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Purpose / Summary:
This report provides an overview of the work carried out by internal audit in the third
quarter of 2017/18.  The report also includes information on progress against the agreed 
audit plan, performance indicators and previous audit recommendations

Recommendations:
The Committee is requested to

(i) note the progress against the audit plan for 2017/18; and
(ii) receive the final audit reports as outlined in paragraph 2.2

Tracking
Audit Committee: 12 January 2018
Overview and Scrutiny: Not applicable
Council: Not applicable



1. BACKGROUND INFORMATION
1.1 Management is responsible for establishing effective systems of governance, risk 

management and internal controls. It is the responsibility of management to 
establish appropriate arrangements to confirm that their systems are working 
effectively, that all information within them is accurate and that they are free from 
fraud or error.

1.2 Internal Audit’s role is to provide independent assurance to senior management and 
Audit Committee over the adequacy and effectiveness of management’s 
arrangements for governance, risk management and internal control.

1.3 This report summarises the work carried out by Internal Audit in the period from 
April to December 2017.

2. PROGRESS AGAINST AUDIT PLAN
2.1 Progress against the 2017/18 Audit plan is shown at Appendix 1.

2.2 There have been 3 audit reviews completed in the third quarter and 2 follow ups
completed. These are detailed below and reports are provided.

Review Area Assurance Level
Section 106 agreements Reasonable
Talkin Tarn & Boathouse Tea Room Reasonable
Public Health & Safety/enforcement Reasonable
Homelife (Follow Up) Substantial
Enterprise Centre (Follow Up) Substantial

2.3 Internal Audit resource was also utilised on the following during Q3:

Internal Investigation – 30 days of audit time has been spent on an internal
investigation, which is still live. Members will be given further details once the 
relevant internal procedures have completed.

Shopmobility – as a result of a management request, an advice note was 
prepared following a review of the processes in place to administer the 
Council funded Shopmobility store. 
The note included a number of suggested improvements to the controls 
around administrative procedures, cash handling and ensuring personal data 
is held securely.



3 PERFORMANCE INDICATORS
3.1 In order to provide an effective internal audit service, there needs to be an effective 

measure of the performance it achieves. The table below shows progress against 
the indicators agreed for 2017/18.

Indicator Target Actual (Q3) Commentary
Planned Audits Completed 95%

(Annual)
46%

(To Date)
14/30 reviews finalised (4 further 
reviews at late testing stage, due to 
conclude January).

Audit Scopes Agreed 100% 100% 14 Scopes issued (all agreed)
Draft Reports issued by 
agreed deadline

80% * No information available (Specific 
deadlines currently not set)

Timely issue of Final 
Reports (within 8 days of 
management response)

80% 90%

Recommendations agreed 95% 100% All recommendations agreed.
Assignment completion 
within allocated resource

50% 64% 9/14 reviews within budget (Overall 
163 audits days have been utilised 
against 162 planned days).

Quality Assurance checks 
completed

100% 100% Audit Control Sheets completed for all 
finalised reviews.

Customer satisfaction 
survey feedback (scored 
as good)

80% 100% 3 returns received to date

Efficiency
(Chargeable time)

80% 86% As at 22/12/17

3.2 There have been some delays in completing planned audits due to the unplanned 
investigation and staff absence. However, a number of reviews are in the advanced 
stage of testing and are expected to be completed in January.

4 AUDIT RECOMMENDATIONS
4.1 Appendix 2 shows a summary position of outstanding audit recommendations and 

progress made against implementing these. Once the agreed implementation date 
has passed, internal audit will ask the responsible officer for an update of progress.  
The responses will then be reported to the next available Audit Committee meeting 
and, if implemented, will then be removed from the list so that only outstanding 
recommendations remain. Where the recommendations relate to a partial 
assurance audit, these will be subject to a formal follow up and will be reported back 
to Audit Committee separately. New recommendations will be added to the list once 
final reports are agreed.

4.2 A response is overdue for the follow-up review of Development Management. This 
will continue to be pursued in Q4.



5 EXTERNAL QUALITY ASSESSMENT
5.1 In accordance with the Public Sector Internal Audit Standards the Internal Audit 

department is required to have a full external assessment of compliance with the 
Audit Standards. Assessments must be done at least once every five years by a 
qualified, independent assessor from outside the organisation.

5.2 The last review was performed in 2013 by Grant Thornton, covering the Shared 
Internal Audit Service. Results were reported to the Audit Committee on 24 January 
2014.

5.3 Members of the Audit Committee also requested that a review be undertaken on the 
provision of the internal audit service following the termination of the Audit Shared 
Service arrangements.

5.4 Following a procurement exercise the City Council have appointed CIPFA to carry 
out a review in 2018. A preliminary readiness review has been arranged for late 
January 2018. At this stage the assessor will identify and report to the Council areas 
for improvement and identify any gaps in the audit process. A full assessment will
then be performed in April 2018. Findings from the review will be reported to the 
Audit Committee in 2018/19.

6. CONSULTATION
6.1 not applicable

7. CONCLUSION AND REASONS FOR RECOMMENDATIONS
The Committee is asked to

(i) note the progress against the audit plan for 2017/18; and
(ii) receive the final audit reports as outlined in paragraph 2.2

8. CONTRIBUTION TO THE CARLISLE PLAN PRIORITIES
8.1 To support the Council in maintaining an effective framework regarding governance, 

risk management and internal control which underpins the delivery the Council’s 
corporate priorities and helps to ensure efficient use of Council resources.

Appendices 
attached to report:

Appendix 1 – Progress against Audit Plan and Timeline of 
audits

Appendix 2 – Audit Reports issued in Quarter 1
Appendix 3 – Progress against previous Audit 

Recommendations

Contact Officer: Steven Tickner Ext: 7280



Note: in compliance with section 100d of the Local Government (Access to 
Information) Act 1985 the report has been prepared in part from the following 
papers:

•  None

CORPORATE IMPLICATIONS/RISKS:
Community Services – not applicable
Economic Development – not applicable
Governance & Regulatory Services –.In accordance with the terms of reference of the 
Audit Committee, Members must consider a summary of internal audit activity and
summaries of specific internal audit reports. This report fulfils that requirement.
Corporate Support and Resources – Contained within the report



A
PP

EN
D

IX
 1

C
A

R
LI

SL
E 

C
IT

Y 
C

O
U

N
C

IL
 

PR
O

G
R

ES
S 

AG
A

IN
ST

 R
EV

IS
ED

AU
D

IT
 P

LA
N

 2
01

7/
18

Se
rv

ic
e 

A
re

a
R

ev
ie

w
 T

yp
e

A
ud

it 
A

re
a

A
llo

ca
te

d 
D

ay
s

D
ay

s 
Ta

ke
n

St
at

us
A

ud
it 

C
om

m
itt

ee
 

D
at

e
A

ss
ur

an
ce

 
Ev

al
ua

tio
n

C
om

m
en

ts

Va
rio

us
20

16
/1

7
C

on
tri

bu
tio

n 
to

 S
ha

re
d 

Se
rv

ic
e 

c/
f

52
52

Fi
na

lis
ed

Ju
l 2

01
7

Va
rio

us

Po
lic

y 
& 

C
om

m
un

ic
at

io
ns

Fo
llo

w
 U

p
R

ec
or

ds
 M

an
ag

em
en

t
5

4
Fi

na
lis

ed
Ju

l 2
01

7
Pa

rti
al

C
or

po
ra

te
M

FS
In

te
rn

al
 C

on
tro

l Q
ue

st
io

nn
ai

re
s 

-N
on

 
Au

di
te

d 
S

ys
te

m
s

0
0

Fi
na

lis
ed

Se
p

20
17

N
/A

2 
ho

ur
s 

in
 1

7/
18

C
or

po
ra

te
 

C
or

po
ra

te
C

or
po

ra
te

 G
ov

er
na

nc
e 

-C
om

pl
ia

nc
e 

w
ith

 L
oc

al
 C

od
e

20
14

Fi
na

lis
ed

M
ar

 2
01

8
N

/A

Fi
na

nc
ia

l S
er

vi
ce

s
D

ire
ct

or
at

e
C

or
po

ra
te

 C
ha

rg
e 

C
ar

d
20

16
Fi

na
lis

ed
Se

p 
20

17
Pa

rti
al

D
em

oc
ra

tic
 

Se
rv

ic
es

D
ire

ct
or

at
e

G
ift

s 
an

d 
H

os
pi

ta
lit

y 
7

7
Fi

na
lis

ed
Se

p 
20

17
Su

bs
ta

nt
ia

l

R
ev

en
ue

s 
an

d 
Be

ne
fit

s 
Fo

llo
w

 U
p

Be
ne

fit
 O

ve
rp

ay
m

en
ts

5
2

Fi
na

lis
ed

Se
p 

20
17

Su
bs

ta
nt

ia
l

O
rg

an
is

at
io

na
l 

D
ev

el
op

m
en

t
Fo

llo
w

 U
p

W
or

kf
or

ce
 D

ev
el

op
m

en
t a

nd
 T

ra
in

in
g

5
4

Fi
na

lis
ed

Se
p 

20
17

Su
bs

ta
nt

ia
l

R
ev

en
ue

s 
& 

Be
ne

fit
s

D
ire

ct
or

at
e

(1
6/

17
)

N
N

D
R

20
21

Fi
na

lis
ed

Se
p 

20
17

R
ea

so
na

bl
e

C
ou

nt
er

 F
ra

ud
Fr

au
d

N
at

io
na

l F
ra

ud
 In

iti
at

iv
e

10
14

Fi
na

lis
ed

Se
p 

20
17

N
/A

En
vi

ro
nm

en
ta

l 
H

ea
lth

D
ire

ct
or

at
e

Pu
bl

ic
 h

ea
lth

 &
 s

af
et

y/
en

fo
rc

em
en

t
20

24
Fi

na
lis

ed
Ja

n 
20

18
R

ea
so

na
bl

e

H
ou

si
ng

Fo
llo

w
 U

p
H

om
e 

Li
fe

5
6

Fi
na

lis
ed

Ja
n 

20
18

Su
bs

ta
nt

ia
l

Bu
si

ne
ss

 &
 

Em
pl

oy
m

en
t

Fo
llo

w
 U

p
En

te
rp

ris
e 

C
en

tre
5

4
Fi

na
lis

ed
Ja

n 
20

18
Su

bs
ta

nt
ia

l

D
ev

el
op

m
en

t 
C

on
tro

l 
D

ire
ct

or
at

e
Se

ct
io

n 
10

6 
ag

re
em

en
ts

 / 
C

IL
20

20
Fi

na
lis

ed
Ja

n 
20

18
R

ea
so

na
bl

e



Se
rv

ic
e 

A
re

a
R

ev
ie

w
 T

yp
e

A
ud

it 
A

re
a

A
llo

ca
te

d 
D

ay
s

D
ay

s 
Ta

ke
n

St
at

us
A

ud
it 

C
om

m
itt

ee
 

D
at

e
A

ss
ur

an
ce

 
Ev

al
ua

tio
n

C
om

m
en

ts

G
re

en
 S

pa
ce

s
D

ire
ct

or
at

e
Ta

lk
in

 T
ar

n 
& 

B
oa

th
ou

se
 T

ea
 R

oo
m

20
26

Fi
na

lis
ed

Ja
n 

20
18

R
ea

so
na

bl
e

Se
rv

ic
e 

Su
pp

or
t

D
ire

ct
or

at
e

Fl
ex

iti
m

e 
an

d 
TO

IL
20

14
In

 
pr

og
re

ss
M

ar
 2

01
8

Te
st

in
g 

U
nd

er
w

ay

Se
rv

ic
e 

Su
pp

or
t

D
ire

ct
or

at
e

Sa
la

ry
 S

ac
rif

ic
e 

& 
H

ol
id

ay
 P

ur
ch

as
e 

Sc
he

m
es

0
0

Sc
op

ed
M

ar
 2

01
8

In
co

rp
or

at
ed

 w
ith

 
pa

yr
ol

l a
ud

it

Ar
ts

, C
ul

tu
re

 a
nd

 
Sp

or
ts

D
ire

ct
or

at
e

Ar
ts

 C
en

tre
20

13
In

 
Pr

og
re

ss
Ja

n 
20

18
Te

st
in

g 
U

nd
er

w
ay

H
ou

si
ng

D
ire

ct
or

at
e

Su
pp

or
tin

g 
Pe

op
le

 (g
ra

nt
 in

co
m

e,
 

H
os

te
ls

 &
 H

om
es

ha
re

s)
5

1
Sc

op
ed

Ja
n 

20
18

R
ed

uc
ed

 s
co

pe

G
ar

ag
e 

Se
rv

ic
es

D
ire

ct
or

at
e

G
ar

ag
e 

in
cl

. D
riv

er
 c

he
ck

s
20

2
Sc

op
ed

Ja
n 

20
18

Po
st

po
ne

d 
(S

ta
ff 

ab
se

nc
e)

Fi
na

nc
ia

l S
er

vi
ce

s
M

FS
In

co
m

e 
M

an
ag

em
en

t &
 C

as
h 

C
ol

le
ct

io
n

20
1

Sc
op

ed
M

ar
 2

01
8

Fi
na

nc
ia

l S
er

vi
ce

s
M

FS
Pa

yr
ol

l
20

3
Sc

op
ed

M
ar

 2
01

8

R
ev

en
ue

s 
an

d 
Be

ne
fit

s
M

FS
H

ou
si

ng
 a

nd
 C

ou
nc

il 
Ta

x 
B

en
ef

its
20

9
In

 
pr

og
re

ss
M

ar
 2

01
8

Fi
na

nc
ia

l S
er

vi
ce

s
M

FS
D

eb
to

rs
20

0
M

ar
 2

01
8

D
IS

Fo
llo

w
 U

p
IT

 G
en

er
al

 C
on

tro
ls

5
0

M
ar

/J
un

20
18

G
ra

nt
 T

ho
rn

to
n 

R
ev

ie
w

C
or

po
ra

te
 

C
or

po
ra

te
Bu

si
ne

ss
 C

on
tin

ui
ty

 P
la

nn
in

g
20

0
M

ar
/J

un
20

18

Po
st

po
ne

d
(im

pl
em

en
ta

tio
n 

of
 n

ew
 p

ro
ce

ss
)

H
um

an
 

R
es

ou
rc

es
D

ire
ct

or
at

e
Sa

fe
gu

ar
di

ng
 in

cl
 D

B
S

20
1

M
ar

/J
un

20
18

Po
st

po
ne

d 
(s

ta
ff 

ch
an

ge
)

Po
lic

y 
& 

C
om

m
un

ic
at

io
ns

Fo
llo

w
 U

p
R

ec
or

ds
 M

an
ag

em
en

t
5

0
M

ar
/J

un
20

18

Po
lic

y 
& 

C
om

m
un

ic
at

io
ns

Fo
llo

w
 U

p
Pe

rfo
rm

an
ce

 M
an

ag
em

en
t

5
0

M
ar

/J
un

20
18

Bu
ild

in
g 

C
on

tro
l

Fo
llo

w
 U

p
Ph

ys
ic

al
 S

ec
ur

ity
 o

f P
re

m
is

es
5

0
M

ar
/J

un
20

18



Se
rv

ic
e 

A
re

a
R

ev
ie

w
 T

yp
e

A
ud

it 
A

re
a

A
llo

ca
te

d 
D

ay
s

D
ay

s 
Ta

ke
n

St
at

us
A

ud
it 

C
om

m
itt

ee
 

D
at

e
A

ss
ur

an
ce

 
Ev

al
ua

tio
n

C
om

m
en

ts

Pr
op

er
ty

 &
 

Fa
ci

lit
ie

s 
M

gm
t

Fo
llo

w
 U

p
Bu

ild
in

g 
M

ai
nt

en
an

ce
5

0
M

ar
/J

un
20

18
TO

TA
L

42
4

25
8

Fo
llo

w
 U

p 
(G

en
er

al
)

5
3

C
ou

nt
er

 F
ra

ud
20

43
Ad

vi
ce

 &
 G

ui
da

nc
e

12
5

Au
di

t C
om

m
itt

ee
20

9
Pl

an
ni

ng
20

20
O

VE
R

A
LL

 T
O

TA
L

50
1

33
8*

 

* D
ay

s 
ta

ke
n 

as
 a

t 2
2nd

D
ec

em
be

r2
01

7 
(e

xc
lu

de
s 

le
av

e 
an

d 
tra

in
in

g 
da

ys
)

N
.B

 A
ud

it 
C

om
m

itt
ee

 D
at

es
 a

re
 a

nt
ic

ip
at

ed
 d

at
es

 fi
na

l r
ep

or
ts

 w
ill

 b
e 

pr
es

en
te

d 
to

 A
ud

it 
C

om
m

itt
ee

 a
nd

 m
ay

 b
e 

su
bj

ec
t t

o 
ch

an
ge

 d
ep

en
di

ng
 u

po
n 

co
m

pl
et

io
n 

of
 a

ud
it 

w
or

k



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

M
an

ag
em

en
t s

ho
ul

d 
pu

t i
n 

pl
ac

e 
ad

eq
ua

te
 a

rr
an

ge
m

en
ts

 to
 e

ns
ur

e 
th

at
 s

ta
tu

to
ry

 
m

ai
nt

en
an

ce
 is

 u
nd

er
ta

ke
n 

as
 r

eq
ui

re
d 

at
 a

ll 
pr

op
er

tie
s 

an
d 

th
at

 th
ey

 a
re

 a
ss

ur
ed

 th
at

 
th

is
 is

 ta
ki

ng
 p

la
ce

. T
hi

s 
sh

ou
ld

 in
cl

ud
e:

· 
   

   
  M

ai
nt

ai
ni

ng
 a

n 
up

 to
 d

at
e 

sy
st

em
 to

 r
ec

or
d 

al
l s

ta
tu

to
ry

 m
ai

nt
en

an
ce

 
re

qu
ire

m
en

ts
 a

nd
 w

he
th

er
 th

es
e 

ha
ve

 b
ee

n 
m

et
;

· 
   

   
  E

ns
ur

in
g 

da
ta

 in
 th

e 
sy

st
em

 is
 s

up
po

rt
ed

 b
y 

re
le

va
nt

 in
sp

ec
tio

n 
re

po
rt

s
· 

   
   

  R
eq

ui
rin

g 
re

gu
la

r 
re

po
rt

s 
fr

om
 th

e 
sy

st
em

 to
 b

e 
re

vi
ew

ed
 to

 p
ro

vi
de

 a
ss

ur
an

ce
 

th
at

 th
e 

co
un

ci
l p

ro
pe

rt
ie

s 
re

m
ai

n 
co

m
pl

ia
nt

 w
ith

 s
ta

tu
to

ry
 r

eq
ui

re
m

en
ts

H

T
he

 d
at

ab
as

e 
in

fo
rm

at
io

n 
us

ed
 fo

r 
re

co
rd

in
g 

an
d 

m
on

ito
rin

g 
st

at
ut

or
y 

m
ai

nt
en

an
ce

 c
er

tif
ic

at
io

ns
 w

ill
 b

e 
br

ou
gh

t u
p 

to
 d

at
e.

  
R

es
ou

rc
es

 w
ill

 b
e 

al
lo

ca
te

d 
w

ith
in

 th
e 

P
ro

pe
rt

y 
S

er
vi

ce
s 

te
am

 
re

st
ru

ct
ur

e 
to

 e
ns

ur
e 

th
e 

da
ta

ba
se

 r
ec

or
ds

 a
re

 c
on

tin
ua

lly
 u

pd
at

ed
 

in
 th

e 
fu

tu
re

 a
s 

ce
rt

ifi
ca

tio
ns

 a
ris

e.
A

 s
ys

te
m

 fo
r 

m
on

ito
rin

g 
th

e 
st

at
us

 a
nd

 d
el

iv
er

y 
of

 th
e 

st
at

ut
or

y 
m

ai
nt

en
an

ce
 p

ro
gr

am
m

e 
w

ill
 b

e 
in

tr
od

uc
ed

 a
nd

 r
ep

or
ts

 p
re

pa
re

d 
on

 
a 

m
on

th
ly

 b
as

is
 b

y 
th

e 
P

ro
pe

rt
y 

T
ec

hn
ic

al
 A

ss
is

ta
nt

.  
T

he
se

 w
ill

 b
e 

ch
ec

ke
d 

by
 th

e 
B

ui
ld

in
g 

an
d 

F
ac

ili
tie

s 
M

an
ag

er
 to

 e
ns

ur
e 

pr
op

er
tie

s 
ar

e 
co

m
pl

ia
nt

, t
he

 s
ys

te
m

 is
 u

p 
to

 d
at

e,
 a

nd
 th

e 
su

pp
or

tin
g 

ev
id

en
ce

 
is

 in
 p

la
ce

.

B
ui

ld
in

g 
an

d 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

 
31

/1
2/

20
16

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 a
pp

ro
pr

ia
te

 a
rr

an
ge

m
en

ts
 a

re
 e

st
ab

lis
he

d 
to

 p
la

n,
 

re
co

rd
 a

nd
 m

on
ito

r 
pr

op
er

ty
 c

on
di

tio
n 

su
rv

ey
s.

 
H

A
 fr

es
h 

pr
og

ra
m

m
e 

fo
r 

un
de

rt
ak

in
g 

co
nd

iti
on

 s
ur

ve
ys

 w
ill

 b
e 

es
ta

bl
is

he
d 

fo
r 

th
e 

oc
cu

pa
tio

na
l p

ro
pe

rt
y 

po
rt

fo
lio

.  
R

ep
or

ts
 o

n 
co

nd
iti

on
 w

ill
 b

e 
pr

oc
ur

ed
 u

til
is

in
g 

th
e 

se
rv

ic
es

 o
f a

n 
ex

te
rn

al
 

B
ui

ld
in

g 
S

ur
ve

yo
r.

  S
er

vi
ce

 d
el

iv
er

y,
 m

on
ito

rin
g 

an
d 

re
co

rd
in

g 
of

 th
e 

co
nd

iti
on

 s
ur

ve
ys

 w
ill

 b
e 

un
de

rt
ak

en
 a

nn
ua

lly
; t

he
 r

es
ul

ts
 w

ill
 b

e 
re

po
rt

ed
 u

po
n 

an
d 

us
ed

 to
 u

pd
at

e 
th

e 
A

ss
et

 M
an

ag
em

en
t P

la
n 

an
d 

in
fo

rm
 fu

tu
re

 p
la

nn
ed

 b
ui

ld
in

g 
m

ai
nt

en
an

ce
.

B
ui

ld
in

g 
an

d 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

 
31

/1
2/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

M
an

ag
em

en
t s

ho
ul

d 
do

cu
m

en
t h

ow
 C

ou
nc

il 
S

ur
ve

yo
rs

 s
ho

ul
d 

ca
rr

y 
ou

t a
 c

on
di

tio
n 

su
rv

ey
, w

ha
t s

ho
ul

d 
be

 in
sp

ec
te

d,
 h

ow
 it

 s
ho

ul
d 

be
 r

ec
or

de
d 

an
d 

w
ha

t s
ho

ul
d 

be
 

re
po

rt
ed

. 
M

G
ui

da
nc

e 
on

 th
e 

pr
ep

ar
at

io
n,

 in
sp

ec
tio

n,
 p

ro
to

co
l a

nd
 m

et
ho

do
lo

gy
 

fo
r 

un
de

rt
ak

in
g 

co
nd

iti
on

 s
ur

ve
ys

, a
nd

 r
ep

or
tin

g 
th

e 
re

su
lts

/o
ut

co
m

es
 w

ith
 a

pp
ro

pr
ia

te
 d

oc
um

en
ta

tio
n,

 w
ill

 b
e 

pu
t i

n 
pl

ac
e 

in
 a

cc
or

da
nc

e 
w

ith
 R

IC
S

 in
du

st
ry

 s
ta

nd
ar

d 
pr

ac
tic

e 

B
ui

ld
in

g 
an

d 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

 
31

/1
2/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

M
an

ag
em

en
t s

ho
ul

d 
pu

t i
n 

pl
ac

e 
ad

eq
ua

te
 a

rr
an

ge
m

en
ts

 to
 b

e 
as

su
re

d 
th

at
 s

ta
tu

to
ry

 
m

ai
nt

en
an

ce
 r

eq
ui

re
m

en
ts

 a
re

 m
et

 in
 c

ou
nc

il 
bu

ild
in

gs
 th

at
 a

re
 le

as
ed

 to
 th

ird
 p

ar
tie

s 
an

d 
th

at
 in

fo
rm

at
io

n 
on

 th
is

 is
 o

bt
ai

ne
d 

in
 a

 ti
m

es
ca

le
 th

at
 w

ill
 a

llo
w

 a
ll 

ce
rt

ifi
ca

tio
n 

to
 b

e 
br

ou
gh

t u
p 

to
 d

at
e 

pr
io

r 
to

 h
an

do
ve

r.

M

E
st

at
e 

M
an

ag
em

en
t P

ra
ct

ic
es

 w
ill

 b
e 

pu
t i

n 
pl

ac
e 

in
 o

rd
er

 to
 m

on
ito

r 
Le

ss
ee

 c
om

pl
ia

nc
e 

w
ith

 s
ta

tu
to

ry
 m

ai
nt

en
an

ce
 a

nd
 th

e 
pr

ov
is

io
n 

of
 

su
pp

or
tin

g 
ce

rt
ifi

ca
tio

n 
/ d

oc
um

en
ta

tio
n.

  T
hi

s 
w

ill
 b

e 
ch

ec
ke

d 
an

nu
al

ly
, t

o 
m

ak
e 

su
re

 it
’s

 u
p 

to
 d

at
e,

 a
nd

 a
t t

he
 e

nd
 o

f t
he

 L
ea

se
 

te
rm

.  

B
ui

ld
in

g 
an

d 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

 
31

/0
7/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

A
u

d
it

 R
ev

ie
w

20
15

/1
6 

- 
B

u
ild

in
g

 M
ai

n
te

n
an

ce



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

K
ey

 a
ct

io
ns

, p
ot

en
tia

l r
is

ks
 a

nd
 p

er
fo

rm
an

ce
 m

ea
su

re
s/

ta
rg

et
 d

at
es

 s
ho

ul
d 

be
 id

en
tif

ie
d 

an
d 

do
cu

m
en

te
d 

in
 s

up
po

rt
 o

f t
he

 a
gr

ee
d 

E
nt

er
pr

is
e 

C
en

tr
e 

ob
je

ct
iv

e.
 O

nc
e 

do
cu

m
en

te
d,

 th
es

e 
sh

ou
ld

 b
e 

co
m

m
un

ic
at

ed
 to

 s
ta

ff 
an

d 
ot

he
r 

st
ak

eh
ol

de
rs

 a
s 

ap
pr

op
ria

te
 a

nd
 u

se
d 

to
 in

fo
rm

 te
am

 a
nd

 in
di

vi
du

al
 o

bj
ec

tiv
es

. T
he

 a
ct

io
ns

, r
is

ks
 a

nd
 

pe
rf

or
m

an
ce

 m
ea

su
re

s 
sh

ou
ld

 b
e 

re
gu

la
rly

 r
ev

ie
w

ed
 a

nd
 r

ep
or

te
d 

as
 a

pp
ro

pr
ia

te
.  

M

B
us

in
es

s 
pl

an
 to

 b
e 

pr
ep

ar
ed

 fo
r 

th
e 

E
nt

er
pr

is
e 

C
en

tr
e 

re
la

tin
g 

to
 

th
e 

ye
ar

 a
he

ad
, d

et
ai

lin
g 

ke
y 

ac
tio

ns
 a

nd
 p

la
nn

ed
 a

ct
iv

iti
es

 to
 

su
pp

or
t r

ea
lis

at
io

n 
of

 th
e 

S
er

vi
ce

 P
la

n 
ob

je
ct

iv
e.

 R
is

ks
 to

 r
ea

lis
at

io
n 

of
 th

e 
ob

je
ct

iv
e 

to
 b

e 
de

ta
ile

d 
th

ro
ug

h 
th

is
 p

ro
ce

ss
 b

ut
 th

en
 e

nt
er

ed
 

in
to

 a
nd

 r
eg

ul
ar

ly
 r

ev
ie

w
ed

 a
nd

 m
an

ag
ed

 th
ro

ug
h 

th
e 

C
ou

nc
il’

s 
P

ro
je

ct
 S

er
ve

r,
 m

irr
or

in
g 

th
e 

co
rp

or
at

e 
ap

pr
oa

ch
. B

us
in

es
s 

pl
an

 to
 

be
 s

ig
ne

d 
of

f b
y 

D
ire

ct
or

 a
nd

 r
ev

ie
w

ed
 e

ac
h 

ye
ar

. T
he

 P
la

n 
ca

n 
th

en
 b

e 
us

ed
 to

 in
fo

rm
 in

di
vi

du
al

’s
 o

bj
ec

tiv
es

 th
ro

ug
h 

th
e 

ap
pr

ai
sa

l 
pr

oc
es

s.
 B

us
in

es
s 

P
la

n 
is

 to
 in

cl
ud

e 
a 

sc
he

du
le

 o
f a

nn
ua

l 
m

an
ag

em
en

t a
pp

ro
va

ls
, e

vi
de

nc
in

g 
th

at
 th

e 
ne

ed
 to

 r
ev

ie
w

 fo
r 

ex
am

pl
e 

re
nt

s,
 h

ea
lth

 a
nd

 s
af

et
y 

as
se

ss
m

en
ts

, r
ob

us
tn

es
s 

of
 

te
na

nc
y 

ag
re

em
en

ts
 e

tc
. h

as
 b

ee
n 

co
ns

id
er

ed
 a

nd
 a

ny
 u

pd
at

es
 

do
cu

m
en

te
d 

al
on

g 
w

ith
 r

ea
so

ni
ng

 to
 s

up
po

rt
 d

ec
is

io
ns

 m
ad

e.
 It

 is
 

al
so

 p
ro

po
se

d 
th

at
 th

is
 s

am
e 

pr
oc

es
s 

be
 u

se
d 

to
 d

oc
um

en
t a

ny
 

si
gn

ifi
ca

nt
 o

ut
st

an
di

ng
 is

su
es

 a
t t

he
 p

re
ce

di
ng

 y
ea

r 
en

d 
as

 w
el

l a
s 

ke
y 

ac
hi

ev
em

en
ts

 w
ith

in
. 

In
ve

st
m

en
t a

nd
 

P
ol

ic
y 

M
an

ag
er

31
/0

3/
20

17
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
03

)

M
an

ag
em

en
t s

ho
ul

d 
se

t a
 ti

m
es

ca
le

 fo
r 

th
e 

ap
pr

ov
al

 o
f t

he
 E

co
no

m
ic

 D
ev

el
op

m
en

t 
sc

he
m

e 
of

 s
ub

-d
el

eg
at

io
n.

 
H

T
he

 a
bs

en
ce

 o
f a

ny
 a

pp
ro

va
l t

o 
da

te
 r

ef
le

ct
s 

th
at

 a
n 

ac
tiv

e 
re

vi
ew

 o
f 

th
e 

sc
he

m
e 

of
 s

ub
-d

el
eg

at
io

n 
is

 a
nd

 h
as

 b
ee

n 
on

go
in

g 
fo

r 
so

m
e 

tim
e,

 r
ef

le
ct

in
g 

si
gn

ifi
ca

nt
 g

ov
er

na
nc

e 
an

d 
w

or
kf

or
ce

 r
es

tr
uc

tu
re

s 
w

ith
in

 th
e 

or
ga

ni
sa

tio
n.

 T
he

 h
ig

hl
ig

ht
ed

 is
su

e 
w

ill
 b

e 
ad

dr
es

se
d 

th
ro

ug
h 

th
is

 o
ng

oi
ng

 p
ro

ce
ss

 

C
or

po
ra

te
 

D
ire

ct
or

 o
f 

E
co

no
m

ic
 

D
ev

el
op

m
en

t

01
/0

4/
20

17
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
03

)

a)
   

 A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 in
 p

la
ce

 to
 e

ns
ur

e 
th

at
 a

ll 
pr

oc
ed

ur
es

 a
re

 fu
lly

 
do

cu
m

en
te

d 
an

d 
ap

pr
ov

ed
 b

y 
m

an
ag

em
en

t. 
In

 a
pp

ro
vi

ng
 p

ro
ce

du
re

s,
 m

an
ag

em
en

t 
sh

ou
ld

 e
ns

ur
e 

th
at

 th
ey

 a
re

 s
uf

fic
ie

nt
ly

 d
et

ai
le

d 
fo

r 
st

af
f t

o 
fo

llo
w

 to
 p

re
pa

re
 T

en
an

cy
 A

t 
W

ill
 A

gr
ee

m
en

ts
. 

b)
   

 M
an

ag
em

en
t s

ho
ul

d 
in

tr
od

uc
e 

ar
ra

ng
em

en
ts

 to
 o

bt
ai

n 
as

su
ra

nc
e 

th
at

 th
e 

ex
pe

ct
ed

 
pr

oc
ed

ur
es

 a
re

 b
ei

ng
 fo

llo
w

ed
. A

 ti
m

es
ca

le
 s

ho
ul

d 
be

 s
et

 fo
r 

th
e 

re
vi

ew
 a

nd
 a

pp
ro

va
l o

f 
th

es
e 

pr
oc

ed
ur

es
. 

c)
   

M
an

ag
em

en
t s

ho
ul

d 
pu

t a
rr

an
ge

m
en

ts
 in

 p
la

ce
 to

 o
bt

ai
n 

as
su

ra
nc

e 
th

at
 te

na
nt

s 
co

m
pl

y 
w

ith
 th

ei
r 

T
en

an
cy

 A
t W

ill
 A

gr
ee

m
en

t a
nd

 th
e 

co
rr

ec
t a

m
ou

nt
 o

f r
en

t i
s 

pa
id

. 

H

E
xi

st
in

g 
pr

oc
ed

ur
e 

no
te

s 
ha

ve
 a

lre
ad

y 
be

en
 r

ev
ie

w
ed

 a
nd

 
si

gn
ifi

ca
nt

ly
 u

pd
at

ed
 to

 e
nh

an
ce

 th
ei

r 
ro

bu
st

ne
ss

, i
nc

lu
di

ng
 m

ak
in

g 
cl

ea
r 

w
he

n 
th

e 
pr

oc
ed

ur
e 

no
te

 w
as

 la
st

 u
pd

at
ed

 a
nd

 a
pp

ro
ve

d 
by

 
m

an
ag

em
en

t. 

U
ni

t f
ile

 s
po

t c
he

ck
s 

to
 b

e 
un

de
rt

ak
en

 –
 m

in
im

um
 o

f 1
0%

 o
f U

ni
ts

 
Le

t –
 a

nd
 to

 b
e 

cl
ea

rly
 d

oc
um

en
te

d 
in

cl
ud

in
g 

si
gn

 o
ff 

w
ith

in
 th

e 
an

nu
al

 m
an

ag
em

en
t c

he
ck

lis
t w

ith
in

 th
e 

pr
op

os
ed

 B
us

in
es

s 
P

la
n.

 
S

po
t c

he
ck

s 
to

 b
e 

gu
id

ed
 b

y 
pr

ep
ar

at
io

n 
of

 d
et

ai
le

d 
pr

oc
ed

ur
e 

no
te

 
en

su
rin

g 
m

an
da

to
ry

 a
sp

ec
ts

 o
f T

en
an

cy
 A

gr
ee

m
en

t a
re

 c
ov

er
ed

 
in

cl
ud

in
g 

th
e 

re
nt

 p
ai

d.

In
ve

st
m

en
t a

nd
 

P
ol

ic
y 

M
an

ag
er

31
/0

3/
20

17
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
03

)

a)
 A

rr
an

ge
m

en
ts

 s
ho

ul
d 

be
 in

 p
la

ce
 to

 e
ns

ur
e 

th
at

 th
e 

ap
pr

oa
ch

 to
 s

et
 a

nd
 r

ev
ie

w
 th

e 
re

nt
s 

of
 th

e 
un

its
 a

t t
he

 E
nt

er
pr

is
e 

C
en

tr
e 

ar
e 

do
cu

m
en

te
d 

an
d 

ap
pr

ov
ed

. O
nc

e 
do

cu
m

en
te

d 
th

es
e 

sh
ou

ld
 b

e 
co

m
m

un
ic

at
ed

 to
 s

ta
ff.

 

b)
 M

an
ag

em
en

t s
ho

ul
d 

in
tr

od
uc

e 
ar

ra
ng

em
en

ts
 to

 o
bt

ai
n 

as
su

ra
nc

e 
th

at
 th

e 
ex

pe
ct

ed
 

pr
oc

ed
ur

es
 a

re
 b

ei
ng

 fo
llo

w
ed

. 

H

T
he

 p
ro

po
se

d 
bu

si
ne

ss
 p

la
n 

is
 to

 in
cl

ud
e 

a 
sc

he
du

le
 o

f a
nn

ua
l 

m
an

ag
em

en
t a

pp
ro

va
ls

, e
vi

de
nc

in
g 

th
at

 th
e 

ne
ed

 to
 r

ev
ie

w
 fo

r 
ex

am
pl

e 
re

nt
s,

 h
ea

lth
 a

nd
 s

af
et

y 
as

se
ss

m
en

ts
, r

ob
us

tn
es

s 
of

 
te

na
nc

y 
ag

re
em

en
ts

 e
tc

. h
as

 b
ee

n 
co

ns
id

er
ed

 a
nd

 a
ny

 u
pd

at
es

 
do

cu
m

en
te

d 
al

on
g 

w
ith

 r
ea

so
ni

ng
 to

 s
up

po
rt

 d
ec

is
io

ns
 m

ad
e.

 
A

nn
ua

l s
ig

n 
of

f o
f t

he
 b

us
in

es
s 

pl
an

 w
ill

 a
ffo

rd
 a

ss
ur

an
ce

s 
th

at
 th

e 
ex

pe
ct

ed
 p

ro
ce

du
re

s 
ar

e 
be

in
g 

fo
llo

w
ed

 a
nd

 a
ny

 v
ar

ia
nc

es
 

do
cu

m
en

te
d.

In
ve

st
m

en
t a

nd
 

P
ol

ic
y 

M
an

ag
er

31
/0

3/
20

17
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
03

)

A
u

d
it

 R
ev

ie
w

20
15

/1
6 

- 
E

n
te

rp
ri

se
 C

en
tr

e



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 p
ut

 in
 p

la
ce

 to
 e

ns
ur

e 
th

at
 m

an
ag

em
en

t r
ec

ei
ve

 r
eg

ul
ar

 
as

su
ra

nc
es

 th
at

 a
ll 

st
at

ut
or

y 
he

al
th

 a
nd

 s
af

et
y 

an
d 

bu
ild

in
g 

m
ai

nt
en

an
ce

 c
he

ck
s 

ar
e 

be
in

g 
un

de
rt

ak
en

 a
t t

he
 E

nt
er

pr
is

e 
C

en
tr

e.
 M

an
ag

em
en

t s
ho

ul
d 

co
ns

id
er

 h
ow

 th
es

e 
ch

ec
ks

 a
nd

 th
ei

r 
ou

tc
om

es
 s

ho
ul

d 
be

 d
oc

um
en

te
d 

an
d 

re
vi

ew
ed

 a
nd

 th
at

 a
ny

 r
em

ed
ia

l 
ac

tio
ns

 a
re

 u
nd

er
ta

ke
n.

M

A
rr

an
ge

m
en

ts
 in

 th
e 

fo
rm

 o
f a

 c
om

pr
eh

en
si

ve
 s

ch
ed

ul
e 

of
 s

ta
tu

to
ry

 
re

sp
on

si
bi

lit
ie

s 
to

 b
e 

pu
t t

og
et

he
r 

al
on

g 
w

ith
 r

ep
or

tin
g 

pr
ot

oc
ol

s 
to

 
en

su
re

 th
at

 th
e 

sc
he

du
le

 c
an

 fu
nc

tio
n 

as
 a

 lo
g 

an
d 

be
 u

pd
at

ed
 to

 
in

di
ca

te
 th

at
 th

e 
re

qu
ire

d 
ac

tio
ns

 / 
ch

ec
ks

 h
av

e 
be

en
 d

on
e,

 w
ith

 a
ny

 
is

su
es

 fl
ag

.
R

eq
ui

re
d 

re
vi

ew
s 

of
 o

ve
ra

rc
hi

ng
 h

ea
lth

 a
nd

 s
af

et
y 

an
d 

fir
e 

ris
k 

as
se

ss
m

en
ts

 to
 b

e 
se

t o
ut

 in
 th

e 
pr

op
os

ed
 B

us
in

es
s 

P
la

n 
w

hi
ch

 w
ill

 
re

qu
ire

 s
en

io
r 

m
an

ag
er

 s
ig

n 
of

f. 

In
ve

st
m

en
t a

nd
 

P
ol

ic
y 

M
an

ag
er

31
/0

3/
20

17
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
03

)

20
15

/1
6 

- 
E

n
te

rp
ri

se
 C

en
tr

e
A

u
d

it
 R

ev
ie

w



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

rr
an

ge
m

en
ts

 in
 p

la
ce

 to
 e

ns
ur

e 
th

at
 a

ll 
ke

y 
ob

je
ct

iv
es

 a
re

 
cl

ea
rly

 d
oc

um
en

te
d 

an
d 

th
at

 th
es

e 
ar

e 
th

en
 u

se
d 

as
 a

 b
as

is
 fo

r 
de

te
rm

in
in

g 
in

di
vi

du
al

 
st

af
f o

bj
ec

tiv
es

. 
M

H
om

el
ife

 P
la

n 
 in

cl
ud

in
g 

ke
y 

ob
je

ct
iv

es
 is

 to
 b

e 
in

cl
ud

ed
 in

 th
e 

E
nv

iro
nm

en
ta

l H
ea

lth
 a

nd
 H

ou
si

ng
 S

er
vi

ce
 P

la
n.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

7/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
ey

 h
av

e 
ar

ra
ng

em
en

ts
 in

 p
la

ce
 to

 e
ns

ur
e 

ris
ks

 a
re

 
re

co
rd

ed
, m

an
ag

ed
 a

nd
 r

ev
ie

w
ed

 in
 li

ne
 w

ith
 th

e 
C

ou
nc

il’
s 

ris
k 

m
an

ag
em

en
t p

ol
ic

y.
M

R
is

k 
M

an
ag

em
en

t i
nc

lu
de

d 
in

 b
ot

h 
th

e 
S

er
vi

ce
 P

la
n 

an
d 

al
so

 o
n 

th
e 

op
er

at
io

na
l r

is
k 

re
gi

st
er

. T
o 

be
 u

pd
at

ed
 q

ua
rt

er
ly

.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

8/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

rr
an

ge
m

en
ts

 in
 p

la
ce

 to
 e

ns
ur

e,
 a

nd
 d

em
on

st
ra

te
, t

ha
t a

n 
ap

pr
op

ria
te

 le
ve

l o
f p

la
nn

in
g 

an
d 

ev
al

ua
tio

n 
is

 in
 p

la
ce

 to
 s

up
po

rt
 th

e 
de

ve
lo

pm
en

t a
nd

 
de

liv
er

y 
of

 s
ch

em
es

 a
nd

 th
ei

r 
ob

je
ct

iv
es

.
H

S
ho

ul
d 

H
om

el
ife

 c
on

tin
ue

 p
os

t 2
01

6 
/ 1

7 
a 

cl
ea

r 
B

us
in

es
s 

P
la

n 
in

cl
ud

in
g 

fu
nd

in
g 

so
ur

ce
s 

w
ill

 r
eq

ui
re

 a
pp

ro
va

l. 
A

 d
ra

ft 
op

tio
ns

 p
ap

er
 

fo
r 

20
17

/1
8 

is
 a

 ta
rg

et
 w

ith
in

 th
e 

20
16

/1
7 

S
er

vi
ce

 P
la

n.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

9/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

 m
ec

ha
ni

sm
 in

 p
la

ce
 to

 e
ns

ur
e 

th
at

 w
or

k 
is

 u
nd

er
ta

ke
n 

as
 

ex
pe

ct
ed

 a
fte

r 
ha

vi
ng

 d
ef

in
ed

 r
eq

ui
re

m
en

ts
 a

nd
 c

le
ar

ly
 in

fo
rm

ed
 s

ta
ff 

of
 th

es
e 

e.
g.

 
re

qu
ire

m
en

ts
 r

eg
ar

di
ng

 e
vi

de
nc

e 
of

 e
lig

ib
ili

ty
 fo

r 
fu

nd
in

g.
 

M

H
IA

 T
ea

m
 le

ad
er

 is
 p

ro
du

ci
ng

 p
ro

ce
du

re
s 

no
w

 fo
r 

w
or

k 
ar

ea
s 

an
d 

al
so

 c
oo

rd
in

at
in

g 
th

e 
de

liv
er

y 
of

 th
e 

va
rio

us
 H

om
el

ife
 2

01
6 

/ 1
7 

sc
he

m
es

.
T

he
  P

la
n 

is
 c

on
fir

m
in

g 
th

os
e 

re
po

rt
in

g 
ob

lig
at

io
ns

 r
eq

ui
re

d 
un

de
r 

th
e 

va
rio

us
 s

ch
em

es
. T

he
 q

ua
rt

er
ly

 r
ep

or
t f

or
 K

ee
ps

af
e 

ha
s 

be
en

 
fin

al
is

ed
 a

nd
 s

en
t t

hr
ou

gh
 to

 th
e 

O
P

C
C

 in
 J

un
e 

16

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

ag
er

01
/0

7/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 e
vi

de
nc

e 
to

 s
up

po
rt

 r
at

es
 c

ha
rg

ed
 is

 r
et

ai
ne

d 
an

d 
re

ad
ily

 a
va

ila
bl

e.
M

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

ag
er

01
/0

9/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 a
ll 

ch
ar

ge
s 

ar
e 

re
vi

ew
ed

 a
nd

 a
pp

ro
ve

d 
in

 li
ne

 w
ith

 
C

ou
nc

il 
po

lic
y.

M

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

9/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

 m
ec

ha
ni

sm
 in

 p
la

ce
 to

 e
ns

ur
e 

th
e 

us
e 

an
d 

re
te

nt
io

n 
of

 k
ey

 
do

cu
m

en
ts

 in
 r

el
at

io
n 

to
 e

xt
er

na
l f

un
di

ng
 a

pp
lic

at
io

ns
. 

M
C

en
tr

al
is

ed
 fi

lin
g 

w
ill

 e
ns

ur
e 

fu
tu

re
 fu

nd
in

g 
fo

rm
s 

an
d 

ap
pr

ov
al

s 
ar

e 
ea

sy
 to

 lo
ca

te
.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

9/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

rr
an

ge
m

en
ts

 in
 p

la
ce

 to
 e

ns
ur

e 
a 

co
ns

is
te

nt
 a

pp
ro

ac
h 

to
 

re
co

rd
 r

et
en

tio
n.

M
M

an
ag

em
en

t t
o 

co
nf

irm
 a

 p
ol

ic
y 

co
ve

rin
g 

a 
co

ns
is

te
nt

 a
pp

ro
ac

h 
to

 
re

co
rd

 r
et

en
tio

n.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

9/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

rr
an

ge
m

en
ts

 in
 p

la
ce

 to
 e

ns
ur

e 
th

at
 a

ll 
w

or
k 

un
de

rt
ak

en
 is

 
bi

lle
d.

M
M

an
ag

em
en

t w
ill

 c
on

fir
m

  a
rr

an
ge

m
en

ts
 to

 e
ns

ur
e 

th
at

 a
ll 

w
or

k 
un

de
rt

ak
en

 is
 b

ill
ed

.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

a g
er

01
/0

9/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
er

e 
is

 a
 m

ec
ha

ni
sm

 in
 p

la
ce

 to
 c

ol
la

te
 r

ep
or

t a
nd

 u
se

 
fe

ed
ba

ck
 r

ec
ei

ve
d 

fr
om

 c
us

to
m

er
s.

A
10

0%
 c

us
to

m
er

 fe
ed

ba
ck

 to
 b

e 
so

ug
ht

 a
nd

 r
ep

or
te

d 
fo

r 
al

l  
K

ee
ps

af
e 

an
d 

M
in

or
 W

or
ks

 u
nd

er
ta

ke
n.

 T
o 

co
nf

irm
 in

 th
e 

S
er

vi
ce

 
P

la
n 

th
e 

re
m

ai
ni

ng
 s

ch
em

es
 fe

ed
ba

ck
 p

ro
ce

ss
.

E
nv

iro
nm

en
ta

l 
H

ea
lth

 a
nd

 
H

ou
si

ng
 

M
an

ag
er

01
/0

8/
20

16
C

lo
se

d 
(C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
H

17
01

)

A
u

d
it

 R
ev

ie
w

20
15

/1
6 

- 
H

o
m

el
if

e

T
he

 fe
es

 a
nd

 c
ha

rg
in

g 
st

ru
ct

ur
es

 a
re

 b
ei

ng
 fi

na
lis

ed
 a

nd
 w

ill
 b

e 
in

cl
ud

ed
 in

 b
ot

h 
th

e 
op

tio
ns

 p
ap

er
 a

nd
 th

e 
an

nu
al

 F
ee

s 
an

d 
ch

ar
ge

s 
re

po
rt

s 
fo

r 
ap

pr
ov

al
 a

t F
ul

l C
ou

nc
il.



A
ss

u
ra

n
ce

 L
ev

el

R
ea

so
na

bl
e

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

a)
   

  M
an

ag
em

en
t s

ho
ul

d 
pr

ep
ar

e 
pl

an
ni

ng
 a

pp
lic

at
io

n 
pr

oc
ed

ur
es

/g
ui

da
nc

e 
fo

r 
st

af
f t

o 
fo

llo
w

 th
at

 fo
cu

s 
on

 d
es

cr
ib

in
g 

ho
w

: n
ew

 p
la

nn
in

g 
en

qu
iri

es
/a

pp
lic

at
io

ns
 s

ho
ul

d 
be

 
al

lo
ca

te
d 

an
d 

pr
oc

es
se

d,
 c

he
ck

s 
an

d 
va

lid
at

io
n 

ch
ec

kl
is

ts
 s

ho
ul

d 
be

 c
om

pl
et

ed
 a

nd
 

do
cu

m
en

te
d,

 a
nd

 a
ny

 a
m

en
dm

en
ts

 a
nd

 u
pd

at
es

 to
 th

e 
A

co
la

id
 s

ys
te

m
 s

ho
ul

d 
be

 
en

te
re

d 
   

   
b)

   
A

 ti
m

es
ca

le
 s

ho
ul

d 
be

 s
et

 fo
r 

th
e 

pr
ep

ar
at

io
n 

of
 p

la
nn

in
g 

ap
pl

ic
at

io
n 

pr
oc

ed
ur

es
/g

ui
da

nc
e 

in
cl

ud
in

g 
th

e 
re

le
va

nt
 a

pp
ro

va
l a

rr
an

ge
m

en
ts

. 

M
A

gr
ee

d.
 S

ta
rt

ed
 th

e 
pr

oc
es

s 
on

 p
re

pa
rin

g 
pr

oc
ed

ur
es

 th
at

 fo
cu

s 
on

 
ad

m
in

is
tr

at
io

n,
 te

ch
ni

ca
l a

nd
 p

ro
fe

ss
io

na
l r

ol
es

 a
nd

 th
at

 
de

m
on

st
ra

te
 c

le
ar

ly
 w

he
re

 p
re

ss
ur

es
 o

f r
es

ou
rc

es
 a

re
.

D
ev

el
op

m
en

t 
M

an
ag

em
en

t 
m

an
ag

er
31

/0
3/

20
17

M
an

ag
em

en
t 

st
at

em
en

t i
ss

ue
d 

2/
10

/1
7.

 R
es

po
ns

e 
ou

ts
ta

nd
in

g

a)
   

  M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 n
at

io
na

l a
nd

 lo
ca

l t
ar

ge
ts

 a
re

 c
om

m
un

ic
at

ed
 to

 
st

af
f. 

   
   

   
   

   
   

  b
) 

   
 M

an
ag

em
en

t s
ho

ul
d 

be
 r

em
in

de
d 

of
 th

ei
r 

re
sp

on
si

bi
lit

ie
s 

to
 

id
en

tif
y 

an
d 

pr
og

re
ss

 a
ny

 te
am

 tr
ai

ni
ng

 n
ee

ds
 a

nd
 to

 r
eg

ul
ar

ly
 u

nd
er

ta
ke

 te
am

 
ap

pr
ai

sa
ls

   
c)

   
  M

an
ag

er
s 

sh
ou

ld
 b

e 
re

m
in

de
d 

of
 th

e 
ne

ed
 to

 r
et

ai
n 

a 
re

co
rd

 o
f t

ea
m

 
m

ee
tin

gs
 th

at
 s

up
po

rt
 d

is
cu

ss
io

ns
 m

ad
e 

re
ga

rd
in

g 
pe

rf
or

m
an

ce
 a

ct
iv

ity
 a

nd
 tr

ai
ni

ng
 

ne
ed

s.
 A

ny
 o

ut
co

m
es

 fr
om

 s
uc

h 
di

sc
us

si
on

s 
sh

ou
ld

 b
e 

re
po

rt
ed

 a
nd

 e
sc

al
at

ed
 w

he
re

 
ap

pr
op

ria
te

 a
nd

 a
ny

 c
or

re
ct

iv
e 

ac
tio

n 
ta

ke
n 

sh
ou

ld
 b

e 
do

cu
m

en
te

d.
 

M

A
gr

ee
d.

 C
ha

ng
ed

 T
ea

m
 m

ee
tin

g 
ag

en
da

 p
ro

fo
rm

a 
to

 in
cl

ud
e 

ac
tio

ns
 r

eq
ui

re
d 

i.e
. l

oc
al

 ta
rg

et
s 

et
c.

 

T
ea

m
 a

pp
ra

is
al

 w
ill

 b
e 

un
de

rt
ak

en
 in

 th
e 

la
st

 q
ua

rt
er

 o
f 2

01
6/

17
.  

D
ev

el
op

m
en

t 
M

an
ag

em
en

t 
m

an
ag

er
31

/0
3/

20
17

M
an

ag
em

en
t 

st
at

em
en

t i
ss

ue
d 

2/
10

/1
7.

 R
es

po
ns

e 
ou

ts
ta

nd
in

g

M
an

ag
er

s 
sh

ou
ld

 b
e 

re
m

in
de

d 
of

 th
e 

ne
ed

 to
 r

et
ai

n 
a 

re
co

rd
 o

f d
is

cu
ss

io
ns

 a
nd

 
ou

tc
om

es
 fr

om
 h

av
in

g 
re

vi
ew

ed
 p

er
fo

rm
an

ce
 r

ep
or

ts
 a

nd
 w

ee
kl

y 
pl

an
ni

ng
 li

st
s.

  A
ny

 
ou

tc
om

es
 fr

om
 s

uc
h 

di
sc

us
si

on
s 

sh
ou

ld
 b

e 
re

po
rt

ed
 a

nd
 e

sc
al

at
ed

 w
he

re
 a

pp
ro

pr
ia

te
 

an
d 

an
y 

co
rr

ec
tiv

e 
ac

tio
n 

ta
ke

n 
sh

ou
ld

 b
e 

do
cu

m
en

te
d.

M
F

ile
 n

ot
es

 w
ill

 b
e 

st
or

ed
 a

lo
ng

si
de

 th
e 

w
ee

kl
y 

lis
ts

 a
nd

 p
er

fo
rm

an
ce

 
fig

ur
es

 c
on

fir
m

in
g 

th
ey

 h
av

e 
be

en
 c

he
ck

ed
 a

nd
 a

ny
 u

pd
at

es
.

D
ev

el
op

m
en

t 
M

an
ag

em
en

t 
m

an
ag

er
06

/0
2/

20
17

M
an

ag
em

en
t 

st
at

em
en

t i
ss

ue
d 

2/
10

/1
7.

 R
es

po
ns

e 
ou

ts
ta

nd
in

g

A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 in
tr

od
uc

ed
 fo

r 
m

on
ito

rin
g 

an
d 

re
po

rt
in

g 
co

m
pl

ia
nc

es
 a

nd
 n

on
-

co
m

pl
ia

nc
es

 w
ith

 th
e 

co
de

 o
f c

on
du

ct
 g

ui
da

nc
e 

on
 c

on
fli

ct
s 

of
 in

te
re

st
. 

M
A

gr
ee

d 
w

ill
 r

ev
ie

w
 a

nd
 u

pd
at

e 
P

1 
fo

rm
 to

 r
ec

or
d 

w
he

re
 th

er
e 

is
/is

 
no

t c
on

fli
ct

 o
f i

nt
er

es
ts

 o
r 

lo
ok

 a
t a

lte
rn

at
iv

e 
pr

oc
es

s 
to

 r
ec

or
d 

th
is

.

D
ev

el
op

m
en

t 
M

an
ag

em
en

t 
m

an
ag

er
31

/0
3/

20
17

M
an

ag
em

en
t 

st
at

em
en

t i
ss

ue
d 

2/
10

/1
7.

 R
es

po
ns

e 
ou

ts
ta

nd
in

g

A
ss

u
ra

n
ce

 L
ev

el

R
ea

so
na

bl
e

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

E
le

ct
or

al
 S

er
vi

ce
s 

st
af

f s
ho

ul
d 

ha
ve

 c
le

ar
 w

rit
te

n 
pr

oc
ed

ur
es

 in
 p

la
ce

 w
hi

ch
 

de
m

on
st

ra
te

 h
ow

 s
ta

tu
to

ry
 o

bl
ig

at
io

ns
 a

re
 fu

lfi
lle

d.
T

he
 p

ro
ce

du
re

s 
sh

ou
ld

 b
e 

re
gu

la
rly

 r
ev

ie
w

ed
 a

nd
 s

ig
ne

d 
of

f b
y 

m
an

ag
em

en
t.

M
A

 s
up

pl
em

en
ta

ry
 p

ro
ce

du
ra

l d
oc

um
en

t t
o 

be
 c

re
at

ed
 a

nd
 r

ev
ie

w
ed

 
on

 a
 r

eg
ul

ar
 b

as
is

.
E

le
ct

or
al

 
S

er
vi

ce
s 

O
ffi

ce
rs

31
/0

3/
20

17
C

lo
se

d 
- 

co
nf

irm
ed

 
as

 a
ct

io
n 

(M
an

 
st

at
em

en
t)

20
16

/1
7 

- 
E

le
ct

o
ra

l R
eg

is
tr

at
io

n

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

- 
D

ev
el

o
p

m
en

t 
M

an
ag

em
en

t 

A
u

d
it

 R
ev

ie
w



A
ss

u
ra

n
ce

 L
ev

el

R
ea

so
na

bl
e

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

a)
   

 O
bj

ec
tiv

es
 s

et
 o

ut
 in

 th
e 

C
ar

 p
ar

ki
ng

 a
nd

 c
ity

 c
en

tr
e 

se
rv

ic
e 

pl
an

 w
ou

ld
 b

en
ef

it 
fr

om
 

be
in

g 
co

ns
tr

uc
te

d 
in

 a
 s

pe
ci

fic
, m

ea
ni

ng
fu

l, 
ac

hi
ev

ab
le

, r
el

ev
an

t a
nd

 ti
m

e 
bo

un
d 

(S
M

A
R

T
) 

m
an

ne
r;

b)
   

 P
er

fo
rm

an
ce

 a
ga

in
st

 th
e 

ob
je

ct
iv

es
 in

 th
e 

se
rv

ic
e 

pl
an

 s
ho

ul
d 

be
 s

ub
je

ct
 to

 r
eg

ul
ar

 
re

vi
ew

 b
y 

m
an

ag
em

en
t, 

us
in

g 
ap

pr
op

ria
te

 k
ey

 p
er

fo
rm

an
ce

 in
di

ca
to

rs
.

c)
   

 T
he

 S
W

O
T

 a
na

ly
si

s 
sh

ou
ld

 b
e 

ca
rr

ie
d 

ou
t t

o 
in

fo
rm

 th
e 

fu
tu

re
 c

ar
 p

ar
ki

ng
 s

tr
at

eg
y.

M

T
he

 C
ou

nc
il 

ha
s 

in
tr

od
uc

ed
 a

 n
ew

 s
er

vi
ce

 p
la

n 
te

m
pl

at
e 

w
hi

ch
 

in
cl

ud
es

 th
e 

re
qu

ire
m

en
t t

o 
un

de
rt

ak
e 

a 
S

W
O

T
 a

na
ly

si
s 

an
d 

de
ve

lo
p 

ke
y 

pe
rf

or
m

an
ce

 in
di

ca
to

rs
 th

at
 a

re
 S

M
A

R
T

 (
sp

ec
ifi

c,
 

m
ea

su
ra

bl
e,

 a
ch

ie
va

bl
e,

 r
ea

lis
tic

 a
nd

 ti
m

e 
lim

ite
d)

. T
he

 C
ar

 p
ar

ki
ng

 
an

d 
ci

ty
 c

en
tr

e 
se

rv
ic

e 
pl

an
 w

ill
 b

e 
co

m
pl

et
ed

 u
si

ng
 th

is
 te

m
pl

at
e 

an
d 

pr
og

re
ss

 a
ga

in
st

 th
e 

pl
an

 w
ill

 b
e 

re
vi

ew
ed

 a
t m

on
th

ly
 te

am
 

m
ee

tin
gs

.

C
on

tr
ac

ts
 a

nd
 

C
om

m
un

ity
 

S
er

vi
ce

s 
M

an
ag

er
 

30
/0

6/
20

17
M

an
ag

em
en

t 
st

at
em

en
t t

o 
be

 
is

su
ed

 Q
4 

20
17

/1
8

O
pe

ra
tio

na
l r

is
ks

 s
ho

ul
d 

be
 c

on
si

de
re

d 
an

d 
re

co
rd

ed
 o

n 
pr

oj
ec

t s
er

ve
r 

in
 li

ne
 w

ith
 th

e 
C

ou
nc

il’
s 

R
is

k 
M

an
ag

em
en

t P
ol

ic
y.

M
O

pe
ra

tio
na

l r
is

ks
 r

el
at

in
g 

to
 C

ar
 P

ar
ki

ng
 h

av
e 

no
w

 b
ee

n 
ad

de
d 

to
 

th
e 

C
on

tr
ac

ts
 a

nd
 C

om
m

un
ity

 S
er

vi
ce

s 
de

pa
rt

m
en

ta
l r

is
k 

re
gi

st
er

.

C
on

tr
ac

ts
 a

nd
 

C
om

m
un

ity
 

S
er

vi
ce

s 
M

an
a g

er
 

Im
m

ed
ia

te
M

an
ag

em
en

t 
st

at
em

en
t t

o 
be

 
is

su
ed

 Q
4 

20
17

/1
8

S
ta

ff 
pr

oc
ed

ur
es

 s
ho

ul
d 

be
 d

oc
um

en
te

d 
an

d 
re

gu
la

rly
 r

ev
ie

w
ed

 b
y 

m
an

ag
em

en
t a

nd
 fo

r 
C

E
O

’s
 s

ho
ul

d 
in

cl
ud

e 
in

te
rp

re
ta

tio
n 

of
 s

ur
ve

ill
an

ce
 le

gi
sl

at
io

n.
M

P
ro

ce
du

re
s 

fo
r 

th
e 

C
ar

 P
ar

ki
ng

 te
am

 w
ill

 b
e 

do
cu

m
en

te
d 

an
d 

th
en

 
re

vi
ew

ed
 e

ve
ry

 tw
o 

ye
ar

s.
A

rr
an

ge
m

en
ts

 fo
r 

co
m

pl
ia

nc
e 

w
ith

 
su

rv
ei

lla
nc

e 
le

gi
sl

at
io

n 
w

ill
 b

e 
re

vi
ew

ed
 a

nd
 in

cl
ud

ed
 in

 d
oc

um
en

te
d 

pr
oc

ed
ur

es
.

C
on

tr
ac

ts
 a

nd
 

C
om

m
un

ity
 

S
er

vi
ce

s 
M

an
ag

er
 &

 C
ity

 
C

en
tr

e 
an

d 
C

ar
 

P
ar

ki
ng

 M
an

ag
er

30
/1

1/
20

17
M

an
ag

em
en

t 
st

at
em

en
t t

o 
be

 
is

su
ed

 Q
4 

20
17

/1
8

A
ss

u
ra

n
ce

 L
ev

el

R
ea

so
na

bl
e

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

M
an

ag
em

en
t s

ho
ul

d 
ha

ve
 a

rr
an

ge
m

en
ts

 to
 e

ns
ur

e 
th

at
 p

ro
ce

ss
es

 / 
pr

oc
ed

ur
es

 p
ut

 in
 

pl
ac

e 
ar

e 
ad

he
re

d 
to

 a
nd

 th
at

 c
om

pl
ia

nc
e 

w
ith

 C
on

tr
ac

t P
ro

ce
du

re
 R

ul
es

 is
 

de
m

on
st

ra
te

d.
 

M

A
 p

ro
ce

ss
 is

 b
ei

ng
 d

ev
el

op
ed

 th
at

 w
ill

 a
llo

w
 a

na
ly

si
s 

of
 e

xp
en

di
tu

re
 

to
 id

en
tif

y 
ar

ea
s 

w
he

re
 p

ro
cu

re
m

en
t t

hr
es

ho
ld

s 
ar

e 
po

te
nt

ia
lly

 
br

ea
ch

ed
 a

nd
 c

an
 b

e 
us

ed
 fo

r 
fu

rt
he

r 
ex

pl
or

at
io

n 
as

 to
 w

he
th

er
 a

 
pr

oc
ur

em
en

t p
ro

ce
ss

 is
 r

eq
ui

re
d.

  T
hi

s 
w

ill
 b

e 
fu

rt
he

r 
de

ve
lo

pe
d 

in
 

20
17

/1
8.

A
lth

ou
gh

 th
e 

N
H

S
 F

ra
m

ew
or

k 
w

as
 n

ot
 s

ig
ne

d 
in

 
ac

co
rd

an
ce

 w
ith

 th
e 

C
on

tr
ac

t P
ro

ce
du

re
 R

ul
es

 (
w

hi
ch

 r
eq

ui
re

s 
2 

si
gn

at
ur

es
),

 th
e 

fr
am

ew
or

k 
ac

ce
ss

 a
gr

ee
m

en
t w

as
 s

ig
ne

d 
by

 a
 

se
ni

or
 o

ffi
ce

r 
an

d 
th

e 
or

de
r 

pl
ac

ed
 w

ith
 th

e 
co

nt
ra

ct
or

 w
as

 a
ls

o 
si

gn
ed

 b
y 

a 
se

pa
ra

te
 s

en
io

r 
of

fic
er

.  
T

he
 a

pp
oi

nt
m

en
t w

as
 a

ls
o 

ap
pr

ov
ed

 b
y 

th
e 

P
ro

cu
re

m
en

t P
an

el
 a

nd
 r

ep
or

te
d 

as
 a

n 
O

ffi
ce

r 
D

ec
is

io
n 

N
ot

ic
es

 a
lo

ng
si

de
 a

ll 
ot

he
r 

flo
od

 r
el

at
ed

 p
ro

cu
re

m
en

t. 
 

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

30
/0

4/
20

17

C
lo

se
d 

- 
C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
(M

an
ag

em
en

t 
S

ta
te

m
en

t)

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 a
rr

an
ge

m
en

ts
 a

re
 in

 p
la

ce
 to

 c
om

pl
y 

w
ith

 th
e 

Lo
ca

l 
G

ov
er

nm
en

t T
ra

ns
pa

re
nc

y 
C

od
e 

an
d 

th
at

 s
ta

ff 
ar

e 
aw

ar
e 

of
 th

ei
r 

re
sp

on
si

bi
lit

ie
s 

in
 

re
la

tio
n 

to
 it

.
M

T
he

 C
ou

nc
il’

s 
w

eb
si

te
 w

ill
 b

e 
up

da
te

d 
in

 li
ne

 w
ith

 th
e 

re
qu

ire
m

en
ts

 
of

 th
e 

T
ra

ns
pa

re
nc

y 
C

od
e.

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

30
/0

4/
20

17

C
lo

se
d 

- 
C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
(M

an
ag

em
en

t 
S

ta
te

m
en

t )

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

C
ar

 P
ar

ki
n

g
 In

co
m

e

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

F
lo

o
d

 R
el

at
ed

 P
ro

cu
re

m
en

t



A
ss

u
ra

n
ce

 L
ev

el

R
ea

so
na

bl
e

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

Im
p

le
m

en
ta

t
io

n
 d

at
e

S
ta

tu
s

D
oc

um
en

ta
tio

n 
re

la
tin

g 
to

 e
m

pl
oy

m
en

t a
nd

 c
ha

ng
es

 in
 w

or
ki

ng
 a

rr
an

ge
m

en
ts

, i
.e

. 
ho

m
ew

or
ki

ng
 a

gr
ee

m
en

ts
, s

ho
ul

d 
be

 h
el

d 
w

ith
 r

el
at

ed
 in

fo
rm

at
io

n 
on

 e
m

pl
oy

ee
s’

 
pe

rs
on

ne
l f

ile
s.

M
A

cc
ep

te
d 

(D
ire

ct
or

 C
om

m
en

ts
)

C
hi

ef
 F

in
an

ce
 

O
ffi

ce
r

N
on

e 
st

at
ed

M
an

ag
em

en
t 

st
at

em
en

t t
o 

be
 

is
su

ed
 Q

4 
20

17
/1

8

A
n 

in
ve

nt
or

y 
of

 c
ou

nc
il 

as
se

ts
 h

el
d 

by
 h

om
ew

or
ke

rs
 s

ho
ul

d 
be

 m
ai

nt
ai

ne
d 

by
 M

an
ag

er
s 

in
 a

cc
or

da
nc

e 
w

ith
 th

e 
ho

m
ew

or
ki

ng
 a

gr
ee

m
en

t.
M

A
cc

ep
te

d 
(D

ire
ct

or
 C

om
m

en
ts

)
C

hi
ef

 F
in

an
ce

 
O

ffi
ce

r
N

on
e 

st
at

ed
M

an
ag

em
en

t 
st

at
em

en
t t

o 
be

 
is

su
ed

 Q
4 

20
17

/1
8

A
ss

u
ra

n
ce

 L
ev

el

R
ea

so
na

bl
e

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

A
 r

is
k 

as
se

ss
m

en
t s

ho
ul

d 
be

 u
nd

er
ta

ke
n 

to
 id

en
tif

y 
al

l p
ot

en
tia

l r
is

ks
 r

el
ev

an
t t

o 
th

e 
ad

m
in

is
tr

at
io

n 
of

 D
F

G
 a

nd
 th

e 
aw

ar
di

ng
 o

f w
or

k 
to

 c
on

tr
ac

to
rs

.  
R

is
ks

 o
f f

ra
ud

 w
ith

in
 th

e 
sy

st
em

 s
ho

ul
d 

be
 id

en
tif

ie
d 

in
 o

rd
er

 th
at

 m
an

ag
em

en
t c

an
 b

e 
as

su
re

d 
th

at
 th

e 
cu

rr
en

t a
rr

an
ge

m
en

ts
 a

re
 e

ffe
ct

iv
el

y 
m

iti
ga

tin
g 

th
e 

ris
ks

 to
 a

n 
ac

ce
pt

ab
le

 le
ve

l.
F

ol
lo

w
in

g 
a 

fr
au

d 
ris

k 
as

se
ss

m
en

t, 
co

ns
id

er
at

io
n 

sh
ou

ld
 b

e 
gi

ve
n 

to
 p

ro
vi

di
ng

 fr
au

d 
aw

ar
en

es
s 

tr
ai

ni
ng

 a
nd

 li
nk

in
g 

th
is

 to
 th

e 
pr

oc
ed

ur
es

 s
ta

ff 
sh

ou
ld

 fo
llo

w
 if

 fr
au

d 
is

 
su

sp
ec

te
d

A
 m

ec
ha

ni
sm

 s
ho

ul
d 

be
 in

 p
la

ce
 s

o 
th

at
 m

an
ag

em
en

t a
re

 a
ss

ur
ed

 th
at

 a
ll 

ris
ks

 a
re

 
lo

ad
ed

 in
to

 th
e 

P
ro

je
ct

 S
er

ve
r 

sy
st

em
.

M

T
he

re
 a

re
 fo

ur
 r

is
ks

 p
re

se
nt

ly
 r

ec
or

de
d 

in
 th

e 
op

er
at

io
na

l r
is

k 
re

gi
st

er
 w

hi
ch

 a
re

 a
pp

lic
ab

le
 to

 D
F

G
s:

Lo
ss

 o
f s

ta
ff 

or
 il

ln
es

s 
– 

11
M

aj
or

 in
ci

de
nt

 –
 lo

ss
 o

f r
ec

or
ds

- 
12

B
ud

ge
t v

ar
ia

nc
e 

– 
22

F
ai

lu
re

 to
 p

ro
vi

de
 a

cc
ep

ta
bl

e 
re

co
rd

in
g 

an
d 

re
sp

on
se

 s
ys

te
m

 –
 2

3

R
is

k 
of

 fr
au

d 
w

ill
 b

e 
in

cl
ud

ed
 in

 th
e 

ris
k 

re
gi

st
er

. A
n 

in
iti

al
 

as
se

ss
m

en
t w

ou
ld

 in
di

ca
te

 th
e 

im
pa

ct
 is

 m
ar

gi
na

l, 
an

d 
th

e 
lik

el
ih

oo
d 

ex
tr

em
el

y 
re

m
ot

e,
 g

iv
in

g 
a 

ris
k 

sc
or

e 
of

 2
.

R
eg

ul
at

or
y 

S
er

vi
ce

s 
M

an
ag

er
01

/0
4/

20
17

C
lo

se
d 

- 
C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
(M

an
ag

em
en

t 
S

ta
te

m
en

t)

A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 in
tr

od
uc

ed
 to

 d
oc

um
en

t t
he

 m
an

ag
em

en
t c

he
ck

s 
ca

rr
ie

d 
ou

t i
n 

or
de

r 
to

 b
e 

fu
lly

 a
ss

ur
ed

 th
at

 th
er

e 
is

 c
om

pl
ia

nc
e 

w
ith

 D
F

G
 p

ro
ce

du
re

s.
 T

hi
s 

pr
oc

es
s 

sh
ou

ld
 a

ls
o 

be
 in

cl
ud

ed
 in

 th
e 

D
F

G
 p

ro
ce

du
re

s.
 C

he
ck

s 
sh

ou
ld

 in
cl

ud
e 

fo
r 

ex
am

pl
e:

· 
   

   
  t

ha
t a

n 
ap

pr
op

ria
te

 m
ea

ns
 te

st
 h

as
 b

ee
n 

un
de

rt
ak

en
;

· 
   

   
  t

ha
t t

he
re

 h
av

e 
be

en
 n

o 
st

at
ut

or
y 

tim
es

ca
le

 b
re

ac
he

s;
 

· 
   

   
  c

on
fir

m
at

io
n 

th
at

 th
e 

w
or

k 
ha

s 
be

en
 c

om
pl

et
ed

 to
 a

n 
ap

pr
op

ria
te

 s
ta

nd
ar

d;
· 

   
   

  t
ha

t t
he

 a
pp

ro
pr

ia
te

 p
ro

cu
re

m
en

t r
ou

te
 h

as
 b

ee
n 

ta
ke

n;
· 

   
   

  t
ha

t a
lte

rn
at

iv
e 

op
tio

ns
 h

av
e 

be
en

 e
xp

lo
re

d 
fo

r 
th

e 
ap

pl
ic

an
t;

· 
   

   
  t

ha
t t

he
 o

ffi
ce

rs
 c

he
ck

lis
t h

as
 b

ee
n 

co
m

pl
et

ed
.

M

F
ile

s 
ar

e 
ch

ec
ke

d 
by

 m
an

ag
em

en
t, 

ag
ai

ns
t t

he
 p

ol
ic

y 
fr

am
ew

or
k 

fo
r 

D
F

G
’s

, a
s 

th
e 

do
cu

m
en

ta
tio

n 
re

qu
ire

d 
to

 m
ak

e 
an

 a
pp

lic
at

io
n 

is
 s

et
 

in
 la

w
. O

nl
y 

w
he

n 
th

is
 is

 u
nd

er
ta

ke
n 

is
 th

e 
ap

pr
ov

al
 n

ot
ic

e 
si

gn
ed

 b
y 

th
e 

au
th

or
is

ed
 m

an
ag

er
.

A
gr

ee
d 

to
 e

ns
ur

e 
co

ns
is

te
nc

y,
 th

e 
fil

e 
in

se
rt

 w
ill

 b
eu

pd
at

ed
, t

o 
in

cl
ud

e 
a 

ch
ec

kl
is

t f
or

 m
an

ag
er

s 
si

gn
in

g 
of

f a
pp

ro
va

ls
, s

o 
it 

ca
n 

be
 

vi
su

al
ly

 e
vi

de
nc

ed
 th

es
e 

ch
ec

ks
 h

av
e 

be
en

 u
nd

er
ta

ke
n,

 to
 v

er
ify

 th
e 

st
at

ut
or

y 
in

fo
rm

at
io

n 
re

qu
ire

d.
S

ta
tu

to
ry

 ti
m

es
ca

le
s 

ar
e 

m
on

ito
re

d 
ou

ts
id

e 
in

di
vi

du
al

 a
pp

lic
at

io
ns

 
an

d 
on

 a
 g

en
er

al
 p

er
fo

rm
an

ce
 d

at
ab

as
e.

 T
he

 D
F

G
 P

ro
ce

du
re

s 
do

cu
m

en
t w

ill
 b

e 
up

da
te

d 
to

 r
ef

le
ct

 th
e 

ex
is

tin
g 

m
on

ito
rin

g 
of

 th
e 

pr
oc

ur
em

en
t f

ra
m

ew
or

k 
an

d 
tim

es
ca

le
s.

M
an

ag
em

en
t w

ou
ld

 n
ot

 b
e 

ex
pe

ct
ed

 to
 u

nd
er

ta
ke

 s
up

er
vi

so
ry

 
in

sp
ec

tio
ns

 o
f O

ffi
ce

rs
 to

 e
ns

ur
e 

w
or

ks
 a

re
 s

ig
ne

d 
of

f t
o 

an
 

ap
pr

op
ria

te
 s

ta
nd

ar
d.

 T
hi

s 
is

 d
es

ig
na

te
d 

to
 o

ffi
ce

r 
le

ve
l. 

T
he

 
P

ro
cu

re
m

en
t F

ra
m

ew
or

k 
is

 s
et

 u
p 

by
 m

an
ag

em
en

t t
o 

en
su

re
 q

ua
lit

y 
of

 in
st

al
la

tio
ns

 th
ro

ug
h 

us
e 

of
 q

ua
lit

y 
co

nt
ra

ct
or

s.

P
rin

ci
pa

l H
ea

lth
 

&
 H

ou
si

ng
 

O
ffi

ce
r

01
/0

4/
20

17

C
lo

se
d 

- 
C

on
fir

m
ed

 
as

 a
ct

io
ne

d 
(M

an
ag

em
en

t 
S

ta
te

m
en

t)

20
16

/1
7 

H
o

m
ew

o
rk

in
g

 F
o

llo
w

 U
p

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

D
F

G

A
u

d
it

 R
ev

ie
w



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

S
en

io
r 

m
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 g
ov

er
na

nc
e 

ar
ra

ng
em

en
ts

 a
ro

un
d 

in
fo

rm
at

io
n 

se
cu

rit
y,

 in
cl

ud
in

g 
th

e 
se

cu
rit

y 
of

 m
ob

ile
 d

ev
ic

es
 a

re
 c

le
ar

ly
 d

ef
in

ed
 a

nd
 e

m
be

dd
ed

. 
C

on
si

de
ra

tio
n 

sh
ou

ld
 b

e 
gi

ve
n 

to
 th

e 
po

in
ts

 r
ai

se
d 

ab
ov

e.
H

R
es

po
ns

ib
ili

ty
 fo

r 
In

fo
rm

at
io

n 
S

ec
ur

ity
 h

as
 n

ow
 b

ee
n 

su
bs

um
ed

 in
to

 
th

e 
B

us
in

es
s 

M
an

ag
em

en
t &

 D
ev

el
op

m
en

t S
ub

-G
ro

up
 w

hi
ch

, i
n 

ad
di

tio
n 

to
 s

cr
ut

in
is

in
g 

an
d 

ch
al

le
ng

in
g 

pr
op

os
ed

 p
ol

ic
ie

s,
 w

ill
 k

ee
p 

pr
op

er
 r

ec
or

ds
 o

f i
ts

 d
el

ib
er

at
io

ns
.

S
ec

on
dl

y,
 th

e 
C

ou
nc

il 
is

 in
 th

e 
pr

oc
es

s 
of

 e
st

ab
lis

hi
ng

 a
n 

In
fo

rm
at

io
n 

O
ffi

ce
r 

po
st

 (
as

 r
eq

ui
re

d 
fr

om
 2

01
8 

by
 th

e 
E

ur
op

ea
n 

G
en

er
al

 D
at

a 
P

ro
te

ct
io

n 
R

eg
ul

at
io

ns
 2

01
6)

 a
nd

 s
uc

h 
po

st
 w

ill
 h

av
e 

re
sp

on
si

bi
lit

y 
fo

r 
en

su
rin

g 
th

at
 w

e 
no

t o
nl

y 
ha

ve
 r

el
ev

an
t p

ol
ic

ie
s 

fo
r 

In
fo

rm
at

io
n 

M
an

ag
em

en
t a

nd
 S

ec
ur

ity
 b

ut
 a

ls
o 

fo
r 

em
be

dd
in

g 
go

od
 

pr
ac

tic
e 

w
ith

in
 th

e 
or

ga
ni

sa
tio

n.

C
or

po
ra

te
 

D
ire

ct
or

 o
f 

G
ov

er
na

nc
e 

&
 

R
eg

ul
at

or
y 

S
er

vi
ce

s

01
/1

2/
20

17

F
ul

l r
ev

ie
w

 to
 b

e 
pe

rf
or

m
ed

 1
8/

19
 

(in
c.

 fo
llo

w
 u

p 
of

 o
/s

 
re

cs
)

a)
   

  A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 p
ut

 in
 p

la
ce

 to
 la

un
ch

 th
e 

ne
w

 in
fo

rm
at

io
n 

se
cu

rit
y 

po
lic

ie
s 

w
ith

 a
pp

ro
pr

ia
te

 tr
ai

ni
ng

 p
ro

vi
si

on
. 

b)
 A

rr
an

ge
m

en
ts

 s
ho

ul
d 

be
 in

 p
la

ce
 to

 g
iv

e 
m

an
ag

em
en

t a
ss

ur
an

ce
 th

at
 a

ll 
re

le
va

nt
 

st
af

f h
av

e 
co

m
pl

et
ed

 r
eq

ui
re

d 
m

an
da

to
ry

 tr
ai

ni
ng

.
H

P
le

as
e 

se
e 

m
an

ag
em

en
t a

ct
io

n 
st

at
em

en
t f

or
 5

.1
.1

 r
e 

th
e 

In
fo

rm
at

io
n 

O
ffi

ce
r 

po
st

.
T

ra
in

in
g 

w
ill

 b
e 

de
si

gn
ed

 a
nd

 d
el

iv
er

ed
 o

nc
e 

th
e 

re
le

va
nt

 p
ol

ic
ie

s 
ar

e 
es

ta
bl

is
he

d.

T
ow

n 
C

le
rk

 &
 

C
hi

ef
 E

xe
cu

tiv
e

01
/0

4/
20

18

F
ul

l r
ev

ie
w

 to
 b

e 
pe

rf
or

m
ed

 1
8/

19
 

(in
c.

 fo
llo

w
 u

p 
of

 o
/s

 
re

cs
)

S
en

io
r 

m
an

ag
em

en
t s

ho
ul

d 
cl

ar
ify

 th
ei

r 
in

te
nt

io
ns

 a
ro

un
d 

m
ob

ile
 d

ev
ic

e 
us

ag
e 

go
in

g 
fo

rw
ar

ds
 a

nd
 e

ns
ur

e 
ap

pr
op

ria
te

 IT
 s

up
po

rt
; s

ec
ur

ity
 a

nd
 tr

ai
ni

ng
 a

rr
an

ge
m

en
ts

 a
re

 in
 

pl
ac

e.
 

H

T
he

 in
tr

od
uc

tio
n 

of
 M

ic
ro

so
ft’

s 
O

ffi
ce

 3
65

 a
nd

 E
nt

er
pr

is
e 

M
ob

ili
ty

 
an

d 
S

ec
ur

ity
 te

ch
no

lo
gi

es
 w

ill
 im

pr
ov

e 
th

e 
se

cu
rit

y 
of

 in
fo

rm
at

io
n 

he
ld

 o
n 

m
ob

ile
 d

ev
ic

es
. A

lo
ng

 w
ith

 th
e 

im
pl

em
en

ta
tio

n 
of

 th
es

e 
te

ch
no

lo
gi

es
 a

 n
ew

 fr
am

ew
or

k 
w

ill
 b

e 
im

pl
em

en
te

d 
at

 th
e 

sa
m

e 
tim

e.
U

se
 o

f O
ffi

ce
 3

65
 a

cr
os

s 
a 

ho
st

 o
f d

ev
ic

es
, c

ou
pl

ed
 w

ith
 m

ee
tin

g 
th

e 
de

m
an

d 
fo

r 
m

or
e 

fle
xi

bl
e 

w
or

ki
ng

 w
ill

 d
ef

in
e 

in
te

nt
io

ns
 a

ro
un

d 
m

ob
ile

 d
ev

ic
e 

us
e 

in
 th

e 
fu

tu
re

.

IC
T

 S
er

vi
ce

s 
M

an
ag

er
01

/0
4/

20
18

F
ul

l r
ev

ie
w

 to
 b

e 
pe

rf
or

m
ed

 1
8/

19
 

(in
c.

 fo
llo

w
 u

p 
of

 o
/s

 
re

cs
)

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

M
o

b
ile

 D
ev

ic
e 

S
ec

u
ri

ty



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

a)
   

 C
or

po
ra

te
 a

rr
an

ge
m

en
ts

 fo
r 

as
se

ss
in

g 
an

d 
m

on
ito

rin
g 

th
e 

pr
og

re
ss

 o
f d

el
iv

er
in

g 
th

e 
C

ar
lis

le
 P

la
n 

20
15

-1
8 

pr
io

rit
ie

s 
in

cl
ud

in
g 

th
e 

ar
ra

ng
em

en
ts

 fo
r 

ha
vi

ng
 a

ct
io

ns
/p

ro
je

ct
s 

th
at

 a
re

 S
M

A
R

T
 a

nd
 p

er
fo

rm
an

ce
 m

ea
su

re
s/

ta
rg

et
s/

in
di

ca
to

rs
 e

tc
 s

ho
ul

d 
be

 c
le

ar
ly

 
de

fin
ed

 a
nd

 d
oc

um
en

te
d.

 A
 ti

m
es

ca
le

 s
ho

ul
d 

be
 s

et
 fo

r 
do

cu
m

en
tin

g 
an

d 
im

pl
em

en
tin

g 
th

es
e 

ar
ra

ng
em

en
ts

. 
T

he
 S

er
vi

ce
 S

ta
nd

ar
ds

 s
ho

ul
d 

be
 r

ev
ie

w
ed

, u
pd

at
ed

 a
nd

 a
lig

ne
d 

to
 m

ea
su

re
 th

e 
su

cc
es

s 
of

 d
el

iv
er

in
g 

se
rv

ic
e 

pl
an

 o
bj

ec
tiv

es
.  

H

S
M

A
R

T
 a

ct
io

ns
 h

av
e 

be
en

 s
et

 w
ith

in
 2

7 
se

rv
ic

e 
pl

an
s 

su
bm

itt
ed

 in
 

M
ay

 a
nd

 J
un

e.
 T

he
se

 s
er

vi
ce

 p
la

ns
 c

ov
er

 a
ll 

th
e 

ke
y 

ac
tio

ns
 in

 th
e 

C
ar

lis
le

 P
la

n.
 

S
er

vi
ce

 p
la

nn
in

g 
w

ill
 c

on
tin

ue
 to

 b
e 

de
ve

lo
pe

d 
ov

er
 th

e 
au

tu
m

n 
to

 
lin

k 
th

e 
se

rv
ic

e 
pl

an
s 

to
 th

e 
20

18
/1

9 
bu

dg
et

 s
et

tin
g 

pr
oc

es
s.

 A
 

tim
es

ca
le

 w
ill

 b
e 

se
t f

or
 d

oc
um

en
tin

g 
an

d 
im

pl
em

en
tin

g 
th

es
e 

ar
ra

ng
em

en
ts

 in
 e

ar
ly

 A
ug

us
t.

A
 m

or
e 

de
ta

ile
d 

te
m

pl
at

e 
fo

r 
re

po
rt

in
g 

pr
og

re
ss

 o
n 

th
e 

C
ar

lis
le

 P
la

n 
ke

y 
ac

tio
ns

 h
as

 b
ee

n 
de

ve
lo

pe
d 

to
 e

ns
ur

e 
co

m
pl

et
e 

co
ve

ra
ge

 o
f a

ll 
th

e 
ac

tio
ns

.
T

he
 2

7 
se

rv
ic

e 
pl

an
s 

in
cl

ud
e 

ac
tio

ns
 to

 d
ev

el
op

 n
ew

 s
er

vi
ce

 
st

an
da

rd
s.

 A
s 

th
es

e 
ar

e 
de

ve
lo

pe
d 

th
is

 y
ea

r 
(2

01
7/

18
),

 w
or

ki
ng

 w
ith

 
th

e 
re

le
va

nt
 O

ve
rv

ie
w

 &
 S

cr
ut

in
y 

P
an

el
, t

he
 o

ve
ra

ll 
nu

m
be

r 
of

 
se

rv
ic

e 
st

an
da

rd
s 

w
ill

 b
e 

re
vi

ew
ed

. T
hr

ou
gh

 th
is

 w
or

k 
S

er
vi

ce
 

S
ta

nd
ar

ds
 w

ill
 m

ea
su

re
 th

e 
su

cc
es

s 
of

 d
el

iv
er

in
g 

se
rv

ic
es

 a
nd

 
sp

ec
ifi

c 
se

rv
ic

e 
pl

an
 o

bj
ec

tiv
es

.

P
ol

ic
y 

an
d 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er

04
/0

8/
20

17

27
/1

0/
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 th
e 

pe
rf

or
m

an
ce

 m
an

ag
em

en
t a

rr
an

ge
m

en
ts

 r
e 

th
e 

C
ar

lis
le

 P
la

n 
ar

e 
ef

fe
ct

iv
el

y 
im

pl
em

en
te

d 
an

d 
th

at
 th

es
e 

ar
e 

in
co

rp
or

at
ed

 in
to

 th
e 

P
er

fo
rm

an
ce

 M
an

ag
em

en
t F

ra
m

ew
or

k.
M

A
 n

ew
 p

er
fo

rm
an

ce
 fr

am
ew

or
k 

w
as

 a
gr

ee
d 

by
 S

M
T

 in
 A

pr
il 

(1
1/

4/
17

).

T
hi

s 
fr

am
ew

or
k 

lin
ks

 th
e 

C
ar

lis
le

 P
la

n 
to

 S
er

vi
ce

 P
la

ns
 a

nd
 th

e 
A

pp
ra

is
al

 S
ch

em
e.

 D
M

T
 m

ee
tin

gs
 w

ill
 b

e 
se

t t
o 

in
cl

ud
e 

pe
rf

or
m

an
ce

 m
an

ag
em

en
t l

in
ke

d 
to

 th
e 

pe
rf

or
m

an
ce

 r
ep

or
tin

g 
cy

cl
e.

 
T

he
 P

er
fo

rm
an

ce
 F

ra
m

ew
or

k 
w

ill
 b

e 
re

vi
ew

ed
 a

t t
he

 e
nd

 o
f t

he
 y

ea
r 

al
on

gs
id

e 
th

e 
E

nd
 O

f Y
ea

r 
R

ep
or

t.
In

 a
dd

iti
on

 n
ew

 a
rr

an
ge

m
en

ts
 a

re
 b

ei
ng

 m
ad

e 
fo

r 
th

e 
de

ve
lo

pm
en

t 
of

 a
 n

ew
 s

ys
te

m
 o

f m
on

ito
rin

g 
an

d 
ta

ki
ng

 a
ct

io
n 

on
 p

er
fo

rm
an

ce
 

us
in

g 
M

ic
ro

so
ft 

P
ow

er
 B

I a
s 

a 
to

ol
 fo

r 
co

lle
ct

in
g 

an
d 

an
al

ys
in

g 
ap

pr
op

ria
te

 d
at

a.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er
24

/0
4/

20
18

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

a)
   

 M
an

ag
em

en
t s

ho
ul

d 
ev

id
en

ce
 th

ei
r 

re
vi

ew
 o

f r
is

ks
 a

nd
 r

is
ks

 r
eg

is
te

rs
 in

 a
cc

or
da

nc
e 

w
ith

 th
e 

ris
k 

m
an

ag
em

en
t p

ol
ic

y.
 

b)
 C

or
po

ra
te

 D
ire

ct
or

s 
sh

ou
ld

 b
e 

re
m

in
de

d 
of

 th
ei

r 
re

sp
on

si
bi

lit
ie

s 
fo

r 
be

in
g 

as
su

re
d 

th
at

 
ris

ks
 r

el
at

in
g 

to
 s

tr
at

eg
ic

 a
nd

 o
pe

ra
tio

na
l p

er
fo

rm
an

ce
 m

an
ag

em
en

t o
bj

ec
tiv

es
 a

re
 

ap
pr

op
ria

te
ly

 id
en

tif
ie

d,
 a

ss
es

se
d 

an
d 

m
an

ag
ed

. 

M

S
M

T
 h

av
e 

co
nt

in
ue

d 
to

 r
ev

ie
w

 th
e 

C
or

po
ra

te
 R

is
k 

R
eg

is
te

r 
on

 a
 

re
gu

la
r 

cy
cl

e 
du

rin
g 

th
is

 p
er

io
d 

an
d 

ha
ve

 m
or

e 
re

ce
nt

ly
 (

6th
 J

un
e)

 
re

vi
ew

ed
 th

e 
po

lic
y 

an
d 

m
an

ag
em

en
t a

rr
an

ge
m

en
ts

 fo
r 

el
ev

at
in

g 
an

d 
m

an
ag

in
g 

em
er

gi
ng

 r
is

ks
 r

el
at

in
g 

to
 a

ll 
ris

ks
 in

cl
ud

in
g 

pe
rf

or
m

an
ce

 m
an

ag
em

en
t.

C
or

po
ra

te
 D

ire
ct

or
s 

ar
e 

aw
ar

e 
of

 th
ei

r 
re

sp
on

si
bi

lit
ie

s 
re

ga
rd

in
g 

pe
rf

or
m

an
ce

 m
an

ag
em

en
t o

bj
ec

tiv
es

 a
nd

 a
ny

 r
is

ks
 a

ris
in

g.

D
ep

ut
y 

C
hi

ef
 

E
xe

cu
tiv

e 
/ 

S
en

io
r 

M
an

ag
em

en
t 

T
ea

m

C
om

pl
et

ed
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
4 

20
17

/1
8

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

- 
P

er
fo

rm
an

ce
 M

an
ag

em
en

t



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

a)
   

 C
or

po
ra

te
 D

ire
ct

or
s 

sh
ou

ld
 b

e 
re

m
in

de
d 

of
 th

ei
r 

re
sp

on
si

bi
lit

ie
s 

fo
r 

be
in

g 
as

su
re

d 
th

at
 th

e 
ro

le
s 

an
d 

re
sp

on
si

bi
lit

ie
s 

fr
om

 E
xe

cu
tiv

e 
to

 s
ta

ff 
ar

e 
cl

ea
rly

 d
ef

in
ed

 in
 th

e 
pe

rf
or

m
an

ce
 m

an
ag

em
en

t f
ra

m
ew

or
k.

 
b)

 C
or

po
ra

te
 D

ire
ct

or
s 

sh
ou

ld
 b

e 
re

m
in

de
d 

of
 th

ei
r 

re
sp

on
si

bi
lit

ie
s 

fo
r 

be
in

g 
as

su
re

d 
th

at
 

pe
rf

or
m

an
ce

 a
pp

ra
is

al
s 

ar
e 

un
de

rt
ak

en
 to

 e
ns

ur
e 

th
at

 m
an

ag
er

s 
an

d 
st

af
f c

ar
ry

 o
ut

 th
ei

r 
ro

le
s 

an
d 

re
sp

on
si

bi
lit

ie
s 

re
la

tin
g 

to
 p

er
fo

rm
an

ce
 m

an
ag

em
en

t e
ffe

ct
iv

el
y.

M
C

om
pl

et
ed

 v
ia

 S
M

T
.

D
 C

ro
ss

le
y

C
om

pl
et

ed
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
4 

20
17

/1
8

M
an

ag
em

en
t s

ho
ul

d 
re

vi
ew

 th
e 

pe
rf

or
m

an
ce

 m
on

ito
rin

g 
re

po
rt

s 
to

 e
ns

ur
e 

th
at

 th
e 

co
nt

en
t i

nc
lu

de
s 

al
l a

re
as

 o
f p

er
fo

rm
an

ce
 th

at
 im

pa
ct

 o
n 

th
e 

m
on

ito
rin

g 
an

d 
de

ci
si

on
 

m
ak

in
g 

on
 C

ar
lis

le
 P

la
n 

pr
io

rit
ie

s 
in

 p
ar

tic
ul

ar
 in

cl
ud

in
g 

th
os

e 
pr

oj
ec

ts
 w

he
re

 n
o 

up
da

te
s 

w
er

e 
av

ai
la

bl
e.

  

M

A
 m

or
e 

de
ta

ile
d 

te
m

pl
at

e 
fo

r 
re

po
rt

in
g 

pr
og

re
ss

 o
n 

th
e 

C
ar

lis
le

 P
la

n 
ke

y 
ac

tio
ns

 h
as

 b
ee

n 
de

ve
lo

pe
d 

to
 e

ns
ur

e 
co

m
pl

et
e 

co
ve

ra
ge

 o
f a

ll 
th

e 
ac

tio
ns

.
T

hi
s 

te
m

pl
at

e 
w

as
 im

pl
em

en
te

d 
fo

r 
th

e 
20

16
/1

7 
E

nd
 O

f Y
ea

r 
R

ep
or

t 
an

d 
w

ill
 b

e 
de

ve
lo

pe
d 

fu
rt

he
r 

to
 in

cl
ud

e 
th

e 
ac

tio
n 

fo
r 

re
co

m
m

en
da

tio
n 

1a
.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er
04

/0
8/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

a)
   

 A
 ti

m
es

ca
le

 s
ho

ul
d 

be
 s

et
 fo

r 
th

e 
im

pl
em

en
ta

tio
n 

of
 th

e 
ne

w
 p

er
fo

rm
an

ce
 

m
an

ag
em

en
t f

ra
m

ew
or

k.
 

b)
 M

an
ag

em
en

t s
ho

ul
d 

co
m

m
un

ic
at

e 
an

d 
pr

ov
id

e 
tr

ai
ni

ng
 o

n 
th

e 
ne

w
 p

er
fo

rm
an

ce
 

m
an

ag
em

en
t f

ra
m

ew
or

k 
to

 a
ll 

th
os

e 
in

vo
lv

ed
 in

 p
er

fo
rm

an
ce

 m
an

ag
em

en
t t

o 
en

su
re

 
th

at
 th

ey
 a

re
 a

w
ar

e 
of

 a
nd

 u
nd

er
st

an
d 

th
ei

r 
ro

le
s 

an
d 

re
sp

on
si

bi
lit

ie
s.

 

H

A
 n

ew
 p

er
fo

rm
an

ce
 fr

am
ew

or
k 

w
as

 a
gr

ee
d 

by
 S

M
T

 in
 A

pr
il 

(1
1/

4/
17

).
T

hi
s 

fr
am

ew
or

k 
lin

ks
 th

e 
C

ar
lis

le
 P

la
n 

to
 S

er
vi

ce
 P

la
ns

 a
nd

 th
e 

A
pp

ra
is

al
 S

ch
em

e.
 D

M
T

 m
ee

tin
gs

 w
ill

 b
e 

se
t t

o 
in

cl
ud

e 
pe

rf
or

m
an

ce
 m

an
ag

em
en

t l
in

ke
d 

to
 th

e 
pe

rf
or

m
an

ce
 r

ep
or

tin
g 

cy
cl

e.
 

T
he

 fr
am

ew
or

k 
ha

s 
be

en
 c

om
m

un
ic

at
ed

 w
ith

 s
er

vi
ce

 m
an

ag
er

s 
th

ro
ug

h 
M

an
ag

em
en

t B
rie

fin
g 

(M
ay

 2
01

7)
. 

S
er

vi
ce

 m
an

ag
er

s 
ha

ve
 r

ec
ei

ve
d 

a 
ne

w
 te

m
pl

at
e 

fo
r 

se
rv

ic
e 

pl
an

ni
ng

 a
nd

 g
ui

da
nc

e 
on

 a
pp

ra
is

al
s.

 A
 s

in
gl

e 
si

te
 fo

r 
pe

rf
or

m
an

ce
 

m
an

ag
em

en
t i

s 
be

in
g 

de
ve

lo
pe

d 
on

 th
e 

in
tr

an
et

 a
nd

 fu
rt

he
r 

de
ve

lo
pm

en
ts

 h
av

e 
be

en
 r

eq
ue

st
ed

 th
ro

ug
h 

IC
T

.
D

M
T

 m
ee

tin
gs

 w
ill

 b
e 

se
t t

o 
in

cl
ud

e 
pe

rf
or

m
an

ce
 m

an
ag

em
en

t 
lin

ke
d 

to
 th

e 
pe

rf
or

m
an

ce
 r

ep
or

tin
g 

cy
cl

e.
 T

hi
s 

w
ill

 e
ns

ur
e 

th
at

 a
ll 

th
os

e 
in

vo
lv

ed
 in

 p
er

fo
rm

an
ce

 m
an

ag
em

en
t a

re
 a

w
ar

e 
of

 a
nd

 
un

de
rs

ta
nd

 th
ei

r 
ro

le
s 

an
d 

re
sp

on
si

bi
lit

ie
s.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er

a)
 C

om
pl

et
e

b)
 0

4/
08

/1
7

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

T
he

 c
or

po
ra

te
 g

ui
da

nc
e 

an
d 

te
m

pl
at

e 
fo

r 
se

rv
ic

e 
pl

an
ni

ng
 s

ho
ul

d 
be

 u
pd

at
ed

 a
nd

 th
e 

fo
rm

at
 a

gr
ee

d 
by

 S
M

T
M

S
er

vi
ce

 p
la

nn
in

g 
ha

s 
be

en
 in

tr
od

uc
ed

 a
nd

 c
om

pl
et

ed
. T

he
 

ap
pr

oa
ch

 h
as

 u
ni

qu
e 

pl
an

s 
fo

r 
se

rv
ic

e 
ar

ea
s 

w
ith

 d
et

ai
l a

ro
un

d 
ke

y 
ar

ea
s.

 T
he

 s
er

vi
ce

 p
la

ns
 c

ap
tu

re
s 

an
d 

re
fle

ct
s 

th
e 

w
or

k 
pr

io
rit

ie
s 

an
d 

ob
je

ct
iv

es
 o

f e
ac

h 
se

rv
ic

e 
w

ith
in

 th
e 

di
re

ct
or

at
e 

an
d 

ho
w

 th
es

e 
lin

k 
to

 th
e 

C
ar

lis
le

 P
la

n.
 

P
ol

ic
y 

an
d 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er
C

om
pl

et
ed

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

D
ire

ct
or

at
es

’ p
er

fo
rm

an
ce

 s
ho

ul
d 

be
 a

 r
eg

ul
ar

 it
em

 a
t D

M
T

 m
ee

tin
gs

 a
nd

 d
is

cu
ss

io
ns

 
an

d 
ac

tio
ns

 a
ris

in
g 

fr
om

 th
es

e 
sh

ou
ld

 b
e 

re
co

rd
ed

. 
M

D
M

T
 m

ee
tin

gs
 w

ill
 b

e 
se

t t
o 

in
cl

ud
e 

pe
rf

or
m

an
ce

 m
an

ag
em

en
t 

lin
ke

d 
to

 th
e 

pe
rf

or
m

an
ce

 r
ep

or
tin

g 
cy

cl
e.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er
 / 

P
A

 
S

up
po

rt
 

M
an

a g
er

04
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
4 

20
17

/1
8

a)
   

 T
he

 P
ol

ic
y 

&
 P

er
fo

rm
an

ce
 T

ea
m

 s
ho

ul
d 

pe
rf

or
m

 r
eg

ul
ar

 d
at

a 
qu

al
ity

 c
he

ck
s 

on
 

pe
rf

or
m

an
ce

 r
ep

or
ts

 to
 p

ro
vi

de
 r

eg
ul

ar
 a

ss
ur

an
ce

 th
at

 th
e 

pe
rf

or
m

an
ce

 d
at

a 
is

 a
cc

ur
at

e 
an

d 
re

lia
bl

e 
fo

r 
de

ci
si

on
 m

ak
in

g.
b)

 A
 ti

m
es

ca
le

 s
ho

ul
d 

be
 s

et
 o

f t
he

 fi
na

lis
at

io
n 

an
d 

im
pl

em
en

ta
tio

n 
of

 th
e 

re
vi

se
d 

da
ta

 
qu

al
ity

 c
he

ck
s.

M

A
ll 

hi
st

or
ic

 d
at

a 
us

ed
 in

 p
er

fo
rm

an
ce

 r
ep

or
tin

g 
w

ill
 b

e 
as

se
ss

ed
 

an
nu

al
ly

 to
 c

al
cu

la
te

 v
ar

ia
nc

e 
to

 d
et

er
m

in
e 

w
ha

t i
s 

co
ns

id
er

ed
 

‘n
or

m
al

’ d
at

a.
 T

hr
ou

gh
ou

t t
he

 y
ea

r 
th

e 
da

ta
 w

ill
 b

e 
qu

al
ity

 c
he

ck
ed

 
fo

r 
er

ro
ne

ou
s 

re
co

rd
s 

e.
g.

 m
is

si
ng

 o
r 

du
pl

ic
at

e 
da

ta
 o

r 
fo

r 
da

ta
 th

at
 

fa
lls

 o
ut

si
de

 o
f t

he
 ‘n

or
m

al
’ r

an
ge

.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er
04

/0
8/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

- 
P

er
fo

rm
an

ce
 M

an
ag

em
en

t



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

T
he

 P
ur

ch
as

in
g 

C
ar

d 
P

ro
ce

du
re

s 
ne

ed
 to

 b
e 

br
ou

gh
t u

p 
to

 d
at

e.
 O

nc
e 

up
da

te
d 

al
l c

ar
dh

ol
de

rs
 

sh
ou

ld
 r

ec
ei

ve
 a

 c
op

y 
of

 th
e 

re
vi

se
d 

pr
oc

ed
ur

es
 a

nd
 a

ny
 fu

tu
re

 u
pd

at
es

 to
 le

gi
sl

at
io

n,
 

pr
oc

es
se

s 
et

c.
T

he
 p

ro
ce

du
re

s 
sh

ou
ld

 a
ls

o 
re

fe
r 

to
 th

e 
re

qu
ire

m
en

t f
or

 in
te

rn
et

 p
ur

ch
as

es
 to

 b
e 

m
ad

e 
vi

a 
se

cu
re

d 
w

eb
si

te
s 

on
ly

.

M
P

ro
ce

du
re

s 
w

ill
 b

e 
re

vi
ew

ed
 a

nd
 b

ro
ug

ht
 u

p 
to

 d
at

e 
w

ith
 a

dd
iti

on
al

 d
et

ai
ls

 
on

 a
pp

ro
pr

ia
te

 u
se

 a
nd

 c
om

pl
et

io
n 

of
 tr

an
sa

ct
io

n 
lo

gs
.  

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

31
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
1 

20
18

/1
9

M
an

ag
em

en
t s

ho
ul

d 
en

su
re

 th
at

 c
ar

dh
ol

de
rs

 n
ev

er
 p

ro
vi

de
 th

ei
r 

ca
rd

 to
 o

th
er

 s
ta

ff 
to

 u
se

.
A

pr
oc

es
s

sh
ou

ld
be

im
pl

em
en

te
d

an
d

do
cu

m
en

te
d

w
ith

in
th

e
pr

oc
ed

ur
es

to
co

ve
r

re
qu

es
ts

by
ot

he
r 

st
af

f f
or

 th
e 

ca
rd

 h
ol

de
r 

to
 m

ak
e 

pu
rc

ha
se

s 
on

 th
ei

r 
be

ha
lf.

H
R

em
in

de
rs

 w
ill

 b
e 

gi
ve

n 
to

 a
ll 

ca
rd

ho
ld

er
s 

ab
ou

t t
he

ir 
re

sp
on

si
bi

lit
ie

s 
in

 
us

in
g 

co
rp

or
at

e 
pu

rc
ha

si
ng

 c
ar

ds
.  

T
he

se
 w

ill
 a

ls
o 

be
 in

cl
ud

ed
 in

 th
e 

re
vi

se
d 

pr
oc

ed
ur

es

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

31
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
1 

20
18

/1
9

T
he

 c
ar

dh
ol

de
r 

sh
ou

ld
 c

om
pl

et
e 

th
e 

tr
an

sa
ct

io
n 

lo
g 

ev
er

y 
tim

e 
th

e 
ca

rd
 is

 u
se

d 
to

 m
ak

e 
a 

pu
rc

ha
se

.
M

R
em

in
de

rs
 w

ill
 b

e 
gi

ve
n 

to
 a

ll 
ca

rd
ho

ld
er

s 
ab

ou
t t

he
ir 

re
sp

on
si

bi
lit

ie
s 

in
 

us
in

g 
co

rp
or

at
e 

pu
rc

ha
si

ng
 c

ar
ds

.  
T

he
se

 w
ill

 a
ls

o 
be

 in
cl

ud
ed

 in
 th

e 
re

vi
se

d 
pr

oc
ed

ur
es

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

31
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
1 

20
18

/1
9

A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 im
pl

em
en

te
d 

to
 e

ns
ur

e 
th

at
 c

ar
dh

ol
de

rs
 o

nl
y 

us
e 

se
cu

re
 w

eb
si

te
s 

w
he

n 
m

ak
in

g 
in

te
rn

et
 p

ur
ch

as
es

.
M

R
em

in
de

rs
 w

ill
 b

e 
gi

ve
n 

to
 a

ll 
ca

rd
ho

ld
er

s 
ab

ou
t t

he
ir 

re
sp

on
si

bi
lit

ie
s 

in
 

us
in

g 
co

rp
or

at
e 

pu
rc

ha
si

ng
 c

ar
ds

.  
T

he
se

 w
ill

 a
ls

o 
be

 in
cl

ud
ed

 in
 th

e 
re

vi
se

d 
pr

oc
ed

ur
es

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

31
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
1 

20
18

/1
9

 A
 r

em
in

de
r 

sh
ou

ld
 b

e 
se

nt
 to

 a
ll 

ca
rd

ho
ld

er
s 

an
d 

lin
e 

m
an

ag
er

s 
to

 e
ns

ur
e:

-S
ui

ta
bl

e
do

cu
m

en
ta

tio
n

su
ch

as
ite

m
is

ed
re

ce
ip

ts
,

in
cl

ud
in

g
V

A
T

w
he

re
ap

pl
ic

ab
le

an
d

re
as

on
fo

r 
sp

en
d 

sh
ou

ld
 b

e 
at

ta
ch

ed
 to

 th
e 

m
on

th
ly

 tr
an

sa
ct

io
n 

lo
gs

;
-T

ra
ve

l a
nd

 s
ub

si
st

en
ce

 is
 a

pp
ro

pr
ia

te
ly

 c
la

im
ed

.
- 

M
an

ag
em

en
t a

re
 r

es
po

ns
ib

le
 fo

r 
ch

ec
ki

ng
 th

is
 w

he
n 

ap
pr

ov
in

g 
th

e 
tr

an
sa

ct
io

n 
lo

g
M

R
em

in
de

rs
 w

ill
 b

e 
gi

ve
n 

to
 a

ll 
ca

rd
ho

ld
er

s 
ab

ou
t t

he
ir 

re
sp

on
si

bi
lit

ie
s 

in
 

us
in

g 
co

rp
or

at
e 

pu
rc

ha
si

ng
 c

ar
ds

.  
T

he
se

 w
ill

 a
ls

o 
be

 in
cl

ud
ed

 in
 th

e 
re

vi
se

d 
pr

oc
ed

ur
es

D
ep

ut
y 

C
hi

ef
 

F
in

an
ce

 O
ffi

ce
r

30
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
1 

20
18

/1
9

A
u

d
it

 R
ev

ie
w

20
17

/1
8 

- 
C

o
rp

o
ra

te
 C

h
ar

g
e 

C
ar

d
 (

B
17

01
)



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

T
he

 C
or

po
ra

te
 R

ec
or

ds
 M

an
ag

em
en

t P
ol

ic
y 

sh
ou

ld
 b

e 
up

da
te

d.
 O

nc
e 

up
da

te
d 

th
e 

po
lic

y 
sh

ou
ld

 b
e 

fo
rm

al
ly

 a
pp

ro
ve

d 
by

 th
e 

S
en

io
r 

M
an

ag
em

en
t T

ea
m

.
M

T
he

 C
or

po
ra

te
 R

ec
or

ds
 M

an
ag

em
en

t P
ol

ic
y 

w
ill

 b
e 

up
da

te
d 

an
d 

fo
rm

al
ly

 a
pp

ro
ve

d 
by

 th
e 

S
en

io
r 

M
an

ag
em

en
t T

ea
m

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
a g

er
04

/0
7/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

T
he

 R
et

en
tio

n 
S

ch
ed

ul
e 

20
16

 b
e 

sh
ou

ld
 b

e 
pl

ac
ed

 o
n 

th
e 

In
tr

an
et

 a
lo

ng
si

de
 th

e 
C

or
po

ra
te

 R
ec

or
ds

 M
an

ag
em

en
t P

ol
ic

y,
 to

 e
ns

ur
e 

th
at

 a
ll 

st
af

f c
an

 a
cc

es
s 

th
is

 
in

fo
rm

at
io

n.
B

ot
h 

th
e 

R
ec

or
ds

 M
an

ag
em

en
t P

ol
ic

y 
&

 R
et

en
tio

n 
S

ch
ed

ul
e 

20
16

 s
ho

ul
d 

de
ta

il 
th

e 
da

te
 

w
he

n 
th

ey
 a

re
 d

ue
 to

 b
e 

re
vi

ew
ed

 a
nd

 w
ho

 is
 r

es
po

ns
ib

le
 fo

r 
th

is
 r

ev
ie

w
.

M

T
he

 p
ol

ic
y 

an
d 

20
16

 s
ch

ed
ul

es
 w

ill
 b

e 
up

da
te

d 
w

ith
 a

 r
ev

ie
w

 d
at

e 
an

d 
re

sp
on

si
bl

e 
re

vi
ew

er
. T

he
 s

ch
ed

ul
es

 w
ill

 b
e 

m
ov

ed
 to

 th
e 

in
tr

an
et

 s
ite

 fr
om

 P
ro

je
ct

 S
er

ve
r.

T
hi

s 
ch

an
ge

 w
ill

 b
e 

sh
ar

ed
 w

ith
 M

an
ag

em
en

t B
rie

fin
g 

in
 A

ug
us

t a
nd

 
be

 fo
llo

w
ed

 u
p 

w
ith

 a
 r

ou
nd

 o
f D

M
T

s.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er

12
/7

/1
7 

M
ov

in
g 

sc
he

du
le

s;
 

4/
8/

17
 

M
an

ag
em

en
t 

B
rie

fin
g;

 n
ex

t 
av

ai
la

bl
e 

ro
un

d 
of

 
D

M
T

s 
af

te
r 

M
an

ag
em

en
t 

B
rie

fin
g

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

T
he

 r
ec

or
ds

 m
an

ag
em

en
t f

ra
m

ew
or

k 
sh

ou
ld

 b
e 

co
m

pl
et

ed
 a

nd
 r

ol
le

d 
ou

t t
o 

m
an

ag
er

s 
an

d 
st

af
f a

s 
pe

r 
th

e 
C

or
po

ra
te

 R
ec

or
ds

 M
an

ag
em

en
t P

ol
ic

y.
M

A
n 

ov
er

ar
ch

in
g 

In
fo

rm
at

io
n 

G
ov

er
na

nc
e 

P
ol

ic
y 

w
ill

 b
e 

de
ve

lo
pe

d.
 

T
hi

s 
po

lic
y 

w
ill

 b
e 

ro
lle

d 
ou

t t
o 

m
an

ag
er

s 
w

ith
 g

ui
da

nc
e.

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
a g

er

Ja
nu

ar
y-

M
ar

ch
 2

01
8

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

M
an

ag
em

en
t s

ho
ul

d 
di

sc
us

s 
an

d 
ag

re
e 

w
ha

t i
nf

or
m

at
io

n 
ne

ed
s 

to
 b

e 
in

cl
ud

ed
 w

ith
in

 
th

e 
C

on
st

itu
tio

n 
w

ith
 r

el
at

io
n 

to
 r

ec
or

ds
 m

an
ag

em
en

t a
nd

 r
et

en
tio

n 
of

 r
ec

or
ds

, o
nc

e 
ag

re
ed

 th
e 

ne
ce

ss
ar

y 
am

en
dm

en
ts

 in
cl

ud
in

g 
re

le
va

nt
 li

nk
s 

sh
ou

ld
 b

e 
ag

re
ed

 a
nd

 m
ad

e
M

A
pp

en
di

x 
F

 o
f t

he
 F

in
an

ci
al

 P
ro

ce
du

re
 R

ul
es

 c
on

ta
in

 “
gu

id
el

in
es

” 
on

 
ho

w
 lo

ng
 d

oc
um

en
ts

 s
ho

ul
d 

be
 h

el
d 

an
d 

th
es

e 
re

la
te

, 
pr

ed
om

in
an

tly
, t

o 
im

po
rt

an
t i

nf
or

m
at

io
n 

fr
om

 F
in

an
ci

al
 S

er
vi

ce
s’

 
pe

rs
pe

ct
iv

e.
  T

he
 v

ie
w

 o
f t

he
 s

15
1 

O
ffi

ce
r 

pr
ed

om
in

at
es

 h
er

e 
an

d 
th

e 
pe

rio
ds

 s
tip

ul
at

ed
 a

re
 s

til
l c

ur
re

nt
.  

It 
is

 o
pe

n 
to

 th
e 

C
ou

nc
il,

 
th

ro
ug

h 
its

 r
et

en
tio

n 
po

lic
y,

 to
 h

av
e 

ot
he

r 
pe

rio
ds

 fo
r 

di
ffe

re
nt

 ty
pe

s 
of

 r
ec

or
ds

.  
Id

ea
lly

, t
he

y 
sh

ou
ld

 d
ov

et
ai

l a
nd

 a
 r

ev
ie

w
 w

ill
 b

e 
ca

rr
ie

d 
ou

t t
o 

en
su

re
 th

at
 th

is
 h

ap
pe

ns
.  

In
 s

ho
rt

, i
t m

ay
 n

ot
 b

e 
ap

pr
op

ria
te

 
to

 c
ha

ng
e 

th
e 

pe
rio

ds
 s

ta
te

d 
in

 th
e 

F
P

R
s;

 if
 it

 is
, t

he
y 

w
ill

.

C
or

po
ra

te
 

D
ire

ct
or

 o
f 

G
ov

er
na

nc
e 

&
 

R
eg

ul
at

or
y 

S
er

vi
ce

s

30
/0

9/
20

17
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
4 

20
17

/1
8

A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 im
pl

em
en

te
d 

to
 g

iv
e 

m
an

ag
em

en
t a

ss
ur

an
ce

 th
at

 s
er

vi
ce

 
m

an
a g

er
s 

ar
e 

m
ai

nt
ai

ni
ng

 a
 R

et
en

tio
n 

S
ch

ed
ul

e 
an

d 
D

is
po

sa
l L

og
.

M

A
rr

an
ge

m
en

ts
 w

ill
 b

e 
im

pl
em

en
te

d 
to

 g
iv

e 
m

an
ag

em
en

t a
ss

ur
an

ce
 

th
at

 s
er

vi
ce

 m
an

ag
er

s 
ar

e 
m

ai
nt

ai
ni

ng
 a

 R
et

en
tio

n 
S

ch
ed

ul
e 

an
d 

D
is

po
sa

l L
og

. T
hi

s 
w

ill
 b

e 
fo

llo
w

ed
 u

p 
w

ith
 a

 r
ou

nd
 o

f D
M

T
s 

an
d 

in
di

vi
du

al
 m

ee
tin

gs
 w

ith
 s

er
vi

ce
 m

an
ag

er
s.

 

P
ol

ic
y 

&
 

C
om

m
un

ic
at

io
ns

 
M

an
ag

er
30

/0
9/

20
17

F
or

m
al

 fo
llo

w
 u

p 
to

 
be

 p
er

fo
rm

ed
 Q

4 
20

17
/1

8

S
en

io
r 

m
an

ag
em

en
t s

ho
ul

d 
re

vi
ew

 a
nd

 d
el

eg
at

e 
re

sp
on

si
bi

lit
y 

fo
r 

re
co

rd
s 

m
an

ag
em

en
t 

to
 a

n 
ap

pr
op

ria
te

ly
 tr

ai
ne

d 
m

em
be

r 
of

 s
ta

ff 
w

ho
 s

ho
ul

d 
be

 r
ef

er
re

d 
to

 (
by

 p
os

t)
 w

ith
in

 
th

e 
R

ec
or

ds
 M

an
ag

em
en

t P
ol

ic
y 

an
d 

w
ith

in
 th

e 
as

so
ci

at
ed

 jo
b 

de
sc

rip
tio

n.
M

R
es

po
ns

ib
ili

ty
 fo

r 
In

fo
rm

at
io

n 
M

an
ag

em
en

t h
as

 n
ow

 b
ee

n 
su

bs
um

ed
 in

to
 th

e 
B

us
in

es
s 

M
an

ag
em

en
t &

 D
ev

el
op

m
en

t S
ub

-
G

ro
up

 o
f S

M
T

 u
nd

er
 th

e 
C

or
po

ra
te

 D
ire

ct
or

 o
f G

ov
er

na
nc

e 
&

 
R

eg
ul

at
or

y 
S

er
vi

ce
s.

  I
n 

ad
di

tio
n,

 a
nd

 a
s 

pa
rt

 o
f t

he
 c

om
pl

ia
nc

e 
pl

an
 

fo
r 

th
e 

E
U

G
D

P
R

 (
th

e 
ne

w
 D

at
a 

P
ro

te
ct

io
n 

R
eg

s)
, t

he
 C

ou
nc

il 
w

ill
 b

e 
ap

po
in

tin
g 

an
 In

fo
rm

at
io

n 
O

ffi
ce

r 
w

ho
 w

ill
 b

e 
re

sp
on

si
bl

e 
fo

r 
cr

ea
tin

g 
an

d 
de

ve
lo

pi
ng

 a
n 

ap
pr

op
ria

te
 s

ui
te

 o
f p

ol
ic

ie
s 

an
d 

do
cu

m
en

ta
tio

n 
an

d 
al

so
 e

ns
ur

in
g 

th
at

 th
ey

 a
re

 e
m

be
dd

ed
 w

ith
in

 o
ur

 
or

ga
ni

sa
tio

n.

C
or

po
ra

te
 

D
ire

ct
or

 o
f 

G
ov

er
na

nc
e 

&
 

R
eg

ul
at

or
y 

S
er

vi
ce

s

31
/0

5/
20

18
F

or
m

al
 fo

llo
w

 u
p 

to
 

be
 p

er
fo

rm
ed

 Q
4 

20
17

/1
8

20
17

/1
8 

- 
R

ec
o

rd
 M

an
ag

em
en

t 
F

o
llo

w
 U

p
 (

H
17

06
)

A
u

d
it

 R
ev

ie
w



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

R
es

po
ns

ib
ili

ty
 fo

r 
ar

ea
s 

of
 N

N
D

R
 s

ho
ul

d 
be

 fo
rm

al
ly

 d
el

eg
at

ed
 to

 th
e 

ap
pr

op
ria

te
 o

ffi
ce

r.
M

R
ev

en
ue

s 
an

d 
B

en
ef

its
 o

pe
ra

tio
ns

 M
an

ag
er

 w
ill

 r
ai

se
 a

t h
is

 n
ex

t 1
 

to
 1

 a
nd

 w
ill

 e
ns

ur
e 

th
at

 th
e 

de
le

ga
tio

n 
is

 c
om

pl
et

ed
.

R
ev

en
ue

s 
an

d 
B

en
ef

its
 

M
an

ag
er

6 
M

on
th

s
M

an
ag

em
en

t 
st

at
em

en
t t

o 
be

 
is

su
ed

 Q
1 

20
18

/1
9

A
pp

ra
is

al
 p

ro
ce

ss
 s

ho
ul

d 
be

 fo
llo

w
ed

 a
nd

 s
ho

ul
d 

be
 c

om
pl

et
ed

 ti
m

el
y.

 A
 d

ec
is

io
n 

ne
ed

 
to

 b
e 

m
ad

e 
on

 w
hi

ch
 o

ffi
ce

r 
is

 r
es

po
ns

ib
le

 fo
r 

un
de

rt
ak

in
g 

th
e 

w
id

er
 te

am
 a

pp
ra

is
al

 a
nd

 
en

su
rin

g 
th

at
 s

ta
ff 

tr
ai

ni
ng

 n
ee

ds
 a

re
 id

en
tif

ie
d.

M
T

he
 n

ew
 c

yc
le

 o
f a

pp
ra

is
al

s 
is

 a
bo

ut
 to

 c
om

m
en

ce
 a

nd
 a

 d
ec

is
io

n 
w

ill
 b

e 
m

ad
e 

an
d 

ac
tio

ne
d 

by
 y

ea
r 

en
d.

R
ev

en
ue

s 
an

d 
B

en
ef

its
 

M
an

ag
er

M
ar

-1
8

M
an

ag
em

en
t 

st
at

em
en

t t
o 

be
 

is
su

ed
 Q

1 
20

18
/1

9

M
an

ag
em

en
t n

ee
d 

to
 p

ut
 in

to
 p

la
ce

 a
 d

oc
um

en
t r

et
en

tio
n 

po
lic

y 
fo

r 
th

e 
N

N
D

R
 s

ec
tio

n 
an

d 
to

 e
ns

ur
e 

th
at

 ti
m

el
y 

di
sp

os
al

 o
f d

oc
um

en
ts

 is
 c

om
pl

ie
d 

w
ith

 fo
r 

al
l r

ec
or

ds
, 

el
ec

tr
on

ic
 a

nd
 p

ap
er

.
M

T
he

 d
oc

um
en

t r
et

en
tio

n 
po

lic
y 

w
ill

 b
e 

in
 p

la
ce

 fo
r 

N
N

D
R

 b
y 

th
e 

en
d 

of
 th

e 
fin

an
ci

al
 y

ea
r.

T
es

tin
g 

on
 th

e 
tw

o 
el

ec
tr

on
ic

 s
ys

te
m

s,
 A

ca
de

m
y 

an
d 

C
iv

ic
a,

 a
nd

 th
e 

re
lia

bi
lit

y 
of

 d
is

po
sa

l t
o 

be
 c

om
m

en
ce

d 
ea

rly
 2

01
8/

19
.

R
ev

en
ue

s 
an

d 
B

en
ef

its
 M

an
ag

er
M

ar
-1

8
M

an
ag

em
en

t 
st

at
em

en
t t

o 
be

 
is

su
ed

 Q
1 

20
18

/1
9

A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

a)
  M

an
ag

em
en

t s
ho

ul
d 

id
en

tif
y,

 c
le

ar
ly

 d
ef

in
e 

an
d 

co
m

m
un

ic
at

e 
to

 s
ta

ff 
th

e 
ai

m
s 

an
d 

ob
je

ct
iv

es
 fo

r 
th

e 
ph

ys
ic

al
 s

ec
ur

ity
 o

f p
re

m
is

es
.

b)
  C

or
po

ra
te

 a
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 in
tr

od
uc

ed
 to

 m
on

ito
r 

th
e 

de
liv

er
y 

of
 th

es
e 

ob
je

ct
iv

es
 a

nd
 r

eg
ul

ar
ly

 r
ep

or
t p

ro
gr

es
s 

on
 th

es
e 

to
 s

en
io

r 
m

an
ag

em
en

t.
c)

  A
rr

an
ge

m
en

ts
 s

ho
ul

d 
be

 in
tr

od
uc

ed
 to

 m
on

ito
r 

an
d 

re
po

rt
 th

e 
pr

og
re

ss
 o

n 
de

liv
er

in
g 

th
e 

B
ui

ld
in

g 
S

er
vi

ce
s 

A
ct

io
n 

P
la

n.
 

H

T
he

 o
ne

 o
bj

ec
tiv

e 
in

 r
el

at
io

n 
to

 th
e 

ph
ys

ic
al

 s
ec

ur
ity

 o
f t

he
 C

ou
nc

il’
s 

pr
em

is
es

 is
 to

 m
ak

e 
th

e 
pr

em
is

es
 s

ec
ur

e.
  F

in
an

ci
al

 P
ro

ce
du

re
 R

ul
e 

(F
P

R
) 

4 
st

at
es

 c
le

ar
ly

 th
at

 ‘a
ll 

M
em

be
rs

 a
nd

 s
ta

ff 
ha

ve
 a

 g
en

er
al

 
re

sp
on

si
bi

lit
y 

fo
r 

ta
ki

ng
 r

ea
so

na
bl

e 
ac

tio
n 

to
 p

ro
vi

de
 fo

r 
th

e 
se

cu
rit

y 
of

 th
e 

as
se

ts
 u

nd
er

 th
ei

r 
co

nt
ro

l.’
  I

n 
fu

rt
he

ra
nc

e 
of

 th
is

 
re

co
m

m
en

da
tio

n,
 h

ow
ev

er
,  

w
e 

ha
ve

 n
ow

 e
ns

ur
ed

 th
at

 th
e 

to
pi

c 
is

 
re

co
rd

ed
 in

 th
e 

B
ui

ld
in

g 
S

er
vi

ce
s 

A
ct

io
n 

P
la

n 
an

d 
S

er
vi

ce
 P

la
n 

fo
r 

20
17

/1
8 

 T
he

 M
an

ag
er

 is
 r

es
po

ns
ib

le
 fo

r 
m

on
ito

rin
g 

th
e 

ac
hi

ev
em

en
t o

f t
as

ks
 in

 th
e 

ac
tio

n 
pl

an
 a

nd
 th

es
e 

w
ill

 b
e 

re
po

rt
ed

 
th

ro
ug

h 
th

e 
D

ire
ct

or
at

e 
M

an
ag

em
en

t T
ea

m
.

F
P

R
3.

13
 p

ro
vi

de
s 

th
at

 D
ire

ct
or

s 
sh

ou
ld

 e
ns

ur
e…

th
at

 
as

se
ts

…
ar

e…
se

cu
re

ly
 h

el
d.

  T
o 

im
pl

em
en

t t
hi

s 
re

qu
ire

m
en

t t
he

 
C

ou
nc

il 
em

pl
oy

 a
n 

of
fic

er
(s

) 
w

ith
 r

es
po

ns
ib

ili
ty

 fo
r 

se
cu

rit
y 

an
d 

th
is

 
re

qu
ire

m
en

t i
s 

st
at

ed
 in

 B
ui

ld
in

gs
 a

nd
 E

st
at

e 
S

er
vi

ce
s 

M
an

ag
er

 a
nd

 
K

ee
pe

rs
’ j

ob
 d

es
cr

ip
tio

ns
.

S
ec

tio
n 

C
 o

f t
he

 F
P

R
s 

cl
ea

rly
 e

xp
la

in
s 

w
hy

 s
ec

ur
ity

 o
f a

ss
et

s 
is

 
im

po
rt

an
t a

nd
 a

re
 s

af
eg

ua
rd

ed
 a

nd
 C

58
 s

pe
ci

fie
s 

th
e 

ke
y 

co
nt

ro
ls

.
C

65
/6

9 
re

st
at

es
 th

at
 D

ire
ct

or
s 

ar
e 

re
sp

on
si

bl
e 

fo
r 

as
se

ts
 u

nd
er

 th
ei

r 
co

nt
ro

l –
 o

ffi
ce

rs
 a

re
 e

m
pl

oy
ed

 to
 fu

lfi
l t

hi
s 

re
sp

on
si

bi
lit

y.

B
ui

ld
in

g 
&

 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

Im
pl

em
en

te
d

F
or

m
al

 fo
llo

w
 u

p 
Q

4 
20

17
/1

8

A
u

d
it

 R
ev

ie
w

A
u

d
it

 R
ev

ie
w

20
17

/1
8 

- 
R

ec
o

rd
 M

an
ag

em
en

t 
F

o
llo

w
 U

p
 (

H
17

06
)

20
16

/1
7 

- 
P

h
ys

ic
al

 S
ec

u
ri

ty
 o

f 
P

re
m

is
es



A
ss

u
ra

n
ce

 L
ev

el

P
ar

tia
l

R
ec

o
m

m
en

d
at

io
n

P
ri

o
ri

ty
A

g
re

ed
 a

ct
io

n
R

es
p

o
n

si
b

le
 

M
an

ag
er

D
at

e
S

ta
tu

s

a)
   

 C
or

po
ra

te
 a

nd
 d

ep
ar

tm
en

ta
l g

ui
da

nc
e 

sh
ou

ld
 b

e 
fo

rm
al

ly
 d

oc
um

en
te

d 
to

 d
ire

ct
 a

nd
 

in
fo

rm
 s

ta
ff 

of
 th

e 
C

ou
nc

il’
s 

ph
ys

ic
al

 s
ec

ur
ity

 a
rr

an
ge

m
en

ts
 o

ve
r 

its
 p

re
m

is
es

. T
hi

s 
gu

id
an

ce
 m

ay
 c

on
si

st
 o

f p
re

m
is

es
 h

an
db

oo
ks

 fo
r 

ea
ch

 o
f t

he
 o

pe
ra

tio
na

l b
ui

ld
in

gs
 in

 
th

e 
C

ou
nc

il’
s 

po
rt

fo
lio

 th
at

 d
et

ai
l h

ow
 s

ec
ur

ity
 a

rr
an

ge
m

en
ts

 a
re

 im
pl

em
en

te
d 

in
cl

ud
in

g 
bu

ild
in

g 
as

se
ss

m
en

ts
. 

b)
 O

nc
e 

th
is

 n
ew

 g
ui

da
nc

e 
is

 in
 p

la
ce

 a
 ti

m
es

ca
le

 s
ho

ul
d 

be
 s

et
 fo

r 
ne

w
 s

ta
ff 

to
 b

e 
tr

ai
ne

d 
on

 th
e 

C
ou

nc
il’

s 
bu

ild
in

g 
se

cu
rit

y 
ar

ra
ng

em
en

ts
.

H

W
he

n 
st

af
f c

om
m

en
ce

 w
or

k 
at

 th
ei

r 
re

sp
ec

tiv
e 

pl
ac

es
 o

f w
or

k 
th

ey
 

re
ce

iv
e 

in
st

ru
ct

io
n 

as
 to

 h
ow

 to
 e

nt
er

 a
nd

 le
av

e 
th

e 
pr

em
is

es
, f

or
 

ex
am

pl
e,

 s
ta

ff 
at

 th
e 

C
iv

ic
 C

en
tr

e 
ar

e 
al

lo
ca

te
d 

a 
fo

b 
an

d 
sh

ow
n 

ho
w

 to
 a

cc
es

s 
th

e 
bu

ild
in

g 
an

d 
th

ei
r 

in
di

vi
du

al
 p

la
ce

 o
f w

or
k.

  
S

ta
ff 

al
so

 k
no

w
 th

at
 th

e 
pu

bl
ic

 a
re

 n
ot

 a
llo

w
ed

 to
 e

nt
er

 th
e 

bu
ild

in
g 

ou
ts

id
e 

of
 p

re
sc

rib
ed

 h
ou

rs
.  

T
hi

s 
is

 a
 c

le
ar

 s
ys

te
m

 w
hi

ch
 h

as
 

w
or

ke
d 

fa
ul

tle
ss

ly
, h

ow
ev

er
, w

e 
w

ill
 d

oc
um

en
t i

t a
s 

re
qu

es
te

d.
T

ra
in

in
g 

on
 b

ui
ld

in
g 

se
cu

rit
y 

w
ill

 b
e 

pr
ov

id
ed

 fo
r 

al
l n

ew
 s

ta
ff 

to
ge

th
er

 w
ith

 u
pd

at
es

 a
nd

 r
ef

re
sh

er
 tr

ai
ni

ng
 w

he
ne

ve
r 

ap
pr

op
ria

te
.

B
ui

ld
in

g 
an

d 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

30
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

Q
4 

20
17

/1
8

a)
   

 A
 r

ec
or

d 
sh

ou
ld

 b
e 

re
ta

in
ed

 o
f t

he
 K

ee
pe

rs
’ s

ec
ur

ity
 c

he
ck

s 
on

 th
e 

C
iv

ic
 C

en
tr

e 
pr

em
is

es
 a

nd
 th

ei
r 

re
su

lts
. M

an
ag

em
en

t s
ho

ul
d 

be
 a

ss
ur

ed
 th

at
 th

es
e 

ch
ec

ks
 a

re
 

un
de

rt
ak

en
 a

nd
 w

he
re

 s
ec

ur
ity

 is
su

es
 a

re
 id

en
tif

ie
d 

th
es

e 
sh

ou
ld

 b
e 

es
ca

la
te

d 
an

d 
in

ve
st

ig
at

ed
.

b)
 T

he
 B

ui
ld

in
g 

an
d 

E
st

at
es

 S
er

vi
ce

s 
M

an
ag

er
 s

ho
ul

d 
ob

ta
in

 a
ss

ur
an

ce
 th

at
 p

hy
si

ca
l 

se
cu

rit
y 

ch
ec

ks
 a

re
 p

er
fo

rm
ed

 a
cr

os
s 

al
l C

ou
nc

ils
’ p

re
m

is
es

 a
nd

 th
er

e 
is

 e
vi

de
nc

e 
to

 
su

pp
or

t t
ha

t t
he

se
 a

re
 u

nd
er

ta
ke

n 
an

d 
re

po
rt

ed

M

a)
   

 N
ot

in
g 

th
at

 th
er

e 
ha

s 
no

t b
ee

n 
on

e 
br

ea
ch

 o
f s

ec
ur

ity
 o

th
er

 th
an

 
in

 e
xc

ep
tio

na
l c

irc
um

st
an

ce
s,

 w
e 

w
ill

 c
re

at
e 

an
 a

dm
in

is
tr

at
iv

e 
sy

st
em

 to
 d

el
iv

er
 th

is
 r

ec
om

m
en

da
tio

n.
 T

he
 k

ee
pe

rs
 w

ill
 c

on
tin

ue
 to

 
co

m
pl

et
e 

th
e 

es
ta

bl
is

he
d 

lo
g 

re
fe

rr
ed

 to
 in

 5
.2

.2
 b

ut
 w

ill
 a

ls
o 

no
w

 
ca

rr
y 

ou
t t

he
 a

dd
iti

on
al

 ta
sk

 o
f f

ill
in

g 
in

 a
 fu

rt
he

r 
re

co
rd

 s
he

et
 

co
nf

irm
in

g 
th

at
  o

pe
ni

ng
 a

nd
 c

he
ck

in
g 

th
e 

bu
ild

in
g 

ea
ch

 m
or

ni
ng

, 
lo

ck
in

g 
fr

on
t a

nd
 c

en
tr

e 
si

de
 d

oo
rs

 e
tc

 c
he

ck
s 

ha
ve

 b
ee

n 
ca

rr
ie

d 
ou

t. 
 T

he
 B

E
S

M
 w

ill
 a

ls
o 

es
ta

bl
is

h 
a 

fu
rt

he
r 

ad
m

in
is

tr
at

iv
e 

sy
st

em
 s

o 
th

at
 p

er
io

di
ca

lly
 s

he
 r

ev
ie

w
s 

th
e 

tw
o 

lo
gs

.
b)

   
 T

he
 B

E
S

M
 w

ill
 c

ov
er

 th
is

 a
re

a 
w

ith
in

 th
e 

pr
op

os
ed

 b
ui

ld
in

g 
ha

nd
bo

ok
s 

fo
r 

in
di

vi
du

al
 p

re
m

is
es

.

B
ui

ld
in

g 
an

d 
E

st
at

es
 S

er
vi

ce
s 

M
an

ag
er

26
/0

8/
20

17
F

or
m

al
 fo

llo
w

 u
p 

Q
4 

20
17

/1
8

K
ey

R
ec

om
m

en
da

tio
ns

 r
ev

ie
w

ed
 b

y 
In

te
rn

al
 A

ud
it 

an
d 

ev
id

en
ce

da
s 

ac
tio

ne
d 

(C
lo

se
d)

R
ec

om
m

en
da

tio
n 

no
t a

pp
ro

pr
ia

te
 fo

r 
fo

llo
w

 u
p 

e.
g.

 r
el

at
es

 to
 o

ne
 o

ff 
sc

he
m

e 
(C

lo
se

d)
F

or
m

al
 A

ud
it 

fo
llo

w
 u

p 
sc

he
du

le
d

M
an

ag
em

en
t S

ta
te

m
en

t s
ch

ed
ul

ed
 to

 r
eq

ue
st

 e
vi

de
nc

e 
of

 im
pl

em
en

ta
tio

n
R

ec
om

m
en

da
tio

n 
no

t a
ct

io
ne

d 
- 

re
vi

se
d 

tim
es

ca
le

s 
fo

r 
im

pl
em

en
ta

tio
n 

ag
re

ed
.

R
ec

om
m

en
da

tio
n 

re
vi

ew
ed

 a
nd

 n
ot

  c
on

fir
m

ed
 a

s 
ac

tio
ne

d 
(n

o 
re

sp
on

se
/r

ev
is

ed
 ti

m
es

ca
le

s 
ha

ve
 p

as
se

d)

A
u

d
it

 R
ev

ie
w

20
16

/1
7 

- 
P

h
ys

ic
al

 S
ec

u
ri

ty
 o

f 
P

re
m

is
es


