that all no access properties affecting the safety of customers, their
neighbours or the asset (i.e. annual gas safety tests) receive the following
information before referral is made to the courts for a warrant of entry under
the 2000 Environmental Protection Act;
SV1 letter and visit from the contractor
SV2 letter and visit from the contractor
LT1 no access notification letter from the Contractor
LT2 no access notification letter from the Contractor
LT3 no access notification letter from the Council
Application to court for warrant to enter premises
Carry out a 1st gas safety check to void properties within 24 hours of
receipt of keys.
Carry out a 2nd gas safety check in agreement with the customer and the
utility company. (See Void Gas Procedure - Appendix A)

•
•
•
•
•

•

•
•
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3.

STAFF RESPONSIBLE

Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Check the competencies of the Maintenance and Asset Manager
•
Inform Executive Officers, Councillors, and Committee members of
contractual issues or concerns that impact on the management, delivery
and safety of gas appliances in the Council’s housing stock
Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Check the competencies of the Gas Technician
•
Check the competencies of the gas contractor
•
Check the contractor maintains adequate Public/Employee Liability
insurance cover throughout the contract term
•
Inform the ADH of any significant gas concerns that impact on the
management, delivery and safety of gas appliances in the Council’s
housing stock
•
Inform the ADH of any significant non-compliance issues for gas services
•
Provide the ADH with gas related performance information including;
Health and safety statistics
Housemark KPI’s
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as
landlord under the gas regulations
Gas Technician (GT) will, for his/her area of responsibility:
•

Check the contractors Gas Safe registration
Ensure Gas Safe registration is checked prior to commencement
Ensure Gas Safe registration is checked prior to its renewal date
•
Check the competencies of the gas operatives
Check operatives competencies annually
Check operative competencies for all newly appointed gas engineers
•
Ensure that all gas appliances, pipework and flues are safety checked in
line with the 10 month service plan. (See Appendix B)
•
Ensure gas maintenance and inspection records are checked and stored for
5 years
•
Ensure appropriate risk assessments, method statements and safe systems
of work are provided by the contractor and reviewed for suitability
•
Ensure appropriate risk assessments, method statements and safe systems
of work are implemented by the contractor
•
Ensure site and office based quality control audits are undertaken
periodically
•
Facilitate a monthly meeting with the gas contractor to discuss and record;
Quality of the service provided
Health and safety management
Compliance with the gas regulations
Operatives qualifications and experience
Gas safety issues and good practice
Invoices and payments
•
Inform the MAM and contractor of any planned or actual changes to their
premises and asset lists that may affect or impact on services
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•
•
•
•
•

Inform the contractor of premises that contain additional known hazards
(TMV, PP)
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor
Notify the MAM of any significant defects in services
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable
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Barrow Borough Council Housing Department
NON DOMESTIC HOUSING ASSETS MAINTENANCE PROCEDURE
This procedure should be read in conjunction with the Council’s corporate
procedure entitled “Maintenance of Electrical, Gas and Water Services”.
1.

AIM

To ensure the mains services (electrical installations, gas supplies and gas
equipment, water supplies/testing and fire risk controls) in non domestic Council
assets are safe when a lease begins and is maintained in a safe condition
throughout the term of the lease.
2.

OBJECTIVES

•

o
o

Ensure a periodic electrical check is carried out within is carried out at least
every 5 years or on the change of tenancy by a suitably qualified electrical
engineer in line with the “2017 Electrical Testing Procedure”
Ensure that the lessee undertakes an annual gas safety check within 12
months of the lease commencement or the installation of a new gas
appliance or flue and annually thereafter by a Gas Safe Registered
engineer in line with the “2017 Gas Servicing Procedure”.
Ensure an assessment of the risk from exposure to Legionella is
undertaken at the commencement of the lease to ensure the safety of
lessee’s and workers in line with the “2017 Water Testing Procedure”
Ensure we manage the presence of asbestos in non domestic housing
assets to prevent or control the potential for harm to staff and other persons
working at or using its premises in line with Health & Safety at Work etc. Act
1974 and the Control of Asbestos Regulations 2012 (CAR).
Ensure the lessee of non domestic housing assets undertake their own fire
risk assessment.
Ensure that a fire risk assessment is undertaken to all non domestic
housing assets with residential units above who may be affected by a fire in
the commercial unit.
Ensure that all fire risk assessments for non domestic housing assets are
reviewed annually or where there is;
A change of work practice;
A significant change in numbers at work or otherwise attending the
premises;
Any structural or material alteration to the premises or building;
Any restructuring of the fire precautions in the premises; any fire incident.

3.

STAFF RESPONSIBLE

•

•
•

•
•
•
o
o

•

Assistant Director-Housing (ADH) – Is responsible for the drafting, issuing
and renegotiation of leases with existing and potential leaseholders and is
responsible for liaising with Business Support, the Accounts team,
Maintenance team and the Council’s solicitor regarding rent, rental assessment,
repair obligations and legal matters.
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The ADH will undertake the role of the “Responsible Person” as outlined in the
corporate “Maintenance of Electrical, Gas and Water Services” procedure.
The ADH will be responsible for the rent account to ensure it remains “in balance”
and that income from the leaseholder is recovered in accordance with the lease
and liaison with the Business Support and Accountancy teams.
The ADH will engage with the Councils approved Solicitor for any matter for which
legal advice is necessary, this will include drafting new leases, taking action to
recover possession, etc.
The ADH will require the agreement of the Leader of the Council and the deputy
for granting a new lease in certain circumstances, i.e. above a certain rent/length
of lease. Details and pro-forma is in attached at Appendix?
•
Maintenance and Asset Manager (MAM) – Is responsible for the
maintenance of the shops with regard to asbestos, mains services (water,
electricity and gas), fire risk assessments and associated repairing obligations to
roofs, structure and foundations.
•
Senior Surveyor – Is responsible for ensuring periodic inspections of the
premises are carried out by the MCU supervisor and for undertaking dilapidation
surveys when premises become vacant. This includes responsibility for ensuring
premises have satisfactory certificates on file for mains services (gas, water and
electricity), asbestos and fire risk assessments.
•
Accountancy Team – Will be responsible for providing advice regarding
proposed rent arrangements and advising the ADH if the proposed lease is to be
classified as an operating or capital lease based on the relationship between the
annual rent charge, capital value of the shop and the repairing obligations on the
leaseholder.

GUIDANCE NOTES
Over-view
The Housing Service manages and generates income from 19 shops located on 4
estates around the Borough.
The purpose of this Operational Note is to provide guidance to ensure a consistent
approach to their management.
The Housing Service recognises shop parades provide a focal point on estates
and full occupation ensures a range of retail activity is available, creates local
employment opportunity and will no doubt add to the popularity and general
prosperity of the area. Our objective is to create this feeling of prosperity, keep the
shops fully occupied and achieve an acceptable financial return.
Record keeping
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All reference to a particular shop and leaseholder will be kept on a bespoke
electronic file, currently R drive with a title “Shops”.
This folder is made up as follows:
Individual file for each shop with sub folders such as correspondence,
emails, lease, EPC, plans.
A spreadsheet of all shops- to use as a quick reference summary of the
individual shops which is self-explanatory
A spreadsheet containing asbestos records
A spreadsheet containing electrical, gas and water maintenance records
A copy of the Fire Risk Assessment
A “general folder” which should only contain correspondence, notes or
reference material which is relevant to the management of the shops as a
whole rather than an individual property.
A separate paper file will be kept by Business Support which will include a copy of
the current lease for a shop, or assignment documents (Footnote- the paper
record of the lease is kept solely for the purpose of producing an original should it
become necessary.)
Once a leaseholder vacates a shop, Business Support will ensure all papers
relating to their lease will be archived within the relevant shop file and retained for
a period of 5 years. Any reference to the structure or maintenance of the property
will remain in the specific property file.
In addition to the location of these Shop files information will be recorded as
appropriate on CX under each unique property file. “Conversations” with a
leaseholder should be recorded on CX under each asset folder. CX will be the
means by which the rent account will be managed.
Business Support will review the data report held on the X drive on a monthly
basis to ensure outstanding payments are identified and managed effectively. This
Report is view only and is updated on a monthly basis by the system automatically
When a shop is vacated
When a shop becomes vacant the following factors need to be considered:
Was the required notice complied with and has the leaseholder fulfilled the
requirements of the lease when vacating?
(Footnote: if the answer is no to either the MAM will consider and record
what action is required)
Business Support (BS) will be notified of the pending vacancy or vacant
shop. BS will ensure all electronic records are updated appropriately as
described through this Note.
The property: the Senior Surveyor shall complete a “dilapidation survey” to
assess the condition of the property and any repairs required prior to
offering to another potential leaseholder. This should include a record of the
externals of the property including adjoining property and common
areas/access areas/rear yards etc-anything which impacts on the property
as well as the internal condition of the property. If work is required there are
two options which should be discussed between the Senior Surveyor and
the maintenance and Asset Manager. If there is any residual damage to the
Page 19 of 45

shop or there is clear evidence that the outgoing leaseholder has not
fulfilled
the obligations of the lease, then the MAM shall write to the
leaseholder asking them to comply with their obligations. If this is not possible a
work programme will be agreed and actioned by the Senior Surveyor.
Whilst the premise is vacant the Senior Surveyor will ensure an electrical
safety test is completed. All Code 1 repairs will be completed immediately.
All Code 2/3 repairs will be risk assessed by the Senior Surveyor and where
necessary remedial works will be completed. The Senior Surveyor will
ensure that a copy of the electrical test certificate is stored and recorded
electronically.
The Senior Surveyor shall ensure an “asbestos” survey is completed in
conjunction with the Council’s Health & Safety Adviser. The Senior
Surveyor
will ensure that a copy of the asbestos survey is stored and recorded
electronically.
The Senior Surveyor shall ensure the gas is capped at the incoming main
be identified and completed prior to occupation.
The Senior Surveyor will take a photographic record of the shop at the time
of the dilapidation survey and immediately before occupation by a new
leaseholder. These photos should be retained electronically on the
individual shop file.
Footnote:
The dilapidation survey should provide a visual and written assessment of
the shop, its condition and any main features it has.
Where appropriate, a pre vacating visit should be made to discuss with the
leaseholder any repairing issues regarding the property.
Identifying a new leaseholder
Our experience over some years is that demand for vacant shops is limited and to
identify a new leaseholder may take some time.
More often than not a change of leaseholder is by way of “Assignment of the
lease” which will be referred to elsewhere in this note.
As a matter of course, when a leaseholder gives notice to leave a number of
actions should be taken:
•
•
•

The ADH considers the options available for advertising. This will generally
include;
Advertising on the Councils website,
Placing a “for Rent” board on the property (a number are held at MCU), or
Advertising in the press.

The need for press advertising will be dependent on the success of options 1 and
2 and whether or not the cost warrants it.
-

The

Where there is clear demand for a property the Maintenance and Asset
Manager will prepare and advertise a “competition” and invite interested
parties to submit a proposal including the rent they are prepared to pay.
property will still be advertised as above.
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-

-

The matrix for assessing submissions of interests will include; the nature of
the proposed business, the leaseholder’s previous experience, rent offered,
community benefits (does it compliment other shops on the parade).
The Maintenance and Asset Manager will request a financial reference from
potential leaseholders to establish financial support for their submission.

Agreeing new rent
The ADH will prepare a proposed rent statement on the basis that it is to be an
“Operating Lease”. The draft rent statement will be reviewed by the Council’s
accounts department prior to issue.
The accounts department will advise if the proposed rent arrangements are to be
classified as an operating or capital lease based on the relationship between the
annual rent charge, capital value of the shop and the repairing obligations on the
leaseholder.
The ADH will retain a copy of this advice electronically.
The guide on identifying a new rent should be based on the rent for the previous
leaseholder.
The ADH will base new rent calculations on the rental income received from other
shops on the same parade, with reference to all shops and to the square metre
area. The previous rent will be calculated and increased by 1.5% per annum
based on the number of years that has elapsed since the last rent was agreed.
In completing the above there will remain an element of judgement depending on
the interest in a vacant shop and what can be negotiated.
Should there be a decision to invite “offers of interest” the ADH shall calculate a
proposed rent which reflects the above guidance. The ADH shall also consider the
relationship between rent/length of lease and whether approval is required from
Chair and Vice Chair of the Council.
Type of lease
The Council’s approved solicitor will be instructed to draft a new lease
based on the principle of “shared premises” to minimise the risk of it being
classified as a “Capital lease”
The Solicitor will ensure the lease clarifies repair responsibilities, with
particular reference to the Council being responsible for the structure, walls,
floors, etc.
Footnote: the split of repairs is also a factor in determining a “Revenue Lease”, the
more onerous on the leaseholder the more likely it will be viewed as a “capital
lease”…..this aspect of lease should be discussed with Finance.
-

The Solicitor shall prepare a model lease to aid consistency of management
across all shops (example attached at Appendix ?)
The term of a lease should be no longer than 5 years and preferably 3
years.
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the
-

Where a lease of longer than 3 years it should include a rent review after
initial 3 years and each subsequent 3 year period.
Rent should be paid monthly in advance by Direct Debit
No premium shall be charged at the start of a lease.
All new leases shall include responsibility for contribution towards insurance
costs.

Held over leases.
At the end of a lease period, should the leaseholder remain in occupation the
lease would be referred to as “held Over”.
A leaseholder would generally have a right to a new lease on the terms and
conditions of their original lease.
The ADH may decide to renew a lease at the end of the original term providing
he/she undertakes a review of the rent using the methodology above.
The ADH will not renew a held over lease until any arrears issues are resolved.
Repair responsibilities
It was our previous approach to adopt a “full repairing” obligation on the
leaseholder. This will be a potential problem in suggesting they are “operational
leases,” see above.
More recent leases have shared the responsibilities with the council taking
responsibility for roof, structure; walls, etc. (see 19 Ruskin Ave dated May 2016 as
an example).
Particular attention should be given to “services” such as gas, water and electrical
installations.

Electrical installations:
When a shop becomes vacant the Senior Surveyor will arrange an
“electrical safety check”. Any Code 1 faults identified should be rectified
prior to granting a new lease and a “Satisfactory” safety certificate obtained.
All Code 2/3 repairs will be risk assessed by the Senior Surveyor and where
necessary remedial works will be completed.
The Senior Surveyor will ensure that a copy of the electrical test certificate
is
stored and recorded electronically.
On renewal of lease or assignment the leaseholder should be told of their
repairing obligations regarding the ongoing maintenance and safety checks
of services.
The lease shall make specific reference to the leaseholder’s obligation to
undertake an electrical safety test every 5 years.
Gas installations:
It is our policy not to install gas appliances in shops. If a leaseholder wishes
to install a new gas appliance they will need to ensure they have written
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-

-

permission from us and have it installed and maintained in accordance
with the current gas regulations.
When a property becomes vacant the Senior Surveyor will assess the
condition and suitability of the gas installation and equipment. If the
installation is assessed as old/poor condition the appliances will be
removed. If the installation is deemed to be serviceable, a safety check will
be completed and any necessary repairs completed.
The lease shall make specific reference to the leaseholder’s obligation to
undertake an annual gas safety test of the premises and any associated
flats or maisonettes that form part of the lease agreement.

Other repairs:
The leaseholders repairing obligations are defined by the terms and
conditions of the lease.
As a general rule we will only consider repairs which are to do with
structure. (Subject to the terms and conditions of the lease)
All internal repairs, including external painting and plate glass are the lease
holder’s responsibility. (Subject to the terms and conditions of the lease)
On receipt of an enquiry the Senior Surveyor will check the terms and
conditions of the lease for clarification prior to issuing any remedial works.
What should you provide to a new lease holder?
During completion of the new lease a new leaseholder should be provided with the
following:
•
Copy of lease
•
Advisory note to explain the obligations of the Lease.
•
Direct Debit forms for payment of rent- Business Support will write to the
new lease holder with the necessary forms on sign-up
•
Copy of the electrical safety certificate and standard letter
•
Copy of gas safety certificate and standard letter
•
Copy of the Asbestos survey
•
Copy of the EPC
•
Copy of any local restrictions or covenants
On-going management of occupied shops
The approach to management of shops should be based on the minimum
necessary to generate the income and respond to enquiries from the lease
holders.
•
The MCU supervisor will carry out a 6 month inspection of the communal
areas of each shop to ensure they are safe and pose no hazard to visitors
to
the shops and there are no obvious hazards on the external fabric of the
property.
•
The Senior Surveyor will review the 6 monthly inspection record and issue
any identified repairs or ensure any identified hazards are risk assessed
and where necessary removed.
•
The Senior Surveyor shall retain a copy of the inspection record sheet
electronically.
•
Business Support will check each shop rent account on a monthly basis
using the report from the CX system. Business Support will further
investigate concerns using the information contained in CX. Business
Support will record all concerns and actions taken on CX and retain any
letter copies on the “Shop File” on R Drive.
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•

of
•

•
and
•
•
•

One month’s rent arrears will prompt an initial rent arrears letter to the
leaseholder. Two months’ rent arrears will involve a face to face dialogue
between the leaseholder and Business Support. Where arrears exist for
three months or more Business Support will undertake a capability review
the account. A copy of the capability review will be retained electronically.
Where the capability review outcome is unlikely to recover or poor Business
Support will inform the ADH who will review the circumstances of the case
to determine if forfeiture of the lease should be considered and details of
such recorded electronically.
Where missed payments result in a shop rent account balance going up
down, Business Support will engage in ongoing dialogue with leaseholders
on a monthly basis
On an annual basis, Business Support will add to the shop accounts their
contribution to insurance for the property.
All staff visiting a shop premises should ensure they identify that the
occupant is the lease holder and the shop has not been sub-let.
Ad hoc may arise when intervention is required, the response on such
occasions will be determined by the issue.

Commonly asked questions
In addition to above guidance, there appear to be a number of common questions
asked from time to time as follows:
Q: Can a leaseholder purchase the property?
A: No. We have sold some shops previously but they were stand-alone buildings.
The remaining shops, except one, are part of a parade of shops, some with flats
above.
Selling the freehold of a shop requires a Council decision to consider the following
aspects of the sale:
•
What impact does the loss of rental income have on the HRA income
stream?
•
Would the sale provide a financial benefit to the HRA?
•
Is the sale likely to be complicated due to issues such as mixed use or
shared ownership? This may include consideration of premises that contain
residential and commercial elements and various owners or occupiers that
could complicate future options for the Council and impact on day to day
management issues.
Q: My lease has not yet ended but trade is not good and I would like to close will
you accept lease forfeiture?
A: No. The Councils preferred option is to try and sell the lease to a third party.
Should the leaseholder indicate they have severe financial hardship, the
Maintenance and Asset Manager will review each case individually with the
evidence provided by the leaseholder and seek advice from Business Support and
the Accounts team as appropriate if forfeiture does appear to be the only option?
Q: Why do you control the range of retail opportunities on a parade?
A: Council used to try and follow a Baker, butcher, etc. approach but was not
practical to achieve. The approach is now to allow the market to determine the
usage of the shops.
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Q: can we not just rent the shop week to week.
A: have not done this for some time. The concept of a lease was introduced
because previously shop keepers said that despite building up a following, when
they gave up their tenancy they walked away with nothing. They can sell the
“lease” when they leave now.
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Barrow Borough Council Housing Department
RADON GAS PROCEDURE
This procedure should be read in conjunction with the Council’s corporate
procedure entitled “Maintenance of Electrical, Gas and Water Services”.
1.

AIM

To ensure the housing department complies with its legal duties as landlord under
the Housing Act 2004 and in particular the Housing Health and Safety Rating
System with regard to reducing exposure to Radon Gas. To ensure so far as is
reasonably practicable, the health and safety of employees and others attending
Council housing assets are, in accordance with the Health and Safety at Work etc
Act 1974 and the Management of Health and Safety at Work Regulations 1999 not
exposed to health and safety risks associated with radon gas.
2.

OBJECTIVES

•

Ensure we undertake a “Radon Gas” risk assessment of all Council housing
assets every 5 years.
Ensure we undertake an “Indicative Radon Gas Postcode” search for all
properties classified as “Medium to High Risk” every 5 years. (As defined by
Public Health England)

•

Radon potential band (%) General risk Affected area?
0-1
1-3
3-5
5 -10
10 - 30
Over 30

Low
Medium
Medium
Medium
High
High

No
Yes
Yes
Yes
Yes
Yes

Test advised?

No#
Yes
Yes
Yes
Yes
Yes

•

Ensure Radon Gas surveys are conducted in any Council Housing asset
that has a basement where its location and characteristics suggest that
elevated levels may be found and residents, employees or others may be
exposed to significant levels of Radon Gas.
•
Ensure monitoring equipment is installed, collected and analysed for all
Council Housing assets located in “Medium and High Risk” radon affected areas;
Detector No1 placed in the living area for a 3 month observation period
Detector No 2 placed in a bedroom for a 3 month observation period
•
Ensure test results are prepared in accordance with the guidance provided
by Public Health England.
•
Ensure test results are evaluated by Public Health England.
•
Ensure remedial action is taken to reduce radon levels for all Council
Housing assets where the annual average radon concentration in a
property is at or above the Action Level of 200 Bq m-3.
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•

Ensure any remedial measures to reduce Radon Gas levels arising from
the monitoring process is done so promptly and monitored in accordance
with the guidance from Public Health England.

3.

STAFF RESPONSIBLE

Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Check the competencies of the Maintenance and Asset Manager
•
Inform Executive Officers, Councillors, and Committee members of any
significant concerns regarding Radon Gas that may impact on tenants,
employees and others living or attending Council Housing assets.
Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Check the competencies of the Senior Surveyor
•
Check the Radon Gas contractor maintains adequate Public/Employee
Liability insurance cover throughout the contract term
•
Inform the ADH of any significant Radon Gas concerns that impact on the
management, delivery and safety of the Council’s housing assets.
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as
landlord under the Housing Act 2004.
•
Provide the ADH with Radon Gas related performance information
including;
Radon Gas health and safety statistics
Senior Surveyor (SS) will, for his/her area of responsibility:
Check the Radon Gas contractor competencies
Ensure Radon Gas Council registration is checked prior to commencement
•
Check the competencies of the Radon Gas operatives
Check operatives competencies prior to work commencement
Check operative competencies for all newly appointed Radon Gas
engineers
•
Ensure all Radon Gas monitoring, maintenance and inspection records are
checked and stored for 5 years
•
Ensure good communication with tenants and residents in “High Risk”
Radon Gas affected properties.
•
Explain to tenants in writing, via e mail, in person or on the telephone the
need for Radon Gas monitoring in “High Risk” areas
•
Ensure appropriate Radon Gas risk assessments, method statements and
safe systems of work are provided by the contractor and reviewed for
suitability prior to work commencement
•
Ensure appropriate Radon Gas risk assessments, method statements and
safe systems of work are implemented by the contractor
•
Ensure site and office based quality control audits are undertaken
periodically
•
Facilitate meetings with the radon Gas contractor to discuss and record;
Quality of the service provided
Health and safety management arrangements
Compliance with the specification
Operatives qualifications and experience
Radon Gas safety issues and good practice
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•
•
•
•
•

Invoices and payments
Inform the contractor of premises that contain additional known hazards
(TMV, PP)
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor
Notify the MAM of any significant defects in services
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Barrow Borough Council Housing Department
FIRE RISK ASSESSMENT PROCEDURE
1.

AIM

•
•

To keep residents safe
To ensure compliance with our statutory duties under the Regulatory
Reform (Fire Safety) Order 2005 (FSO).

2.

OBJECTIVES

•

To ensure, as far as is reasonably practicable, people living in or visiting 2
and 3 storey blocks of flats that are accessed via a communal area, balcony
or walkway are not exposed to fire hazards.
To ensure, as far as is reasonably practicable, people living in or visiting 2
and 3 storey blocks of flats that are accessed via a communal area, balcony
or walkway can safely exit the building in the event of a fire.
To ensure there are fully operational interlinked smoke detectors installed
on all 2 and 3 storey blocks of flats that are accessed via a communal area,
balcony or walkway.
To ensure that all interlinked smoke alarms are independently checked for
operational compliance every 6 months.
To ensure that all 2 and 3 storey blocks of flats that are accessed via a
communal area, balcony or walkway are inspected for fire safety concerns
every 3 months.
To ensure, as far as is reasonably practicable, people renting and
managing the Council’s commercial assets are not exposed to fire hazards.
To ensure, as far as is reasonably practicable, people renting and
managing the Council’s commercial assets can safely exit the building in
the event of a fire.
Ensure an annual review of the fire risk assessment is carried out for the
purpose of identifying the general fire precautions and other measures
needed to comply with the FSO and are reviewed following:
A change of work practice;
A significant change in numbers at work or otherwise attending the
premises;
Any structural or material alteration to the premises or building;
Any restructuring of the fire precautions in the premises;
Any fire incident.
To ensure the occupants of the commercial units undertake their own fire
risk assessment every 12 months for the purpose of identifying the general
fire precautions and other measures needed to comply with the FSO.
To apply the principles of fire safety risks assessment across all housing
assets so that their application ensures compliance with all the legislation.

•
•
•
•
•
•
•

o
o
o
o
o
•
•
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3.

PROCEDURE

•
•

Stage 1
Identify the fire hazard and ask the tenant to remove the hazard or if the
tenant is not known affix a warning label to the hazard.
Photograph the hazard and send “Fire Risk Assessment” e mail to Fire Risk
Assessment Folder detailing the hazard, the hazard priority and the action

•
taken.
•
•
•

Stage 2
Re-inspect the hazard (Maximum 1 Month after identification)
Issue a works order to MCU to remove or relocate any immediate hazard
items such as rubbish, small items of furniture, old carpets etc.

•
•

Stage 3
Send FRA enforcement notice letter No 1

•
•

Stage 4
Send 2nd FRA enforcement notice letter No 2

4.

STAFF RESPONSIBLE

Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Identify and record fire hazards in accordance with this procedure
•
Check the competencies of the Maintenance and Asset Manager
•
Inform Executive Officers, Councillors, and Committee members of
contractual issues or concerns that impact on the management, delivery
and safety of fire safety in the Council’s housing stock
•
Act as the “Responsible Person” with regard to the management of fire
safety for housing shops and other commercial assets.

Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Identify and record fire hazards in accordance with this procedure
•
Check the competencies of the Senior Surveyor
•
Act as the “Responsible Person” with regard to the management of fire
safety for all non-commercial housing assets.
•
Check the contractor maintains adequate Public/Employee Liability
insurance cover throughout the contract term
•
Inform the ADH of any significant concerns regarding fire safety in the
Council’s housing stock.
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as
landlord.
•
Ensure a review of each fire risk assessment is undertaken annually or
following;
o
A change of work practice;

Page 32 of 45

o
o
o
o

A significant change in numbers at work or otherwise attending the
premises;
Any structural or material alteration to the premises or building;
Any restructuring of the fire precautions in the premises
Any fire incident.

Senior Surveyor (SS) will, for his/her area of responsibility:
•
Identify and record fire hazards in accordance with this procedure
•
Check the competencies of the Mobile Caretaker Supervisor
•
Check the contractors competencies
•
Ensure appropriate risk assessments, method statements and safe systems
of work are implemented by the contractor and reviewed for suitability
•
Ensure that all 2 and 3 storey blocks of flats that are accessed via a
communal area, balcony or walkway are inspected for fire safety concerns every 3
months.
•
Ensure fire safety inspection records are checked and actioned with 5 days
of the inspection.
•
Ensure fire safety inspection records are carried out in accordance with this
procedure.
•
Ensure completed fire safety inspection records are stored and recorded in
the fire safety log for 5 years.
•
Facilitate a quarterly meeting with the smoke alarm contractor to discuss
and record;
Quality of the service provided
Health and safety management
Compliance with the specification
Operatives qualifications and experience
Fire safety issues and good practice
Invoices and payments
•
Inform the MAM and contractor of any planned or actual changes to their
premises and asset lists that may affect or impact on services
•
Inform the contractor of premises that contain additional known hazards
(TMV, PP)
•
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor.
•
Notify the HO of any significant fire hazards that require a follow up
inspection or require tenancy enforcement.
•
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
•
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable
•
Review the content of the fire safety log folder on a quarterly basis to
ensure all fire safety actions are complete.

Senior Housing Officer (SHO) will, for his/her area of responsibility:
•

Identify and record fire hazards in accordance with this procedure
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•
•
•

Ensure any reported fire safety hazards are re-inspected within 1 month of
the inspection.
Ensure a tenancy enforcement letter is sent to all tenants or leaseholders
responsible for the creation of a fire safety concern if the hazards remains
in place for more than 1 month.
Review the content of the fire safety log folder on a quarterly basis to
ensure all fire safety actions are complete.

Mobile Caretaker Supervisor (MCS) will, for his/her area of responsibility:
•
•

Identify and record fire hazards in accordance with this procedure
Check the Councils Client aware system to identify known risks before
undertaking each fire safety survey.
•
Undertake a detailed fire safety survey of all 2 and 3 storey blocks of flats
that are accessed via a communal area, balcony or walkway every 3
months.
•
Record the inspection findings on the FRA form and forward a
hard/electronic copy of the form the SS within 5 days of completion.
•
Immediately notify the SS or MAM of all significant fire safety concerns that
create an immediate and intolerable risk to building occupants.
•
Label, record and photograph all fire related hazards identified in communal
areas, walkways, balconies, bin store areas or other internal or external
locations.
•
Check and record the condition of all fire safety signage and emergency
plan information and immediately replace any damaged or missing items.
•
Send a fire safety log e mail to the general Fire safety Log e mail address
detailing;
o
o
o

Nature and extent of the fire hazard
Action taken
Date of inspection

GUIDANCE NOTES
Fire risk within communal areas
In general terms the risk of fires occurring and spreading within communal areas is
likely to be low. This is primarily due to the general use of non-combustible
materials from which the flats are built and the compartmentalisation of the space
surrounding stairwells and walkways. These fire safety provisions are enhanced
by the use of fire doors and early warning fire detection equipment.
In view of this, a fire that occurs in a communal area will require an additional
source of fuel.

Page 34 of 45

Stored materials such as old sofas, chairs, cardboard, plant pots and carpets left
in communal areas or on balconies are often a ready source of combustible
material that can cause a small fire to escalate significantly.
Other stored equipment such as motorcycles, mobility scooters or petrol driven
garden equipment provide a ready source of flammable liquids or other heat
source.
It is therefore important to identify and remove fire hazards as soon as possible to
reduce the risk of fires occurring and to remove the source material preventing fire
spread. Common fire risks include;
Communal areas and stairwells
Fire Hazard Fire risk

Means of escape risk

Action

Mobility Scooter
•
Battery can overheat and ignite.
•
Charging in communal area can cause switch to overheat and ignite
Potential to block passageways and walkways
•
Trip hazard
•
Trailing cables may also be a trip hazard •
Affix warning label
•
Re-inspect within 1 month
•
Send enforcement letter
•
Take enforcement action

•

Cardboard/Paper •
Can be set alight by vandalism or by discarded
cigarette ends.
•
Potential to block passageways and walkways
•
Trip hazard •
Affix warning label
•
Request removal by tenant or MCU
•
Send enforcement letter
•
Take enforcement action
Old Carpet/Flooring •
Can be set alight by vandalism or by discarded
cigarette ends.
•
Potential to block passageways and walkways
•
Trip hazard •
Affix warning label
•
Request removal by tenant or MCU
•
Send enforcement letter
•
Take enforcement action

Old Furniture •
Can be set alight by vandalism or by discarded cigarette ends.
•
Potential to block passageways and walkways
•
Trip hazard •
Affix warning label
•
Request removal by tenant or MCU
•
Send enforcement letter
•
Take enforcement action
Motorbikes/Scooters
•
Petrol or Diesel is a highly flammable material
capable of producing liquid or vapours that can easily ignite.
•
Potential to block passageways and walkways
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•
•
•
•
•

Trip hazard
Slip hazard if petrol, diesel or oil is spilt •
Re-inspect within 1 month
Send enforcement letter
Take enforcement action

Affix warning label

General Rubbish •
Can be set alight by vandalism or by discarded
cigarette ends.
•
Potential to block passageways and walkways
•
Trip hazard •
Affix warning label
•
Request removal by tenant or MCU
•
Send enforcement letter
•
Take enforcement action
Balconies and walkways
Fire Hazard Fire risk

Means of escape risk

Action

Ladders
•
Wooden ladders can provide a source of combustible material
•
Potential to block passageways and walkways
•
Trip hazard •
Affix warning label
•
Re-inspect within 1 month
•
Send enforcement letter
•
Take enforcement action
Plant Holders
•
Plastic plant pots or hanging baskets can provide a
source of combustible material •
Potential to block passageways and
walkways
•
Trip hazard •
Affix warning label
•
Re-inspect within 1 month
•
Send enforcement letter
•
Take enforcement action
Benches/Seats
•
Wooden or plastic benches can provide a source of
combustible material
•
Potential to block passageways and walkways
•
Trip hazard •
Affix warning label
•
Re-inspect within 1 month
•
Send enforcement letter
•
Take enforcement action

Washing Lines/Driers
•
Wooden or plastic driers can provide a source of
combustible material
•
Clothes, bedding and general washing items are a source of combustible
material
•
Potential to block passageways and walkways
•
Trip hazard
•
Clothing, bedding etc. can obscure signage and fire safety information
•
Affix warning label
•
Re-inspect within 1 month
•
Send enforcement letter
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•

Take enforcement action

Paint/Solvents/Oils •
Paint, Solvents and other flammable liquids provide a
source of highly combustible material
•
Potential to block passageways
and walkways
•
Trip hazard
•
Slip hazard if spilt •
Affix warning label
•
Re-inspect within 1 month
•
Send enforcement letter
•
Take enforcement action
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Barrow Borough Council Housing Department
SOLID FUEL APPLIANCE PROCEDURE
This procedure should be read in conjunction with the Council’s corporate
procedure entitled “Maintenance of Electrical, Gas and Water Services”.
1.

AIM

To ensure that solid-fuel appliances installed in housing department properties are
adequately and regularly serviced and maintained. This includes an annual safety
inspection to ensure that the appliance and its flue and/or chimney arrangements
are operating safely and swept in accordance with the recommendations in the
installation checklist.
To ensure there is a fully operational carbon monoxide detector installed near to
solid-fuel appliance(s).
2.

OBJECTIVES

•

Ensure an annual safety check is carried out within 12 months of the
installation of a new appliance or flue and annually thereafter by a HETAS
Registered engineer.
Ensure a record of the safety check is retained for 5 years and issue a copy
of the certificate to the tenant within 28 days of the check being completed
and issue a copy of the certificate to any new tenants before they move in.
Ensure subsequent repairs of appliances, flues and chimneys are carried
out promptly.
Arrange a suitable “am or pm” appointment for contractors to complete
repairs.
Carry out a visual check of tenants own appliances, flues and chimneys to
ensure they are operating in accordance with the manufacturer’s
instructions and where necessary;
Affixing a suitable warning label on any solid fuel appliance that constitutes
a risk to health and safety.
Affixing a warning label to all tenants own appliance where the tenant is
unable to provide the manufacturer’s instructions
Writing to the tenant upon receipt of the solid fuel inspection record to
confirm the remedial actions taken
Ensure that all no access properties affecting the safety of customers, their
neighbours or the asset (i.e. solid fuel inspection) receive the following
information;
2 calling cards from the contractor
1 no access notification letters from the Council to confirm that the tenant is
in breach of their tenancy agreement
Ensure that a housing officer visits the tenant in person to discuss the “no
access” problem and the breach of their tenancy agreement

•
•
•
•

•

•

3.

STAFF RESPONSIBLE
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Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Check the competencies of the Maintenance and Asset Manager
•
Inform Executive Officers, Councillors, and Committee members of
contractual issues or concerns that impact on the management, delivery
and safety of solid fuel appliances in the Council’s housing stock
Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Check the competencies of the Senior Surveyor
•
Check the competencies of the HETAS contractor
•
Check the contractor maintains adequate Public/Employee Liability
insurance cover throughout the contract term
•
Inform the ADH of any significant concerns that impact on the management,
delivery and safety of solid fuel appliances in the Council’s housing stock
•
Inform the ADH of any significant non-compliance issues for solid fuel
appliances
•
Provide the ADH with solid fuel related performance information including;
Health and safety statistics
Housemark KPI’s
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as
landlord
Senior Surveyor (SS) will, for his/her area of responsibility:
•
•
•
•
•
•
•
•

•

Check the contractors HETAS registration
Ensure HETAS registration is checked prior to commencement
Ensure HETAS registration is checked prior to its renewal date
Check the competencies of the HETAS engineer
Check operatives competencies annually
Check operative competencies for all newly appointed engineers
Ensure that all solid fuel appliances, flues and chimneys are safety checked
in line with the servicing guidelines
Ensure solid fuel maintenance and inspection records are checked and
stored for 5 years
Ensure appropriate risk assessments, method statements and safe systems
of work are provided by the contractor and reviewed for suitability
Ensure appropriate risk assessments, method statements and safe systems
of work are implemented by the contractor
Ensure site and office based quality control audits are undertaken
periodically
Facilitate an annual meeting with the HETAS contractor to discuss and
record;
Quality of the service provided
Health and safety management
Compliance with the specification
Operatives qualifications and experience
Solid fuel safety issues and good practice
Invoices and payments
Inform the MAM and contractor of any planned or actual changes to their
premises and asset lists that may affect or impact on services
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•
•
•
•
•

Inform the contractor of premises that contain additional known hazards
(TMV, PP)
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor
Notify the MAM of any significant defects in services
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable
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Barrow Borough Council Housing Department
WATER TESTING PROCEDURE
This policy should be read in conjunction with the Council’s corporate procedure
entitled “Maintenance of Electrical, Gas and Water Services”.
1.

AIM

To ensure the housing department complies with its legal duties as landlord under
the Health and Safety at Work etc Act 1974 (HSWA) to manage risks from
legionella bacteria, which may arise from construction work or vacant property
activities.
To ensure we comply with our wider duties under the Management of Health and
Safety at Work Regulations (MHSWR) and the Control of Substances Hazardous
to Health (COSHH) Regulations 2002 to protect people from hazardous
substances.
2.

OBJECTIVES

•

•

Ensure we undertake an assessment of the risk from exposure to
Legionella to ensure the safety of workers and tenants
Ensure a visual inspection check is carried out by a competent person
every year to properties that are known to contain stored water equipment.
Ensure a record of the water inspection check is retained for 5 years.
Ensure we implement simple, proportionate and appropriate control
measures to help control the risk of exposure to Legionella including:
Flushing out the system prior to letting the property
Avoiding debris getting into the system (e.g. ensure the cold water tanks,
where fitted, have a tight fitting lid)
Setting control parameters (e.g. setting the temperature of the hot water
cylinder (calorifier) to ensure water is stored at 60°C)
Making sure any redundant pipework identified is removed
Ensure tenants are advised of any control measures put in place that
should be maintained e.g. not to adjust the temperature setting of the
calorifier, to regularly clean showerheads and to inform the landlord if the
hot water is not heating properly or there are any other problems with the
system.
Ensure showers heads are replaced or cleaned and disinfected prior to reletting the property.
Ensure the water supplies to void properties are isolated and the water
outlets left in the “open” position.
Ensure the water supplies to void properties are flushed prior to re-letting.

3.

STAFF RESPONSIBLE

•
•
•
•
•
•
•
•

•
•

Assistant Director Housing (ADH) will, for his/her area of responsibility:
•
Check the competencies of the Maintenance and Asset Manager
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•

Inform Executive Officers, Councillors, and Committee members of any
significant concerns regarding Legionella that may impact on tenants,
employees and others living or attending Council Housing assets.

Maintenance and Asset Manager (MAM) will, for his/her area of responsibility:
•
Check the competencies of the Senior Surveyor
•
Check
the
Water
Inspection
contractor
maintains
adequate
Public/Employee Liability insurance cover throughout the contract term
•
Inform the ADH of any significant Legionella concerns that impact on the
management, delivery and safety of the Council’s housing assets.
•
Update this procedure documentation every 3 years or when there is a
significant change in an associated policy or a change to our duties as l
andlord under the relevant health and safety legislation.
•
Provide the ADH with Legionella related performance information including;
Radon Gas health and safety statistics
Senior Surveyor (SS) will, for his/her area of responsibility:
Check the Water Inspection contractor competencies
Ensure water Inspection contractor’s qualifications are checked prior to
commencement
•
Ensure all Water Inspection monitoring, maintenance and inspection
records are checked and stored for 5 years
•
Ensure good communication with tenants and residents with regard to
Legionella control measures.
•
Explain to tenants in writing, via e mail, in person or on the telephone the
need for Water Inspection regimes.
•
Ensure appropriate Water Inspection risk assessments, method statements
and safe systems of work are provided by the contractor and reviewed for
suitability prior to work commencement
•
Ensure appropriate Water Inspection risk assessments, method statements
and safe systems of work are implemented by the contractor
•
Ensure site and office based quality control audits are undertaken
periodically
•
Facilitate meetings with the Water Inspection contractor to discuss and
record;
Quality of the service provided
Health and safety management arrangements
Compliance with the specification
Operatives qualifications and experience
Legionella safety issues and good practice
Invoices and payments
•
Inform the contractor of premises that contain additional known hazards
(TMV, PP)
•
Provide safe access to the building for contractors and ensure that they are
inducted on site safety and evacuation procedures
•
Act timely on any prohibitions, warnings, comments, suggestions made by
the contractor and where necessary notify the MAM as soon as practicable
•
Notify the MAM of any significant issues of poor service or non-compliance
by the contractor
•
Notify the MAM of any significant defects in services
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Mobile Caretaker Supervisor (MCS) will, for his/her area of responsibility:
•
•
•
•

Ensure water supplies to all void properties are isolated from the mains
supply and that all water outlets are in the “open” position following the 1st
gas safety test
Ensure shower head testing is carried out in accordance with the agreed
safe working procedure
Ensure all water supplies are adequately flushed and the open outlets
closed immediately before re-letting
Informing the SS of any health and safety concerns regarding water
supplies within the void property including identification of dead legs, faulty
stored water arrangements, shower facilities or associated legionella risks.
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Part One

HOUSING MANAGEMENT FORUM
Date of Meeting:

13th September, 2018

Reporting Officer:

Rebecca Halton
Business Support Manager

(D)
Agenda
Item
12

Title: Performance Information
Summary and Conclusions:
The introduction of Cx has required us to adopt a new reporting system. The
reports generated from this require some changes in order for them to meet
the Service’s requirements and to enable us to move forward with a
consistent approach to reporting. This process is ongoing with the help of Jim
Walker (DTL consultant) and once the reports have been amended to ensure
they are reporting source information in the correct way, myself and my team
(alongside other colleagues) will need to start the process of validating the
information returned by the Cx reports to ensure it is accurate and a true
representation of our performance.
As such we are able to provide some, but not all, performance information at
this time. The format of the tabular representation of the information will also
need some changes, which are outlined in this report.
Recommendations:
Members are asked to:
1. agree to the changes to reporting periods as outlined in the report;
2. agree to the revised format of the PI table; and
3. agree to accept the performance information being provided in a
staggered way so as to ensure only accurate validated information is
presented to the group.

Report
Summary
The introduction of Cx has required the service to adapt to a new information
management system. We have encountered numerous problems throughout the
implementation of Cx and in the months since going live in October 2017. Some
of these were resolved when we upgraded to a newer version of Cx (18.3.3) in

April 2018 however some issues remaining outstanding and we are in ongoing
discussions with Civica around moving these forward.
One area that has required considerable focus is reporting information through Cx.
Cx has a suite of standard reports as part of Microsoft Report Builder that we as a
service are able to run to report on the information held in Cx. Having spent
considerable time focusing on reporting since my appointment, it has become
clear that the standard reports require some changes to make them more relevant
to the areas we want to be able to report on and in the case of some of the
information, new reports need to be developed.
Myself, Karen Hillman and Jim Walker (DTL) have spent considerable time
reviewing the reports and we have put together a reporting requirements
document, which looks in detail at each area of performance reporting and
identifies the actions required to enable us to report successfully on each area.
This action plan is currently being worked through to ensure the reports are
returning the information from the source (Cx) in the correct way. There is a need
for some members of the service to be trained in report building to enable us to
develop reports and understand them in more detail; a training area that is being
looked at but is something that will take considerable time to achieve at a sufficient
enough level to be confident without support. In the meantime Jim Walker (DTL)
is assisting us with this to move things forward as quickly as possible.
Once this has been completed, the Business Support Team will need to go
through a process of validating the reports to ensure that the information being
returned is accurate. This process will take time, however, is necessary to ensure
that the information we are reporting is a true reflection of our performance as a
service.
Reporting Performance Information
I am confident having reviewed the reports that once we have validated the
information, we will be in a position to report from Cx on performance in the
following areas:






Rent Arrears & Collection for Dwellings (current and former);
Arrears & Collection for other properties to include dispersed, garages &
shops;
Voids & Lettings;
Repairs & Maintenance;
Water Charges; and
Housing Stock.

It is likely that the breakdown of information within these areas will remain largely
the same as it was previously however this will depend upon the validation
process. It may be the case, once we have done this, that it is identified we are
not able to report on some of the specific information within each area in the same
way. Members will be updated on this as the need arises.

Some information for the purposes of performance reporting has always been
gathered from sources external to the main housing management system and this
will continue to be the case moving forward as Cx does not hold information on all
of the areas that we report on, these include










Some void & letting information (CORE);
ASB (spreadsheet);
Some Repairs & Maintenance information (contractor held);
Major Works & Cyclical maintenance (held in a separate database);
Homelessness (Legacy cases- Homeless database; Cases opened April 2018
onwards- Locata);
Employee information (spreadsheet);
Complaints (held by another department within Town Hall);
Housing Register (Choice Based Lettings); and
RTB & Land values (spreadsheet).

Changes to the way we report PIs
There will need to be some changes to the periods reported to bring these in line
with other reports and to ensure consistency across departments e.g. finance who
also use reports within Cx for budgeting purposes. This means reports will be
returned for the four quarters of the current financial year based on financial
periods and a weekly calendar with counts being taken on the final day of the
financial period. The format will be:




Qtr. 1 (Periods 1-3);
Qtr. 2 (Periods 4-6);
Qtr. 3 (Periods 7-9); and
Qtr. 4 (Periods 10-12).

This will still translate to Apr-Jun, Jul-Sept, Oct-Dec and Jan-Mar however the
period will end based on the last day of the financial period rather than the last day
of the actual quarter (there can sometimes be a few days difference). This will
ensure financial information is reported accurately and that our approach is
consistent with other departments within the Council who use the reports held
within Cx Report Builder.
The tabular information reported to HMF will change slightly to reflect the above so
the intention is we will report the following periods:




Previous financial year minus one year;
Previous financial year;
Current year to date (April up to the last day of the financial period the month
before HMF); and
A quarterly breakdown for the current financial year in line with the above.

The proposed revised template is attached at Appendix C.
I am suggesting that we do not report on Satisfaction at the moment as we are not
collecting this information so do not have up to date figures and those used
previously have been based on historic information, which is no longer relevant.
Should we collect this information in the future, this area can be re-included in the
table.
Due to the introduction of the Homeless Reduction Act (2017) and also the
implementation of a new IT system for managing homeless caseloads, we will
need to report performance information on homelessness differently from April
2018. This can be seen on the new template.
What we will aim to do
Report on information for the periods outlined on the revised template for all areas
where information is gathered outside of Cx at September’s meeting.
We then plan to begin the process of validating the information the Cx reports
return and our aim is to have completed the validation process by January 2019 so
that we are in a position to report full performance information to Members on your
17th January meeting.
In the meantime we will provide information for the periods outlined on the revised
template for all areas where information is gathered outside of Cx and it may be
possible, depending on the validation process, to bring some Cx held information
to November’s meeting.

(i)

Legal Implications

The recommendation has no legal implications.
(ii)

Risk Assessment

The recommendation has no implications.
(iii)

Financial Implications

The recommendation has no financial implications.
(iv)

Health and Safety Implications

The recommendation has no implications.
(v)

Equality and Diversity

The recommendation has no detrimental impact on service users showing any of
the protected characteristics under current Equalities legislation.

(vi)

Health and Well-being Implications

The recommendation has no adverse effect on the Health and Wellbeing of users
of this service.
Background Papers
Nil

APPENDIX C
PROPOSED HOUSING PERFORMANCE INDICATORS
HOUSING PERFORMANCE INDICATORS
Arrears & Collection- Dwellings (exc. Dispersed)
£ Rent & Service Charges due (Including empty properties)
£ Rent loss due to empty dwellings (voids)
£ Rent collected from Current Tenants
£ Rent collected from Former Tenants
Total Rent collected as % of rent due
£ Current Arrears
£ Former Arrears
£ Write Offs (Gross)
No. tenants evicted for rent arrears
£ Rent Arrears UC claimants
Arrears & Collection - Other Properties
£ Rent arrears Dispersed (Homeless)
£ Rent arrears Garages
£ Rent Arrears Shops
£ rent loss due to empty Dispersed (Homeless)
£ rent loss due to empty Garages
£ rent loss due to empty Shops
Voids & Lettings (General Needs)
Total Dwellings
Total number of re-lets
% of re-lets accepted on first offer
Number of re-lets that underwent Major Works
Average re-let time in days (Standard)
Average re-let time in days (Major Works)
Average re-let time in days (all re-lets)

Number of units vacant and available for letting at
period end
Number of units vacant but unavailable for letting at
period end
No.Tenancies terminated
Tenancy Turnover %
ASB
Number of new anti-social behaviour cases reported
Number of closed successfully resolved ASB cases
Number of closed unresolved anti-social behaviour cases
Repairs & Maintenance
Average number of calendar days taken to complete repairs
Percentage of repairs completed at first visit
% all responsive repairs completed on time
Number Repair Orders completed
Average Responsive repairs per property
Appointments kept as a percentage of appointments made
Major Works & Cyclical Maintenance
Percentage of dwellings with a gas safety certificate renewed
by anniversary

Actual
2016/17

Actual
2017/18

Current
YTD

Qtr. 1
2018/19

Qtr. 2
2018/19

Qtr. 3
2018/19

Qtr. 4
2018/19

Percentage of homes that fail to meet the Decent Homes
Standard
*Average SAP rating of dwellings at end of year (based on RD
SAP 9.83)
Homelessness FROM APRIL 2018
Average days in temporary (dispersed) accommodation
Average days in B&B accommodation
Number of triage assessments
Number of Homeless Prevention cases opened
Number of Homeless Relief cases opened
Number that failed to attend appointments
Number of Successful Prevention cases
Number of Successful Relief cases
Number cases closed without successful outcome
Number owed the main housing duty
Employees
Average permanent employee headcount
Number of leavers
Ave. working days lost / sickness absence
Customer Complaints
The number of Stage 1 complaints upheld in the year
Water Charge Collection
Total number of direct debit payers
Number of rent agreements where a water support tariff or
help to pay scheme is in place
Housing Register
Cumbria Choice Register
Active Direct Applicants
Active Transfer Applicants
Housing Stock
Houses
Flats
Bungalows
General Needs Dwellings
Dispersed
Homeless (Cold Weather Provision)
New Lives Project
Adelphi Court
Total Dwelling Stock
Community Centres
Leaseholds
Garages
Shops
TOTAL PROPERTIES
RTB & Land Values
£ Houses
£ Flats
£ Bungalows
£ Land
TOTAL
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CHEME
GREENGATE
ESTATE REROOFING WORKS
WINDOW & DOOR
REPLACEMENTS
VARIOUS
HOUSING AREAS

PROCUREMENT
TYPE

EXPEND.
TO DATE

ESTIMATED
START
DATE

ESTIMATED
COMPLETION
DATE

CONTRACTOR

COMMENTS

Leaseholders
affected?

Procure Plus
Holdings

£450,000

£3,473

1.7.2018

31.3.2019

DLP Roofing

WORKS STARTED
ON SITE AUGUST
2018

Procure Plus
Holdings

£200,000

£ -

1.8.2018

31.3.2019

TOP NOTCH

ESTIMATED START
ON SITE
No
SEPTEMBER 2018

WALNEY RENDER
& DAMP
Procure Plus
PROOFING
Holdings
WORKS
DALTON ESTATE
RE-ROOFING
WORKS
LOWER
HINDPOOL REROOFING WORKS
COMMUNAL
ENTRANCE
LIGHTING
COMMUNAL
ENTRANCE
PAINTING

AVAILABLE
BUDGET

£320,000

£ -

1.7.2018

31.3.2019

DLP Roofing

1.9.2018

31.3.2019

DLP Roofing

No

s20 LEASEHOLDER
CONSULTATION
ENDED. PRE
Yes
START MEETING
TO BE ARRANGED
ESTIMATED START
ON SITE
No
SEPTEMBER 2018
ESTIMATED START
ON SITE
Yes
SEPTEMBER 2018

Procure Plus
Holdings

£120,000

Procure Plus
Holdings

£150,000

£ 2,544

1.8.2018

31.3.2019

DLP Roofing

Procure Plus
Holdings

£40,000

£3,795

1.10.2018

31.3.2019

K WILSON

Procure Plus
Holdings

£10,000

£ -

1.9.2018

31.3.2019

GEORGE
JONES

GARAGE
IMPROVEMENTS

Procure Plus
Holdings

£20,000

£24,335

1.10.2018

31.3.2019

CUMBRIA
ROOFING

REWIRES

Procure Plus
Holdings

£306,000

£103,340

1.7.2018

31.3.2019

K WILSON

WORKS ON-GOING No

BATHROOMS

Procure Plus
Holdings

£207,000

£

-

1.7.2018

31.3.2019

WRIGHT
BUILD

ESTIMATED START
ON SITE
No
SEPTEMBER 2018

HEATING

Procure Plus
Holdings

£420,000

£253,700

1.7.2018

31.3.2019

AFM GAS Ltd

WORKS ON-GOING No

PAINTING

Procure Plus
Holdings

£180,000

£61,755

1.6.2018

31.3.2019

G JONES

WORKS ON-GOING Yes

WORKS ON-GOING Yes
ESTIMATED START
DATE NOVEMBER Yes
2018
PRE START
MEETING
No
COMPLETED

HOUSING MAINTENANCE COMMITMENTS 2018/19
Funding Available EXPENDITURE
TO DATE

Weekly
Available

Gross Comm. as a
% funds available

Tenant Demand Repairs

£1,346,426

£219,683

£25,893

16%

Voids

£513,472

£245,543

£9,874

48%

Gas Servicing

£302,106

£111,734

£5,810

37%

Decoration Vouchers

£30,000

£9,838

£577

33%

Environmental Improvements

£5,000

£3,905

£ 96

78%

Disabled Adaptations

£100,000

£9,217

£1,923

9%

Electrical Testing

£61,000

£37,866

£1,173

62%

Door Entry Maintenance

£19,176

£487

£369

3%

