
 
 
 
   
 

 
Mission Statement 

 
To Improve the Quality of Life 

For Those Who Live and Work in The District 
 

 
17 November 2008 
 
Dear Councillor 
 
You are hereby invited to a meeting of the Policy and Resources Committee to 
be held in Committee Room 2, Civic Centre, Portholme Road, Selby on Tuesday 
25 November 2008 commencing at 4.00pm. 
 
The agenda is set out below. 
 
1.  Apologies for Absence and Notice of Substitution 

 
To receive apologies for absence and notification of substitution. 
 

2.  Disclosure of Interest 
 
To receive any disclosures of interest in matters to be considered at the 
meeting in accordance with the provisions of Section 117 of the Local 
Government Act 1972, and Sections 50, 52 and 81 of the Local Government 
Act 2000 and the Members’ Code of Conduct adopted by the Council. 
 

3.  Minutes 
 
To confirm as a correct record the minutes of the proceedings of the meeting 
of the Policy and Resources Committee held on 30 September 2008 
(previously circulated). 
 

4.  Chair’s Address to the Policy and Resources Committee  
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5.  Policy on the Management of Health & Safety in Corporate 
Contracting Work 
 
Report of Head of Service – Environmental Health and Leisure (pages 6 to 82 
attached). 
 

6.  Flexitime Policy 
 
Report of Head of Service – Human Resources (pages 83 to 91attached). 
 

7.  Service Performance Agreements (SPAs) 
 
Report of Head of Service – Policy and Performance   (pages 92 to 98 
attached). 
 

8.  Performance Indicators 
 
Report of Head of Service – Policy and Performance (pages 99 to 109 
attached). 
 

9.  Financial Strategy 
 
Presentation by the Head of Service – Finance and Central Services 
 

10.  Council Tax Base and Classification of Expenditure 2009/10 
 
Report of Head of Service – Finance and Central Services (pages 110 to 116 
attached). 
 

11.  General Fund Revenue Budget Management to 30 September 2008 
 
Report of the Operational Management Team (pages 117 to 138 attached). 
 

12.  General Fund Capital Programme – Budget Management to 30 
September 2008 
 
Report of the Operational Management Team (pages 139 to 144 attached). 
 

13.  Referrals from Other Boards and Committees 
 
Social Board – 11 November 2008 
 
General Fund- Budget Management 
 
Housing Revenue Account 
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Free Swimming for the Under 16’s 
(pages 145 to 146 attached). 
 

14.  Private Session 
 
That in accordance with Section 100(A)(4) of the Local Government Act 
1972, in view of the nature of the business to be transacted, the meeting 
be not open to the Press and public during discussion of the following 
items as there will be disclosure of exempt information as defined in 
Section 100(1) of the Act as described in paragraph 3 of Part 1 of 
Schedule 12(A) of the Act. 
 

15.  Referral from Social Board – Tadcaster Swimming Pool 
(page 147 attached). 

 Reports for Information 
 

1. Human Resources Indicators 
 
Report of the Head of Service – Human Resources 
A copy of this report is available in the Members’ Room 

 
 
 
 
 
M Connor 
Chief Executive 
 

 
 

Disclosure of Interest – Guidance Notes: 
 
(a) Councillors are reminded of the need to consider whether they have any 

personal or prejudicial interests to declare on any item on this agenda, and, if 
so, of the need to explain the reason(s) why they have any personal or 
prejudicial interests when making a declaration. 

 
(b) The Democratic Services Officer or relevant Committee Administrator will be 

pleased to advise you on interest issues.  Ideally their views should be sought 
as soon as possible and preferably prior to the day of the meeting, so that 
time is available to explore adequately any issues that might arise. 

 
 
 
 

                                             3



Dates of Future Meetings of the Policy and Resources Committee 
 

Date of Meeting Deadline Date Distribution Date 

 20 January 2009 2 January 2009 12 January 2009 
 24 March 2009 6 March 2009 16 March 2009 
 12 May 2009 23 April 2009 1 May 2009 
   

 
Membership of the Policy and Resources Committee 

11 Members 
 

Conservative Labour 

M Crane (Chair) W Nichols 
B Percival (Vice-Chair) R Packham 
E Casling S Shaw-Wright 
G Ivey  
C Lunn  
J Mackman  
C Metcalfe  
R Sayner  

 
 

Enquiries relating to this agenda, please contact Ken Robinson on: 
Tel:  01757 292007  
Fax: 01757 292020 
Email: kerobinson@selby.gov.uk
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Descriptions of Exempt Information  
 
 

1. Information relating to any individual. 
 

2. Information which is likely to reveal the identity of an individual. 
 

3. Information relating to the financial or business affairs of any particular person (including the authority 
holding that information). 
 

4. Information relating to any consultations or negotiations, or contemplated consultations or negotiations, 
in connection with any labour relations matter arising between the authority or a Minister of the Crown 
and employees of, or office holders under, the authority. 
 

5. Information in respect of which a claim to legal professional privilege could be maintained in legal 
proceedings. 
 

6. Information which reveals that the authority proposes –  
 

(a) to give under any enactment a notice under or by virtue of which requirements are 
imposed on a person; or 

 
(b) to make an order or direction under any enactment. 

 
7. Information relating to any action taken or to be taken in connection with the prevention, investigation 

or prosecution of crime. 
 

8. Qualifications for Exempt Information: 

Information falling within paragraph 3 is not exempt information by virtue of that paragraph if it is 
required to be registered under -   

(a) the Companies Act 1985; 

(b) the Friendly Societies Act 1974; 

(c) the Friendly Societies Act 1992; 

(d) the Industrial and Provident Societies Acts 1965 to 1978; 

(e) the Building Societies Act 1986; or  

(f) the Charities Act 1993. 

9. Information falling within any of the 7 categories listed above is not exempt if it relates to proposed 
development for which the local planning authority may grant itself planning permission pursuant to 
regulation 3 of the Town and Country Planning General Regulations 1992. 
 

10. Information which; 
 

(a) falls within any of paragraphs 1 to 7 above; and 
 
(b) is not prevented from being exempt by virtue of paragraph 8 or 9 above, 

 
is exempt information if and so long, as in all the circumstances of the case, the public interest in 
maintaining the exemption outweighs the public interest in disclosing the information. 
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                                                                                                Agenda Item No: 5
___________________________________________________________________ 
 
Title: Policy on the management of health and safety in 

corporate contracting work 
  
To: Policy and Resources Committee 
  
Date: 25 November 2008 
  
Service Area: Corporate Policy 
  
Author: Chris Shaw, Corporate Health and Safety Advisor 
  
Presented by: Mike Thompson, Head of Service- Environmental 

Health and Leisure 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 For councillors to consider approve and support the policy on the 

management of health and safety in corporate contracting work. 
  
2 Recommendations 
  
2.1 The Policy on the management of health and safety in corporate 

contracting work be approved. 
  
3 Executive Summary 
  
3.1 This Policy attempts to encourage a consistent, risk-proportionate, approach 

to the management of Council-appointed contractors, and as a part of that 
create a requirement to document that process. 

  
4 The Report 
  
4.1 Scope: 

 
The Policy covers the management and scrutiny of health and safety 
performance in relation to contractors providing services on behalf of Selby 
District Council, which may include work on both Council and non Council-
owned premises and land. The Policy is concerned with managing the risk to 
members of the public, Council staff, and the contractors themselves. 
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Contractors are defined within the Policy, within the general umbrella of “an 
outside organisation providing services for the Council “, as including supply 
and fit contractors and transport companies who transport waste or goods.  
“White collar” consultants or contractors who undertake site visits, but who 
are also office based or working from home will fall under the Policy , but will 
be subject to a reduced assessment requirement. In the interests of 
promoting a sensible, balanced approach to assessing contractors, the 
definition does not include entirely office-based agency staff, volunteers, 
transport companies who transport people, partners and partnership 
agreements. 
 
There is a legal definition of “Contractor” under construction-related health 
and safety legislation: “Means any person (including a client, principal 
contractor or other person referred to in [the relevant legislation]) who in the 
course or furtherance of a business, carries out or manages construction 
work.” 

  
4.2 Background and legal position: 

 
At the present time, the health and safety scrutiny of contractors varies 
considerably within the Council. One factor in this is that the Council 
presently has no centralised procurement section, so different sections and 
departments have varying approaches to the procurement of contractors.  
 

  
4.3 The Council has legal, moral, and corporate policy obligations for ensuring a 

satisfactory standard of health and safety in connection with the contracts 
that it procures. The moral obligation stems from its role as a moral compass 
within the community and its statutory regulatory role in the enforcement of 
health and safety legislation within the business community.  
 
Whilst significant legal liability does fall upon the contractors, under civil 
legislation, the Council could be found liable for not adequately assessing 
contractors it procures, in the event of a third party sustaining injury. The 
criminal law obligation stems from both the Corporate Manslaughter and 
Homicide Act 2007, and health and safety legislation. In dealing with the 
latter, which is enforced by the Health and Safety Executive (HSE), the 
following legislation is of primary importance: 
 
 The Construction (Design and Management) Regulations 2007 

(CDM 07). As a client procuring construction, and demolition-related 
services, the Councils obligations are legally defined, and in addition 
to other more specific duties significantly include the requirement to 
ensure that there are suitable management arrangements in place 
throughout the project to ensure that the construction work can be 
carried out, safely and without risk to health.  

 Health and Safety at Work etc 1974. Section 3 of the Act creates a 
duty on the Council to operate its undertaking in a way to ensure, so 
far as is reasonably practicable, the health and safety of those not 
employed by the Council. This could relate directly to contractors 
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themselves, but also the actions of contractors that may affect 
members of the public. Section 4 of the Act places obligations on the 
Council as a premises-owner in relation to those using its premises, 
including contractors, to ensure, so far as is reasonably practicable, 
safe access and egress, and the safety of plant and substances on 
the premises.  

 Management of Health and Safety at Work Regulations 1999. 
Regulations 3, 4 & 5 create an obligation on the Council to both 
assess and manage the health and safety risks to persons not 
employed by the Council, in connection with the Council’s 
undertaking. This is to be understood alongside the requirements 
under the 74 Act, which it supports and extends. This risk 
management requirement is the primary rationale for assessing the 
health and safety management and practice of contractors, in non-
construction contracts.  

  
4.4 Development and implementation of the Policy: 

 
The Policy has drawn on best practice from neighbouring authorities, and 
HSE guidance, partner organisations, other private and local authority 
contacts, in particular North Yorkshire County Council and City of York 
Council.  
 
An initial draft Policy was drafted which was circulated to a number of 
internal stakeholders, including heads of service and mangers with client 
officer responsibilities. A number of stakeholders were invited to a meeting at 
which the draft was discussed. Following comments made at the meeting, 
the Policy was again redrafted and circulated to the above-mentioned 
stakeholders and, in addition, members of the Strategic Management Team, 
the North Yorkshire Audit Partnership, and staff health and safety 
representatives.  
 
The Policy was also circulated at the Corporate Health and Safety Forum on 
28 August for any further comments. 
 

  
4.5 Training for those applying the Policy: 

 
Training will be organised for client officers and other interested parties in the 
operation of the Policy. It is anticipated that a combination of the officers 
background and knowledge of the area in which they are procuring services, 
and training should prove adequate to allow compliance with the Policy.  
 

  
4.6 Overview of Policy: 

 
As mentioned above the Policy attempts to encourage a consistent, risk-
proportionate, approach to the management of Council-appointed 
contractors, and as a part of that create a requirement to document that 
process of scrutiny. The Policy identifies a number of policy standards 
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involved in managing the health and safety of contracting work, which are: 
 
Policy Standard 1: Planning: Any work to be undertaken must be 
adequately planned, clearly defined, risk assessed and documented. 
 
Policy Standard 2: Provision of Information: Potential contractors will be 
provided with adequate and comprehensible information to enable them to 
comply with any relevant statutory requirements. 
 
Policy Standard 3: Selection of Contractors: No contractors will be 
engaged until relevant checks have been made to ensure their competency 
and that the work will be undertaken safely. 
 
Policy Standard 4: Monitoring: All contractors engaged will be monitored 
whilst undertaking the work; the frequency, extent and type of monitoring 
required will be dependant upon the level and degree of risk identified in 
the risk assessment. 
 
Policy Standard 5: Review: Reviews must be undertaken of the contractor 
and the work. The frequency of the review will be dependent upon the level 
and degree of risk identified in the risk assessment and the duration of the 
contract. All reviews must include a scrutiny of the effectiveness of 
planning, communication, supervision and monitoring systems. 
 
The Policy is essentially split into non-construction and construction-related 
contract work, with significant cross-over between the two areas. 
 
The client officer acting as the agent of the Council has the primary 
responsibilities under the Policy, alongside the contractors themselves. 
Heads of Service have responsibilities to ensure that client officers within 
their Department are following the Policy. Myself as the Corporate Health 
and Safety Advisor and the North Yorkshire Audit Partnership are 
responsible for auditing Compliance with the Policy.   
 
The Policy introduces the Contractors Health and Safety Assessment 
Scheme (CHAS) as a means of assessing contractors with 5 or more 
employees who are engaged in higher-risk work activities. CHAS is a 
nationally recognised non-profit evaluation scheme designed to provide a 
national register, and accreditation scheme for contractors who undertake 
work for Local Authorities and other companies. CHAS has two basic levels, 
namely “Registered Compliance” (which is reviewed every two years) and 
“Accreditation” (which is reviewed annually). Registered compliance is the 
lower standard and is the one required by the Policy, and considers at the 
general health and safety management standards of the company.  The 
advantage of using CHAS is that it is a national database which is 
recognised by the HSE, and reduces some of the existing workload for the 
Council in undertaking pre-qualification assessments as part of the CDM 
assessment process.   
 
The Policy also allows for an internal assessment of both general and 
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specific competence to be undertaken by client officers for contractors 
employing less than 5 employees or who are engaged in lower risk activities, 
such as who provide office-based staff, who undertake site surveys.  
 
No other documentation is specified by the Policy itself, over and above pre-
existing legal requirements (e.g. CDM 07) but may be introduced at the 
discretion of the client officer.     

  
4.7 Policy lead-in period: 

 
As the Policy creates a requirement in connection with CHAS registered 
compliance, it is proposed that this part of the Policy would have a significant 
lead in period, with a date of 1 April 2009 for full implementation of the CHAS 
requirements (current or potential contractors would be notified as soon as 
the Policy is approved, giving approximately four months notice) and a 
general lead-in of three months, for other areas of the Policy to allow training 
to be provided.  
 

  
5 Financial Implications 
  
5.1 It is anticipated that the cost of the Policy can be met within existing budgets, 

although there will be an increase in the administrative burden placed on the 
client officer, particularly for non construction contracts.. 

  
6 Conclusions 
  
6.1 This Policy is necessary to encourage a consistent, risk-proportionate, 

approach to the management of Council-appointed contractors, and 
consequently suitably manage the risk to the Council from civil and criminal 
legal actions.  
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7 Link to Corporate Plan 
  
7.1 The need for the management of corporate contract work to be undertaken 

to a satisfactory standard regarding health and safety is related to all the 
strategic themes of the Council. 

  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 The Policy links to the strategic themes below: 

 
 Safer and stronger Communities 

  
9 Impact on Corporate Policies 
  
 
9.1 Service Improvement 

 
Impact 

 The Policy will encourage consistent, satisfactory standards of health and 
safety in the services provided by Contractors on behalf of the Council. 
 
 

9.2 Equalities 
 

No Impact  
  
9.3 Community Safety and Crime 

 
Impact 

 The Policy will encourage the safe implementation of contractor operated 
council services within the community, such as the safe maintenance of parks 
and recreation facilities, and the operation of a safe refuse collection service, 
both of which present potential hazards to members of the public.   
 

9.4 Procurement 
 

Impact  
 The Policy will have a significant impact on the procurement process for 

contractors in that it requires a particular protocol to be adopted for services 
to which the Policy applies. 
 
 
 
 
 
 
 
 

9.5 Risk Management 
 

Impact  

                                             11



 

 
 
 

 The Policy seeks to minimise the risk to the Council of civil and criminal legal 
action in connection with both individual accidents and incidents, and also 
from inspections from our health and safety enforcement body, the HSE, 
related to contracting activities. The latter have current work programmes 
which encourage focus on such as Local Authority transport activities and 
falls from height. Both the latter are strongly connected with our contracted 
activities in such as construction and refuse collection activities.   
 

9.6 Sustainability 
 

No Impact  
  
9.7 Value for Money 

 
Impact  

 As a result of making it clear to contractors what health and safety standards 
are required, the service that is provided may be improved in terms of value 
for money in that better health and safety standards are likely to be higher 
than they would otherwise have been. 
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10 Background Papers 
  
10.1 Policy on the management of health and safety in corporate contracting 

work. 
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1.0 SUMMARY 
 

The use of contractors gives the Authority increased flexibility with 
workloads and the opportunity to undertake specialist projects 
where levels of expertise are beyond the competency of those 
employed.   
  
The term contracting covers a diverse range of activities including 
cleaning, clerical, construction, maintenance and care provision.  
The work may involve the use of toxic materials, exposure to bodily 
fluids, dust, dangerous equipment, machinery, vehicles, scaffolding 
ladders, waste and dealing with potentially dangerous people. 
  
The principles of controlling contractors must cover all stages from 
procurement to monitoring and reviewing of the work.  The extent 
and nature however may vary according to the type and scale of the 
work and risk involved.  Poor selection and management of 
contractors may result in injury to staff, contractor’s staff, customers 
and members of the public, interruption of services, damage to 
property and reputation, prosecution and civil claims.  
  
In respect of health and safety issues governed by the Health and 
Safety Executive an organisation cannot absolve itself from it’s 
responsibilities in relation to health and safety legislation by 
contract, even if the “fault” lies with the contractor. The authority 
therefore cannot devolve all responsibility to contractors and take 
no part in the management of any project themselves and absolve 
themselves from the responsibility for incidents / accidents that 
occur.   
  

  Working together with contractors will help them to deliver their    
  services safely.   
 
 

2.0 
 
2.1 
 
 
 
 
 
 
 
 
2.2 
 
 

SCOPE AND RESPONSIBILITIES 
 
This Policy relates to all work undertaken by contractors on behalf of 
Selby District Council (the “Council” or “SDC”) whether that work be on 
Council premises or elsewhere within the geographical District of Selby 
District Council. In some circumstances, it may also cover work 
undertaken outside the geographical District. Construction work 
undertaken by contractors is covered in detail within this Policy due to 
the particular regulatory standards covering this activity, and the high 
historical accident rate within this sector. 
 
This Policy must be read in conjunction with other Corporate Health 
and Safety Policies, and in particular the Corporate Health and Safety 
Policy itself. This Policy specifically expands Section 6 of the latter 
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which relates to “Design Planning” (6.1) and “Outside Contractors” 
(6.2). The responsibilities for health and safety which are contained 
within Section 2 of the Corporate Health and Safety Policy are 
intended to include contracting work in general terms. However this 
Policy provides additional clarity in this area. 
 

3.0 DEFINITIONS 
 
Client: In all cases the “client” will be Selby District Council acting as a 
corporate body. This role is legally defined in terms of construction 
work by the Construction (Design and Management) Regulations 2007 
(CDM 07) as: 
 
“A person (or body corporate) who in the course or furtherance of a 
business- 
 

(a) seeks or accepts the services of another which may be used in 
the carrying out of a project for him; or 

(b) carries out a project himself.” 
 
Client Officer: This is the officer in charge of managing contracted 
works from the clients perspective and these officers must ensure that 
client duties are discharged.  
 
In construction projects notifiable under CDM 07, and other large 
contracts, this person is likely to be named. This would normally be the 
officer commissioning the work in question. However client officer 
duties may be split within the Council, such as when the Property 
Services Unit (PSU) take on a managerial role in certain contracts 
where the work has been commissioned within another section or 
department. It is important to make a distinction between any client 
officer role and that of “Contractor”.   
 
Designer: This is a role specific to construction projects and is legally 
defined within CDM 07 as: 
 
“Any person (including a client, contractor or other person referred to in 
[CDM 07]) who in the course or furtherance of a business- 
 
(a) prepares or modifies a design; or 
(b)  arranges for or instructs any person under his control to do so, 
 
relating to a structure or to a product or mechanical or electrical system 
intended for a particular structure, and a person deemed to prepare a 
design where a design is prepared by a person under his control.” 
 
Designers are those people or organisations who have a trade or 
business which involves them in the preparation of designs, 
specifications, drawings etc for a structure. Designers include not only 
architects or engineers but anyone who specifies or alters a design, 
including a client who stipulates the layout for a new building. 
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CDM co-ordinator: This is again a construction role, defined legally by 
CDM 07 as: 
 
“Means the person appointed as the CDM co-ordinator under 
Regulation 14 (1) [of CDM 07]” 
 
Co-ordinators provide the client with a key project advisor in respect of 
construction health and safety risk management.  Their main purpose 
is to help clients to carry out their duties, to co-ordinate health and 
safety aspects of the design work and to prepare the health and safety 
file.  On simple projects, one person should be able to provide all of the 
support that clients need, but a team approach will be more common 
for larger or more complicated projects.  
 
Contractor: Typically a Contractor will be an outside organisation 
providing services for the Council. Contractors may be employed for 
just a few hours or on a regular basis.  For the purpose of this policy 
the definition of contractors includes, supply and fit contractors and 
transport companies who transport waste or goods.  “White collar” 
consultants or contractors who undertake site visits, but who are also 
office based or working from home will fall under the Policy as 
contractors, but will be subject to a reduced assessment requirement 
(see sections 4.2.3 and 5.1.5). The definition does not include entirely 
office-based agency staff, volunteers, transport companies who 
transport people, partners and partnership agreements. 
 
There is a legal definition of “Contractor” under CDM 07 which is: 
 
“Means any person (including a client, principal contractor or other 
person referred to in [CDM 07]) who in the course or furtherance of a 
business, carries out or manages construction work.” 
 
Construction services may also be provided directly by the PSU, and 
therefore must be regarded as a “Contractor” within the meaning of 
the CDM 07. Under CDM 07 it is possible to have combined roles of 
“Client” and “Contractor” (in addition to “CDM Co-ordinator” and 
“Designer”). 
   
Contractors whether they are self employed or employers in their own 
right, have the same basic legal responsibilities as the Council owing a 
duty of care to:  

  
           The Council and its employees 
           Their own employees 
           Any others, including members of the public, who may be   

       affected by their undertakings. 
  
NB: In any client/contractor relationship both parties have a 
responsibility to co-operate in managing the health and safety aspects 
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of any work activity. 
 
Principal contractor: This is a construction-related legal definition 
originating from CDM 07 and is simply defined as: 
 
“The person appointed as the principal contractor under Regulation 14 
(2) [of CDM 07]” 
 
The key duty of principal contractors is to properly plan, manage and 
co-ordinate work during the construction phase in order to ensure 
that the risks are properly controlled.  Principal contractors are 
usually the main or managing contractor.  This allows the 
management of health and safety to be incorporated into the wider 
management of project delivery.  
    
Construction work: Regulation 2 of CDM 07 defines it as including: 
 
(a) the construction, alteration, conversion, fitting out, commissioning, 

renovation, repair, upkeep, redecoration or other maintenance 
(including cleaning which involves the use of water or an abrasive 
at high pressure or the use of corrosive or toxic substances), de-
commissioning, demolition or dismantling of a structure; 

(b) the preparation for an intended structure, including site clearance, 
exploration, investigation (but not site survey) and excavation, and 
the clearance or preparation of the site or structure for use or 
occupation at its conclusion; 

(c) the assembly on site of pre-fabricated elements to form a structure 
or the disassembly on site of prefabricated elements which 
immediately before such disassembly, formed a structure; 

(d) the removal of a structure or of any waste resulting from demolition 
or dismantling of a structure which immediately before such 
disassembly formed such a structure; and 

(e) the installation, commissioning, maintenance, repair or removal of 
mechanical, electrical, gas, compressed air, hydraulic, 
telecommunications, computer or similar services which are 
normally fixed within a structure, 

 
but does not include the exploration for or extraction of mineral 
resources or activities preparatory thereto carried out at a place where 
such exploration or extraction is carried out. Page 2 of the CDM 07 
ACOP (L144) also provides a list of what is NOT classified as 
“Construction Work”. 
 

4.0 
 
 

STATEMENT OF POLICY:  
 
The Council recognises and accepts its responsibility for ensuring 
buildings and services are safe for staff, customers and members of 
the public.   
  
The services of contractors are engaged in many different areas of 
the Council to undertake and deliver a wide and varied range of 
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activities and services, and whilst those contractors clearly have 
significant legal responsibilities for health and safety, the Council 
accepts its legal and moral responsibilities for ensuring that such 
contracting work is done, so far as is reasonably practicable, safely. 
  
It is the Policy of this Council that ALL contractors engaged will, as a 
minimum, be subject to the procedure set out in the sections below 
for the selection and management of contractors.  
 
To assist in effectively minimising any risks that may arise, the 
following policy standards will be met to a degree appropriate to the 
size, and health and safety risk of the contract: 
 
Policy Standard 1: Planning: Any work to be undertaken MUST be 
adequately planned, clearly defined, risk assessed and documented. 
 
Policy Standard 2: Provision of Information: Potential contractors 
will be provided with adequate and comprehensible information to 
enable them to comply with any relevant statutory requirements. 
 
Policy Standard 3: Selection of Contractors: No contractors will 
be engaged until relevant checks have been made to ensure their 
competency and that the work will be undertaken safely. 
 
Policy Standard 4: Monitoring: All contractors engaged will be 
monitored whilst undertaking the work; the frequency, extent and 
type of monitoring required will be dependant upon the level and 
degree of risk identified in the risk assessment. 
 
Policy Standard 5: Review: Reviews must be undertaken of the 
contractor and the work. The frequency of the review will be 
dependent upon the level and degree of risk identified in the risk 
assessment and the duration of the contract. All reviews must include 
a scrutiny of the effectiveness of planning, communication, 
supervision and monitoring systems. 
 
A more detailed explanation of the above policy standards for 
non-construction contractors is contained within subsection 4.2 
below, and for construction-related contractors in Section 5. 
 

4.1 Legal background 
 
There are many pieces of health and safety legislation that need to 
be considered in relation to the work of contractors e.g. specific 
legislation relating to lifting equipment, scaffolding, building materials, 
equipment and welfare facilities.  This will depend on the type and 
scale of the work involved, however the following legislation will apply 
in all circumstances: 
  

           Health and Safety at Work etc, Act 1974 
 Management of Health and Safety at Work Regulations    
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       1999 (as amended) 
 Unfair Contract Terms Act 1977 

 
The Construction (Design and Management) Regulations 2007 
impose additional duties and requirements on how construction 
projects are designed and carried out.  Managers are advised to take 
professional advice (either externally or internally within SDC) as to 
whether the CDM Regulations apply and how compliance is to be 
achieved.   
 
The above legislation all contain criminal sanctions. However a 
secondary purpose of managing the health and safety risk associated 
with contract work is to minimise the risk of the Council being 
successfully sued under civil legislation for losses sustained as a 
result of an accident or injury. Any successful claims would result in 
increased insurance premium costs or the risk that the Council may 
have to stand the full cost in the event of any uninsured claims. 
 

4.2 
 
 
 
 
 
4.2.1 

The Policy Standards: Practical Guidance for all projects. 
 
The following guidance is of relevance to all contract work. However 
Section 5 relates specifically to construction projects falling within the 
scope of the CDM Regulations. 
 
Policy Standard 1: Planning: Any work to be undertaken MUST be 
adequately planned, clearly defined, risk assessed and documented. 
 
Adequate planning (prior to tender) is required to assist in ensuring 
the safe completion of the work.  At this stage the Client Officer may 
wish to involve an architect or agent to act on their behalf.   
  
The Client Officer must provide the contractors with: 
  

      a clear description of the work required 
      a basic preliminary risk assessment (see Appendix 1) of the 

impact of work and specific site service hazards. 
  
The preliminary risk assessment will also assist in providing the 
contractor with sufficient information to plan and cost the work having 
adequately accounted for any health and safety requirements.  It also 
ensures that consideration is given to the impact the work will have 
on occupiers of the building.  This will assist in decisions regarding 
the arrangements that may need to be made and any potential cost 
implications (e.g. the relocating of staff to a different office).   The 
preliminary risk assessment may need to be carried out in 
conjunction with any manager of the building or site in question. 
  
The contractor must demonstrate they have suitably assessed the 
risks and suitable control measures have been identified and provide 
the Client Officer with: 
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      Job specific risk assessments 
      Method statements (in cases of high risk work): N.B These are 

also relevant to competency checks in Policy Standard 3 (Selection 
of Contractors). 
  
The Client Officer must judge the job specific risk assessments in 
light of their own knowledge and experience to verify they are 
relevant to the job and are in line with the hazards on site.  The 
contractor and Client Officer must agree the general preventative and 
protective steps that will apply when the job is in progress.  A Client 
Officer would not necessarily have the competence or expertise to 
know the detailed safety precautions of a job e.g. electrical work. 
   
Job specific risk assessments provided may be generic risk 
assessments.  Generic risk assessments are acceptable as long as 
there is additional  documentation outlining how the contractor will 
manage the  site/service specific hazards.  The following are 
examples of generic risk assessments:  
 
e.g. an assessment for external trainers delivering training would 
identify hazards such as trailing cables, personal equipment that is 
not PAT tested, delegates not being informed of the fire procedure 
and exit routes etc. 
 
e.g. an assessment for window cleaners would identify such 
hazards as falls from height from the use of unsecured, lean-to 
ladders and consider the use of alternative means of cleaning 
windows such as ground-based systems, suspended cages and the 
provision of windows that may be cleaned internally.  
 
If there are changes to the original job, the risk assessment needs 
to be re-assessed to ensure that any new health and safety risks 
introduced are adequately controlled. 
 

4.2.2  Policy Standard 2: Provision of Information: Potential contractors 
will be provided with adequate and comprehensible information to 
enable them to comply with any relevant statutory requirements. 
 
The Client Officer in conjunction with manager of the building must 
provide information regarding the hazards and potential risks 
identified and any required preventative measures including:   
  
 The presence of any hazardous materials (i.e. asbestos  

           etc)  
 Any special risks  
 Current emergency procedures and arrangements (i.e.  

           first aid, fire evacuation etc)  
 Security procedures (i.e. signing in at reception etc)  

 Any existing site rules (i.e. smoking policy, entry / exit  
 times etc)  
 Location of service pipes and cables  
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This information will assist the contractor to comply with any relevant 
statutory duties. This information may need to be provided at 
tendering / quotation stages to enable contractors to consider any 
health and safety costs.  
   
Examples 
  

           A call out in the night for an emergency repair to a customers 
home would require information from the Violent and Challenging 
Behaviour Register. 

           A carpet fitter laying a new carpet in a Council premises would 
require information from the Asbestos File.  
 

4.2.3 Policy Standard 3: Selection of Contractors: No contractors will 
be engaged until relevant checks have been made to ensure their 
competency and that the work will be undertaken safely. 
 
The Council need to satisfy themselves that contractors are 
competent to do the job safely and without risks to health and safety 
and prioritisation of safety performance must be a key factor 
considered when awarding the contract.  The degree of competency 
required will depend on the level of risk associated with the work 
required.  Competence must be relevant to the job they are being 
requested to do.  
 
In exceptional and unforeseeable circumstances, where an 
assessed contractor is not available to undertake emergency 
work which is required to address an imminent and significant 
risk to public or staff health and safety, it is acceptable for a 
client officer to use an unassessed contractor. The risk of this 
set of circumstances arising should preferably be avoided by 
making prior arrangements with assessed back-up contractors 
where necessary. 
 
Competence will be assessed in three stages: 
 
Stage 1: is a check that a contractor or consultant complies with H&S 
legislation as it affects their undertaking, and that they have 
documented their management of it. As an example, in accident 
reporting we would reasonably expect the applicant to refer to 
RIDDOR 95 rather than RIDDOR 85, we would expect them to be 
able to produce accident statistics for the last three years and provide 
some evidence that accidents are reported and investigated. This 
gives an indication of compliance and good management. 
 
In order to undertake a stage 1 competency check, the Client Officer 
must either select a CHAS registered compliant (Contractor Health 
and Safety Assessment Scheme) contractor or undertake an internal 
accreditation exercise. CHAS registered compliance is not required 
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for “white-collar” contractors who are partly office or home based, but 
who also undertake site surveys, with internal accreditation being 
satisfactory in these circumstances (see below). 
 
CHAS Registered Compliance and Accreditation.:  
 
At the end of the phasing-in period for this Policy, it will be a 
requirement that all contractors working for SDC with 5 or more 
employees will be required to be CHAS Registered Compliant. CHAS 
is a nationally recognised non-profit evaluation scheme designed to 
provide a national register, and accreditation scheme for contractors 
who undertake work for Local Authorities and other companies. CHAS 
has two basic levels, namely “Registered Compliance” (which is 
reviewed every two years) and “Accreditation” (which is reviewed 
annually) the CHAS website: 
 
                http://www.chas.gov.uk/default.asp 
 
Contractors registered compliant with CHAS will satisfy the 
requirements of Policy Standard 3 – See Appendix 2A for the CHAS 
Contractors Evaluation Form for more than 5 employees and Appendix 
2B for the CHAS Contractors Evaluation Form for less than 5 
employees. Compliance with the Environment section is not a 
requirement for compliance. If contractors wish to apply for the 
higher standard of accreditation, then this is their choice, but at 
present, this is not a requirement. 
 
Please note that these versions of CHAS assessment questionnaires in 
the appendices are for information only and were current at the time 
this Policy was published. For the latest version of these documents 
please go to: http://www.chas.gov.uk/ 
 
 
Internal Accreditation: 
 
As mentioned above, this method stage 1 (and stage 2) competency 
assessment is available during the phasing-in period of this Policy for 
all contracts other than those notifiable under CDM, and when this 
Policy is in force, for contractors with less than 5 employees, and for 
“white-collar” contractors, regardless of the number of employees in 
the organisation, who are partly office or home based, but who also 
undertake site surveys. This is assessed using the Internal Contractor 
Assessment Form (ICAF) -See Appendix 3. 
 
The Client Officer must have the necessary competence to evaluate 
the contractors paperwork using ICAF. It is recommended that the 
person evaluating the contractors documentation has attended the 
IOSH Managing Safety Course, although some in-house training 
relevant to evaluating contractors competence, and this Policy may be 
provided.  If the paperwork is acceptable the contractor can be used. 
As a transitionary arrangement for existing contractors, stage 1 and 2 
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evaluation of existing contractors should take place within 3 months of 
the implementation of this Policy. 
 
It is strongly recommended that contractors with less than 5 staff 
who are carrying out high risk activities (see below) are  
registered compliant with CHAS. 
  
  
The following activities are identified as high risk but the list is not 
exclusive 
  

     Demolition 
     Hot work 
     Work on fragile roofs  
     Electrical Work 
     Gas work 
     Work in confined spaces 
     Work on asbestos containing materials 
     Tree work 
     Deep excavations 
     Work with licensed chemicals (e.g. pesticides) 
 
Stage 2: This is an assessment of the company's ability to 
demonstrate compliance with H&S legislation aimed specifically at 
their undertakings (for example working at height) and evidence that 
their management systems are put into practice effectively. This can 
be done in a number of ways - in some high-risk activities you might 
consider site visits, interviews, etc. You may assess safety method 
statements and/or risk assessments specific to the activities involved 
in their work (may be provided at the initial “Planning” Stage), their 
training records and programme and the skills and qualifications of 
their staff who would run the contract. You may also look at site 
inspection reports, their internal audit processes and so on.  
 
Appendix 8 (Model Contractor or consultant competency: Second 
stage questionnaire. For non CDM work), gives an optional 
questionnaire that may be used to assess stage 2 competency for non-
construction projects. This questionnaire should only be used in 
conjunction with CHAS registration/accreditation, which only 
constitutes a stage 1 assessment. 
 
Please note that these versions of CHAS assessment questionnaires in 
the appendices are for information only and were current at the time 
this Policy was published. For the latest version of these documents 
please go to: http://www.chas.gov.uk/ 
 
If the internal contractor assessment form (ICAF) (Appendix 3) has 
been used, then this also covers a stage 2 assessment, and Appendix 
8 is not required. 
 
Stage 3: This is monitoring, and is part of the assessment of 
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competence, but is covered in section 4.2.4 below. 
 
CHAS accreditation is administered directly by CHAS and not by SDC 
staff, however Stages 2 and 3 assessment must be assessed by SDC 
Client Officers. 
  
Further Competency-related issues:  
 
 In addition to the competency assessment, and dependant on 

the risk and size of the job, financial viability, and references 
must also be taken into account. The latter are outside the 
scope of this Policy. 

 
 If SDC allow people to undertake work who are not competent 

which results in a claim, the insurance policy may not cover 
any losses sustained as reasonable precautions have not 
been taken.  Staff should not carry out jobs outside their 
remit and competence. 

  
 Anybody who has unsupervised access to “vulnerable” (elderly, 

children, learning and physical disabilities, mental health) 
customers, or access to management paper-work relating to 
these areas, should be CRB checked.  This should be 
organised by the service and is not covered as part of this 
Policy.  

 
4.2.4 Policy Standard 4: Monitoring: All contractors engaged will be 

monitored whilst undertaking the work; the frequency, extent and 
type of monitoring required will be dependant upon the level and 
degree of risk identified in the risk assessment. 
 
Effective monitoring helps identify and solve performance problems 
before they become major issues therefore minimising potential 
accidents.  Where possible health and safety can be linked into other 
existing monitoring systems such as quality. 
  
The Client Officer should ensure active (i.e. inspection regimes) and 
reactive (accident and incident reporting) monitoring is in place and 
documented.  The extent and type should be based on the risk 
involved and the length of the work. 
 
During the project, circumstances may dictate the stopping of work 
because of health and safety concerns.  Action taken to stop work 
must be recorded and should contribute to the review of the contract 
on it’s completion. 
 
 

4.2.5 Policy Standard 5: Review: Reviews must be undertaken of the 
contractor and the work. The frequency of the review will be 
dependent upon the level and degree of risk identified in the risk 
assessment and the duration of the contract. All reviews must include 
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a scrutiny of the effectiveness of planning, communication, 
supervision and monitoring systems. 
 
It is important that the Client reviews the performance of the 
contractor not just in terms of progress and quality of work but also 
in terms of health and safety performance.  Where appropriate all 
aspects of the contract work should be considered as part of the 
review process rather than considering health and safety in 
isolation.  Information from the review stage can assist with future 
planning and awarding of contracts. 
  
  
The main purpose of a review is to  
  
 evaluate the contractors performance  
 assist in deciding which aspects of the job, if any, would be 

handled differently in the future and to make the necessary 
changes to procedures etc 

 confirm how this information can be best recorded and used to 
improve the management of future contracts. 

 
Examples 
  

           For long term contracts (i.e. provision of cleaning, 
maintenance or catering services etc) reviews should be planned 
and take place at regular intervals.  
  

           For other contracts reviews should take place on completion 
of the contract as there may be lessons to be learned which can 
be recorded for future reference. 

 
5.0 POLICY WITH RESPECT TO CONSTRUCTION AND DEMOLITION 

PROJECTS 
 

5.1 Practicalities of construction and demolition contracts: 
 
The statement of general policy towards all contracted work in 
section 4.0 applies here, however the following details how that 
general policy applies to construction and demolition work (I will take 
all references to construction work refer to construction AND 
demolition work unless stated). The following is largely dictated by 
the Construction (Design and Management) Regulations 2007 (CDM 
07), and importantly the associated Code of Practice (L144).  
 
 
 

5.1.2 General Points: 
 
This section of the policy mirrors the 5-point policy standard for non-
construction contract work detailed above (Section 4.2), however 
Appendix 4 details the specific duties of all the defined roles within 
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CDM 07. 
 
It is essential to be clear from the outset who the CDM duty holders 
are for every project.  The effort devoted to planning and managing 
health and safety should be in proportion to the risks and complexity 
associated with the project.  When deciding what is needed to 
comply with these regulations, focus should always be on action 
necessary to reduce and manage risks.  Any paperwork produced 
should help with communication and risk management.  Paperwork 
which adds little to the management of risk is a waste of effort, and 
can be a dangerous distraction from the real business of risk 
reduction and management. 
 
Selby DC may appoint a CDM co-ordinator internally, however, in 
any event, the Deputy Area Maintenance Co-ordinator, will possess a 
CDM Co-ordinator qualification, and act as a CDM advisor for all 
construction works throughout the Council, in addition to being 
formally appointed as a CDM Co-ordinator to specific CDM 07 
notifiable jobs for which they are competent. 
 
Section 3 above gives a series of definitions which are referred to 
below. 
 

5.1.3 
 
 
 

Policy Standard 1: Planning: Any work to be undertaken MUST be 
adequately planned, clearly defined, risk assessed and documented. 
 
This standard is strongly linked with standards 2 & 3, in that there is a 
dynamic relationship between the planning of the work, the selection 
of competent parties and the information flow. If the latter two are 
carried out satisfactorily, this will strongly influence the satisfactory 
planning of the construction process. 
 
The Client Officer may conduct, or arrange for the conducting of a 
feasibility study for each project, the extent of documentation being 
relative to the complexity, cost and legal requirements. The 
preliminary risk assessment pro-forma (Appendix 1), may be used at 
this stage. However reactive repairs, which also fall under CDM 07, 
although typically not notifiable, would only require a minimal amount 
of planning.  
 
From a CDM 07 perspective, any initial study would include an 
assessment of the site and related health and safety issues, the likely 
resources required to monitor the project, and the anticipated 
phasing and breakdown of the contract in terms of when different 
contractors are likely to be involved. Obviously plans may have to be 
amended in the event of unforeseen circumstances becoming 
apparent. 
 
The client must establish whether the contract will be notifiable under 
CDM 07 at the earliest possible stage.  
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The Health and Safety Executive (HSE) must be notified of projects 
where construction work is expected to:  
 
 (a) last more than 30 working days; or  
 (b) involve more than 500 person days, for example 50 

people working for over 10 days. 
 
 All days on which construction work takes place count towards the 
period of construction work.  Information must be sent to the HSE 
using form F10 (rev), which is available at the following website: 
 
 https://www.hse.gov.uk/forms/notification/f10.pdf    
 
If the project is notifiable, the client must appoint a CDM Co-ordinator, 
and they must notify HSE as soon as possible after their appointment 
and the form must always be signed by the client officer 
commissioning the project.  If the principal contractor is not appointed 
at that time then another, updated, notification must be made after they 
have been appointed. 
 
As the client, it is important that they monitor CDM compliance. 
Appendix 5 is a check list to confirm client compliance with CDM 
Regulations.  The checklist will also allow Client Officers  to monitor 
progress throughout projects and will help in maintaining a 
documented audit trail. 
 
The CDM Co-ordinator must work closely with the client (and designer 
when appointed) to plan the project, and would assist in the assessing 
of competence, and appointment, of the designer and principal 
contractor in due course.  That planning process must always include:  
 
• ensuring that there are suitable management arrangements      
for the project including welfare facilities; 
• allowing sufficient time and resources for all stages of the 
project; 
• As part of the design role, confirmation that designs (and any 
design changes) have taken account of the requirements of regulation 
11 of CDM2007 (designers duties) and that the different design 
elements will work together in a way which does not create risks to the 
health and safety of those constructing, using or maintaining the 
structure; 
• A plan for all demolition work. 
 
In the case of notifiable projects: 
 
• ensuring that the construction phase plan is in place. 
 

5.1.4 Policy Standard 2: Provision of Information: Potential contractors 
will be provided with adequate and comprehensible information to 
enable them to comply with any relevant statutory requirements. 
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For all construction projects the provision of information should 
include: 

 Provision of pre-construction information to designers and 
contractors. The Selby DC PSU currently include this information as a 
“Health and Safety Plan” within the “Scope of Works”. This approach is 
acceptable in principle and this information should concentrate on 
those issues that (designers, where applicable and) contractors could 
not reasonably be expected to anticipate or identify, and not on 
obvious hazards such as the likelihood that the project would involve 
work at height.  Client Officers who already have a health and safety 
file from earlier work, or who have previously carried out surveys or 
assessments, including assessments and needed plans under the 
Control of Asbestos Regulations, may already have all, or much of the 
information needed. 
• The client has a particular responsibility to ensure that there is 
good communication, co-ordination and co-operation between 
members of the project team (e.g. between designers and 
contractors); 
 
In the case of notifiable projects: 
 
 ensure a health and safety file is prepared. The Client has a 

responsibility to provide relevant information to the CDM co-ordinator 
at the outset, however, the preparation of this file involves the co-
operation of all duty-holders within CDM 07. 
 
 

5.1.5 Policy Standard 3: Selection of Contractors: No contractors will 
be engaged until relevant checks have been made to ensure their 
competency and that the work will be undertaken safely. 
 
Please refer also to section 4.2.3, which gives some additional 
information on the selection of contractors, in particular, use of 
unassessed contractors in emergencies, internal accreditation, 
and stage 1 and 2 assessments.  
 
The client is ultimately responsible for ensuring the competence of all 
appointees, however for notifiable projects, the CDM co-ordinator, 
and the Principal Contractor have a significant role in assessing the 
competence of appointees.  
 
Competence assessments should focus on the needs of the particular 
project and be proportionate to the risks, size and complexity of the 
work.  
 
Organisations and individuals will need specific knowledge about the 
tasks they will be expected to perform, and the risks associated with 
these tasks.  All those with duties under CDM2007 must satisfy 
themselves that businesses that they engage, or appoint, are 
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competent. Those taken on to do the work must also be sure that they 
are competent to carry out the required tasks before agreeing to take 
on the work.  A set of ‘core criteria’ have been agreed by industry and 
HSE which should be used for the assessments and are set out in 
Appendix 4 of the ACOP (These have been detailed in Appendix 6 of 
this Policy-See section 5.1.6 below on monitoring). 
 
For notifiable projects, competency assessments of organisations 
should be carried out as a three stage process (please also refer to 
sub-section 4.2.3 for a general explanation of these stages): 

 
Stage 1 An assessment of the company’s organisation and 
arrangements for health and safety.  
 
CHAS Registered Compliance and Accreditation:  
 
The registered compliance of an organisation under CHAS, using the 
following appendices to this Policy should satisfy stage 1. In general 
terms, it is required for construction-related contractors employing 5 
or more employees.CHAS registered compliance is not required for 
“white-collar” contractors who are partly office or home based, but 
who also undertake site surveys, regardless of the number of 
employees in the organisation, with internal accreditation being 
satisfactory in these circumstances (see below). 
The following CHAS application documentation is available in 
Appendix 1: 
 

 Appendix 2A for the CHAS Contractors Evaluation Form 
for 5 or more employees and  

 Appendix 2B  for the CHAS Contractors Evaluation Form 
for less than 5 employees 

 
For designers, a separate form can be downloaded from the following 
web address: 
 
http://www.chas.gov.uk/chas/Downloads/NewAppendix2C_CDM07.doc
 
Compliance with the Environment section is not a requirement for 
compliance. If contractors wish to apply for the higher standard 
of accreditation, then this is their choice, but at present, this is 
not a requirement. 
 
Please note that these versions of CHAS assessment questionnaires in 
the appendices are for information only and were current at the time 
this Policy was published. For the latest version of these documents 
please go to: http://www.chas.gov.uk/ 
 
Internal Accreditation: 
 
This is for “white-collar” contractors who are partly office or home 
based, but who also undertake site surveys. It should also be used for 
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all non-notifiable construction contract work, contractors, who tend to 
be used on a regular basis, and who employ less than five employees, 
who, to comply with this Policy should have, as a minimum, one-off 
assessments of their competence in accordance with the ICAF 
questionnaire in Appendix 3. 
 
Stage 2 An assessment of the company’s experience and track 
record to establish that it is capable of doing the specific work in 
question. This would be covered by an assessment of the method 
statements required by the contractor in question. Method statements 
would be required at the tender stage, and form part of the initial 
planning (Policy Standard 1) as well as selection of contractors (Policy 
Standard 3). 
 
Appendix 7 (Model Contractor or Consultant Competency 
Questionnaire. For CDM work), gives a questionnaire that must be 
used to assess stage 2 competency for construction projects. This 
questionnaire should only be used in conjunction with CHAS 
registration/accreditation. 
 
Please note that these versions of CHAS assessment questionnaires in 
the appendices are for information only and were current at the time 
this Policy was published. For the latest version of these documents 
please go to: http://www.chas.gov.uk/ 
 
If the internal contractor assessment form (ICAF) (Appendix 3) is used, 
then this also covers a stage 2 assessment, and Appendix 7 is not 
required. 
 
Stage 3 This is essentially a site visit to verify site safety standards, 
and is covered by Section 5.1.6 (Monitoring) below. This should have 
regard to the detailed requirements for construction sites contained 
within Appendix 6. (This is a summary of the standards that all 
construction projects must comply with, and is based on Part 4 Duties 
imposed by CDM 07 relating to general health and safety on 
construction sites).  
 
 

5.1.6 Policy Standard 4: Monitoring: All contractors engaged will be 
monitored whilst undertaking the work; the frequency, extent and 
type of monitoring required will be dependant upon the level and 
degree of risk identified in the risk assessment. 
 
Contractors who have CHAS registered compliance will have it 
renewed every two years. This will be administered by CHAS, 
however that renewal may be partly based on site visits by SDC staff, 
in particular site visits by Area Maintenance Co-ordinators or Area 
Officers. Those site visits, along with those site inspections by 
appointed CDM Co-ordinators will be integral to the monitoring of 
construction contractors working on both CDM 07 notifiable or non-
notifiable projects.  
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The extent of documentation of CDM Co-ordinators monitoring of 
notifiable works, and of Area Maintenance Co-ordinators, and Area 
Officers will be left to the discretion of the CDM Co-ordinator and 
Area Maintenance Co-ordinator Manager respectively. It is however 
expected that the general points detailed in Appendix 6 below be 
assessed in the first few weeks of the operation of the contract, and 
that a paper record of those checks exist on file.  
 
 

5.1.7 Policy Standard 5: Review: Reviews must be undertaken of the 
contractor and the work. The frequency of the review will be 
dependent upon the level and degree of risk identified in the risk 
assessment and the duration of the contract. All reviews must include  
a scrutiny of the effectiveness of planning, communication, 
supervision and monitoring systems, and should be documented 
where appropriate,  such as in the case of major projects. 
 
For major works which are CDM 07 notifiable, a review of 
competence  should take place at the end of the contract, or for long-
term contracts, annually, and such reviews should inform as to 
whether the services of CDM Co-ordinators, Principal Contractors 
and Designers are re-engaged. Individual contractors, both on 
notifiable, and non-notifiable projects, competence may be formally 
reviewed at the discretion of the individual Client Officer or Assistant 
Area maintenance Co-ordinator Manager (CDM). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                             33



   
 

21

 
References: 
 
City of York Council: Selection and Management of Contractors (internal/unpublished) 
 
Health and Safety Commission. Managing Health and Safety in Construction: Construction 
(Design and Management) Regulations 2007 (CDM 07). ACOP (L144) 
 
Health and Safety Commission. Management of Health and Safety at Work: Management 
of Health and Safety at Work Regulations 1999. ACOP (L21) 
 
Health and Safety Executive: Managing Health and Safety: Five Steps to Success INDG 
275. 
 
HMSO. Health and Safety at Work etc Act 1974 
 
North Yorkshire County Council: Corporate H & S Procedure-The Management of Health 
and Safety in Construction 
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Appendix 1: Preliminary Risk Assessment Pro-Forma 
 
 
1. Description of 
work activity and 
nature of contract 
 

 

2. Site address  
 
 
 

 

3. Impact and 
potential hazards of 
work to residents of 
site. 
 

 

4. General 
description of initial 
control measures 
likely to be required 
to protect residents 
of site. E.g. 
Relocation of staff or 
residents. 
 

 

5. Hazards of site to 
contractors. Eg. 
Asbestos, other 
hazardous 
substances, flooding, 
traffic. 
 

 

6. Initial expectation 
of contractors control 
measures to deal 
specifically with site 
hazards described in 
section 5 above. E.g. 
Special equipment 
and PPE & RPE. 
N.B. Include 
references to 
qualifications and 
health and safety-
related 
accreditations. 
 

 

Name of Officer undertaking Assessment.  
 

 

Date of assessment   
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The Contractors Health and 
Safety (CHAS) Assessment 

Scheme 

Appendix 2A 
CDM 2007 

 
 
 
 
 

PLEASE READ THIS PAGE - IT CONTAINS 
IMPORTANT INFORMATION 

 
 
 
 
 
 

 
 

Including the Environment  
Questionnaire at Page 10 

This questionnaire is to be completed by contractors or consultants (except 
designers and CDM coordinators) who employ five or more people. While it 
is likely to take you a little time to complete we have provided an indication of 
what you should consider or provide for each section.  
 
It is important when you send your application your include all the relevant information and 
evidence asked for including documents where indicated. (Do not include anything not asked 
for).  This is what we call your Safety Information Pack or SIP and in the same way you 
should amend and update this questionnaire as things change, so too, should your SIP be 
updated. 
 
The questionnaire reflects the CDM core criteria for the first stage 
assessment of compliance. The standards upon which they are based are 
available from our website.  
 
The questionnaires are written in a way that enables non-construction 
companies or consultants to use them. 
 
If you have been assessed recently (or are about to be assessed) through 
the National House Building Council Safety Scheme, SAFEcontractor, SAFE-
T-CERT, Achilles UVDB Verify, or you wish to register three or more offices 
for your Group or company contact the CHAS team via e-mail at 
(chas.admin@merton.gov.uk). Do not complete this questionnaire until you 
have spoken to us. 

 
THE PERSON RESPONSIBLE FOR H&S IN YOUR COMPANY IS STRONGLY ADVISED 

TO TAKE THE TIME TO EITHER COMPLETE THIS QUESTIONNAIRE OR REVIEW IT 
BEFORE SIGNING AND SUBMITTING IT. 
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• If you are a Designer (For CHAS pre-qualification only, a designer is an individual or practice who is involved in 

architecture, civil or structural engineering, building services engineering or survey) you must complete our appendix 
2C questionnaire. If you undertake design and build you may need to complete both this questionnaire and the 
appendix 2C. 

• Other designers (defined in the CDM ACoP) may be required to demonstrate compliance with CDM Regulation 
11 at a second stage assessment which would be undertaken by the client.  

Company Registered Name  Trading Name   
Registered Address  

 
 

Correspondence 
Address if 
different  

 
  

How many offices do you have in the UK?  How many of these are “trading 
addresses”? Note 

 

Has your company changed its name during the last 
three years? 

Yes  
or  
No 

If yes, what did it 
change from and 
when? 

 

What is your D&B D-
U-N-S® Number? 

 Visit 
http://www.dnb.co.uk/Forms/DUNS_Request.as
p for information on Duns. (See last page). 

What is your 
telephone number?  

 What is your e-mail address?  

How many people 
does your company 
employ? 

 List below your companies’ main areas of work. 

 
 
Does your company act as the 
Principal Contractor under 
CDM? 

Yes 
or 
No 

If the answer is yes, you must provide the arrangements section of your policy that describes how 
you comply with your CDM duties.  

Their name What is the e-mail address of 
the person completing this 
form? 

 Who is the director responsible 
for health and safety in your 
company?  Their : 

What is the name (and address, if different from above) of the person to 
whom we should send any reassessment reminders? 

 

Please provide details of any enforcement notices or prosecutions served on your company in the last five years by the 
HSE or the Local Authority. (Please note we check the HSE prosecution and notices databases.  Having a 
prosecution or notice will not debar your company from registration although a failure to declare one will.  
The assessor will want to know what suitable corrective was action following a prosecution or enforcement. 
Details of suitable corrective action taken by your company. (Please use a separate sheet if necessary). 

 Please tick the box to confirm supporting information is included in your SIP.  
 

Access to competent corporate health and safety advice  
In this section, the assessor will find out who fulfils this duty for your company. If your application is non-compliant it may 
help the assessor to advise on suitable action on how you meet this duty. 
 You should supplement the information below with CV’s. 

What is their telephone 
number? 

State the name of the person or people who act as 
your competent health and safety adviser. Please 
refer to the CHAS standards for information on 
meeting this duty. (Management of Health and Safety at Work 
Regulations - Regulation 7). 

 

 

Describe their health and safety qualifications; 
experience or relevant training given that enables 
them to undertake this responsibility. 
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If your competent advice is from outside, describe the role they play in managing health and safety in your company. You 
must also describe the capacity in which your company has employed them in the last year and provide evidence of this. 
The assessor may contact your adviser to corroborate the arrangements. 
 
 
 
What is their address?   
 Please tick the box to confirm supporting information is included in your SIP.  
 

(TO BE COMPLETED BY CONSTRUCTION COMPANIES ONLY). 
Access to competent construction health and safety advice  

Are they an employee of your company? Yes or No 
Name  

If your company undertakes construction related 
work covered by the CDM regulations you must 
have access to competent construction advice. 
State whom that person or organisation is. 

Contact details  

Describe their health and safety qualifications; 
experience or relevant training that enables them to 
undertake this responsibility. 

 

You should include their CV. 
 Please tick the box to confirm supporting information is included in your SIP.  
We accept small companies may not have ongoing construction advice available to them but would employ an adviser 
before the work is started. It would also be acceptable to negotiate an agreement for competent construction advice to be 
made available to them through the client or main contractor before and during the work. If this is what your company 
proposes you should make a simple statement to that effect in the box below. 
 Your statement:  
 
ACCESSING INFORMATION ABOUT HEALTH AND SAFETY. (SME’S ONLY) 
As an employer you must be make yourself aware of changes in health and safety that may affect your business such as 
new or amended regulations. The assessor will find this information helpful when deciding how you do this.   
Please describe any sources you use to get health and safety information such as trades associations, internet 
sites, newsletters or publications. 
 
 
 
 

1. POLICY STATEMENT. 
Here, the assessor wants proof senior management have a firm and clear commitment to provide a safe and healthy 
working environment.  
You must include a signed and dated copy of your policy statement (sometimes call the “statement of intent”) 
 Please tick the box to confirm supporting information is included in your SIP.  
You should describe here how you tell your employees about your policy.  
 
 
 
Where is your policy statement displayed?  
 
 
 
 

2. ORGANISATION FOR HEALTH AND SAFETY.   
In this section, the assessor wants to see your company has assigned health and safety duties and responsibilities in a 
clear and understandable manner.  
You must include your organisation for managing health and safety (often referred to as duties and 
responsibilities). You should also include your organogram if you have one.  
 Please tick the box to confirm supporting information is included in your SIP.  
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3. HEALTH AND SAFETY TRAINING INCLUDING INFORMATION AND INSTRUCTION. 
In this section the assessor wants written and documented evidence there is a continuing health and safety training 
culture in your company. They want evidence any training given is relevant to your employee’s work and meets their full 
(health and safety) training needs. The training will reflect the work you do and the equipment you use. Safety training 
includes both formal and informal training and will include CSCS, CITB training, safety awareness and non-formal 
training such as toolbox talks. You must include comprehensive health and safety training records for employees 
and managers. (Small companies may have certificates of attendance rather than formal records). You should 
provide evidence of any induction training given to employees in the past.  
 Please tick the box to confirm supporting information is included in your SIP.  
Tell us briefly about any health and safety handbooks or written instructions you have issued to your employees 
and when: 
 
 
 
Describe the health and safety training given to Managers and workers in the last three years. The training must 
reflect your work and the equipment used by your company.  (Send copies of certificates of acceptance or 
attendance, or details of the training provider). Provide on separate pages if necessary.  
Managers 
 
 
 
Workers 
 
 
 
 Please tick the box to confirm supporting information is included in your SIP.  
 
3A. (TO BE COMPLETED BY CONSTRUCTION COMPANIES ONLY).  
TRAINING AND QUALIFICATION REQUIREMENTS.   
In this section the assessor wants evidence you have provided relevant construction training and employees and 
managers have suitable qualification to allow them to work on a construction site. These are described in the CDM ACoP. 
You can include any action plan details you may have for future training of your employees and managers.  
You must provide relevant evidence to support the details provided in your response 
 Please tick the box to confirm supporting information is included in your SIP.  
Training and qualification requirement  Notes  Response 
Employees: What is the number or 
percentage of people in your company 
who have passed a construction health 
and safety assessment?  

For example the CSCS touch 
screen test (including affiliated 
schemes) or the CCNSG 
safety passport scheme. (Or 
equivalent). The number of 
employees who have 
completed relevant S/NVQ. 

 

You should provide a copy of your CSCS certificate of commitment (Blue, silver or gold). 
Site managers: What number of your site 
managers have had specific construction 
related training?   

For example the Construction 
skills CITB site management 
safety training scheme 
certificate or equivalent. 

 

 Please tick the box to confirm supporting information is included in your SIP.  
 
 
 

4. MONITORING, AUDIT AND POLICY REVIEW.  
In this section the assessor wants evidence your company checks, audits and reviews safety performance and goals. 
This may include audit results or reports, dates of policy, standards and goal reviews and results of inspections on sites. 
You should include any action plans you have made to remove problems or issues highlighted.  
You should provide examples of site or workplace inspections including resulting actions plans. 
 Please tick the box to confirm supporting information is included in your SIP.  
Please describe how your company undertakes formal reviews of H&S performance. 
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5. CONSULTATION - WORKFORCE INVOLVEMENT.   
In this section the assessor wants evidence you meet your duty to consult with your employees on issues about health 
and safety. You will have to do this through one or both regulations (Safety Committee and Safety Representatives 
Regulations 1977 or the Consultation with Employees Regulations 1996) and show you consult rather than tell.   
You should include your documented consultation arrangements. Include records of safety meetings or 
committees, records of risk assessments reviews that have involved employees, any letter of appointment for 
trades union representatives. Provide examples of your last two safety committee minutes, notes of meetings, 
letters or other evidence of how you consulted with your employees.  
 Please tick the box to confirm supporting information is included in your SIP.  
If you do not have formal arrangements for consultation you should explain here why not and include a 
description of how you consult including any action plan you have to improve consultation. 
 
 
Please describe any special arrangements you may have to ensure you involve your entire workforce especially 
those who may have little or no understanding of English. 
 
 
 

6. ACCIDENT REPORTING.  
In this section the assessor wants evidence you have satisfactory arrangements for reporting accidents and 
incidents under RIDDOR. Your arrangements should ensure timely and accurate reporting of accidents 
including reports to enforcement authority within prescribed time-scales. There should be evidence of 
investigation of accidents. The assessor will review your accident statistics to ensure an accident or incident-
reporting culture exists.  
Your arrangements will describe how employees report accidents, how managers investigate them and how an 
enforcement authority is told about the accident if necessary.   
You must provide three years accidents statistics for employees including labour only. 
 
Accident Statistics 
Year Fatal Major Injury or 

“Over 3-Day” 
Non-

Reportable 
Dangerous 

Occurrences 
Reportable 
ill-health 

Near Misses 

This year       
Last year       
Year before last       
 

Explain briefly about two accidents investigated and what actions, if any, arose from those investigations. 
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7. RISK ASSESSMENTS LEADING TO A SAFE METHOD OF WORK.   
This section is an important part of the assessment as risk assessment underpins effective safety management. (The 
principles of risk assessment are the same irrespective of the hazard). The risk assessment examples you provide must 
be representative of all the work your company undertakes. Generic assessments are acceptable but there should be 
evidence of how they were made job or project specific. The worked examples should include assessments for dangerous 
substances, manual handling, noise, working at height, working in confined spaces, and work with machines and 
electrical equipment (some of these may not apply to your company). At least one example should show non-routine 
emergency actions and implications for others such as contractors, visitors or clients. You should provide evidence of how 
the risk assessments have led to a safe method of work. The assessor will judge whether the examples provided are 
relevant, “belong” to the company and are “suitable and sufficient”. 
The arrangements section of your policy should provide much of the information the assessor seeks. However, 
you must provide a reasonable number of examples of risk assessments and safe systems of work relevant to 
your work and the hazards your employees face.  
 Please tick the box to confirm supporting information is included in your SIP.  
If your company uses a non-employee to do the risk assessments please explain, in your own words, why this is 
and how the arrangement works. 
 
 

 

8. HEALTH SURVEILLANCE.  (If health surveillance is not applicable to your company, state “Not Applicable” in 
the box below).  
This question applies to companies whose business exposes their employees to hazards such as lead, asbestos, noise, 
vibration or certain chemicals and dusts. It will be clear to the assessor from the work you undertake, whether it applies to 
your company.  The assessor wants evidence you have surveillance arrangements described that protect the health and 
safety of your employees (and others).  
If your business needs health surveillance the assessor will identify from the policy arrangements what you have 
put it in place. If you think it would be helpful, please summarise your arrangements in your own words in the 
box below. 
 
 
 

9. ASBESTOS. (If asbestos is not applicable to your company, state “Not Applicable”).    
The Control of Asbestos Regulations 2006 require mandatory information, instruction and training for anyone liable to be 
exposed to asbestos fibres at work (regulation 10). This includes maintenance workers and others who may touch or 
disturb asbestos (for example cable installers) as well as those involved in asbestos removal work. The assesor seeks 
evidence this training is provided and suitable. Describe what instructions, information or training you give, when 
and by whom.  
 
 
 

10. FIRST AID.    
In this section the assessor wants evidence you have acceptable provision for first aid cover with arrangements for giving 
it when needed. What a "reasonable number" of first aid people are will depend on your business and number of 
employees. The assessor will form a judgement on this or ask you for your risk assessment.  
Providing first aid in your workplace will depend on the work you do, where your employee’s work and how 
many employees you have. The arrangements section should describe what you have done about providing first 
aid cover.   
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11. SUBCONTRACTOR:   
In this section the assessor wants evidence all contractors or consultants used by your firm have their corporate 
competence assessed to the same standard used by CHAS. Your assessment procedure can be different but must reflect 
the CDM core criteria and associated industry standards required by the CDM 2007 ACoP. (Or the relevant best practice 
for a non-construction company or consultant). 
The key here is an insistence on your contractors or consultants assessing any further contractors or consultants they 
employ, to at least the same standard achieved through the two stages outlined in the industry guidance supporting CDM.  
You must include with your application worked examples of a contractor assessment and the standards you 
assess to. 
 Please tick the box to confirm supporting information is included in your SIP.  
 
 
What are the H&S qualifications of the person or people who undertake the assessments? 
 
 

 

12. PORTABLE ELECTRICAL EQUIPMENT:   
Most workplaces use portable electrical equipment for one purpose or another. The assessor wants evidence you have 
controlled the risks arising from the use of this equipment.  
You may wish to describe in the box below what your inspection, testing and maintenance regime is. The 
assessor may also look at your procedure or guidance in your arrangements on this subject. 
 
 

 

13. WORK EQUIPMENT:   
Work equipment covers an enormous range spanning process machinery, machine tools, and office machines lifting 
equipment, hand tools and ladders. The assessor wants evidence you have identified all relevant equipment you use 
work purposes. There should be satisfactory arrangements for selecting the right equipment for the job. They will also 
establish you keep that equipment safe through regular maintenance, inspection and if appropriate, thorough 
examination.  
The assessor will look in your arrangements, employee handbook or in specific guidance given to your 
employees where your identify work equipment used in your company. You may wish to describe in the box 
below what your inspection, maintenance and examination regime is 
 
 

 

14. FIRE PRECAUTIONS:   
Your company should complete and keep under review recorded fire risk assessments to prevent fire in the workplace. 
The assessor seeks evidence that such arrangements exist and cover all relevant work areas.  
You must include a worked example or examples of fire risk assessments, in particular for your offices.  You may 
wish to include a description, in your own words, of the arrangements you have for testing your fire alarms, call 
points and evacuation procedure. 
 
 
 Please tick the box to confirm supporting information is included in your SIP.  
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15. (CONSTRUCTION COMPANIES ONLY)  
ACTING IN THE ROLE OF PRINCIPAL CONTRACTOR.  
In this section the assessor wants evidence your company understands all your CDM duties and a demonstration of how 
you comply with them.  
 
You must include the relevant section or sections from your arrangements and an example of a recent 
construction phase H&S plan. You should describe, briefly, below how you provide adequate site welfare 
arrangements: 
 Please tick the box to confirm supporting information is included in your SIP.  
 
 
 
WHAT TO DO NEXT: 
Having completed the questionnaire and got all the supporting documents and evidence (listed below) you should sign 
the declaration (an electronic signature is acceptable). Having done this, please contact us through the website 
(http://www.chas.gov.uk/ContactCHAS.asp) or e-mail to chas.admin@merton.gov.uk and tell us your application is ready. 
We will reply using e-mail to tell you the name of the assessor who will undertake your assessment. This person is a 
practising safety practitioner and trained to our standards. They will complete their assessment within 10 working days 
(after receiving all documents and evidence) and tell you the result in writing. If there are any questions about 
documentation they may contact you by telephone for clarification. If you fail this assessment in part, the assessor will tell 
you what you need to do to comply giving you enough time to address those issues and then resubmit. The resubmission 
is normally free but if, in the assessor’s opinion, the reassessment is likely to take more than thirty minutes, they will 
charge you a £60 + VAT reassessment fee.  
 
SUMMARY OF ENCLOSURES 
When returning your completed questionnaire please ensure you have included all relevant documents. It might 
include the following: 

A copy of CV’s for those providing your competent health and safety advice. 
Health & Safety Policy statement (the statement of intent) 
Organisation for Health & Safety (duties and responsibilities). (Including an organogram if you have one). 
Arrangements for Health & Safety (this could include safety manuals, handbooks, guidance notes, codes of 
practice). 
Health and Safety training – a sample of certificates or training records 
CSCS Certificate of commitment. 
Example or examples of advice provided by your H&S consultant in the last year where applicable 
Adequate and plentiful worked examples of: 

General risk assessments  Noise assessments 
Fire risk Assessments Working at height assessments 
COSHH assessments Hand arm vibration Assessments 

Workstation assessment  
Manual handling assessments  

These examples must be relevant to the work undertaken by your company. 
Where applicable - copies of workplace inspections for  

Offices ……………………………………… 
Workshops ………………………………… 
Sites ……………………………………….. 

Information about enforcement or prosecutions against your company in the last five years. (Include a description 
of any remedial action taken). 
Management reports that address safety issues.  
Minutes or notes of the safety committee. 
Contractor competency assessment procedure. 
Completed example of a contractor assessment. 
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For those registering as a CDM Principal contractor  - An example of a construction phase H&S Plan. 
                                                                                           The relevant arrangements section for CDM. 
A completed action plan that addresses any weaknesses such as training. 

 
A failure to include all the relevant information needed with this application could result in 
failing this assessment.  
 
Declaration (This must be signed before submission).  
 As the Director or Senior Partner (for unincorporated companies) responsible for this 
company or organisation’s health and safety arrangements I confirm that I have either:   
(a) Completed the application myself; or  
(b) Checked the content of the application.  
 
I declare this represents a true reflection of my company or organisation’s safety 
management system at the time of this application.   
 
Signed __________________________  (An electronic signature is acceptable) 
 
(This must be a Director of the company or Senior Partner of the organisation, not a 
consultant working for you).  
 
For and on behalf of  
(Company Registered Name)   
 
Print Name                                           Dated:  
 

 
BY SUBMITTING MY APPLICATION, I AM AGREEING TO A CHAS ASSESSMENT AND TO BE 

INVOICED FOR THE ASSESSMENT FEE 
 

 
 

Request a Dun & Bradstreet D-U-N-S ® Number 

 

If you do not have D&B D-U-N-S number for your business, please complete and send the on-line application form at 
http://www.dnb.co.uk/Forms/DUNS_Request.asp. D&B will respond within ten working days.  

 

There is no charge to obtain the D-U-N-S number for your business. It makes it easier for our customers and suppliers to do business 
with you, CHAS needs every company registered in our database to have this number as it provides a unique identifier that enables us 
to link to other databases such as Constructionline. A D&B D-U-N-S Number is a nine-digit code assigned by D&B to identify unique 
business's separate and distinct operations. 

 

If you do not have a number please make your application to D&B and let us know what it is once it has been assigned. Please do 
not allow this to delay your application to CHAS, just let us know what the number is when you get it. 
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IT IS IMPORTANT YOU READ THE 
INFORMATION ON THIS PAGE 

There is significant concern about damage to our environment due to climate 
change and other impacts.  CHAS and its hundreds of client users are committed 
to maintaining and improving our environment by asking contractors and 
consultants to demonstrate they have basic procedures that will help to protect it. 
 
As part of a national pilot project we would like you to complete this 
questionnaire in addition to your CHAS application. Whilst it is voluntary at this 
stage it may become compulsory in September 2008. You will only have to do 
this once but of course keep it up to date as your environmental management is 
improved. This allows you to demonstrate to clients your commitment to reducing 
adverse environmental impact.  
 
You should keep a copy of your completed questionnaire and keep it up-to-date 
as you make changes and improvements to your environmental management 
system.  (Please e-mail us your newly updated questionnaire 
(chas.admin@merton.gov.uk) at any time and we will arrange for it to be 
uploaded to your database page where our clients can access it). 
 
Our CHAS assessor will not form a judgement about the information you provide 
here but a client user may refer to it in a prequalification or tender assessment. 
At this point they may seek evidence the information you provide is accurate.  
 
You should not put off your application to us because of this 
questionnaire. We understand you may not have adequate arrangements 
for environmental management in place now but what you must do is 

Please include clear and concise supporting information with your
answers. Simple ‘yes’ or ‘no’ answers are unlikely to be enough. 
 
You should keep a copy of this questionnaire for your records 
and keep it up-to-date as changes or improvements are made 
to your environmental management procedures. (You are 
welcome to e-mail (chas.admin@merton.gov.uk) any changes 
t thi ti i d t d)
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Company Name  
Main areas of Work  
Is your company ISO 14001, BS 8555 
or EMAS certificated/registered?  

 If ‘yes’, state the date 
of certification  

 

Does you company have any licences or other 
approval relevant to environmental issues (e.g. 
waste carrier’s licence, ‘Part L’ approved)?  

 

Who is responsible for environmental issues in your 
company?  

 

What is their telephone number?  
   

  1a).  Do you have a policy and arrangements for dealing with environmental issues?     
 

Yes/No (indicate which) 
 

           If so, please indicate below how it can be obtained. 
 
 
 

For guidance place your cursor here 
 
1b). We have access to competent advice on environmental issues.    

Yes/No (indicate which) 
 

Please indicate below whether it is provided from an internal or external person. 
 
 
 

For guidance, place your cursor here  
 
The following questions seek information about specific company procedures for 
environmental improvement. Please leave only the most accurate description of your 
procedures for each of the issues (and remember to justify your answer). 

 
1c). We involve our employees to help ensure good environmental performance: 

 
continually, often, rarely or never (delete all except one) 

 

Justification  
 

For guidance, place your cursor here  

 
PRODUCTS AND SERVICES 
 

2a). Our procedures aim to reduce waste materials from our products/services.  
 

continually, often, rarely or never. (Delete all except one)   
 

Justification  
 

For guidance, place your cursor here 
 

2b). Our procedures aim to reduce the energy requirements of our products/services;  
 

continually, often, rarely or never. (Delete all except one)  
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Justification  
 

For guidance, place your cursor here 
 
2c).    We buy some of our materials/energy from ‘environmentally friendly’ sources 
                                                     Yes/No (indicate which) 
 
Justification  
 

For guidance, place your cursor here 
 
CONTROL OF POLLUTION 
 
3a). Our procedures aim to reduce our emissions (other than CO2);  

   
continually, often, rarely or never. (Delete all except one) 

 
Justification 
    

For guidance, place your cursor here 
 

3b).    We have procedures to respond to and mitigate the impacts of any emergencies or 
events that may harm the environment. Yes or No. If YES provide a brief 
description. 

 
 
 

 
LEGISLATIVE COMPLIANCE 
4a).   Does your company identify relevant environmental legislation? Yes/No. If YES 

provide a brief description of how you do this. 
 
 

For guidance, place your cursor here 
4b). Has your company been prosecuted for a breach of any environmental laws in the 

last five years?  Yes/ No. If yes provide brief details including any corrective action 
 
 

 
COMPLAINTS  
5a).        Does your company have a method for dealing with any environmental complaints?    

Yes or No? If YES provide a brief description. 
 
 
 

For guidance, place your cursor here. 
 
Important note. Where your company is not taking action on a particular issue you are 
advised to state briefly why and provide details of how you will address them in your action 
plan. 

 
This is our company action plan for the next year:  

Action By Whom  By When  
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Declaration  
  
As the Director or Senior Partner (for unincorporated companies) responsible for our 
environmental management, I confirm I have either:   
(a) Completed the application myself; or  
(b) Checked the contents of this application.  
 
I declare it is a true reflection of our commitment to environmental management.   
Insert Name and Position                                      An electronic signature is acceptable 
 
(This must be an employee of the company or organisation and not a consultant working for 
you). 
Insert Date_____________________ 
 

 
 If you want help with environmental legislation: Click on NETREGS below: 

 
 

and  
 

 

Envirowise offers UK businesses free, independent, confidential advice and support on practical 
ways to increase profits, minimise waste and reduce environmental impact 
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Please note that these versions of CHAS assessment questionnaires are for information only 
and were current at the time this Policy was published. For the latest version of these 
documents please go to: http://www.chas.gov.uk/ 
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  The Contractors Health and 

Safety (CHAS) Assessment 
Scheme. 

 Appendix 2B 
CDM 2007 

 
H&S Evaluation Questionnaire 
for those employing fewer than 

5 people. 
Includes Environment 

Questionnaire at page 5 

This questionnaire is to be completed by contractors or consultants (except Designers 
under CDM) who employ fewer than five people. It reflects the requirements of the revised 
CDM regulations. 
 
While you are not required to have your health and safety policy and arrangements in 
writing you must still be able to demonstrate your commitment to health and safety and 
management of it, to a potential client.  
 
It is good practice to have a policy and arrangements using the free HSE guide called “An 
introduction to health and safety” (IND (G) 259 available from HSE Books and we 
commend this to you. 
 
Our clients expect you to provide information but not at the same scale as they would for a 
larger organisation. The assessor will always discuss issues with you if they think it would 
be helpful but please remember this must be at their convenience rather than yours.  
 
Please ensure you send all information asked for and include relevant documents. You 
should keep a copy of the completed questionnaire (as a Word document if possible) for 
reference and future reapplications.  
 
Some sections of the questionnaire and their subsequent assessment relate specifically to 
construction related work and this is made clear where it applies. 
 

 
THE PERSON RESPONSIBLE FOR H&S IN YOUR COMPANY IS STRONGLY ADVISED 

TO TAKE THE TIME TO EITHER COMPLETE THIS QUESTIONNAIRE OR REVIEW IT 
BEFORE SIGNING AND SENDING IT TO US. 
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Your Company, Business or Trading 
Name 

What is your address? 

  

How many direct employees do 
you have? 
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 If the number of employees you have increases to 5 or more, you must 
inform CHAS straightaway. 

What is your telephone 
number?  

 What is your e-mail 
address? 

 

What is your name?  
List the type or types of work your company 
does. 

 

What is your D&B D-U-N-S® Number?  
Read Note 1 on the next page. 
Where do you get your competent (corporate) health and safety advice? This is to meet the duty you have in the 
Management of H&S at Work Regulations. (Regulation 7). It is important you read note 2 on the next page. 
What is their name and contact details if they are from outside 
your business? 

 

What are their health and safety qualifications, if any? Read note 2.  

If your work is construction related, tell us where you get competent (construction) health and safety advice? This is to 
meet the duty you have in the Construction (Design & Management) Regulations. Please read note 3 on the next page. 
What is their name and contact details if they are from outside 
the company? 

 

What are their health and safety qualifications, if any? Read Note 3.  

Please provide details (on a separate sheet if needed) of any enforcement notices or prosecutions served on your company 
in the last five years by the HSE or Local Authority. (Please note we check the HSE prosecution databases). A prosecution or 
enforcement notice will not debar your company from placement on the database but a failure to tell us of one will). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
BY  SUBMITTING  MY  APPLICATION,  I  AM  AGREEING  TO  A  CHAS  ASSESSMENT  AND  TO  BY SUBMITTING MY APPLICATION, I AM AGREEING TO A CHAS ASSESSMENT AND TO

BE  INVOICED  FOR  THE  ASSESSMENT  FEEBE INVOICED FOR THE ASSESSMENT FEE

THIS IS MY COMPANY'S COMMITMENT TO HEALTH AND SAFETY: 
 To provide adequate control of the health, safety and welfare risks arising from our work 

activities which may affect employees or others 
 To consult with our employees on matters affecting health and safety 
 To provide and maintain safe plant and equipment 
 To ensure safe handling and use of substances 
 To provide information, instruction and supervision for employees 
 To ensure all employees are competent to do their tasks, and to give them adequate 

training 
 To prevent accidents and cases of work related ill health  
 To maintain safe and healthy working conditions 
 To ensure sufficient funds are available to implement this statement; and 
 To review and revise this statement as necessary at regular intervals not exceeding 12 

months. 
             Signed    Date 
            Position      

EVIDENCE TO BE SUBMITTED 
When you return this application you should supply the supporting documents listed below. The documents must be relevant to the type of 
work you do.  

SUBMITTED Y / N 
Risk assessment / Safe systems of work / Method statement  (Further information is at note 4 on the next page).  
Sample copies of training certificates or records for all employees (Further information is at note 5).   
COSHH assessments* (Further information is at note 6).  
Details of how sub-contractors are assessed for competency* (Further information is at note 7).  
Details of information, instruction and training provided for your employees who may be exposed to asbestos or suspected 
asbestos. Note 8. 

 

                                             50



Note 1. D&B D-U-N-S Number  

If you do not have D&B D-U-N-S Number for your business, please complete 
and send the on-line application form at 
http://www.dnb.co.uk/Forms/DUNS_Request.asp. D&B will respond within ten 
working days.  
 
There is no charge to get a D-U-N-S number for your business. It makes it 
easier for our clients and suppliers to do business with you; CHAS wants 
every company registered in our database to have one of these numbers as it 
provides a unique identifier for linking databases such as Constructionline. A 
D&B D-U-N-S Number is a nine-digit code to identify unique business's 
separate and distinct work.  
 
If you do not have a number please make your application to D&B and when you get it, let us 
know what it is. Do not delay sending in your CHAS application waiting for your D-U-N-S 
number 
 
Note 2. Having access to competent corporate health and safety advice. 
To meet your legal responsibilities in the Management Regulations you must 
appoint "one or more competent people" to help you to comply with your 
duties under health and safety law so you can prevent accidents and ill health 
at work. In practise, as a sole trader or manager you can be that “competent 
person” as long as you are sure you know enough about what you have to do. 
Alternatively, if you employ people you could ask one or more of them to help 
you as long as you give them, enough time and other resources to do the job 
properly. If the risks are complex and you do not have access to competent 
advice in-house, you may appoint a safety consultant to help you.  
 
Note 3. Having access to competent construction health and safety advice. 
The Construction (Design and Management) Regulations 2007 require any 
company or individual involved in construction work to have access to 
competent construction advice. In practise you, one of your employees or a 
third-party (for example a consultant, building safety group or trade 
association), could provide the advice. The provider should have relevant and 
up to date construction experience, knowledge, training or qualification (such 
as the NEBOSH construction certificate or the CITB Site Management Safety 
Training Scheme – or equivalents). If you do not have this advice, the client, 
principal or main contractor, could agree to provide it for you before and 
during the work but the arrangements must be in place before the work 
begins.  
A CHAS client user will ask for evidence you have access to competent 
construction advice before work begins.  
 
GUIDANCE ABOUT THE EVIDENCE YOU MUST TO GIVE WITH THIS APPLICATION. 
 
Note 4. Risk assessment, safe working procedure, or safety method statement 
This evidence will detail those hazards identified and their associated risks for the work you 
carry out. 
You should describe, in your own words, the method or methods you use for ensuring that 
you or your employees work safely because of the risks they face when at work. This may 
include safe working procedure for working at height, safety instructions for using dangerous 
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equipment, what to do if employees discover asbestos or suspected asbestos at work, what 
personal protective equipment they have, such as safety boots, helmets, masks. If you or 
your employees do work at height you must provide evidence of how you have complied with 
the Work at Height Regulations. Please visit http://www.hse.gov.uk/falls/index2.htm for useful 
information about falls from height. 
 
Understanding risk assessment. 
As a company who has fewer than five people working for you, you do not have to have risk 
assessments in writing but you must still assess risk. The only way you can show you have 
done your risk assessment is to provide it in writing for us, or present a safe working plan that 
resulted from the assessment. That again, will have to be in writing.  
 
For small companies such as yours we do not want this to be a bureaucratic exercise, it must 
be practicable and protect people from risks that cause real harm and suffering. We 
recommend you read the HSE book “five steps to risk assessment” and use the tools 
provided in it to do your risk assessment. You can get a copy from the Internet at 
http://www.hse.gov.uk/pubns/indg163.pdf and visit the HSE web site at 
http://www.hse.gov.uk/risk/index.htm where there are some useful examples of completed 
risk assessments.  
 
Note 5. Sample copies of training certificates/ records for all levels of employees  
Whether you or your employees need any specific health and safety training will depend on 
the work you carry out.  (H&S) training may include formal and informal types of training. You 
can provide details such as CSCS, CITB training, safety awareness and non-formal training 
such as toolbox talks provided for you or your employees. If you are a construction 
company, you must provide evidence of relevant CSCS (or equivalent) qualification. 
 
Note 6. COSHH assessments  
You should explain how your company identifies, uses and stores dangerous substances, 
which may also include dusts, vapours and bacteria for example. Following the manufacturers 
instructions for use and storage on products you have identified as very low risk may provide 
safe use but you must be able to explain why this is the case. When using other hazardous 
substances that have risks in their use, you will need a formal assessment (for example using 
the COSHH Essentials web site or having someone else do them for you). Go to 
http://www.hse.gov.uk/pubns/indg136.pdf for more information about COSHH. 
 
Note 7. Assessing a subcontractor or subconsultants competency 
If you use subcontractors it is important you ensure they have the competence and skills to 
undertake the work you are employing them to do. If they are a new subcontractor you may 
take up references, check training and skills certification, look at examples of previous work. 
Checking they are already registered with schemes such as ours.  Having used a 
subcontractor over a long period during which they have had a good safety record may be 
enough. 
 
Note 8. Asbestos. 
If there is even the smallest risk for your employees to come across asbestos 
or suspected asbestos products during the course of their work they must be 
given relevant instructions about what to do if they find it and adequate 
training to help them to identify it. 
 
To give you every opportunity of achieving approval, you should get a copy of 
the free Health and Safety Executive booklet entitled, "Publications in Series". 
This booklet identifies useful guidance documents, approved codes of practice 
and various leaflets. You will then be able to select and get relevant 
publications that will provide you with all the information needed enabling you 
to comply with your statutory duties. The booklet is available from: 

HSE Books,  
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PO Box 1999,  
Sudbury,  
Suffolk.  
CO10 2WA. 
Telephone: 01787 881165 
Fax: 01787 313995 
E-mail: hsebooks@prolog.co.uk

You can also download some of them, free, from www.hsebooks.co.uk
You can get free health and safety from: 
HSE Infoline: Tel: 08701 545500 (fax) 0920 859260 or write to HSE 
Information services at Caerphilly Business Park, Caerphilly CF83 3GG 
Other useful web sites:  www.hse.gov.uk where many other free leaflets 
are available. 

http://www.opsi.gov.uk/legislation/about_legislation.htmWeb based legislation  
(free downloads) 
 
The following list of information sources is an example (not an exhaustive list) 
of documents available. The information provided here is correct as far as we 
know but is subject to change and therefore should not seen as accurate and 
up-to-date.  
Further information sources for free HSE booklets  
IND (G) 275 “Managing Health and Safety - Five steps to success” (free) ISBN 07176 21707 
IND (G) 345 “Health and Safety training: What you need to know”  (free) ISBN 0 7176 21375  
IND (G) 259 Rev1 “An Introduction to Health and Safety: Health and Safety in Small Businesses – What you 
should know and where to get more information”  (free) ISBN 07176 26857 
IND (G) 163 Rev2  “Five Steps To Risk Assessment” (free) ISBN 07176 6189x 
HSE 31 “RIDDOR explained” (free) ISBN 0 7176 24412 
IND (G) 136 Rev3 “COSHH: A Brief Guide to the Regulations (free) ISBN 0 7176 29821 
 
 
WHAT YOU MUST DO NEXT  
When you have completed this application which you got from the CHAS website, 
please contact the CHAS scheme administrator (chas.admin@merton.gov.uk) to ask 
for the address and details of the next available accredited assessor who will do the 
audit. 
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ENVIRONMENT QUESTIONNAIRE  
FOR COMPANIES EMPLOYING FEWER THAN 

FIVE PEOPLE.  
 

IT IS IMPORTANT YOU READ THIS 
COVERING PAGE. 

There is significant concern about damage to our environment due to climate 
change and other impacts.  CHAS and its client users are committed to 
maintaining and improving our environment by asking contractors and 
consultants to demonstrate they have basic procedures that help to protect it.  
 
As part of a national pilot project you are required to complete this questionnaire 
in addition to your CHAS application. This is voluntary at this stage but may 
become compulsory in September 2008. You will only have to do this once but of 
course keep it up to date as your environmental management is improved. This 
allows you to demonstrate to clients your commitment to reducing adverse 
environmental impact.  
 
Updates to this questionnaire can be sent by e-mail to 
chas.admin@merton.gov.uk at any time.  We will update your record to reflect 
the change 
 
Our assessor will not form a judgement about the information you provide but a 
client user will refer to it in a prequalification or tender assessment. At this point 
they may seek evidence the information you provide is accurate.  
 
You should not put off your application to us because of this 
questionnaire. We understand many of you will not have adequate 
arrangements for environmental management in place now but what you 
must do is demonstrate through your action plan what you are going to do 
and when.  
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Please include clear and concise supporting information with your 
answers. Simple ‘yes’ or ‘no’ answers are unlikely to be enough. 
 
You should keep a copy of this questionnaire for your records and keep it up-
to-date as changes or improvements are made to your environmental 
management procedures. (You are welcome to e-mail 
(chas.admin@merton.gov.uk) any changes to this questionnaire so we can 
update your record). 
  

Company Name  
Main areas of 
Work 

 

Is your company ISO 14001 
or BS 8555 certificated? 
Place your cursor 

If ‘yes’, state the 
date of 
certification  here  

  

Does you company have a licence or 
other approval relevant to 
environmental issues (e.g. waste 
carrier’s licence, ‘Part L’ approved)? 
Place your cursor 

 

here  
Who is responsible for environmental 
issues in your company?  

 

Please provide your contact telephone 
number 

 

 
  1). We have access to competent advice on environmental 

issues.    
Yes/No (indicate which) 

 
Please indicate below who provides this advice. 

 
 
 

For guidance, place your cursor here  
 
The following questions seek information about your procedures 
for environmental improvement. Please leave only the most 
accurate description of your procedures for each of the issues 
(and remember to justify your answer). 
 
YOUR PRODUCTS AND SERVICES 
2a). We take steps to reduce waste materials from our 

products/services.  
 

continually, often, rarely or never. (Delete all except one)   
 

Justification  
 

For guidance, place your cursor here 
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2b). We take steps to reduce the energy requirements of our 
products/services;  

 
continually, often, rarely or never. (Delete all except one)  

 
Justification  
 

For guidance, place your cursor here 
 
CONTROLLING POLLUTION 
3a). Our working methods control emissions to air and water;  

   
continually, often, rarely or never. (Delete all except one) 

 
Justification 
    

For guidance, place your cursor here 
 

 
LEGISLATIVE COMPLIANCE 
4a).   We know how to identify which environmental laws apply to us 

Yes/No. If YES provide a brief description of how you do 
this. 

 
 

For guidance, place your cursor here 
4b). Have you or your company been prosecuted for a breach of any 

environmental laws in the last five years?  Yes/ No. If yes 
provide brief details  

 
 

 
COMPLAINTS  
5).        Does your company have a method for dealing with any 

environmental complaints?    Yes or No? If YES provide a 
brief description. 

 
 
 

For guidance, place your cursor here. 
 
Important note. Where your company is not taking action on a 
particular issue you are advised to provide details of how you will 
address them in your action plan. 

 
This is our company action plan for the next year:  

Action By Whom  By When  
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Declaration  
  
As the Director or Senior Partner (for unincorporated companies) 
responsible for our environmental management, I confirm I have 
either:   
 
(a) Completed the application myself; or  
(b) Checked the contents of this application.  
 
I declare it is a true reflection of our commitment to environmental 
management.   
 
Insert Name and Position                                      An electronic 
signature is acceptable 
 
(This must be an employee of the company or organisation and not a 
consultant working for you). 
 
Insert Date_____________________ 
 

 
 If you want help with environmental legislation: Click on NETREGS 
below: 

 
 

and  
 

 
Envirowise offers UK businesses free, independent, confidential 
advice and support on practical ways to increase profits, minimise 

waste and reduce environmental impact. 
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APPENDIX 3 : Internal Contractor Assessment Form (ICAF)

1. General Information: 
 
Company Name: No of Employees 
 (Including Directors 

 and Apprentices) 
 

Contact Name: 
 
Registered Company Address 
 
 
  
Telephone number 
  
Fax No: 
  
E-mail Address 
  
  
Company Registration Number: 
  
Correspondence Address (if different from above) 
 
Date of Application 
 
Type of work applied for 
 
 
Companies main activities (if different from above) 
 
 

Yes/No Are you a sole trader ? 
Yes/No Are you a partnership ? 
Yes/No Are you a limited company ? 
    
Yes/No Is there a holding or associated company 

If you are a partnership or sole trader, please provide the name of the Principal(s) 
 
 
If there is a holding or associated company, please provide details 
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2. Health and Safety Competence: 
 
2.1 Please give details of the “competent person” (as defined in the management of 

Health and Safety Regulations 1999) in your company or external who provides 
you with health and safety advice. 
 
 
 

2.2 If you do not have a competent person as requested in 2.1 please describe how 
you obtain health and safety advice/information. 
 
 
  

2.3 If your company uses contractors, please outline the systems in place to check 
their health and safety competence 
 
 
 

2.4 Outline the procedures you company has established to be followed if serious 
or imminent dangers are to arise on site.  Include fire, first aid and incident 
reporting procedures 
 
 
 

2.5 Is your company a member of any trade  health and safety association – e.g. 
CORGI, NICEIC YES/NO. If yes please supply details  
 
  

 
 
 
 
3: Risk Assessment 
 
3.1 What arrangements does your company have for carrying out risk 

assessments, implementing actions and informing staff of control measures. 
 
 
 

3.2 Have you carried out the following assessments ? 
  
General risk assessments    YES/NO  
Hazardous substances assessments 
Noise assessments and/or vibration assessments YES/NO 
Manual handling assessments   YES/NO 
Work at Heights     YES/NO 
Building risk assessments    YES/NO 
  
Please attach generic or specific risk assessments relevant to the type of work 
being applied for. 
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4.Training 
 
4.1 Give details of the system your company has for identifying health and  safety 

training needs not covered by the above and provide details of course content 
and training provider. 
 
 
 
 

4.2 Provide details and sample certificates of training courses, safety awareness 
and non formal training. 
 
 

4.3 Do employees receive induction and / or safety training before actually 
undertaking work tasks ? 
 
 
 

 
 
5. Subcontractors 
5.1 Give details how subcontractors are assessed for competency. 

 
 
 

 
 
6. Health and Safety Executive Prosecutions or Notices 
6.1 Please enclose details of prosecutions or notices served on your company by 

the Health and Safety Executive. 
 
 
 

 
 
 
7. Financial Information 
 
7.1 Please give details of Employer’s Liability Insurance held 

Insurer: 
Policy No: 
Extent of cover: 
Expiry Date: 
 

7.2 Please give details of Public Liability Insurance held 
Insurer: 
Policy No: 
Extent of cover: 
Expiry Date: 
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8. Health and Safety Commitment 
MY COMPANY’S COMMITMENT TO HEALTH AND SAFETY 

  
                To provide adequate control of health, safety and welfare risks arising from 

our work activities which may affect employees or others 
  

                To consult with our employees on matters affecting health and safety 
  

                To provide and maintain safe plant and equipment 
  

                To ensure safe handling and use of substances 
  

                To provide information, instruction and supervision for employees 
  

                To ensure all employees are competent to  do their tasks, and to give them 
adequate training 

  
                To prevent accidents and cases of work related ill health 

  
                To maintain safe and healthy work conditions 

  
                To ensure sufficient funds are available to implement this statement; and 

  
                To review and revise this statement as necessary at regular intervals not 

exceeding 12 months 
  
  
Declaration 
  
I/we certify that the information supplied is accurate to the best of my/our knowledge 
and I/we accept the conditions and undertakings requested in the questionnaire.   If 
the number of persons employed by my company increases beyond five for any 
reason I will inform the council immediately and apply for CHAS registration.  I/we 
understand that false information could result in my/our exclusion from any invitation 
to carry out work for the council in the future. 
  
Name: ____________________  Signature: ___________________ 
  
  
Position: __________________  Date: ___________________
 
 
 
 
___ 
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Appendix 4: Summary of Roles under CDM 07. 
 

Roles All construction projects 
(Part 2 of the Regs) 

Additional duties for notifiable 
projects (Part 3 of the Regs) 

 Appoint CDM Co-ordinator  Clients (excluding 
domestic clients) 

 Check competence 
and resources of all 
appointees 

 Appoint Principal 
Contractor 

 Make sure that the 
construction phase does 
not start unless there are 
welfare facilities and 
construction phase plan in 
place 

 Ensure there are 
suitable management 
arrangements for the 
project including 
welfare facilities 

 Allow sufficient time 
and resources for all 
stages 

 Provide information relating 
to the H&S file to the CDM 
Co-ordinator  Provide pre-

construction 
information to 
designers and 
contractors 

 Retain and provide access 
to the H&S file 

[CDM Co-ordinator and Principal 
Contractor must remain until end 
of construction phase] 
 

CDM Co-ordinators   Advise and assist the client 
with their duties 

 Notify HSE 
 Co-ordinate H&S aspects 

of design work and co-
operate with others 
involved with the project 

 Facilitate good 
communication between 
client, designers and 
contractors 

 Liaise with Principal 
Contractor regarding 
ongoing design 

 Identify, collect and pass 
on pre-construction 
information 

 Prepare/update H&S file 
 

Designers  Eliminate hazards and 
reduce risks during 
design 

 Check client is aware of 
duties and CDM Co-
ordinator has been 
appointed  Provide information 

about remaining risks  Provide any information 
needed for the H&S file 

 
Principal Contractors 
(continues overleaf) 

  Plan, manage and monitor 
construction phase in 
liaison with contractor  

  Prepare, develop and 
implement a written plan 
and site rules (initial plan 
completed before the 
construction phase begins) 

 
 
Principal Contractors 
(continued) 

 Give contractors relevant 
parts of the plan 

 Make sure suitable welfare 
facilities are provided from 

   
 

50                                             62



the start and maintained 
throughout construction 
phase 

 Check competence of all 
appointees 

 Ensure all workers have 
site inductions and any 
further information and 
training needed for the 
work 

 Consult with the workers 
 Liaise with CDM Co-

ordinator regarding 
ongoing design 

 Secure the site 
 
 Check client is aware of 

duties and a CDM Co-
ordinator has been 
appointed and HSE notified 
before starting work 

Contractors  Plan, manage and 
monitor own work and 
that of workers 

 Check competence of 
all their appointees and 
workers  Co-operate with Principal 

Contractor in planning and 
managing work, including 
reasonable directions and 
site rules 

 Train own employees 
 Provide information to 

their workers 
 Comply with the 

specific requirements 
in Part 4 of the 
Regulations 

 Provide details to the 
Principal Contractor of any 
contractor whom he 
engages in connection with 
carrying out the work 

 Ensure there are 
adequate welfare 
facilities for their 
workers 

 Provide any information 
needed for the H&S file 

 Inform Principal Contractor 
of problems with the plan 

 Inform Principal Contractor 
of reportable accidents, 
diseases and dangerous 
occurrences 

 
Everyone  Check own competence 

 Co-operate with others and co-ordinate work so as to ensure 
the H&S of construction workers and others who may be 
affected by the work 

 Report obvious risks 
 Comply with the requirements in Schedule 3 and Part 4 of the 

Regulations for any work under their control 
 Take account of and apply the general principles of 

prevention when carrying out duties 
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APPENDIX 5:  
 

SDC CLIENT DUTIES – Non-Notifiable and Notifiable Projects 
 

Check list to confirm Client compliance with CDM Regulations  
especially prior to signing notification 

Form F10 (Notifiable). 
 
Property:  
Project:  
Project Client Officer:   
Project CDM Coordinator:  
Date appointed:  
 Project Lead Designer:  
Date appointed:  
Principal Contractor:  
Date appointed: (when appointed)  
 
Proposed Start:    Completion: 
 
 
The Project Client Officer was briefed by the CDM Coordinator/Designer and 
understood the Client duties under CDM Regulations 2007 before detailed 
design work commenced 
– date of briefing meeting/minutes : 

 
General requirements under CDM for Non-Notifiable and Notifiable 

Projects 
 

  
1.  Confirm methodology to check   
competency of Designers, Contractors 
and individuals doing the work. 

 
  
2.  Confirm information about the site 
and/or premises provided in advance of 
the works. 
 
  
3.   What reasonable steps are in place 
to ensure arrangements for managing 
the works and health & safety. 
 
  
4.  Confirm sufficient time and resources 
have been allowed. 
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5.  Confirm ongoing procedures are in 
place to effectively cooperate with 
Principal Contractor to allow them to 
discharge their duties. 
  
7.  Confirm appropriate welfare facilities 
are provided prior to commencement of 
works. 

 
  
8.  Confirm arrangements are in place so 
what is built complies with Workplace 
Health, Safety and     Welfare 
Regulations. 

 
  
9.  Confirm contractor has adequate time 
for planning and preparation between 
their  appointment and start of  works. 

 
  
10.  Confirm arrangements for providing    
information for the Health and Safety at 
the end of the works. 

 
 

 
Additional Specific requirements under CDM for Notifiable Projects 

 
1. Confirm form F10 notifying project has 
been sent to HSE. 

 

 
  
2. Confirm appointment and competence 
of the CDM Coordinator. 
 
  
3.  Confirm appointment and 
competence of the Principal Contractor. 
 
  
4.  Confirm Principal Contractor has 
prepared a suitably developed plan to 
manage health and safety and install 
welfare facilities. 
 
  
5.  Confirm arrangements for providing     
information for the Health and Safety file 
at the end of the works. 
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Signature Designer:  ………………………………………………… 
                        (non-notifiable) 

 
Signature CDM Coordinator:  ………………………………………………… 

(notifiable) 
 
 
 
 

Notes 
 
a.  CDM Coordinator to maintain separate file of information required above 
for audit  
     purposes. 
 
b.  The responses to Questions 1-10 (General) and 1-4 (Specific) should be in 
accordance   
     with the advice principles given in Section 3 of the Regulations. 
 
c.   Notifiable – over 30 days / 500 person days (including supervision). 
 
d. Demolition works require written plan identifying risk / planned sequence 

of work  
before commencement 
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APPENDIX 6: 
 

Standards for health and safety on construction sites 
 
Selby District Council requires that all those in control of construction work 
and/or all contractors working on Selby District Council sites ensure that the 
following standards are in place where applicable: 
 
Safe places of work 
 
• Safe access and egress to all places to and from work and the 

maintenance of such provisions. 
 
• There shall be adequate and suitable working space for any person who 

may work there.  This should take into account any equipment which may 
be present. 

 
Good order and site security 
 
• All construction sites shall be kept in good order and a reasonable state of 

cleanliness. 
 
• All construction sites should have its perimeter identified by suitable signs 

and/or be fenced off.  The level of protection should be in accordance with 
the level of risk. 

 
• No material with any projecting sharp object including nails shall be used 

in any work or be left in any place if they may be a source of danger to any 
person. 

 
Stability of structures 
 
• Steps should be taken where necessary to prevent danger to ensure any 

part or structure, which may become unstable, or in a state of weakness or 
instability due to any construction work does not collapse. 

 
• Any temporary support, structure or buttress, shall be designed, installed, 

maintained to withstand any load which may be imposed upon it.  The 
temporary support structure etc should only be used for its intended 
purpose and no part of that structure should be loaded so as to be unsafe 
to any person. 

 
Demolition or dismantling 
 
• The demolition of any part of, or structure should be planned and carried 

out to prevent or reduce danger to as low a level as reasonably 
practicable.  These arrangements for demolition or dismantling shall be 
recorded in writing before the work begins. 
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Explosives 
 
• Any explosives shall be stored, transported and used safely and securely. 
 
• An explosive charge shall be used or fired only if steps have been taken to 

ensure no person is exposed to risk of injury. 
 
Excavations 
 
• Steps should be taken where necessary to prevent danger to any person 

by providing supports or battering to ensure any part of an excavation, 
does not collapse, or material close to the excavation is dislodged or falls.  

 
• Steps should be taken to prevent any person, equipment, or material 

falling into any excavation. 
 
• Steps should be taken to prevent any excavation or adjacent ground being 

overloaded by work equipment or material. 
 
• No work should be carried out in supported or battered excavations 

unless, anything which affects safety has been inspected by a competent 
person, at the start of the shift, after any event which affects strength or 
stability, after any material falls or is dislodged and the person who carried 
out the inspection is satisfied work can be carried out safely. 

 
• If the person who carries out the inspection informs the person for whom 

the inspection was carried out that there are issues which are not 
satisfactory then work should not be carried out until the issues have been 
satisfactorily remedied. 

 
Cofferdams and Caissons  
 
• Every cofferdam/caisson shall be of suitable design, construction, 

equipped and maintained so workers can shelter or escape if water or 
materials enter. 

 
• A cofferdam/caisson shall not be used unless any work equipment or 

materials which affect safety have been inspected by a competent person 
at the start of the shift, after any event likely to have affected the strength 
and stability and the person who carried out the inspection is satisfied that 
work can be safely carried out. 

 
• If the person who carries out the inspection informs the person for whom 

the inspection was carried out that there are issues which are not 
satisfactory then work should not be carried out until the issues have been 
satisfactorily remedied. 
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Reports of inspections 
 
• Any person who carries out inspections shall before the end of the shift 

within which the inspection was carried out, inform the person for whom 
the inspection was carried out of any issues involved and prepare a report 
in accordance with schedule 3. 

 
• The report or copy shall be provided by the inspector concerned to the 

person requesting the inspection within 24 hours.  
 
• The employer or controller of the person carrying out the inspection shall 

ensure the above requirements are implemented. 
 
• The person for whom the inspection was completed shall keep the report 

or a copy available for inspection at the site/place of work until the work is 
completed and 3 months thereafter. 

 
Plant and Equipment 
 
 All plant and equipment must conform to EU safety standards, and 

would normally have a “CE” mark obvious on the exterior. 
 
 All plant and equipment must be adequately maintained and serviced. 

Users of plant and equipment should make an appropriate inspection 
before use for obvious signs of damage, and defects, and should not 
use equipment if in any doubt as to its safety. 

 
 Users of plant and equipment must be adequately trained or 

supervised to be able to operate plant and equipment safely. 
 
 
Working at Height and Scaffolding 
 
 In general terms, work at height must be avoided where possible, and 

this may include the conducting work at ground level, unless it 
absolutely needs to be undertaken at height. 

 
 If work at height is necessary then work equipment, or other measures 

(e.g. scaffolding toe boards and rails) must be employed to prevent 
falls. 

 
 Where the risk of a fall can not be made negligible, the use of work 

equipment or other measures to minimise the distance and 
consequences of a fall should be employed (e.g. lanyards and airbags). 
Such equipment must be inspected, and serviced in accordance with 
legal requirements and manufacturers guidance. 

 
 It is not possible to give a detailed summary of all requirements related 

to safe scaffolding, however the principal objective is to provide a 
suitable, stable work platform that has been erected by competent 
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personnel. More guidance is available on the HSE website on 
http://www.hse.gov.uk/scotland/infosheet.htm. 

 
Energy distribution installations 
 
• Energy distribution installations shall be suitably checked, located and 

clearly indicated. 
 
• Where there is a risk from electric power cables, they shall be directed 

away from the area of risk, or the power isolated and earthed where 
necessary.  If this is not possible then suitable warning notices and 
barriers for excluding work equipment, or if vehicles need to pass beneath 
the cables, suspended protections or an equivalent level shall be provided. 

 
• No work shall be carried out where there is a risk to health and safety from 

damage or disturbance to an underground service, unless suitable and 
sufficient steps have been taken to prevent such risk. 

 
Prevention of drowning 
 
• Where during construction any person is liable to fall into water or liquid 

and risks drowning steps shall be taken to prevent a person from falling, 
minimise the risk of drowning following a fall, ensure suitable rescue 
equipment is provided, maintained and used so any person may be 
rescued in the event of a fall. 

 
• Steps shall be taken to ensure safe transport of any person conveyed by 

water to or from a place of work.  Any vessel used for this purpose should 
not be overcrowded or overloaded. 

 

   
 

58                                             70



Traffic Routes 
 
• Every construction site shall be organised in such a way that pedestrians 

and vehicles can move safely and without risk to health. 
 
• Traffic routes shall be suitable for persons or vehicles using them e.g. 

sufficient in numbers and size and in suitable positions. 
 
• A traffic route will not be satisfactory unless pedestrian or vehicles can use 

it without causing danger to the health and safety of anyone near it. 
 
• Any door or gate for pedestrian use leading onto a traffic route shall be 

sufficiently separated from the traffic route to allow pedestrians to see 
approaching vehicles or plant from a place of safety. 

 
• There should be sufficient separation between vehicles and pedestrians to 

ensure safety or there are other means provided for protection of 
pedestrians and effective arrangements for warning any person liable to be 
hit by the vehicle in its path. 

 
• Any loading bay should have at least one exit point for the exclusive use of 

pedestrians.  
 
• If any gate provide for the primary use of vehicles is unsafe for pedestrians 

then at least one door clearly marked and free of obstructions should be 
provided in the immediate vicinity of the gate. 

 
• Every traffic route shall be indicated by suitable signs, regularly checked 

and properly maintained. 
 
• No vehicle shall be driven on a traffic route unless that traffic route is free 

from obstruction and permits sufficient clearance. 
   
Vehicles 
 
• Suitable and sufficient steps shall be taken to prevent or control the 

unintended movement of any vehicle. 
 
• Where any person may be endangered by the movement of any vehicle, 

the person having control of the vehicle shall give warning to anyone who 
is liable to be at risk from the vehicle. 

 
• Any vehicle used for construction work shall be driven, operated or towed 

in such a manner that it is safe in the circumstances and loaded so it can 
be used safely. 

 
• No person shall be allowed to ride on any vehicle being used in 

construction work, anywhere but a safe place provided for that purpose. 
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• No person shall be permitted to, or remain on any vehicle during 
loading/unloading of any loose material unless a safe place is provided 
and maintained for that person. 

 
• Adequate measures should be taken to prevent any vehicle from falling 

into any excavation or pit, into water, overrunning the edge of any 
embankment or earthwork. 

 
Preventing risk from fire etc 
 
• Suitable and sufficient steps shall be taken to prevent risk of injury to any 

person during construction work arising from, fire or explosion, flooding or 
a substance liable to cause asphyxiation. 

 
Emergency procedures 
 
• Suitable and sufficient arrangements shall be prepared and implemented 

when required for dealing with any foreseeable emergency and include 
any procedures required for evacuation on the site. 

 
• The arrangements shall take into account the work being undertaken, the 

characteristics, size, number and location of work places on the site, the 
work equipment used, numbers present at any time and the properties of 
any substances or materials which may be used on the site. 

 
• All those to which these arrangements extend shall be made familiar with 

them and they should be tested by putting into affect at suitable intervals. 
 
Emergency routes and exits 
 
• A sufficient number of suitable emergency routes and exits shall be 

provided to enable anyone to reach a place of safety quickly in the event of 
danger. 

 
• An emergency route or exit shall lead as directly as possible to an 

identified safe area. 
 
• Any emergency route or exit shall be kept clear and free from obstruction 

and if necessary provided with emergency lighting in order that it may be 
used at any time. 

 
• All emergency routes or exits shall be indicated by suitable signs. 
 

   
 

60                                             72



Fire detection and fire fighting 
 
• If a work activity may cause a risk of fire then persons should not 

carryout the activity without adequate instruction. 
 
• Suitable and sufficient fire fighting equipment and fire detection and 

alarm systems shall be provided on all construction sites where it required 
in the interest of health and safety. 

 
• The fire fighting equipment, detection and alarm system shall be 

properly maintained and examined and tested at suitable intervals. 
 
• All fire fighting equipment which is not automatic shall be easily 

accessible and indicated by suitable signs. 
 
• All persons on construction sites should be instructed in the use of fire 

fighting equipment, which they may be required to use. 
 
Fresh Air 
 
• Suitable and sufficient steps should be taken to ensure that all approaches 

to, or places of work have fresh or purified air to ensure it is safe and 
without risks to health. 

 
• Any plant used for the above purpose should have an effective device to 

give visible or audible warning of failure of the plant. 
 
Temperature and weather protection 
 
• Suitable and sufficient steps should be taken during working hours to 

ensure the temperature at any indoor workplace is reasonable in relation 
to the use of the workplace. 

 
• Taking into account the purpose of use and any protective clothing or 

equipment provided, every outdoor workplace should be arranged so that 
it provides protection from adverse weather. 

 
Lighting  
 
• Every place of work and approach and traffic route shall be provided with 

suitable and sufficient lighting which shall be by natural light if reasonably 
practicable. 

 
• The colour of any artificial lighting shall not adversely affect or change the 

perception of any sign or signal provided for health and safety purposes. 
 
• Suitable and sufficient secondary lighting shall be provided in any place 

where there would be a risk to health and safety in the event of primary 
artificial lighting failure. 
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Please note that these versions of CHAS assessment questionnaires are for 
information only and were current at the time this Policy was published. For 
the latest version of these documents please go to: http://www.chas.gov.uk/ 

 
Appendix 7: 

 
A CHAS  

Model Construction Contractor 
Competency (Stage 2) Questionnaire 

 

This assessment criterion is based on the principles described 
in the CDM Approved Code of Practise.  

This questionnaire including the information provided in it is designed to reflect the
requirements specified in the Construction, Design and Management Regulations 2007. It
is for use with compliant contractors assessed within the last eighteen to twenty-one
months.  
 
This second stage assessment is likely to take place at the invitation to tender stage of a
procurement process.  
 
For audit purposes you should consider having access to the completed stage 1 (CHAS
assessment) documents. 
 
It is important the person completing this questionnaire on behalf of the client and
company are competent to do so as a failure to answer questions thoroughly and
adequately could result in the company not being considered for the tender. 
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Client Name  Date of Application  
Project Ref or Name  CHAS 

Compliant?   
Yes/No Insert Date  

Contractor Name and 
Address 

 E-mail and telephone 
number of the person 
completing this 
questionnaire. 

 

Note for client: A second stage assessment is not always necessary. You will have to form a view 
on whether the job or project being tendered for warrants a second stage assessment. For 
example, a decorating job in a small office is unlikely to need this assessment but the removal of 
a wall within the office would. CDM Notifiable projects will require this assessment. 
 
TO BE COMPLETED BY THE CLIENT 
1. The client must provide information and any relevant parts of their health and safety policy 
and arrangements that relate to this project or type of work that the contractor is tendering for. 
Listed below are some common examples. 
The following appendices are included for your information: 
Appendix A – Arrangements describing how the client proposes to permit the construction 
phase to commence (for notifiable projects) having ensured suitable welfare facilities, and the 
construction phase plan are in place.   
Appendix B – Pre-construction information for designers and contractors 
Appendix C– Risk assessments or safe systems of work that relate to this project. 
Appendix D – Relevant extracts from our Asbestos Register and the Asbestos Management Plan 
where applicable.  
Appendix E – Relevant information from the H&S File. 
Appendix F – Our permit to work system (where one already exists). 
Note for client: This list is not exhaustive and should be considered carefully. There may 
be other information you have that could be provided. 
2. The following are the arrangements we consider will be used on this contract to ensure co-
ordination and co-operation between you as the contractor or designers and us as the client. 
Note for client: You should describe here what arrangements are needed for the applicant to 
cooperate with others such as the tenant, school staff, and other contractors working on the 
site, any special events that may be planned for the future. 
 
TO BE COMPLETED BY THE CONSTRUCTION CONTRACTOR  
Having checked the CHAS database we have noted your action plan for improvement (or minor 
non-compliances). Please provide evidence that you have addressed these. *Delete if not 
applicable 
Note for Client: You might consider including a copy of the assessors letter or summarise what 
was agreed between them. For example a contractor who has had to review their risk 
assessments having revised their risk assessment methodology may be asked to provide 
examples of what they have done. This should not be excessively bureaucratic asking for lots 
on unnecessary information. 
 
A. EXPERIENCE 
You should give details of no more than three similar projects or work you have undertaken in 
the last three years. Include details of someone who is able to provide health and safety 
references for each of them.  
Client Name Type of Work Date Started Reference (Name, Address and 

Telephone No) 
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Note for Client: These are H&S references, not technical. You should bear in mind that some (newer) 
companies may not be able to provide all three references and in some cases the referee may have 
moved on. A company who has not done this kind of work before can therefore provide satisfactory 
references for other types of work or projects. References may be brief but they should be provided in 
writing. 
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Where there are significant shortfalls in your previous experience, or there are risks associated with the 
project which you have not managed before, provide an explanation of how these shortcomings will be 
overcome. 
 
 
B. CO-OPERATION AND CO-ORDINATION 
You should describe in you own words how you ensured co-ordination and co-operation with 
contractors or designers in past contracts of this type. 
Note for client: This section provides an opportunity for the contractor to build on or propose additional 
or amended arrangements you described earlier because of their past experience with similar clients or 
environments. 
 
C. ACCESS TO COMPETENT CONSTRUCTION ADVICE 
Your CHAS assessment application will describe how your company gets competent construction health 
and safety advice. You should only complete this section if that has changed. Please describe any 
relevant changes in the box below or state “not applicable”. 
Note for Client: It may have been some time since their assessment and this question simply ensures 
the competent advice remains in place. This question may apply equally to non-construction contracts 
too. It will depend on the risks involved.  
 
D. PROVISION OF RESOURCES  
You should give confirmation that you will provide sufficient time and resources for all stages of the 
project. This should include a general description of how you will do this or how you did it in a previous, 
similar job.  
Note for Client: This does not need a lot of detail at this stage but should give confidence the applicant 
has adequate resources to meet all stages of the project. 
 
 
 
E. DESIGNER DUTIES AND COMPETENCE 
If this project or work will involve any design work (described in the CDM approved code of practice) you 
must describe how you will comply with your (regulation 11) duties. 
Note for Client: Designer PQ undertaken by CHAS is specific to architects, civil or structural engineers 
and building surveyors only. We are not able to pre-qualify all those who have design duties under CDM 
therefore it is important where there is a requirement for design work (for example fire alarm or security 
system installation) the contractor is aware of their duties and how to exercise them.  
 
 
 
PLEASE REMEMBER TO REMOVE THE CLIENT NOTES FROM THE QUESTIONNAIRE BEFORE 
SENDING IT TO THE APPLICANT! 
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Please note that these versions of CHAS assessment questionnaires are for 
information only and were current at the time this Policy was published. For 
the latest version of these documents please go to: http://www.chas.gov.uk/ 
 
Appendix 8: 
 
 

We have used two HSE guidance notes “Use of contractors – a joint
responsibility and, Working Together – Guidance on Health and Safety
for Contractors and Suppliers” as the framework for this questionnaire. 
 
IInnttrroodduuccttiioonn    
CHAS scheme members need to satisfy themselves when they appoint a
contractor or consultant – the applicant - they are competent (they have
sufficient skills, knowledge and resources) to do the job safely and without
risks to themselves and others.  
 
In choosing a CHAS compliant contractor a client user has gone a significant
way towards ensuring the contractor or consultant they have selected are
competent because they have demonstrated compliance with, and sound
management of, basic health and safety law.  
 
When inviting a contractor to tender for a specific job or project a client user
must make sure the contractor knows and understands what performance is
expected from them. A client should explain their health and safety
arrangements to the contractor. Show them any applicable procedures they
may use, for example a permit to work system if there is one and ensure the
contractor will act in accordance with it. 
 
Assessing competence at this (second) stage, which would normally be at
invitation to tender, the client should bear in mind the measure of
competence should be proportionate to the risks associated with the work. It
should not be unduly bureaucratic or burdensome asking for unnecessary
information. 
 
For audit purposes you should have access to the completed stage 1 (CHAS
assessment) documents. 
 
 
It is important the person completing this questionnaire on behalf of the client
and applicant are competent to do so. 

 

Model Contractor or 
consultant competency  

Second stage 
questionnaire. For non 

CDM work
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Client Name  Date of Application  
Project Ref or Name  CHAS 

Compliant?   
Yes/No Insert Date  

Contractor Name and 
Address 

 E-mail and telephone 
number of the person 
completing this 
questionnaire. 

 

Note for client: A second stage assessment is not always necessary. You will have to form a view 
on whether the job or project being tendered for warrants a second stage assessment. For 
example, a decorating job in a small office is unlikely to need this assessment but the removal of 
a wall within the office would. A notifiable CDM project most certainly will require this 
assessment. 
 
TO BE COMPLETED BY THE CLIENT 
1. The client must provide information and any relevant parts of their health and safety policy 
and arrangements that relate to this project or type of work that the contractor is tendering for. 
Listed below are some common examples. 
The following appendices are included for your information: 
Appendix A– Risk assessments or safe systems of work that relate to this project. 
Appendix B– Relevant extracts from our Asbestos Register and the Asbestos Management Plan 
where applicable.  
Appendix C – Relevant information from the H&S File. 
Appendix D – Our permit to work system (where one already exists). 
Note for client: This list is not exhaustive and should be considered carefully. There may be other 
information you have that would be appropriate to be provided for the applicant. 
2. The following are the arrangements we consider will be used on this contract to ensure co-
ordination and co-operation between you as the contractor or designers and us as the client. 
Note for client: You should describe here what arrangements are needed for the applicant to 
cooperate with others such as the tenant, school staff, and other contractors working on the 
site, any special events that may be planned for the future. 
 
TO BE COMPLETED BY THE CONTRACTOR OR CONSULTANT  
Having checked the CHAS database we have noted your action plan for improvement (or minor 
non-compliances). Please provide evidence that you have addressed these. *Delete if not 
applicable 
Note for Client: You might consider including a copy of the assessors letter or summarise what 
was agreed between them. For example a contractor who has had to review their risk 
assessments having revised their risk assessment methodology may be asked to provide 
examples of what they have done. This should not be excessively bureaucratic asking for lots 
on unnecessary information. 
 
A. EXPERIENCE 
You should give details of no more than three similar projects or work you have undertaken in 
the last three years. Include details of someone who is able to provide health and safety 
references for each of them.  
Client Name Type of Work Date Started Reference (Name, Address and 

Telephone No) 
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Note for Client: These are H&S references, not technical. You should bear in mind that some (newer) 
companies may not be able to provide all three references and in some cases the referee may have 
moved on. A company who has not done this kind of work before can therefore provide satisfactory 
references for other types of work or projects. References may be brief but they should be provided in 
writing. 
Where there are significant shortfalls in your previous experience, or there are risks associated with the 
project which you have not managed before, provide an explanation of how these shortcomings will be 
overcome. 
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B. CO-OPERATION AND CO-ORDINATION 
You should describe in you own words how you ensured co-ordination and co-operation with 
contractors or others in past contracts of this type. 
Note for client: You should describe here what arrangements are needed for the applicant to cooperate 
with others such as the tenant, school staff, and other contractors working on the site, any special 
events that may be planned for the future. You may wish to add site rules you require the contractor to 
comply with. 
 
C. ACCESS TO COMPETENT HEALTH AND SAFETY ADVICE 
Your CHAS assessment application will describe how your company gets competent corporate health 
and safety advice. You should only complete this section if that has changed. Please describe any 
relevant changes in the box below or state “not applicable”. 
Note for Client: It may have been some time since their assessment and this question simply ensures 
the competent advice remains in place.  
 
D SAFE SYSTEMS OF WORK 
You should explain in your own words what you think are the higher risk elements of this work or project 
and describe what you will do to ensure you protect your employees and others from those risks. You 
do not need to provide reams of risk assessments or safety method statements - a general description 
of what the hazards are and how you control the risks will suffice. 
Note for Client. You may decide to provide specific guidance for the applicant on this element ensuring 
it is relevant to the contract work. For example, ask for safe systems of work for food handling, infection 
control, working with the public, confined spaces and work at height. In any event, the response from 
the applicant should be checked to ensure relevance and appropriateness.  
 
E. SKILLS, QUALIFICATION, TRAINING AND INSTRUCTION 
Describe any specific skills and qualifications your employees may have for this work. (Include evidence 
of employees who have been passport qualified such as CSCS or ECS), 
Note for Client. In some cases these questions may be irrelevant, in which case they can be removed. 
However, where they are relevant you may wish to identify specific competency requirements for this 
contract. Again checks should be made to ensure they are relevant and valid. 
Describe any specific skills and qualifications for key managers who will be involved in this work or 
project.  
 
 
Describe any specific instruction and training you have given to managers and employees to enable 
them to undertake this type of work or project.  
 
 
 
F. SUB-CONTRACTORS 
If sub-contracting is permitted for this contract you must describe the process you use for ensuring they 
are competent.  
Note for Client. Supply chain management is important, If CHAS compliance is a requirement for this 
contract you should be clear about how the applicant will implement this in their supply chain or, for 
example, in the event they wish to use a non-CHAS compliant contractor, how they will they do this? 
 
G. PROVISION OF RESOURCES  
You should give confirmation that you will provide sufficient time and resources for all stages of the 
project. This should include a general description of how you will do this or how you did it in a previous, 
similar job 
Note for Client: This does not need a lot of detail at this stage but should give confidence the applicant 
has adequate resources to meet all stages of the project. 
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PLEASE REMEMBER TO REMOVE THE CLIENT NOTES FROM THE QUESTIONNAIRE BEFORE 
SENDING IT TO THE APPLICANT!  
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Agenda Item No: 6 
___________________________________________________________________ 
 
Title: Revision of Flexible Working Policy  
  
To: Policy and Resources Committee  
  
Date: 25 November 2008 
  
Service Area: Human Resources 
  
Author: Janette Barlow, Head of Service - HR 
  
 
1 Purpose of Report 
  
1.1 This report makes a recommendation, as part of a range of proposals in the 

Workforce Strategy Action Plan, to enhance and broaden the flexible working 
provisions offered by the Council. This will contribute to making Selby a more 
attractive place to work and improve recruitment and retention.  
 
The Policy affected by these amendments is the Flexible Working Policy 
(renamed Flexitime Policy).   

  
2 Recommendation 
  
2.1 That the amendments to the Flexible Working Policy be agreed.  
  
3 Executive Summary 
  
3.1 
 
 
 
3.2 

At a meeting with the Staff Focus Group, the current flexible working options, 
including flexitime, were discussed, and in light of comments received and 
further consultation, a range of amendments are recommended.  
 
The existing policy that is affected by these amendments is the Flexible 
Working Policy, which will be renamed the Flexitime Scheme (see Appendix 
1).  

  
3.3 It is recognised that in addition to increased staff satisfaction, these changes 

should also have a beneficial effect on recruitment and retention of staff, and 
make Selby DC a more attractive employer to work for. Also, increased 
flexibility of working arrangements will allow groups that are currently 
disadvantaged, such as those with caring responsibilities, to engage in full 
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time employment. 
  
3.4 
 
 
 

In due course, other policies relating to flexible working arrangements, will be 
developed in line with the Workforce Strategy, with a view to considering a 
wider range of flexible options to staff such as term-time working, 
compressed hours etc. The Homeworking Policy will also be reviewed and 
updated as part of this process.  

  
4 The Report 

 
4.1 Flexitime Scheme 

 
4.1.1 The Staff Focus Group, made up of representatives from all service areas, 

was formed to increase engagement with staff and to consider issues raised. 
They asked for the Flexitime Scheme to be reviewed allowing more flexibility 
for staff, in line with other authorities. They felt that this would lead to greater 
staff satisfaction and also help toward staff recruitment and retention. 

  
4.1.2  The main criticism of the existing scheme was that the core times were too 

restrictive and that the limit of 4 hours carry forward of credit into the next 
month meant that many staff were losing some of their accrued time. 

  
4.1.3  
 
 
 
4.1.4 

In response to the suggestions of the Staff Focus Group, the HR section 
carried out some interviews with key managers across the Authority to 
ascertain feelings and how this might be managed.  
 
Managers in Environmental Health, Benefits, Customer Services and 
Revenues were interviewed, as well as the Hall Keeper who was able to 
comment on the implications for opening times of Council offices. The 
majority of the feedback was in favour of allowing more flexibility of working 
patterns, although it highlighted some issues that need to be considered 
such as absence of a supervisor when staff are at work, the need to plan 
ahead to ensure adequate cover, lack of IT support at certain times of the 
day etc.  

  
4.1.5 Operational Management Team (OMT) have considered a paper 

recommending a number of changes to the Flexible Working Policy, and it 
was requested that further amendments be made to the Policy to create 
even greater flexibility.  
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4.1.6 The key changes are:  
• Removal of core time (currently 10:00 to 12:00 and 14:00 to 

16:00) 
• Increased band width to: 07:30 – 19:00 (currently 08:00 – 18:00) 
• For a day to be credited as a full working day a minimum of 5 

hours in any one day must be worked (or the full contractual 
hours in the case of part time staff who work less than 5 hours).  

• To increase the amount of credit time which can be carried 
forward to 15 hours and the amount of debit to 7.4 hours. 

• To allow short periods of flexi-leave to be taken within the working 
day that does not count as a flexi-leave day or half day as long as 
minimum of 5 hours is worked. Absence resulting in a credit of 
less than 5 hours will be counted as half day flexi or annual leave.

An amended version of the Flexitime Policy (formerly the Flexible Working 
Policy) incorporating these amendments is attached in Appendix 1.  

  
4.2 Staff Excluded from Flexitime 
  
4.2.1 It must be noted that not all staff will be able to take advantage of flexible 

working, such as staff working shifts, and staff in services where the nature 
of the work requires them to work at fixed times - this is no different from 
existing practice. However, if staff are excluded, this should be made clear at 
the interview stage and will be written into the contracts of employment. 
Having said that, SDC has a duty to ensure that no groups of the community 
are unfairly disadvantaged or excluded from work by unnecessary 
restrictions to working patterns. 

  
4.3 Consultation 
  
 
 

The Staff Focus Group have been consulted, and have contributed to the 
changes recommended in this report. Consultation is ongoing with the trade 
union, UNISON. 

  
5 Financial Implications 
  
5.1 None  
  
6 Conclusions 
  
6.1 The recommended changes will bring Selby in line with other local 

authorities. They will also allow previously excluded groups of the 
community, such as those with commitments outside work, to engage in full 
time work. This will contribute to making Selby an “employer of choice”, 
thereby improving recruitment and retention.  

7 Link to Corporate Plan 
  
7.1 This report contributes to the “Making Better use of Resources” strategic 

theme.  
8 How Does This Report Link to the Council’s Priorities? 
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8.1 None. 

 
9 Impact on Corporate Policies 
  
9.1 Service Improvement 

 
Impact 

 The changes in policy will enable more flexible working patterns and help with 
recruitment and retention.  
 

9.2 Equalities 
 

Impact 

 An Equalities Impact Assessment has been carried out on the change to the 
Flexitime Scheme and this indicates that these proposals will enhance the 
Council’s standing in terms of equality . 
 

9.3 Community Safety and Crime 
 

No Impact 

9.4 Procurement 
 

No Impact 

9.5 Risk Management 
 

No Impact 

9.6 Sustainability 
 

No Impact 

9.7 Value for Money No Impact 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Appendix 1 
S E L B Y   D I S T R I C T   C O U N C I L 
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FLEXITIME SCHEME 

 
1. Introduction 
 These guidelines outline the general rules and regulations relating to the 

operation of the Council’s Flexitime Scheme. 
 
2. Spirit of the Agreement 
 The Flexitime Scheme allows a person to start work at any time from 07.30 

and to finish at any time up to 19:00. The expected average is 37 hours per 
week for full time equivalent working. 
 
However, the Council has approved the introduction of The Flexitime Scheme 
on the understanding that the service to the public and the general efficiency of 
the service as a whole will not suffer because of it.  What we do invariably has 
an interaction with other people – close colleagues, other members of the 
service, staff of other Sections and public.  It is absolutely vital, therefore, 
that this should be recognised and that in operating the flexitime system 
the requirements of the job must come first and personal preferences 
second.  It is clearly not possible, in a system intended to be flexible, to lay 
down hard and fast rules, which can be applied universally to the work of each 
individual.  The system will work satisfactorily only if each manager and 
member of staff adopts a responsible attitude, recognising the dictates of the 
job, working closely with colleagues and honouring the commitment of the 
Council. The scheme will be operated so as to guarantee a service to the 
public between normal office hours particular to that service. 
 
The limits on carry over and time off are imposed because the principal of the 
five-day working week remains unaltered.  It is not the object of the scheme to 
accumulate large balances of time owing to staff or to accumulate hours 
primarily as a means of creating additional leave. 

 
3. Operating Procedures 
 
3.1 

 
Excluded Staff  
The scheme will apply unless by reason the nature of their duties and work 
location particular employees cannot be involved in the scheme. In these 
circumstances the Head of Service concerned must provide an explanation in 
writing to the Head of Service - Human Resources as to why the job categories 
should be excluded from the scheme.   
 

3.2 The Working Day  
For a day to be credited as a full working day a minimum of 5 hours in any one 
day must be worked (or the full contractual hours in the case of part time staff 
who work less than 5 hours).  
 
Lunch Breaks – a minimum of 30 minutes must be taken as a lunch break by 
staff who are required to work for more than 6 hours at a stretch. This satisfies 
the Working Time Regulations requirements. A maximum of 2 hours may be 
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taken for lunch, subject to approval by the line manager.  
 
There is a limit of 1 day or up to 2 half days (7.4 hours) flexi leave which may 
be taken in any one accounting period i.e. calendar month. 
 
There is a limit of 15 hours credit time which can be carried forward to the next 
accounting period and a debit of 7.4 hours. 
 
Short periods of flexi leave can be taken within the working day that does not 
count as a flexi leave day or half day as long as a minimum of 5 hours is 
worked. Absence resulting in a credit of less than 5 hours will be counted as 
half day flexi or annual leave.  

 
3.3 Accounting Period 

This will be calendar monthly, i.e. twelve periods per year. 
 

3.4 Records of Attendance 
All employees (except those whose job precludes them from being part of 
flexitime) shall record the start and finish times of both morning and afternoon 
sessions each day on a Flexitime Record Sheet attached at appendix 1.  
Employees will note the hours worked compared to the target hours, so that at 
any time they know whether they are in surplus or deficit. 
 
The hours worked are recorded using the 24 hour clock system.  The minutes, 
however, are shown in decimal clock below (for example 25 minutes falls in 
the segment between 21 and 27, therefore, becomes .4) 
 
 
 
 
 
 
 
 
 
 
 
 
 
At the end of each settlement period, the flexitime record sheet will be checked 
and signed off by the relevant manager to ensure accuracy and any surplus 
(up to 15 hours) or deficit hours, (up to 7.4 hours) carried forward to the next 
accounting period. 
 

3.5 
 
 
 
 
 

Pattern of Attendance 
Each officer will normally follow a pattern of attendance that has previously 
been indicated to and agreed with the relevant line manager. While variation  
within the flexible working period is allowable, in order to allow an adequate 
level of cover to be maintained, the prior indication of any significant 
foreseeable variations must be given.  

3

9

15

21

2733

39 

45 

51 

57
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3.6 

 
Ultimately, the needs of the service must take priority and variations to normal 
patterns or absences covered within the Scheme can only be allowed where 
there is adequate cover to maintain the service.  
 
Staff needing to smoke may do so outside council premises or vehicles but 
must record their break from work on flexi-time sheets in keeping with the 
Smoking Policy. These breaks must not conflict with the operational needs of 
the service. 
 

3.7 Absence 
Where adjustments to recorded time are necessary for approved absences 
and related times must be recorded on the flexisheet. 
 
Authorised absences from work:- 

 
 (a) Annual Leave 

 
(i) This is subject to prior authorisation and is to be recorded on the 

flexisheet. 
Credits will be on the basis of the standard working day,  i.e. 
1 full day  – 7.4 hours 
1 half day – 3.7 hours 
 

(ii) Where an officer takes one half-day annual leave, time worked in that 
day must not exceed 5 hours. 

 
(iii) Where an officer takes one full day annual leave, there will be no 

attendance at work on that day. 
 
(b) Flexi Leave 
 
(i) Flexi leave is subject to prior authorisation and is to be recorded on the 

flexisheet.  No credits are involved in this case. 
 
(ii) A maximum of 1 day or 2 half days flexi leave may be taken in any one 

accounting period. 
 
(c) Sickness Absence 
 
(i) Subject to compliance with the Absence Management Policy in force, 

sickness absence is to be recorded on the flexisheet and credit will be 
made on the basis of the standard working day i.e. 7.4 hours. 

 
(ii) In the event of an officer leaving his or her place of work during a day 

due to sickness, credit will be made to the extent of making attendance 
for the day up to the standard 7.4 hours. 

 
The authorising officer must take care not to approve flexible leave which 
will create excessive debit hours that cannot reasonably be recovered 
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before the end of the accounting period.  In the event of such a request 
from a member of staff, consideration should be given to insisting upon 
the use of annual leave. 
 

(d) Domestic/Special Leave 
Such leave is subject to prior authorisation and is to be recorded on the 
flexi-sheet. 
 

Credit will be made on the basis of the standard working day i.e. 7.4 
hours. 

 
 (e) Conferences, Seminars, Training Courses and Post Entry Training 

etc. 
Duly authorised attendance at any of the above during the normal 
working day will be recorded on the flexisheet. 
 
Credit will be made on the basis of the standard working day i.e. 7.4 
hours. 

 
 (f) Medical, Dental and Optician Appointments 

Credit will be given for these visits subject to a total time recorded for the 
day not exceeding 7.4 hours where the appointment has taken place 
either prior to the morning arrival or after final departure from work.  If an 
officer leaves work to attend an appointment and then returns and the 
relevant line manager is satisfied that the appointment could not be 
made outside normal working hours the time absent from the office will 
be credited. 
 

3.8 Contracted Hours 
The total contracted hours to be worked by each full time equivalent officer in 
each period will be the number of working days multiplied by 7.4 hours. Each 
individual officer will be responsible for ensuring that he or she works at least 
the contracted hours, subject to the approved carry-overs detailed in the next 
paragraph.  The accounting period is monthly. 
 

3.9 Credit or Debit Balances 
At the end of an accounting period a credit of a maximum of 15 hours or a 
debt of a maximum of 7.4 hours may be carried forward to the next period. 
 

1. A credit balance in excess of 15 hours at the end of an accounting 
period will be reduced to 15 hours. 

 
2. An officer who carried forward a debit balance in excess of 7.4 hours 

must make up that deficit in the following accounting period.  This is not 
to be regarded as a rolling arrangement. 

 
3. Officers leaving the service of the Council must ensure that no debit or 

credit balances remain at the end of their period of notice as the final 
salary payment will be calculated on that assumption. 
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3.10 Overtime (Eligible Officers) 
1. Overtime will not be paid unless prior authorisation has been obtained. 

 In the event approved overtime will only apply outside normal working 
hours i.e. before   8.30 am or after 5.00 pm (4.30 pm Friday) and is, 
therefore, not to be considered as flexitime credit. 

 
2. Where officers are entitled to overtime payments, approved overtime 

will be recorded on the normal overtime claim form and a record 
should also be kept on the back of the flexitime credit. 

 
3. An officer may, subject to approval by the Head of Service, carry 

forward a debit of up to 7.4 hours from an accounting period but still 
have earned overtime.  However, if the debit exceeds 7.4 hours, any 
approved overtime will be deducted by the appropriate amount to 
reduce the debit to the stipulated limit. 

 
4. Lieu time provisions will operate in line with existing policies. 

 

4. Flexisheet 
 The official flexisheet must be used by all officers participating in the scheme 

(refer to appendix 1).  All credit and debit adjustments must be entered on this 
sheet by the individual officer and presented to the relevant line manager for 
authorisation. 
 
Examples of entries that will be made on the flexi-sheet:- 
1. Annual Leave 1 day            - Credit 7.4 hours 
2. Annual Leave ½ day  - Credit 3.7 hours 
3. Sick Leave 1 day            - Credit 7.4 hours 
4. 1 day flexible   - Debit  7.4 hours 
 
In the case of annual leave the credit will be entered and authorised prior to 
the taking of leave. 
 

5. Accounting 
 It will be the responsibility of each line manager to ensure the correct operation 

of the scheme within the Service area. 
 
At the end of the accounting period all sheets will be signed by the individual 
post holder and authorised by the appropriate Line Manager and then kept 
within the service area for a period of 2 years.  Staff completing manual time 
sheets are reminded of their obligations to fill these sheets in accurately.  
These sheets will be subject to detailed scrutiny from time to time and 
evidence of careless or fraudulent completion may lead to disciplinary action. 
 

6. Adjustments to the Scheme 
 Adjustments may be made to the scheme in the light of operational 

experience. 
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Agenda Item No: 7  
___________________________________________________________________ 
 
Title: Service Performance Agreements (SPAs) 
  
To: Policy and Resources Committee 
  
Date: 25 November 2008 
  
Service Area: Policy & Performance 
  
Author: Neil Skinner – Corporate Policy & Performance Officer 
  
Presented by: Heather Watts, Head of Service - Policy and Performance 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 The purpose of this report is to seek councillor approval for the remaining 

Service Performance Agreements (SPAs) for 2008/9 for those services that 
are within the remit of Policy and Resources Committee. 

  
2 Recommendations 
  
2.1 It is recommended that councillors approve the Service Performance 

Agreements attached.  
  
3 Executive Summary 
  
3.1 SPAs will enable councillors to exercise control over services at a strategic 

level by outlining the nature of the service, staff involved, budgets, 
improvements and performance indicators.  They represent the agreed level 
of service provision within allocated resources. 

  
4 
 
4.1 
 
 

The Report 
 
Due to staffing issues, the SPAs in this report are in addition to the SPA 
report to this committee on 13 May 2008. 
 

4.2 The services that fall within the remit of Policy and Resources are: 
 

o Legal & Democratic Services, 
o Policy & Performance, 
o Finance and Central Services, 
o Human Resources, and 
o Development Services. 
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4.3 Attached at are the SPAs for the following services: 
 

o Legal & Democratic Services  
• Democratic Services 
• Electoral Services 
• Legal Services 

o Human Resources 
 

4.4 As part of the arrangements to monitor the implementation of service plans 
and compliance with SPAs, Councillors receive regular performance 
monitoring reports during the year. 

  
5 Financial Implications 
  
5.1 The financial implications are provided within each SPA. 
  
6 Conclusions 
  
6.1 That the remaining SPAs be approved. 
 
7 Link to Corporate Plan 
  
7.1 • Links to all the Council’s Strategic Themes. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 • Positively contributes to all priorities. 
  
9 Impact on Corporate Policies 
 
9.1 Service Improvement Impact 
 Each SPA outlines the improvements for 2008/9. 

 
9.2 Equalities Impact 
 All service areas are working towards the Council achieving Equality Standard 

Level 3. 
 

9.3 Community Safety and Crime Impact 
 All service plans contain a commitment to ensuring that Section 17 

community safety considerations are appropriately applied. 
 

9.4 Procurement Impact 
 Procurement is, where possible, undertaken within the context of the 

Council’s procurement strategy. 
 

9.5 Risk Management Impact  
 Each service area has produced a risk register for the issues within their 

remit. 
 

9.6 Sustainability Impact 
 Service areas seek to build stronger communities. 
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9.7 Value for Money Impact 
 The delivery of services covered by the SPAs will be undertaken following 

Best Value principles. 
 
The individual SPAs contain details of efficiency gains where possible. 

 
10 

 
Background Papers 

10.1 Service Plans for 2008/9 are held within each service. 
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SERVICE PERFORMANCE AGREEMENT 2008/09  
Selby D C Democratic Services Ken Robinson
Nature of service: To provide a comprehensive support service to all Councillors and Officers of the 
Council.  The Democratic Services team ensures that all the meetings are properly called, provided 
with agendas, reports and papers; that decisions are taken in a correct and legal manner, and 
accurately minuted.  The section is also responsible for Councillor Development and Training, for 
support to the Chairman of the Council and arranging ceremonial and public services. 

Budget Summary 2008/09 (£,000s): 
Expenditure:  Total 253 
Employee costs 105 Income Total -66 
Premises related 0 Net Cost 187 
Transport related 0 Capital 0 
Supplies and 
Services 

28   

CEC Recharges 116   

Staff (SDC and Partners): 
 Democratic Services Officer 
 Committee Administrator (x2) 
 Support Assistant 
 Chairman’s Secretary 

Other 4   

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2007/2008 2008/2009 2007/2008 2008/2009

Total Nil Nil Nil Nil
Improvements for 2008/09 – where we need to be: 
• To ensure that the service is able to meet the increased workload imposed upon it by the 
introduction of the local determination of complaints against elected members; 
• To achieve more efficient use of e-government; 
• To support the delivery of an agreed councillor training programme; 
• To ensure the section is able to meet requirements of any changes in political management 
procedures; 
• To continually seek to improve the service offered; 
• To review and update the section’s risk register. 

Performance 
Indicators  

Report Targets Date 

DS1 Proportion of agendas, decision notices, reports and minutes 
produced on time to requirements of SDC Constitution. Monthly Ongoing 

DS2 Percentage of councillors satisfied or very satisfied with 
Democratic Services in a survey of Members. Monthly Ongoing 

  

Service Plan Approved: October 2008 Progress Reports Due: Monthly 

Responsible Board/Committee: Policy and Resources 
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SERVICE PERFORMANCE AGREEMENT 2008/09  
Selby D C Electoral Services Richard Besley
Nature of service: To provide an accurate, timely and effective elections service.  The section 
ensures that the organisation of Parliamentary and Local Government Elections is undertaken with 
due regard to legislative requirements and timescales, and that the register of electors is up to date 
and accurate so that no elector is disenfranchised. 

Budget Summary 2008/09 (£s): 
Expenditure:  Total 166 
Employee costs 59 Income Total -2 
Premises related 0 Net Cost 164 
Supplies and 
Services 

44 Capital 0 

CEC Recharges 61  

Staff (SDC and Partners): 
 Electoral Services Officer 
 Support Clerk - Elections 

Other 2  

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2007/2008 2008/2009 2007/2008 2008/2009

Total Nil Nil Nil Nil
Improvements for 2008/09 – where we need to be: 

• Council meets the requirements of The Representation of the People Act 2000 and the 
Electoral Administration Act 2006; as well as other legislation; 

• Appropriate budget to meet requirements of legislation; 
• Successfully organise the Local Government Elections for Selby District in May 2011, County 

Council Elections and European Parliament Elections in June 2009. 
 
Performance 

Indicators Report Targets Date 

Elect 1 
Fulfil statutory obligations to publicise various Council 
Member vacancies, process candidates’ nominations, hold 
elections and count and announce results. 

Annually March 2009

Canv 1 
Canvass the electorate of Selby District each Autumn with 
“Form A” and ensure the returns are received in time to be 
published by the second week in December (%returned). 

Annually December 
2008 

Canv 4 

Publish a revised Electoral Register by the first working day 
in December using annual canvass returns and amend 
each month using amendments received by target dates in 
previous month. 

Annually December 
2008 

Service Plan Approved: October 2008 Progress Reports Due: Annually 

Responsible Board/Committee: Policy and Resources 

 

                                             96



 
SERVICE PERFORMANCE AGREEMENT 2008/09  
Selby DC Legal Services Head of Service – Legal 

& Democratic Services
Nature of service: To provide, or to ensure the provision of, timely, sound legal advice and work 
across the range of the Council’s functions and responsibilities:  to provide efficient and cost-
effective licensing and land charges services.

Budget Summary 2008/09 (£s): 
Expenditure:  Total 751 
Employee costs 325 Income Total -613 
Premises related 110 Net Cost 138 
Transport related 5 Capital 0 
Supplies and 
Services 

58   

Agency and 
contracted 
services 

37   

CEC Recharges 188   

Staff (SDC and Partners): 
 Head of Legal and Democratic 

Services 
 Senior Solicitor 
 Assistant Solicitor/Legal Executive 
 Assistant Solicitor (part-time) 
 Trainee Solicitor 
 Support Clerk-Legal x 2 
 Land Charges Assistant 
 Land Charges Clerk 
 Licensing Enforcement Officer 
 2 x Clerical Assistants Other 28   

Gershon Efficiencies Identified: 
 Cashable Non-Cashable
 2007/2008 2008/2009 2007/2008 2008/2009

Total Nil Nil Nil Nil
Improvements for 2008/09 – where we need to be: 

• Appropriate staff within the section in accordance with proposals to go to the Policy & 
Resource Committee on the 25 November 2008 - need to respond to the comments in the 
assessment; 

• Transfer of manual Land Registry records to the Total Land Charges system in response to 
proposals for Home Information Packs Initiative – the system to be computerised by 31 
December 2008; 

• Continue to review the sections Risk Register; 
• Respond to new legislation implementing as and when required.

Performance 
Indicators Report Targets Date 

SS1 The percentage of standard searches carried out in 10 
working days. Monthly Ongoing 

  

Service Plan Approved: October 2008 Progress Reports Due: Monthly 

Responsible Board/Committee: Policy and Resources 
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SERVICE PERFORMANCE AGREEMENT 2008/09  
Selby D C Human Resources Janette Barlow- Head of Service, 

Human Resources
Nature of service: The Unit provides a professional service to the Authority on all aspects of Human 
Resource management and manages the outsourced Payroll function.  The work involves strategy 
development, workforce development, creation and updating of policies to ensure best practice and 
compliance with current legislation, training and development and industrial relations.  The Unit helps 
to ensure we have the right people with the right skills, in the right place at the right time to support 
the Strategic Themes and Priorities of the Council.

Budget Summary 2008/09 (£,000): 
Expenditure:  Total 319 
Employee costs 156 Income Total -270 
Premises related 1 Net Cost 49 
Supplies and 
Services 

70 Capital 0 

CEC Recharges 92  

• Head of Human Resources  
• Human Resources Officer  
• Human Resources Assistant  
• Human Resources Support 

Assistant 

Other 0  
Gershon Efficiencies Identified: 

 Cashable Non-Cashable 
 2007/2008 2008/2009 2007/2008 2008/2009

Total £10,000 £5,000 TBC £12,000
Improvements for 2008/09 – where we need to be: 
• Investigating and implementing strategies to deal with changing legislation and embedding this 

into the organisation; 
• Using the Workforce Development Strategy and Action Plan to build capacity and to ensure we 

have the right people with the right skills to deliver our agenda; 
• Develop the Corporate Training and Development Plan; 
• Lead and influence the change management processes relating to staffing issues; 
• Integration of equalities into the organisation; and 
• Working in partnership in the delivery of services. 
Performance 

Indicators Report Targets Date 

BV2a 
The level of the Equality Standard for local government to 
which the Authority conforms in respect of gender, race 
and disability. 

Quarterly March 2009 

BV12 The number of working days/shifts lost to the Local 
Authority due to sickness absence. Quarterly March 2009 

HR1 Voluntary leavers as a percentage of staff in post. Quarterly March 2009 

Service Plan Approved: October 2008 Progress Reports Due: Quarterly 

Responsible Board/Committee: Policy and Resources 
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Public Session 
 

Agenda Item No: 8
___________________________________________________________________ 
 
Title: Policy and Resources Committee 2008/2009 Performance 

Indicator Report: April 2008 - September 2008 
  
To: Policy and Resources Committee 
  
Date: 25 November 2008 
  
Service Area: Policy and Performance 
  
Author: Melanie Hambrecht – Policy and Performance Assistant 
  
Presented by: Heather Watts, Head of Service - Policy and Performance 
__________________________________________________________________ 
 
1 
 
1.1 

Purpose of Report 
 
To assist councillors in focussing on priority areas and managing the 
performance of the Council by updating the Policy and Resources Committee 
on the progress that is being made in 2008/2009 for the corporate and 
statutory National Indicators (NIs) for which they are responsible. 
 
 

2 
 
2.1 

Recommendation 
 
That future actions and priorities be established to recognise 
achievement and address the areas of weakness highlighted. 
 
 

3 
 
3.1 

Executive Summary 
 
From April 2008 the new National Indicators (NIs) came into being and as 
such quartiles cannot be used as they apply to the old Best Value 
Performance Indicators (BVPIs). 
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4 
 
4.1 
 
 
 
 
4.2 
 
 
4.3 
 
 
 
 

The Report 
 
This report has been produced using the statistical data that is collated from a 
broad range of service areas for statutory performance indicators throughout 
the year.  Background figures and full audit trails are available within service 
areas and from the Policy and Performance section. 
 
The officers responsible for reporting the data have provided the commentary 
for this report. 
 
The new National Indicators are identified on the report by the prefix ‘NI’. 
Some of the old BVPIs have been retained as corporate indicators where they 
have not been replaced by the new NIs. 
 
 

5 
 
5.1 
 
 
 
5.2 

Financial Implications 
 
Subject to the actions determined by councillors to address weaknesses 
identified, there are no financial implications arising from the contents of this 
report. 
 
Any actions identified for improvements to performance would need to be 
properly assessed for financial implications and, if required, approval for any 
additional funding sought. 
 
 

6 
 
6.1 

Conclusions 
 
Future actions and priorities need to be established to recognise 
achievements and address the areas of weakness highlighted in this report. 
 
 

7 
 
7.1 

Link to Corporate Plan 
 
The ongoing management of performance and improvement data assists the 
Authority in achieving its strategic themes and priorities. 
 
 

8 
 
8.1 

How Does This Report Link to the Council’s Priorities? 
 
The ongoing management of performance and improvement data assists the 
Authority in achieving its priorities. 
 
 

9 
 
9.1 

Impact on Corporate Policies 
 
Service Improvement 
The continual monitoring of service areas will address areas of 
weakness, if any, highlighted. 
 

 
 
 
Impact 

9.2 Equalities 
 

No Impact 

9.3 Community Safety and Crime 
 

No Impact 
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9.4 Procurement 
 

No Impact 

9.5 Risk Management 
There is a significant risk given the impact that performance 
management has on the outcome of Council and service area 
inspections. 
 

Impact 

9.6 Sustainability 
 

No Impact 

9.7 Value for Money 
The on-going management of performance will facilitate 
improvement in services and hence value for money. 
 
 

Impact 

10 
 
10.1 

Background Papers 
 
Policy and Resources Committee 2008/2009 Performance Indicator Report: 
April 2008 - September 2008 
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

-

CUSTOMER SERVICE

Code Description Reporting 
Period

2007/2008 
Target

2007/2008 
Year-End 2008/2009 Target 2008/2009 Year to Date

Tel1a 80% of telephone calls directed through the Customer 
Contact Centre are answered within 20 seconds. Monthly N/A 50.50% 80.00% 48.00%

2008/2009 Year to 
date compared to 
2008/2009 Target.

Cust Sat 
F2F 

(New)

The measure of customer satisfaction with the services 
provided in the Customer Contact Centre. Quarterly N/A N/A 85.00% 96.10%

QA
(New)

The measure of the quality of the contact either face to 
face or via the phone. Monthly N/A N/A 80.00% 85.73%

F2F
(New)

The average wait time before a customer is seen by an 
advisor. Monthly N/A N/A 10 min 10 min No change

TEL1a - For the month of September  2008 – 77% of telephone calls directed through the customer contact centre were answered in 20 seconds. This is an increase of 6.94% on the 
previous month (August 2008 - 72%) as a result of our 'virtual call centre' arrangements at the Council's Tadcaster office being implemented from 8 September.

Cust Sat - F2F (New) - A marginal reduction in performance of 1.23% against the previous quarter but overall we continue to achieve high satisfaction rates. We received a negative 
comment regarding waiting to use the self serve payment kiosk - we have payment overflow capacity for busy periods and we also advise customers of other, more convenient, 
payment methods (such as direct debit).

QA (New) - The measure of the contact either face to face or via telephone. Each Customer Service Advisor has a minimum of 2 quality assessments per month based on set criteria 
to measure the quality of the contact. The score for September 2008 = 88.62%. There is a decrease on the previous month of 3.91% (August 2008 = 92.23%), due to two advisors 
failing one quality assessment each, for not promoting direct debit on accounts where it was applicable - this has been addressed through additional coaching.
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

CUSTOMER SERVICE continued
F2F (New) - This measures the length of time a customer has to wait before being seen by a Customer Service Advisor.

2008/2009 Target = 10 Minutes, actual wait time for September 2008 = 8 minutes, which is an improvement of 5 minutes on August 2008 (13 minutes).

Total number of customers seen by a Customer Service Advisor for the month of September 2008 = 2,171.  (August 1,813 Customers seen)

From October 2008 customer satisfaction outbound calling has been introduced - 10 customers, who have contacted the Council's telephone call centre, are chosen at random each 
week and called back for feedback. Satisfaction results will be reported quarterly - first results due to be reported in January 2009 (October 2008 to December 2008).
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

CENTRAL ADMIN

Code Description Reporting 
Period

2007/2008 
Target

2007/2008 
Year-End 2008/2009 Target 2008/2009 Year to Date

BV8
Percentage of invoices for commercial goods & services 
paid by the Authority within 30 days of receipt or within the 
agreed payment terms.

Monthly 98.00% 97.56% 98.00% 97.72%

2008/2009 Year to 
date compared to 
2008/2009 Target.

COM1 Percentage of Corporate Complaints acknowledged within 
5 working days. Monthly 100.00% 100.00% 100.00% 100.00% No change

COM2 Percentage of Corporate Complaints fully responded to 
within 15 working days. Monthly 82.00% 90.00% 86.00% 75.41%

BV8 - The gathering of invoices to be processed is done by the Invoice Team staff in Central Admin. Invoice Team staff collect the batched invoices daily from the various 
departments.

Queries from external customers are dealt with immediately and copies are requested via e-mail or post.

E-mails/ phone calls are sent to remind officers of invoices that are late for payment. 

At holiday periods emails are sent to 'All Employees' giving information regarding processing and payment dates. Invoice Team staff also liaise with suppliers to ensure that they have 
the relevant information for chasing overdue invoices with members of staff.

COM1 - For the month of September 2008, 100% of complaints were acknowledged within 5 working days.

COM2 - Up to the month of September 2008, 75.41% of complaints received were responded to in 15 days. This is an increase of 5.17% on the previous month (August 2008 = 
71.70%).

Eight complaints were received in September 2008 of which none were late.
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

HUMAN RESOURCES

Code Description Reporting 
Period

2007/2008 
Target

2007/2008 
Year-End 2008/2009 Target 2008/2009 Year to Date

(2007/2008 Year to Date)

BV2a
The level of the Equality Standard for local government to 
which the Authority conforms in respect of gender, race 
and disability.

Quarterly Level 2 Level 2 Level 3 Level 2
(Level 2) No change

2008/2009 Year to 
date figures compared 
to 2007/2008 Year to 

Date figures.

BV2b The quality of an Authority’s Race Equality Scheme (RES) 
and the improvements resulting from its application. Quarterly 89.00% 68.00% 89.00% 68.00%

(68.00%) No change

BV11a Percentage of top-paid 5% of local authority staff who are 
women. Quarterly 27.00% 31.82% 31.82% 35.71%

(28.57%)

BV11b The percentage of the top 5% of Local Authority staff who 
are from an ethnic minority. Quarterly 0.25% 4.54% 4.54% 0.00%

(0.00%) No change

BV11c Percentage of the top paid 5% of staff who have a 
disability. (excluding those in maintained schools.). Quarterly 0.25% 0.00% 4.54% 14.28%

(0.00%)

BV12 The number of working days/shifts lost to the Local 
Authority due to sickness absence. Quarterly 9.00 8.90 8.50 3.68 days

(3.85 days)

BV14 The percentage of employees retiring early (excluding ill-
health retirements) as a percentage of the total work force. Quarterly 0.25% 0.00% 0.37% 0.00%

(0.00%) No change

BV15 The percentage of local authority employees retiring on 
grounds of ill health as a percentage of the total workforce. Quarterly 0.50% 0.00% 0.37% 0.00%

(0.00%) No change

BV16a The percentage of local authority employees with a 
disability. Quarterly 3.00% 4.12% 4.95% 3.87%

(3.06%)

BV17a The percentage of local authority employees from ethnic 
minority communities. Quarterly 1.00% 0.70% 1.41% 1.06%

(0.70%)

HR1 Voluntary leavers as a percentage of staff in post. Quarterly 12.00% 13.93% 13.00% 7.69%
(6.69%)
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

HUMAN RESOURCES continued
BV2a - Work is ongoing towards Level 3 of the Equality Standard.  A revised Impact Assessment tool is currently being introduced.

BV2b - Work is continuing with regard to the collection of base line information which will be used to build improvements.

BV11a - We are currently 35.71%, which is above the target figure of 31.82%.

BV11b - We continuously review our advertising means to ensure we attract applicants from as wide a base as possible. Analysis shows that applicants for jobs from ethnic minorities 
is extremely low. The figure for September stands at 0.00% which is below the target of 4.54%.

BV11c - We advertise our jobs extensively and are authorised to use the two ticks symbol on our adverts – positive about disabled people. 
We are currently at 14.28%, which exceeds the target of 4.54%.

BV12 - The average number of days lost due to sickness absence per whole time equivalent equates to 3.68 days.  This is a slight decrease compared with the same period in the 
previous year, when a figure of 3.86 days was reported. We continue to monitor that the return to work interviews are carried out and that the absence management policy is adhered 
to. Details of sickness levels are reported to managers on a regular basis and to the Performance Clinic.

BV14 - We maintain 0%.

BV15 - We maintain 0% although as we monitor and deal more effectively with long-term sickness cases, this figure may rise over the coming year. We have support in place to assist 
employees but have little control if a member of staff meets the strict ill health criteria.

BV16a - This figure now stands at 3.87%.This is slightly below the current target of 4.95% but shows an improvement on last years figure for the same period of 3.06%.

BV17a - We have achieved 1.1%, which is slightly below the current target of 1.40%.

HR1 - Voluntary leavers 1st April 2008 – 30th September 2008 currently stands at 7.69% (27 leavers), compared with 6.83% (25 leavers) for the same period in the previous year. We 
are currently reviewing our Exit Interview process to ensure we capture the reasons why people leave and build in best practice.
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

E-GOVERNMENT

Code Description Reporting 
Period

2007/2008 
Target

2007/2008 
Year-End 2008/2009 Target 2008/2009 Year to Date

EG157 

The number of types of interactions that are enabled for 
electronic delivery as a percentage of the types of 
interactions that are legally permissible for electronic 
delivery (as identified in the original Project Initiation 
Document (PID) List).

Quarterly 100.00% 100.00% 100.00% 100.00% No change 2008/2009 Year to 
date compared to 
2008/2009 Target 

figures.
EG157a

The number of types of interactions that are enabled for 
electronic delivery as a percentage of the types of 
interactions that are legally permissible for electronic 
delivery (as added to the original PID List).

Quarterly 100.00% 100.00% 100.00% 100.00% No change

EG01 Number of Website page impressions. Quarterly  1.6m 2.1m 2.1m 1,391,600 Thumbs up/ down will be applied 
at the end of the financial year as 
the year to date figure is a 
cumulative figure.EG02 Number of unique visitors to the Council's Website. Quarterly  140,000 186,374  186,374 123,361

EG157 & EG157a - We have maintained 100% of services online and are working to improve the efficiency of the online forms.

EG01 - We have noted and are tracking a significant increase in pages viewed in the first month of each quarter.  We are in line to exceed the target for the year, however it is believed 
that the figures are inflated by non-user (i.e. a 'distributed' search engine - one that 'fools' IT systems into believing that it is a genuine user) generated traffic.

EG02 - The increase in visitors peaked in July 08 from a monthly average of 15-16,000 unique visitors per month to 38,000.  This represents more than the total number of households 
in the Selby District. The figures dropped back to expected levels in Aug/Sept.

It is clear from analysing the relationship between the various figures that this is not all genuine visitor traffic. Investigation has revealed that a distributed search engine has been 
crawling our site from multiple individual computers and it is believed that it is this that is inflating the figures.
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

LEGAL SERVICES

Code Description Reporting 
Period

2007/2008 
Target

2007/2008 
Year-End 2008/2009 Target 2008/2009 Year to Date

(2007/2008 Year to Date)

SS1 The percentage of standard searches carried out in 10 
working days. Monthly 100.00% 99.87% 100.00% 100.00%

(99.63%)

2008/2009 Year to 
date figures compared 
to 2007/2008 Year to 

Date figures.

SS1 - The 10 working day target was met in September 2008 and the feeder departments also met their 5 day targets.

North Yorkshire County Council searches were slightly delayed due to an upgrade on their systems, but targets were not affected.
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POLICY AND RESOURCES COMMITTEE PERFORMANCE UPDATE
APRIL 2008 -  SEPTEMBER 2008

DEVELOPMENT POLICY

Code Description Reporting 
Period

2007/2008 
Target

2007/2008 
Year-End 2008/2009 Target 2008/2009 Year to Date

DP5 Achieved all LDF targets as detailed in Service Plan. Quarterly New N/A Yes Yes

2008/2009 Year to 
date figures compared 
to 2007/2008 Year to 

Date figures.

DP5 - Core Strategy further options consultation document approved at Policy and Resources Committee on 23 September 2008.
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Agenda Item No: 10 
___________________________________________________________________ 
 
Title: Council Tax Base and Classification of 

Expenditure 2009/10 
  
To: Policy and Resources Committee 
  
Date: 25 November 2008 
  
Service Area: Finance and central Services  
  
Author: Andrew M. Allport, Acting Revenues and Benefits 

Manager 
  
Presented by: Karen Iveson, Head of Finance and Central 

Services 
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To provide councillors with the details of the proposed Council Tax base for 

2009/10 and also information relating to the classification of expenditure. 
  
  
  
  
2 Recommendation(s) 
  
2.1 i)     that councillors formally approve the amounts calculated for the     

       District Council’s and Parish Councils’ tax bases for 2009/10  
       shown in the Appendices 1 and 2. 
 

 ii)    that councillors confirm that all Council expenditure, including  
       Land Drainage Board precepts, shall be treated as general   
       expenses for the purpose of setting the Council Tax. 
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3 Executive Summary 
  
3.1 Each year the Council has to calculate the Council tax Base which is used to 

set the Council Tax. 
 
The Tax Base for 2009/10 is 29,394 which is an increase of  1.23%. 

  
4 The Report 
  
4.1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.2 

The calculation of the Council tax Base is made in accordance with the Local 
Authorities (Calculation of Council Tax Base) Regulations 1992 as amended 
by the Local Authorities (Calculation of Council Tax 
Base)(Amendment)(England) regulations 2003 (SI2003/3012). The formula 
shown in the Regulations is: 
 
(A x B) +D 
 
Where A is the total of the relevant amounts (Band D equivalents), 
 
B is the estimated collection rate (including the effect of any appeals) 
 
and D is the contributions in lieu payable by the Ministry of Defence (Band D 
equivalents) 
 
The relevant amounts take account of the estimated additions/ reductions to 
the number of dwellings on the valuation list, estimated exemptions, disabled 
relief and discounts. 
 
It is suggested that a collection rate of 99% continues to be used for 
2009/10. 
 
As in previous years, it is suggested that all Council expenditure, including 
Land Drainage Boards’ precepts, is classed as general expenses. If this is 
not approved, then there is an automatic requirement to make separate 
levies on each part of the district area for identified special expenses which 
would include Land Drainage Boards’ precepts or any expenses on 
concurrent functions. 

  
5 Financial Implications 
  
5.1 There are no financial implications. 
  
  
  
  
  
  
  
6 Conclusions 
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6.1  The resultant Council Tax Base for 2009/10 is 29,394 and the detailed 

calculation is shown in Appendix 1. A similar exercise has been carried out 
so as to establish a Council Tax Base for each Parish Council and these are 
shown in Appendix 2. 
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7 Link to Corporate Plan 
  
7.1 The collection and recovery of Council Tax  in accordance with legislation. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 Linked to all Council priorities through the collection and recovery of Council 

Tax. 
  
9 Impact on Corporate Policies 
  
 
9.1 Service Improvement 

 
No Impact 

  
9.2 Equalities 

 
No Impact  

  
9.3 Community Safety and Crime 

 
No Impact 

  
9.4 Procurement 

 
No Impact  

  
9.5 Risk Management 

 
No Impact  

  
9.6 Sustainability 

 
No Impact  

  
9.7 Value for Money 

 
No Impact  

  
 
 
10 Background Papers 
  
10.1 District Valuation Office Banding List. 
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   Calculation of Relevant Amounts - 2009/10   Appendix 1 
            
 Bands   
            
 A Minus A B C D E F G H Total  
            
            
Number of dwellings on Valuation 
List 8,351 7,478 7,142 5,217 3,934 2,275 870 54 35,321  
            
L  ess:            
Estimated Exemptions 326 210 162 111 59 36 18 2 924  
Disabled Relief (net 
adj) 0 0 0 0 0 0 0 0 0 0  
Discounts -19 993 681 492 285 166 87 45 4 2,735  
            

Total 19.00 
7,031.6

0
6,587.4

0
6,488.1

5
4,821.3

5
3,708.9

5 
2,151.6

5 806.60 47.65 31,662  
            
Ratios 5 6 7 8 9 11 13 15 18   
            
 11 4688 5124 5767 4821 4533 3108 1344 95 29491  
            
Plus Net additional properties        200  
            
Relevant Amount         29691  
            
Collection Rate 99%         29394  
            
Council Tax Base         29394  
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Council Tax Base – Parish Councils – 2009/10 Appendix 2 
 

Appleton Roebuck & Acaster Selby (Joint PC) 350
Balne 92
Barkston Ash 210
Barlby 1580
Barlow 272
Beal 260
Biggin 60
Bilborough 163
Birkin 57
Bolton Percy, Colton & Steeton (Joint PC) 227
Brayton 1840
Brotherton 235
Burn 199
Burton Salmon 195
Byram cum Sutton 486
Camblesforth 496
Carlton 666
Cawood 631
Chapel Haddlesey 91
Church Fenton 499
Cliffe 475
Cridling Stubbs 68
Drax 143
Eggborough 636
Escrick 455
Fairburn 321
Gateforth 109
Hambleton 661
Healaugh & Catterton (Joint PC) 97
Heck 88
Hemingbrough 712
Hensall 305
Hillam 335
Hirst Courtney 109
Huddlestone with Newthorpe 28
Kelfield 170
Kellington 307
Kirk Smeaton 196
Little Fenton 44
Little Smeaton 133
Long Drax 42
Monk Fryston 427
Newland 79
Newton Kyme cum Toulston 119
North Duffield 486
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Oxton 8
Riccall 855
Ryther cum Ossedyke 97
Saxton Cum Scarthingwell & Lead (Joint PC) 227
Selby Town Council 4441
Sherburn in Elmet 2097
Skipwith 124
South Milford 863
Stapleton 25
Stillingfleet 182
Stutton with Hazelwood 390
Tadcaster Town Council 2188
Temple Hirst 39
Thorganby 144
Thorpe Willoughby 925
Towton (Joint PC - Grimston, Kirby Wharfe & Towton) 172
Ulleskelf 327
Walden Stubbs 32
West Haddlessey 90
Whitley 358
Wistow 487
Womersley 169
  
 29394 
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Agenda Item No: 11 
___________________________________________________________________ 
 
Title: General Fund Revenue Budget Management 

2008/09 to 30 September 2008 
  
To: Policy & Resources Committee 
  
Date: 25 November 2008 
  
Service Areas: All Service Areas 
  
Author: Operational Management Team 
  
Presented by: Karen Iveson, Head of Finance & Central Services 
  
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To update councillors with details of variations between budgeted and actual 

expenditure and income for the General Fund for the 2008/09 financial year 
to 30 September 2008 and to request drawdowns from earmarked reserves 
where required. 

  
2 Recommendations: 
  
 i. Councillors endorse the actions of officers and note the contents 

of the report. 
  
 ii. That drawdowns from the Building Repairs Reserve totalling 

£9,900 as set out in paragraphs 4.23 and 4.24 of the report be 
approved. 

  
 iii. That the Your Community, Your Future savings identified in 

paragraphs 4.31 and 4.32 totalling £10,430, be used to fund the 
grant of £10,000 to Tadcaster Swimming Pool Trust as per the 
Social Board meeting of 11 November 2008. 

  
 iv. That savings of £141,100 are identified in order to meet the 

savings target set for 2008/09. 
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3 

 
Executive Summary 

  
3.1 
 
 

This report provides the budget variance information for Policy and 
Resources Committee and the General Fund expenditure and income that 
has been presented to the Boards and Committees for the financial year 
2008/09, and recommends appropriate action where required. 
 

3.2 The original total General Fund Budget for 2008/09 was £11.4m. Approved 
changes to the budget in the first six months of 2008/09 are £1.3m, which 
include carry forward budgets, virements and supplementary estimates. 
 

3.3 Budget officers are currently predicting that there will be a variance of 
(£108k) by the end of the financial year. Within this total there are variances 
of (£0.5k) for which £9.9k of drawdowns from earmarked reserves are 
requested along with £10.4k savings. The remaining net variance of 
(£108.5k) will be monitored. 
 

3.4 Section 5 provides a summary of the items which make up the £0.5k net 
variance and identifies the various funding sources for the drawdowns 
proposed. 

  
3.5 In addition to the variances set out in this report a further £60k savings are 

required to meet the Council’s overall saving target for 2008/09. 
  
4 The Report 
  
4.1 The table in Appendix A shows details of all variances within General Fund 

budgets for the 2008/09 financial year to 30 September 2008, summarised at 
committee / board and service level. 

  
 Risk Management 
  
4.2 A key aspect of the Council’s approach to budget management is a risk 

management assessment which is carried out throughout the budget 
process. 

  
4.3 In the case of expenditure there is low risk to most of the Council’s estimates 

and the budget can be fairly accurately predicted, for example, employee 
costs and most running costs.  

  
4.4 The key risks that have been assessed as part of the budget process include 

the achievability of the budget savings identified and the potential for income 
generation. 

  
4.5 In these cases a cautious estimate has been allowed and the budgets are 

being monitored closely during 2008/09.  Quarterly budget monitoring reports 
to the various Boards and Committees will highlight any potential areas of 
concern. Officers will monitor their budgets closely and take appropriate 
action where necessary. 
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4.6 
 

Within the overall General Fund budget a contingency sum of £150k is 
included to provide resource for unforeseen expenditure and there are 
earmarked reserves to cover non-recurring items (for example planning 
inquiries and building repairs). 

  
 Major Budget Variances by Board / Committee 
  
 POLICY & RESOURCES COMMITTEE – Major Budget Variances 
  
 Land Charges 

Actual Overspend to Date £28,642 and 99% - RED 
Forecast Overspend £68,000 and (1074%) - RED 

  
4.7 The majority of the overspend to date is due to a shortfall in Land Charges 

search income - currently £33k under budget.   
  
4.8 Councillors were updated at the meeting of this committee on 30 September 

with regards the increase of Personal Search companies, the effect of the 
introduction of the HIPS packs and the downturn in the housing market all of 
which have had a dramatic effect on Land Charges income.  The situation 
with regards these issues remain unchanged and as a result it is expected 
that Land Charge search income is projected to be £66k under budget at the 
end of the financial year. 

  
4.9 As a result in the falling number of searches, payments to North Yorkshire 

County Council are also under budget by approximately £8k.  It is expected 
that by the end of the financial year this saving will be approximately £2k and 
this will reduce the projected shortfall in income to £64k.  Officers will 
continue to monitor the situation with regards Land Charge search income 
and are currently working on a review of the service in order to minimise the 
impact of the shortfall. 

  
 Corporate Employee Initiatives 

Actual Saving to Date (£28,653) and (43%) - RED 
Forecast Overspend £2,000 and 2% - GREEN 

  
4.10 Corporate employee training is currently underspent by £13,000 due to 

development needs not yet being identified.  360 degree and JPR feedback 
is awaited so that a training plan can be formulated.  In addition qualification 
training expenses are currently under budget by £8,200 due to a delay with 
training establishments submitting invoices to the council.  

  
 Human Resources 

Actual Saving to Date (£20,123) and 16% - RED 
Forecast Budget on Track - GREEN 

  
4.11 Human Resources have received a contribution of £20,000 from the Housing 

Revenue Account which will be used to fund additional HR resources 
employed on various personnel issues.  
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 ECONOMY BOARD – Major Budget Variances 
  
 Housing Benefits 

Actual Overspend to Date £190,022 and 8% – AMBER 
Forecast Budget Saving (£74,447) and (8%) – AMBER 

  
4.12 At the end of September payments of Benefit are in line with budget.  

However, there is currently a shortfall in subsidy grant income of £223k 
against budget. 

  
4.13 After the half year subsidy return is submitted, grant income will be adjusted 

by the Department for Work and Pensions (DWP) in the October instalment 
to reflect actual payments made, and will be finalised after the financial year-
end.  This will bring the income back in line with budget. 

  
4.14 The economic climate and local housing allowance means officers are 

expecting an increase in Benefit payments towards the year end.  However, 
it is expected that this will be off-set by increased subsidy grant.  Overall a 
net underspend of £51.9k at year end. 

  
4.15 There is also a variance in Housing Benefit administration, which currently 

has a net underspend of £18.3k.  Including £17.7k within salaries, reflecting 
posts remaining vacant, pending the outcome of the business process re-
engineering project.  The forecast underspend for the year is £22.5k. 

  
 ENVIRONMENT BOARD – Major Budget Variances 
  
 Recycling 

Actual Saving to Date (£115,051) and (20%) - RED 
Forecast Budget on Track - GREEN 

  
4.16 Most of the saving to date is on payments made to contractors for the 

collection and disposal of recyclable materials (£70,893). This is mainly due 
to the contract inflation not yet being invoiced by the contractor. 

  
4.17 The service has also generated more income than expected, from the sale of 

recyclable materials (£25,778), and from recycling credits (£6,617), which 
are reimbursed by North Yorkshire County Council based on the volume of 
waste recycled. 
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PLANNING COMMITTEE – Major Budget Variances 
 

 Development Control 
Actual Overspend to Date £54,848 and 7% - AMBER 
Forecast Overspend £59,000 and 10% - RED 

  
4.18 The majority of the overspend to date is due to a shortfall in Planning Fee 

income, which is clearly attributed to the current credit crunch. Whilst 
application numbers are similar to those received last year, the types of 
applications received tend to fall in the minors and others category which do 
not attract high fees.  There has been a particularly noticeable drop in the 
number of major applications submitted which usually generate significant 
fee income. This phenomenon is not peculiar to Selby but is mirrored 
nationally. 

  
4.19 Currently the fees deficit stands at £98k, but the current underspend in salary 

and consultant costs reduces this deficit to £59k.  It is anticipated that a 
number of major applications are due to be submitted towards the end of 
2008 which should attract significant fees which should either reduce the 
deficit considerably or contribute towards exceeding the income generated 
from planning applications as set in the 2008/2009 budget. However, there 
remains a significant risk that this budget will not recover by the end of the 
year and therefore officers will continue to monitor fee income closely and 
look to identify potential further savings to negate this risk. 

  
 SOCIAL BOARD – Major Budget Variances 
  
 General Fund Housing 

Actual Saving to Date (£385,093) and 4,581% – RED 
Forecast Budget on Track – GREEN 

  
 Improvement Grants 
4.20 DCLG funding has been received for Improvement Grants (£250,000) and 

Disabled Facilities Grants (£120,000). This income is to be allocated to cover 
costs incurred within capital budgets. 

  
 Concessionary Fares 

Actual Saving to Date (£39,918) and (13%) – RED 
Forecast Budget Saving (£182,000) and (23%) – RED 

  
4.21 The budget was increased from 2008/09 to reflect changes to the travel 

scheme. Due to demand for the service in the district, there may be a 
potential saving of between £182k and £213k. This budget is to be monitored 
at this stage and councillors will be updated when comprehensive data is 
available. 
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 Community Safety 
Actual Saving to Date (£81,519) and (62%) – RED 
Forecast Budget on Track – GREEN 

  
4.22 This variance is as a result of contributions received from partners to fund 

various community safety projects. This funding is to be allocated to projects 
when all the funding has been received and will be spent by the end of the 
financial year. 

  
 Other Budget Issues by Board / Committee 
  
 POLICY & RESOURCES – Other Budget Issues 
  
 Corporate Buildings 
  
4.23 Essential repairs and maintenance have been undertaken at a number of 

corporate buildings and depots.  These total £9.9k in the period August to 
September. 

  
4.24 Due to the responsive nature of these repairs, budgets are not held against 

the individual buildings but centrally in a buildings repairs reserve, and it is 
therefore proposed that the cost of the repairs be met from this reserve. 

  
 Finance & Central Services 
  
4.25 There are a number of small variances within Finance & Central Services, 

some will be eliminated when pay award arrears are paid. This area will be 
closely monitored to see if genuine savings are achievable. 

  
 ECONOMY BOARD - Other Budget Issues 
  
 Industrial Units 

Actual Overspend to Date £6,672 and (7%) - AMBER 
Forecast Overspend £7,380 and (23%) - RED 

  
 Hurricane Close 
4.26 Following these units being vacated all outstanding repairs as outlined in the 

report to this Committee on 30 September 2008 have now been completed. 
In addition, quotes are being obtained to re-instate a wall between the two 
units, and provisional estimates indicate the cost will be approximately 
£3,500.   

  
4.27 In light of the current financial climate, Legal Services have amended the 

leases to allow a month on month lease, and there has been positive interest 
in one of the units.  Subject to two satisfactory references the amended lease 
will be drafted by Legal Services week commencing the 20 October 2008. 
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4.28 Although the income budget has been adjusted to account of the units being 
unoccupied for 6 months, as the units are still vacant, the projected outturn 
has been reduced by a further £10k.  This is still an estimate based on 
current information but will continue to be reviewed.  Should the units remain 
void the council will start to incur Business Rates which will amount to 
approximately £20k for the period 1 October 08 to 31 March 09 and there is 
currently no budget for these costs. Officers will continue to monitor the 
situation. 

  
4.29 The enquiry received mid August regarding leasing the units with an option 

to purchase has now been closed as there has been no further feedback. 
  
 ENVIRONMENT BOARD - Other Budget Issues 
  
 Pollution Monitoring and Contaminated Land 

Actual Saving to Date (£18,688) and 9% - AMBER 
Forecast Budget on Track - GREEN 

   
4.30 Although not a major variance, the saving on Pollution Monitoring has partly 

occurred due to the less than expected cost of consultants on monitoring and 
local air pollution issues.    

  
4.31 A grant of £7,000 has also been received as a contribution towards the cost 

of an Energy Reduction Management. If no subsequent scheme or partner 
can be found, this funding will be repaid at the end of the financial year.  

  
 SOCIAL BOARD – Other Budget Issues 
  
 Arts & Cultural Development 

Actual Saving to Date (£1,510) and (100%) – GREEN 
Forecast Budget Saving (£3,020) and (100%) – RED 

  
4.32 This saving is as a result Your Community, Your Future grant available for 

projects in the district. This is the remaining unclaimed element that can be 
transferred to balances as a saving.  

  
 Sports Development & Groundwork Projects 

Actual Saving to Date (£9,459) and (23%) – RED 
Forecast Budget Saving (£7,410) and (7%) – AMBER 

  
4.33 The Sports equipment Bank (£280) and Youth Leisure Grants (£7,130), are 

transferred to balances as per Arts & Cultural Development in 4.31. 
  
 Efficiencies and Savings 
  
4.34 
 

The Government’s Comprehensive Spending Review 2007 (CSR07) requires 
local authorities to achieve 3% cash releasing efficiencies each year from 
2008/09 to 2010/11.  For Selby District Council this equates to £529k for 
2008/09 and £1.635 million by the end of 2010/11. 
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4.35 Appendix B summarises the savings that have been identified by officers for 
the General Fund to date and also shows the progress made to date on 
each. 

  
4.36 In the current year, officers originally identified £873k of cashable efficiencies 

and savings and budgets have been reduced accordingly, which will assist in 
the Council achieving a balanced budget in the longer term.  A description of 
each of the savings is provided along with further comments and details on 
progress made to date. The target for 2008/09 is £933k which means that a 
further £60k is still to be identified. 

  
4.37 Officers are predicting that in the current year the savings identified will 

decrease to £792k (a reduction of £81k) making the total savings still to be 
identified for 2008/09 £141k. The reduction is savings previously identified is 
mainly due to: reduced savings on Refuse/Grounds Maintenance contracts 
(£124k); the rescheduled start of the Leisure Trust (£72.5k); and  delays to 
BPR projects in Legal and Planning (£62k) which are due to start in the latter 
part of 2008/09. 
 

4.38 These reductions are partially offset by additional savings which will be 
achieved, including: BPR projects in ICT and Scanning (£17.5k); Recycling 
efficiencies (£20k); and expected additional investment interest of £155.5k. 
The budgets have been adjusted to reflect the net decreased saving and 
officers will continue to work towards identifying further savings in order to 
achieve the targets set. 
 

4.39 
 

In 2009/10 efficiencies are expected through the centralisation of 
photocopying and printing, which following a Printer Audit savings are 
expected to increase from £5k to £20k.  The Business Process Re-
engineering projects in Planning, Local Taxation, ICT and Scanning will yield 
additional efficiencies of £136k from 2009/10. An increase in Court activity 
and charges will mean an increase of £56k in Local Taxation court costs 
recovered from 2009/10, together with an additional £65k from increases in 
Fees and Charges. The sale of Barlby Depot is expected to create 
efficiencies of £10k in 2009/10 (and £20k in 2010/11) and following a change 
in provider of the mast income is expected to increase by £13k.  Recycling 
and Energy Management initiatives will increase efficiencies by £38K. These 
efficiencies will be partially offset by a delay in the insurance saving of £5k 
from 2009/10 to 2010/11, and the forecasted increase in the Refuse 
Collection/Street Cleansing contract costs. The Medium Term Financial Plan 
has been amended accordingly. 

  
4.40 Accountancy Section officers continue to hold regular meetings with all 

budget officers within the Council to discuss financial performance against 
budget and Operational Management Team will identify opportunities to 
make the savings required to mitigate the budget pressures identified within 
this report. 
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5 Financial Implications 
  
5.1 The financial implications as a result of this report are analysed as follows: 
  
  2008/09 

£ 
2009/10 

£ 
2010/11 

£ 
Original Net Expenditure 
Budget 11,358,570 11,409,052 11,650,740

Adjustments to date 1,343,380 (143,600) (139,540)

Latest Approved Budget 12,701,950 11,265,452 11,511,200

Adjustments this Report:   
Corporate Buildings (Building 
Repairs Reserve) 9,900  

Your Community Your Future 
(Transfer to balances) (10,430) 0 0

Total Adjustments this 
Report  (530) 0 0

Revised Net Budget 12,701,420 11,265,452 11,511,200

 

The above adjustments are to be funded as follows:- 

Building Repairs Reserve 9,900  

Savings (10,430)  

Total (530)   
  
5.2 The above funding proposals mean that the Building Repairs Reserve stands 

at £928,178; and further savings of £141k are required to be identified  in 
order to achieve the overall saving target for 2008/09. 

  
6 Conclusion 
  
6.1 Budgets are financial plans which are affected by external factors, as can be 

seen by the variances explained within this report.  Officers are monitoring 
and managing their budgets closely and have plans in place to deal with and 
react to the impact of external factors placed upon them. 

  
6.2 There are a number of budget variances identified for which the Council has 

set aside earmarked reserves. However, there are a number of other budget 
pressures that will require close monitoring and management action in order 
to address them over the remaining months of the financial year. Operational 
Management Team will continue to identify opportunities to make the savings 
required to mitigate the budget pressures identified within this report. 
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7 Link to Corporate Plan 
  
7.1 Budget monitoring procedures support all of the Council’s strategic themes. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 Budget monitoring procedures support all of the Council’s priorities. 
  
9 Impact on Corporate Policies 
  
9.1 Service Improvement Impact 
 Effective budget monitoring helps to ensure that the Council is aiming for 

continuous improvement as demanded by the principles of Best Value. 
 

9.2 Equalities 
 

No Impact  
9.3 Community Safety and Crime 

 
No Impact 

9.4 Procurement 
 

No Impact  
9.5 Risk Management  Impact  
 This report helps to ensure the reduction of risks arising from unexpected 

overspending by enabling early preventative or remedial action to be taken. 
 

9.6 Sustainability 
 

No Impact  
9.7 Value for Money Impact  
 The report itself will not lead to any efficiency savings.  Cashable Gershon 

efficiency savings as identified in the Forward Look Annual Efficiency 
Statement for 2008/09 have been included in this report for Councillor 
approval to reduce the relevant budget. 
 

10 Background Papers 
  

10.1 Accountancy budget working papers.  
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Appendix A

Approved Latest Actual Forecast
Original Changes Approved Expenditure Actual Actual Forecast Forecast Forecast Outturn
Budget to Budget Budget Budget to / Income to Variance Variance Outturn Variance Variance Traffic
2008/09 2008/09 2008/09 30 Sep 30 Sep 30 Sep 30 Sep 2008/09 2008/09 2008/09 Light

£    £    £    £    £    £    %    £    £    %    

Economy Board

Building Control 61,810 (4,650) 57,160 12,711 13,249 538 4 57,160 - - GREEN
Bus Station 4,700 5,000 9,700 9,401 12,323 2,922 31 9,700 - - GREEN
Economic Development 283,010 78,790 361,800 193,997 189,639 (4,358) (2) 361,800 - - GREEN
Housing Benefits 873,260 58,480 931,740 2,364,052 2,554,074 190,022 8 857,293 (74,447) (8) AMBER
Industrial Units (78,170) 45,410 (32,760) (97,580) (90,908) 6,672 (7) (25,380) 7,380 (23) RED
Local Taxation Collection 699,080 97,290 796,370 766,071 778,060 11,989 2 796,324 (46) (0) GREEN

Total Economy Board 1,843,690 280,320 2,124,010 3,248,652 3,456,437 207,785 2,056,897 (67,113)

Environment Board

Barlow Nature Reserve 63,070 0 63,070 31,800 33,861 2,061 6 63,070 - - GREEN
Closed Burial Grounds 31,980 1,050 33,030 14,516 10,643 (3,873) (27) 33,030 - - GREEN
Commercial Health 292,280 27,620 319,900 304,734 291,714 (13,020) (4) 319,900 - - GREEN
Countryside Projects 2,270 0 2,270 1,135 0 (1,135) (100) 2,270 - - GREEN
Dog Warden 60,330 10 60,340 35,913 29,192 (6,721) (19) 59,050 (1,290) (2) GREEN
Environmental Other (E&L) 31,700 0 31,700 29,032 26,434 (2,598) (9) 31,700 - - GREEN
Environmental Other (HSG) 1,500 0 1,500 750 168 (582) (78) 1,500 - - GREEN
Environmental Other (DS) 0 14,400 14,400 7,200 -1 (7,201) (100) 14,400 - - GREEN
Environmental Other (HR) 4,000 0 4,000 2,000 3,965 1,965 98 4,000 - - GREEN

General Fund Budget Monitoring as at 30 September 2008
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Appendix A

Approved Latest Actual Forecast
Original Changes Approved Expenditure Actual Actual Forecast Forecast Forecast Outturn
Budget to Budget Budget Budget to / Income to Variance Variance Outturn Variance Variance Traffic
2008/09 2008/09 2008/09 30 Sep 30 Sep 30 Sep 30 Sep 2008/09 2008/09 2008/09 Light

£    £    £    £    £    £    %    £    £    %    

General Fund Budget Monitoring as at 30 September 2008

Environmental Emergencies 0 8,170 8,170 8,172 8,169 (3) - 8,170 - - GREEN
Pest Control 29,840 0 29,840 23,187 23,300 113 0 29,840 - - GREEN
Pollution Monitoring and Con. Land 229,280 4,000 233,280 216,700 198,012 (18,688) (9) 233,280 - - GREEN
Rural Transport Partnership 4,970 0 4,970 4,970 3,893 (1,077) (22) 4,970 - - GREEN
Public Conveniences 90,950 0 90,950 47,429 53,995 6,566 14 90,950 - - GREEN
Civic Amenities (E&L) 35,250 0 35,250 35,449 35,892 443 1 35,250 - - GREEN
Civic Amenities (HSG) 1,000 0 1,000 500 495 (5) (1) 1,000 - - GREEN
Recycling 1,090,490 39,590 1,130,080 585,868 470,817 (115,051) (20) 1,130,080 - - GREEN
House and Trade Refuse Collection 1,435,530 58,700 1,494,230 364,316 335,939 (28,377) (8) 1,494,230 - - GREEN
Street Cleansing 655,310 20,260 675,570 304,130 285,440 (18,690) (6) 675,570 - - GREEN
Naming of Streets (E&L) 2,000 0 2,000 1,001 -702 (1,703) (170) 2,000 - - GREEN
Naming of Streets (DS) 22,710 -12,490 10,220 10,220 10,220 - - 10,220 - - GREEN
Car Parks (General) 19,080 30 19,110 15,378 13,070 (2,308) (15) 19,110 - - GREEN
Car Parks (Pay and Display) (E&L) -114,080 -12,240 (126,320) -21,067 -20,818 249 (1) -119,850 6,470 (5) AMBER
Selby Market -7,850 190 (7,660) 2,552 1,104 (1,448) (57) -7,660 - - GREEN
Tadcaster Market 18,500 90 18,590 9,656 8,753 (903) (9) 18,590 - - GREEN

Total Environment Board 4,000,110 149,380 4,149,490 2,035,541 1,823,555 (211,986) 4,154,670 5,180
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Approved Latest Actual Forecast
Original Changes Approved Expenditure Actual Actual Forecast Forecast Forecast Outturn
Budget to Budget Budget Budget to / Income to Variance Variance Outturn Variance Variance Traffic
2008/09 2008/09 2008/09 30 Sep 30 Sep 30 Sep 30 Sep 2008/09 2008/09 2008/09 Light

£    £    £    £    £    £    %    £    £    %    

General Fund Budget Monitoring as at 30 September 2008

Planning Committee

Development Control 471,550 127,040 598,590 786,310 841,158 54,848 7 657,590 59,000 10 RED

Total Planning Committee 471,550 127,040 598,590 786,310 841,158 54,848 657,590 59,000

Policy & Resources Committee

Corporate & Democratic Core 1,224,020 47,450 1,271,470 1,389,970 1,381,800 (8,170) (1) 1,271,470 - - GREEN
Elections 164,950 -330 164,620 142,381 134,402 (7,979) (6) 164,620 - - GREEN
Land Charges -6,240 -90 (6,330) 28,813 57,455 28,642 99 61,670 68,000 (1,074) RED
Emergency Planning 81,390 50 81,440 71,937 62,674 (9,263) (13) 81,440 - - GREEN
E-Government -30,000 0 (30,000) 3 912 909 30,300 -30,000 - - GREEN
Video Cameras (CCTV) 124,470 0 124,470 70,386 66,344 (4,042) (6) 124,470 - - GREEN
Corporate Employee Initiatives 110,010 11,000 121,010 67,181 38,528 (28,653) (43) 123,010 2,000 2 GREEN
P & R Miscellaneous 183,300 129,890 313,190 127,518 121,783 (5,735) (4) 327,760 14,570 5 AMBER
Development Policy 499,610 22,290 521,900 317,088 308,824 (8,264) (3) 521,900 - - GREEN
Grants 57,080 10,000 67,080 51,553 57,187 5,634 11 67,080 - - GREEN
External Precepts 1,332,490 0 1,332,490 666,246 666,588 342 0 1,332,490 - - GREEN
Licensing 76,310 20 76,330 79,828 79,039 (789) (1) 76,330 - - GREEN
Printing Services -30 0 (30) -14 -1,447 (1,433) 10,236 -30 - - GREEN
Property Management -38,120 0 (38,120) -7,619 -12,010 (4,391) 58 -38,120 - - GREEN
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Approved Latest Actual Forecast
Original Changes Approved Expenditure Actual Actual Forecast Forecast Forecast Outturn
Budget to Budget Budget Budget to / Income to Variance Variance Outturn Variance Variance Traffic
2008/09 2008/09 2008/09 30 Sep 30 Sep 30 Sep 30 Sep 2008/09 2008/09 2008/09 Light

£    £    £    £    £    £    %    £    £    %    

General Fund Budget Monitoring as at 30 September 2008

Tadcaster Public Office (43 Kirkgate) 0 0 - 1 0 (1) (100) 0 - - GREEN
Tadcaster Community Office -1,430 10 (1,420) -9,553 -8,911 642 (7) -1,420 - - GREEN
Sherburn Community Office -70 20 (50) -7,657 -14,248 (6,591) 86 -50 - - GREEN
Civic Centre -2,570 22,790 20,220 -167,232 -153,410 13,822 (8) 27,320 7,100 35 RED
Customer Contact Centre -6,030 -8,865 (14,895) -443,088 -452,555 (9,467) 2 -14,895 - - GREEN
Portholme Road Depot -1,040 2,600 1,560 -60,872 -57,427 3,445 (6) 2,560 1,000 64 RED
Barlby Road Depot -1,320 70 (1,250) -16,167 -17,179 (1,012) 6 50 1,300 (104) RED
Prospect Way Depot -640 1,650 1,010 -13,159 -15,357 (2,198) 17 1,510 500 50 RED
Corporate Client and Directors -15,000 5,960 (9,040) -217,164 -226,074 (8,910) 4 -9,040 - - GREEN
Environmental Services -10,310 -850 (11,160) -494,152 -517,654 (23,502) 5 -11,160 - - GREEN
Finance and Central Services 1,520 6,185 7,705 -886,811 -923,946 (37,135) 4 623 (7,082) (92) RED
Human Resources -1,670 10,600 8,930 -121,994 -142,117 (20,123) 16 8,930 - - GREEN
Legal and Democratic Services -26,490 22,920 (3,570) -219,500 -208,991 10,509 (5) -3,570 - - GREEN
Development Services 33,790 14,910 48,700 -286,364 -307,970 (21,606) 8 48,700 - - GREEN
Policy and Performance 22,940 3,010 25,950 -139,537 -151,080 (11,543) 8 25,950 - - GREEN
Total Policy & Resources 
Committee 3,770,920 301,290 4,072,210 (77,978) (234,840) (156,862) 4,159,598 87,388

Social Board

General Fund Housing 96,630 19,810 116,440 -8,407 -393,500 (385,093) 4,581 116,440 - - GREEN
Concessionary Fares 782,420 0 782,420 311,462 271,544 (39,918) (13) 600,420 (182,000) (23) RED
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Approved Latest Actual Forecast
Original Changes Approved Expenditure Actual Actual Forecast Forecast Forecast Outturn
Budget to Budget Budget Budget to / Income to Variance Variance Outturn Variance Variance Traffic
2008/09 2008/09 2008/09 30 Sep 30 Sep 30 Sep 30 Sep 2008/09 2008/09 2008/09 Light

£    £    £    £    £    £    %    £    £    %    

General Fund Budget Monitoring as at 30 September 2008

Community Safety 102,120 51,540 153,660 131,346 49,827 (81,519) (62) 153,660 - - GREEN
Social GF Miscellaneous (P&P) 0 2,850 2,850 1,425 0 (1,425) (100) 2,850 - - GREEN
Parks and Open Spaces 64,420 2,480 66,900 36,855 37,590 735 2 66,900 - - GREEN
Recreation Grounds - Non Sports 14,020 390 14,410 5,597 11,462 5,865 105 14,410 - - GREEN
Recreation Grounds - Sports 9,520 110 9,630 4,066 2,562 (1,504) (37) 9,630 - - GREEN
Arts & Cultural Development 0 3,020 3,020 1,510 0 (1,510) (100) 0 (3,020) (100) RED
Sports Dev. & G'work Projects 105,540 7,460 113,000 41,998 32,539 (9,459) (23) 105,590 (7,410) (7) AMBER
Abbey Leisure Centre 585,130 113,160 698,290 335,820 330,679 (5,141) (2) 698,290 - - GREEN
Tadcaster Leisure Centre 125,420 12,070 137,490 79,556 88,982 9,426 12 137,490 - - GREEN

Total Social Board 1,885,220 212,890 2,098,110 941,228 431,688 (509,540) 1,905,680 (192,430)

Total Net Cost of Services 11,971,490 1,070,920 13,042,410 6,933,753 6,317,999 (615,754) 12,934,435 (107,975)

Corporate Income & Expenditure (612,920) 272,460 (340,460) (340,460) - - GREEN

Total Net Expenditure 11,358,570 1,343,380 12,701,950 12,593,975 (107,975) (1)

This report will comment on any major forecasted variances to date and any major variances to date and where necessary recommend a course of action.  A major variance is 
one greater than or equal to £10,000 and 10% of profiled budget, or less than or equal to -£10,000 and -10% of profiled budget.
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Approved Latest Actual Forecast
Original Changes Approved Expenditure Actual Actual Forecast Forecast Forecast Outturn
Budget to Budget Budget Budget to / Income to Variance Variance Outturn Variance Variance Traffic
2008/09 2008/09 2008/09 30 Sep 30 Sep 30 Sep 30 Sep 2008/09 2008/09 2008/09 Light

£    £    £    £    £    £    %    £    £    %    

General Fund Budget Monitoring as at 30 September 2008

Traffic Light
Red

Amber
Green

Greater than  + or - 10%
+ or - 4 to 9%
+ or - 0 to 3%

In addition a traffic light system has been used above to indicate how a service is expected to perform against the approved budget, based on the forecast outturn.

Criteria
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Appendix B
GENERAL FUND BASE BUDGET SAVINGS 2008/09 - 2010/11 Key:
General Fund Green Savings likely to be achieved

Amber

Red

Proposed Savings

 Originally 
Included in 
the 2008/09 

Budget 

Currently 
Included in 
the 2008/09 

Budget 

Projected 
Outturn 
2008/09 2009/10 2010/11 Comments Progress

Benefits/Local Taxation - 
Howden Link

Green 8,540          8,540          8,540          8,540         8,540         Renegotiation of contract for 
communications link

Completed

Rationalisation of 
telephone accounts

Amber 3,800          1,900          1,900          3,800         3,800         More efficient account arrangements Delays in progress due to 
potential new contract (see 
telephone calls below)

E-Gov - maintenance costs 
on DIP hardware

Green 6,000          8,000          8,000          8,000         8,000         Reduction in maintenance costs re 
obsolete equipment

Completed

ISP Green 5,000          5,000          5,000          20,000       20,000       Reduction in price through change to 
Nynet

Completed

Gas / Electricity Green 20,000        20,000        20,000        20,000       20,000       Speculative reduction in price Completed
Expanded Building Control 
Partnership

Green 10,610        10,610        10,610        10,610       10,610       Savings following addition of further 2 
partners

Completed

Expanded Building Control 
Partnership

Green -             -             -             5,000         5,000         Savings following addition of further 1 
partner

Completed

On-line recruitment 
advertising

Green 10,000        10,000        10,000        10,000       10,000       Removal of corporate advertising 
budget for traditional adverts

Completed

Plain English Campaign Green 3,000          3,000          3,000          3,000         3,000         Reduction in price  Completed
Expansion of Audit 
Partnership

Green 3,000          3,000          3,000          3,000         3,000         Savings following addition of further 
partner

Completed

Change in postal provider Amber 4,000          2,000          2,000          4,000         4,000         Savings from national framework 
contracts

Collaborative exercise being 
explored with York, Hambleton 
and Richmondshire

Change provider for 
telephone calls

Amber 9,000          9,000          9,000          18,000       18,000       Savings from NYCC framework 
contract

NYCC framework available - work 
to transfer progressing

Central 
Photocopying/printing

Amber 5,000          10,000        10,000        20,000       20,000       Network and 'centralise' printing 
facilities (may require some up front 
investment)

Print Audit received - project plan 
being developed - aim to 
implement 2008

Tentative savings - further work required
Savings require a change in Council policy or significant change in 
service delivery
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GENERAL FUND BASE BUDGET SAVINGS 2008/09 - 2010/11 Key:
General Fund Green Savings likely to be achieved

Amber

Red

Proposed Savings

 Originally 
Included in 
the 2008/09 

Budget 

Currently 
Included in 
the 2008/09 

Budget 

Projected 
Outturn 
2008/09 2009/10 2010/11 Comments Progress

Tentative savings - further work required
Savings require a change in Council policy or significant change in 
service delivery

Insurance Contract Amber 5,000          -             -             -            5,000         Collaborative procurement exercise Start delayed until April 2010 due 
to requirements to align contracts

Combined Street Scene 
Contract / Alternate Bin 
Collections

Amber -             -             -             200,000     400,000     Move to alternate bin collection 
system from October 2009 - subject 
to tendering

Decision to move to ABC taken - 
proposals for new contract being 
formulated

Leisure Trust NNDR & 
VAT Savings

Amber 72,500        -             -             115,000     115,000     This is speculative at this stage, but 
plans will firm over the next 3-6 
months

Project now rescheduled to start 
in April 2009 so forecast savings 
in 2008/09 will not be achieved.  
Savings in 2009/10 onward 
remain speculative .

BPR - E-Government Green 34,000        34,000        34,000        34,000       34,000       Reduction in resources - work 
redistributed

Completed

EH Technician Green 22,500        22,500        22,500        22,500       22,500       Savings net of resources transferred 
to CCC

Completed

Development Control - On-
line consultations

Amber 3,130          -             -             3,130         3,130         Savings in printing and postage costs 
- project delayed due to technical 
difficulties

Savings in printing and postage 
costs - project delayed due to 
technical difficulties

BPR - Central Admin Amber 20,000        20,000        20,000        20,000       20,000       1 FTE and review structure - currently 
holding 2 vacancies filled with 
temporary employees (see scanning 
below)

Currently holding 2 vacancies 
filled with temporary employees 
(see scanning below)

BPR - Local Taxation and 
Bens

Amber 30,000        30,000        30,000        60,000       60,000       Review processes Key findings report and list of 
quick wins produced - site visits 
to higher performing councils 
completed - recommendations 
due November 2008.
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GENERAL FUND BASE BUDGET SAVINGS 2008/09 - 2010/11 Key:
General Fund Green Savings likely to be achieved

Amber

Red

Proposed Savings

 Originally 
Included in 
the 2008/09 

Budget 

Currently 
Included in 
the 2008/09 

Budget 

Projected 
Outturn 
2008/09 2009/10 2010/11 Comments Progress

Tentative savings - further work required
Savings require a change in Council policy or significant change in 
service delivery

Review of JMT Support Green 12,000        6,000          6,000          12,000       12,000       0.5 FTE and review structure Vacancy w.e.f. mid July - 
structure amended on a 
temporary basis - will be reviewed 
June 2009.

BPR - ICT Amber -             15,000        15,000        30,000       30,000       1 FTE and review structure Retirement of 1 officer July 2008 - 
revised structure being 
formulated.

BPR - Scanning Amber -             2,500          2,500          5,000         5,000         Scan on site at CCC/move to mobile 
departmental technologies

Subject to outcome of Local 
Taxation and Benefits BPR 
project.

BPR - Legal & Democratic 
Services

Amber 23,000        -             -             23,000       23,000       Subject to review Revised structure being 
formulated

BPR - Planning Amber 39,000        -             -             110,000     110,000     Process impovements Project started and process maps 
completed.Work on new 
processes underway. 
Recommendations due 
January/February 2009. 
Achievable savings may be less 
than target - awaiting details from 
BPR project.

Community Link Officer 
support to the CIPs

Green -             3,080          3,080          -            -            1 year saving following collaborative 
working with Selby AVS

Completed

Disposal of Barlby Depot Amber -             -             -             10,000       20,000       Decision to dispose of asset taken - 
assumes from mid 2009/10

Disposal options to be reported to 
P & R following T & F Group

Housing Benefits (Net) Green 48,000        48,000        48,000        48,000       48,000       Net additional subsidy as a result of 
improved performance

Completed

Firewall Improvement Green 18,000        18,000        18,000        18,000       18,000       Improvements negate need for 
intrusion detection

Completed
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GENERAL FUND BASE BUDGET SAVINGS 2008/09 - 2010/11 Key:
General Fund Green Savings likely to be achieved

Amber

Red

Proposed Savings

 Originally 
Included in 
the 2008/09 

Budget 

Currently 
Included in 
the 2008/09 

Budget 

Projected 
Outturn 
2008/09 2009/10 2010/11 Comments Progress

Tentative savings - further work required
Savings require a change in Council policy or significant change in 
service delivery

ICT - Decommissioning of 
Citrix Server

Green 3,000          3,000          3,000          3,000         3,000         Server decommissioned Completed

Council Tax Postage Green 2,320          2,320          2,320          2,320         2,320         Change to 'Walk Sort' Completed
Court Costs Income Green 10,000        10,000        10,000        10,000       10,000       Increase in income from increase in 

recovery action
Completed

2nd Class Post Amber 6,000          6,000          6,000          6,000         6,000         Move to 1st Class Post by exception Postage costs increasing due to 
increasing volumes of mail

Car Park Income Green 24,000        24,000        24,000        24,000       24,000       Increase in usage Completed
Power Station Consultancy Green 5,000          5,000          5,000          5,000         5,000         Completed

Recycling Green 24,500        44,500        44,500        44,500       44,500       Net saving (£44,500 less £20,000 for 
purchase of additional 
bins/containers) achieved in 2007/08 -
on-going saving of £44,500

Completed

Telecommunications Mast Amber -             -             -             13,000       13,000       Change in provider of mast (timing to 
be determined)

Agreement reached timetable not 
yet finalised

Car Allowances Amber 10,500        10,500        10,500        10,500       10,500       Target 10% reduction in miles 
travelled (OMT to monitor)

Half year reports due by end of 
November 2008

Energy Management Amber -             -             -             18,000       18,000       Indentification and implementation of 
energy management initiatives (see 
report to Env Board 17/04/08)

Negotiating through North 
Yorkshire Sustainable Energy 
Group to develop joint post to 
drive energy management

Pre 1974 Pension Costs 
(West Yorkshire Pension 
Fund)

Green 30,000        30,000        30,000        30,000       30,000       Deceased former employees Completed
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GENERAL FUND BASE BUDGET SAVINGS 2008/09 - 2010/11 Key:
General Fund Green Savings likely to be achieved

Amber

Red

Proposed Savings

 Originally 
Included in 
the 2008/09 

Budget 

Currently 
Included in 
the 2008/09 

Budget 

Projected 
Outturn 
2008/09 2009/10 2010/11 Comments Progress

Tentative savings - further work required
Savings require a change in Council policy or significant change in 
service delivery

Refuse Collection/Grounds 
Maint etc Contract Inflation

Amber 154,290      29,850        29,850        29,850       29,850       Difference between actual inflation for 
2007/08 and that budgeted

Forecast savings will not be 
achieved due to 7.66% increase 
to cover Contract Price 
adjustment

Hull & Goole Port Health 
Authority Levy

Green 16,450        16,450        16,450        17,270       18,130       Withdrawal of Selby as a cost 
contributor

Completed

Homelessness Green 10,000        10,000        10,000        10,000       10,000       Removal of contribution to HRA for 
homelessness

Completed

2007/08 Pay Award Green 34,000        34,000        34,000        34,000       34,000       Difference between budget (3%) and 
actual (2.47%)

Completed  

2008/09 Pay Award Amber 35,000        35,000        35,000        35,000       35,000       1/2% Reduction in pay award 
provision

Completed

Concessionary Fares - Rail 
Travel

Green 20,000        20,000        20,000        20,000       20,000       Removal of discretionary add-on Completed

Health Improvement Green 5,000          5,000          5,000          5,000         5,000         Reduction in days due to PCT service 
reconfiguration

Completed

Fees and Charges 2008/09 Green 60,000        53,000        53,000        125,000     125,000     Target 2% above inflation (also 
includes increased car park charges 
from Oct 2008 and court costs from 
Sept 2008)

Completed although income will 
be monitored through quarterly 
budget management reports

Investment Income / 
Treasury Management

Green 8,000          13,500        13,500        8,000         8,000         Save Fund Managers fee - invest 
funds internally - review after 1st year 
with core funds returning to 
managers

In-house investment to 
commence 1 April 2008 - fees to 
be monitored

Excess Investment Interest Amber -             150,000      150,000      -            -            Interest earned in excess of budget 
(may be potential in future years)

Currently on track but reduction in 
base rate may impact on this 
although most of investments 
fixed at higher rates.

873,140      792,250    792,250    1,295,020 1,510,880Total General Fund Savings
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Appendix B
GENERAL FUND BASE BUDGET SAVINGS 2008/09 - 2010/11 Key:
General Fund Green Savings likely to be achieved

Amber

Red

Proposed Savings

 Originally 
Included in 
the 2008/09 

Budget 

Currently 
Included in 
the 2008/09 

Budget 

Projected 
Outturn 
2008/09 2009/10 2010/11 Comments Progress

Tentative savings - further work required
Savings require a change in Council policy or significant change in 
service delivery

Savings Target

Original Target 750,000      750,000      1,500,000  1,500,000  
Add: 2008/09 Budget 138,000      138,000      155,000     322,000     
Add: Development Services Restructure 45,350        45,350        56,400       71,090       

933,350      933,350    1,711,400 1,893,090

Shortfall 60,210        141,100    416,380   382,210   
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Agenda Item No: 12  
___________________________________________________________________ 
 
Title: General Fund Capital Programme - Budget 

Management to 30 September 2008 
  
To: Policy & Resources Committee 
  
Date: 25 November 2008 
  
Service Area: Operational Management Team 
  
Author: Operational Management Team 
  
Presented by: Karen Iveson, Head of Service – Finance & Central 

Services 
  
__________________________________________________________________ 
 
1 Purpose of Report 
  
1.1 To update councillors with details of the position of the General Fund Capital 

Programme for the 2008/09 financial year to 30 September 2008. 
  
2 Recommendations: 
  
 i. Councillors note the position on the General Fund Capital 

Programme for 2008/09 at September 2008 
  
 ii. Councillors endorse the actions of officers in monitoring the 

programme. 
  
  
3 Executive Summary 
  
3.1 This report updates councillors on the progress to the Council’s General 

Fund Capital Programme as at 30 September 2008. At this date the Capital 
Programme has approval for £4.5m of expenditure and as at 30 September 
2008 has a saving of £29k and a year end forecasted position against 
schemes within the current programme is expected to come in on target.  
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3.2 Whilst there are sufficient resources to cover the commitments within the 
current capital programme, £1.2m of the expected £9.0m expected at the 
start of the year is unlikely to be available in 2008/09 due largely to the sale 
of land at Riccall not proceeding as planned. The capital programme will 
require close monitoring as the Selby Community Project develops. 

  
4 The Report 
  
4.1 The table in Appendix A shows details of all forecasted outturns within the 

General Fund Capital Programme to 30 September 2008. The table in 
Appendix B shows details of the resources available to deliver the General 
Fund Capital Programme. 

  
 Risk Management 
  
4.2 A key aspect of the Council’s approach to budget management is a risk 

management assessment which is carried out throughout the budget 
process. 

  
4.3 The capital programme is dealing with large projects and a high level of 

expenditure.  The programme of spend can be affected by external factors 
which may cause delays to the programme and also by shortfalls or delays in 
receiving capital receipts. 

  
 Major Budget Variances 
  
4.5 This report has identified the following actual and forecasted major variances 

within the General Fund Capital Programme: -  
  
 Urban Renaissance 

Actual saving to date (£10,270) and (23%) – RED 
Forecast budget on track 

  
4.6 The posts to deliver Urban Renaissance projects are currently vacant and 

are to be recruited to on a fixed term contract. The current saving will be 
utilised to support a full establishment for the remainder of the year and 
some outstanding consultancy costs. 

  
 Resources 
  
4.7 The resources available for the capital programme are set out at Appendix B.
  
4.8 Whilst there are sufficient resources to cover the commitments within the 

current programme, £1.2m of the expected £9.0m expected at the start of the 
year is unlikely to be available in 2008/09 due largely to the sale of land at 
Riccall not proceeding as planned, however receipts from the sale of land at 
Portholme Road can be used to cover this gap in the medium term.  
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4.9 Officers are now investigating the best approach to the future development 
and sale of the land at Riccall, to maximise the capital receipt and safeguard 
the resources required for the future capital programme as our plans for 
Selby Community Project develop. 

  
5 Financial Implications 
  
5.1 The financial implications as a result of this report can be analysed as 

follows: - 
  2008/09 

£ 
2009/10 

£ 
2010/11 

£ 
Original Budget 310,850 43,500 10,000

Adjustments to date 4,154,180 0 0

Latest Approved Budget 4,465,030 43,500 10,000

Adjustments this Report:   

Reductions / Savings  
Total Adjustments this 
Report   

Revised Net Budget 4,465,030 43,500 10,000 
  
6 Conclusions 
  
6.1 The delivery of the General Fund capital programme is controlled and 

monitored on a regular basis, the influence of external factors are taken into 
account, and the programmes adjusted accordingly. There are resources 
available to fund all elements of the programme although these will require 
close monitoring as our plans for Selby Community Project develop. 
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7 Link to Corporate Plan 
  
7.1 The capital programme and management of the Council’s finances support 

all of the Council’s strategic themes. 
  
8 How Does This Report Link to the Council’s Priorities? 
  
8.1 Monitoring procedures support all of the Council’s priorities. The capital 

projects assist in the delivery of these priorities. 
  
9 Impact on Corporate Policies 
  
9.1 Service Improvement 

 
Impact 

 All budgets are managed within the principles of Best Value. 
 

9.2 Equalities 
 

No Impact  
9.3 Community Safety and Crime 

 
No Impact 

 No direct link, although officers have regard to community safety issues 
when developing capital projects. 
 

9.4 Procurement 
 

Impact  
 Expenditure on the capital programme is undertaken within the guidelines set 

out in the Council’s Procurement Procedure Rules and the Procurement 
Strategy. 
 

9.5 Risk Management  
 

Impact  
 Investment in capital schemes assists in reducing the Council’s exposure to 

risks. However, capital schemes and their funding carry their own risks and 
each project is managed to minimise this risk. 
 

9.6 Sustainability 
 

Impact  
 There is no direct link with this report but sustainability issues are considered 

for individual projects within the capital programme. 
 

9.7 Value for Money 
 

Impact  
 No direct link, although investment in capital projects should assist in the 

delivery of value for money. 
 

10 Background Papers 
  
10.1 Accountancy work files.  
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Appendix A

 2008/09 Budget 2008/09 Budget to Actual 2008/09 Variance Variance Forecast
Approved Adjust/ Revised 30th 30th Budget 2008/09 Projected from from Outturn

Budget Virement Budget September September Variance Variance Outturn Budget Budget Traffic
Light

£ £ £ £ £ £ % £ £ %
Housing Services

Property Services
Maintenance to Finkle St & Micklegate 15,000 15,000 0 0 0 15,000 0 0 GREEN
Asbestos Regulation Compliance 9,110 9,110 4,555 0 -4,555 -100 9,110 0 0 GREEN
Civic Centre Repairs 13,000 493,110 506,110 0 1,500 1,500 -1,500 506,110 0 0 GREEN

Environment and Leisure Services

Leisure Services
Tadcaster Leisure Centre Floor 4,000 4,000 2,000 0 -2,000 -100 4,000 0 0 GREEN
Abbey Leisure Centre 39,850 39,850 0 0 0 39,850 0 0 GREEN

Environmental Services
Green Bins Programme 102,000 102,000 80,000 80,835 835 1 102,000 0 0 GREEN
Car Park Refurbishment 6,500 6,500 3,250 0 -3,250 -100 6,500 0 0 GREEN
2007 Floods 0 0 0 -350 -350 -350 0 0 0 GREEN

Planning and Economic Development

Planning
Buildings at Risk Survey 15,000 15,000 2,500 3,578 1,078 43 15,000 0 0 GREEN
EH - Conservation Area Grants 30,000 30,000 0 0 0 0 30,000 0 0 GREEN
CAPS System upgrade 18,000 18,000 0 0 0 0 18,000 0 0 GREEN

Economic Development
Industrial Units Road Adoption 25,000 25,000 0 0 0 0 25,000 0 0 GREEN

Finance and Central Services

Access to Services
ERYC ATS 8,640 8,640 0 0 0 0 8,640 0 0 GREEN
Customer Contact Centre 170,000 170,000 153,241 143,176 -10,065 -7 170,000 0 0 GREEN
Cash Receipting System Upgrade 2,000 2,000 1,000 1,700 700 70 2,000 0 0 GREEN

IT Strategy/e-Government
PC Replacement Bid 26,000 26,000 13,000 9,034 -3,966 -31 26,000 0 0 GREEN

Corporate Services

Selby Community Project 119,000 119,000 10,000 10,363 363 4 119,000 0 GREEN

Policy and Performance

Big Lottery Fund - Play Programme 67,250 67,250 0 0 0 0 67,250 0 0 GREEN
SSCF Capital Projects Fund 0 23,720 23,720 5,000 5,106 106 2 23,720 0 0 GREEN

Urban Renaissance
Urban Renaissance 122,850 -35,000 87,850 43,927 33,657 -10,270 -23 87,850 0 0 GREEN
Selby Waterfront - Linear Park 930,000 930,000 20,000 20,082 82 0 930,000 0 0 GREEN
Selby Living Streets 1,360,000 1,360,000 82,000 81,925 -75 0 1,360,000 0 0 GREEN
Sherburn Central Square 900,000 900,000 47,000 48,309 1,309 3 900,000 0 0 GREEN

TOTAL CAPITAL PROGRAMME 310,850 4,154,180 4,465,030 467,473 438,915 -28,558 -6 4,465,030 0 0

Traffic Light
Red

Amber
Green

Greater than  + or - 10%
+ or - 4 to 9%
+ or - 0 to 3%

General Fund Capital Programme 2008/09 to 30th September 2008

This report will comment on any major forecasted variances to date and any major variances to date and where necessary recommend a course of action.  A major 
variance is one greater than or equal to £10,000 and 10% of profiled budget, or less than or equal to -£10,000 and -10% of profiled budget.

In addition a traffic light system has been used above to indicate how a service is expected to perform against the approved budget, based on the forecast outturn.

Criteria
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Appendix B

2008/09 CAPITAL PROGRAMME RESOURCES

Resources

Approved 
Budget 

Including Bfwd 
Resources £

Forecast 
Funding £

Funding 
Shortfall / 
Excess £ Comments

Revenue:-

Capital Scheme Carry Forwards 348,350 348,350 0 Approved P&R 24 June 2008
New bids 47,000 47,000 0
Green Bins - On-going Bid 102,000 102,000 0
On-going Capital Bids 13,000 13,000 0
Unspent Revenue Resources B/fwd from 07/08 19,105 19,105 0

Capital Receipts:-

Portholme Depot & Land 3,400,000 3,386,961 13,039 Actual receipt received
Sale of Land at Riccall 1,250,000 0 1,250,000 Land sale has fallen through

Grants:-

Planning Delivery Grant B/fwd 48,441 48,441 0
Planning Delivery Grant 2008/09 41,667 148,371 -106,704 25% of 2008/09 Allocation
LPSA Reward Grant B/fwd 32,499 32,499 0

External Funding :-

Yorkshire Forward 3,277,850 3,277,850 0 Urban Renaissance Programme
Big Lottery Fund 67,250 67,250 0 Childrens Play Programme

Earmarked Reserves :-

Computer Development 26,000 26,000 0 Rolling programme of PC replacement
Buildings 369,010 369,010 0 Funding for Civic Centre repairs

Total 9,042,172 7,885,837 1,156,335
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                                                     Agenda Item: 13 
Referral from Social Board 11 November 2008 

to Policy and Resources Committee 25 
November 2008 

Minute 423 
 
423 General Fund – Budget Management to 30 September 2008 

 
The Head of Service – Housing updated councillors with details of the 
major variations between budgeted and actual expenditure and income for 
the Board for the 2008/09 financial year to 30 September 2008.  
 
Saving had been identified within the Your Community Your Future grant 
and the Sports equipment bank and Youth Leisure grants as a result of 
unclaimed grants. 
 
Resolved: 
 

That the report be noted and; 
 
Recommended to Policy and Resources Committee  
 
That the Your Community Your Future savings identified in 
paragraphs 4.9 and 4.10, of the Officers report, be transferred back to 
balances.  

 
Minute 424 
 
424 Housing Revenue Account – Budget Management to 30 

September 2008 
 
The Head of Service – Housing updated councillors with details of the 
major variations between budgeted and actual expenditure and income for 
the Housing Revenue Account for the 2008/09 financial year to 30 
September 2008.  
 
It was projected that rental income would exceed the budgeted target and it 
was requested that this be treated as a saving and transferred to the HRA 
balances. 
 
Resolved: 
 

That the report be noted and; 
 
Recommended to Policy and Resources Committee 
 

That the excess rent income be transferred to the HRA 
balances. 
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Minute 427 
 

427 Free Swimming for Under 16’s 
 
The Leisure Services Manager informed councillors of the Government 
recent initiative to promote free swimming for people under 16 up to 2012 
Olympics.  Unlike the Government’s financial offer for the over 60’s free 
swimming scheme, the financial package from the Government fell short of 
the income already received form the under 16’s swimming and was 
therefore considered not to be financially viable. 
 
Resolved: 
 

That the report be noted and; 
 
Recommended to Policy and Resources Committee  
 

That the Council does not offer free swimming to people 
under 16. 

 
Mr Furminger left the meeting 
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