
Follow up Audit of Contract Management of Building Maintenance 

      
 

Copeland Borough Council Internal Audit Service  Page 1 
 

 
  

1 

 
Appendix A-1 

 

1. Background

 

1.1. Internal Audit issued a report of Contract Management of Building Maintenance on the 12th June 2017.  The scope of the audit was to provide 

assurance over management’s arrangements for governance, risk management and internal control for the: 

 Management of the term contracts for property maintenance; 

 Statutory maintenance requirements; and 

 Planned maintenance programme and link to strategic management plan. 

 

1.2. Based on the evidence provided at that time, the audit concluded that the controls in operation provided Partial assurance.  

 

1.3. Improvements were sought in the following areas: 

 Formal performance monitoring arrangements required for Property Services; 

 Term maintenance contracts (property maintenance) were in place after expiry of the contracted periods and no extensions had been 

formally approved; 

 Clarification over compliance with statutory / regulatory maintenance requirements and the availability of inspection certification; 

 Departmental procedures documentation relating to mandatory requirements; 

 Management’s ability to demonstrate progress on planned or reactive maintenance; 

 Compliance with the Council’s service planning guidance in relation to approval of the Service Plan 2016/17; 

 Service Plan objectives need to be specific, measurable, achievable, realistic, and time limited (SMART) and include key performance 

indicators; 

 Clarification of contract terms, extension periods, deletion of dispute resolution clauses and start dates; 

 Scope of statutory and regulatory testing has not been formally considered and documented; 

 Legionella and asbestos policies must be subject to regular review; 

 Compliance with Financial Regulations and orders only issued after purchase orders are raised; 
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 Monitoring and recording contractor response times related to reactive maintenance to confirm they are in line with contracts; 

 Condition survey control records must include all buildings, include sufficient information and highlight responsibilities; 

 Buildings maintenance requirements kept up to date for issues raised in condition surveys; 

 Management document quality control arrangements for inspection of maintenance work and retain records of completed inspections; 

 Formal allocation of responsibility for building maintenance where Council property is managed outside the Property Services Department; 

and 

 Formal recording of contractor meetings. 

 

1.4. Internal Audit has recently undertaken a follow up review to provide an update on assurance to senior management and the Audit & Governance 

Committee on the full implementation of previously agreed actions to address each recommendation.  The review checked whether controls are 

working effectively to mitigate the risks previously identified. 

 

2. Audit Approach 
 

2.1. Follow up Methodology 

 

2.2 The Internal Audit follow up process involved obtaining an update statement from management and then undertaking testing as necessary to 

confirm the implementation of agreed actions and that controls are working as intended to mitigate the stated risk. 

 

2.3 Internal Audit has taken in to consideration the fact that there had not been a Property and Estates Manager for almost 12 months.  Testing 

confirmed that following the appointment of a new manager at the end of June 2018, that there is evidence of significant changes and work to 

implement audit recommendations.  We also considered the fact that the maintenance contracts are going through the retendering process, which 

supersedes at least part of certain recommendations. 

 

2.4 As audit testing is restricted to a sample basis and audit assurance is not absolute, it is the responsibility of management to continue to monitor 

the effectiveness of internal controls to ensure they continue to operate effectively. 
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3. Assurance Opinion 
 

3.1. Each audit review provides an assurance opinion and these are intended to assist Members and Officers in their assessment of the overall level of 

control and potential impact of any identified system weaknesses.  There are four levels of assurance opinion, which may be applied.  Appendix A 

explains and defines each assurance level for this report.  

 

3.2. Where the outcomes of the follow up confirm the successful implementation of agreed actions and that controls are working effectively, or have 

sufficiently amended, the Internal Audit assurance opinion may be revised, from that provided by the original audit.  

 

3.3. From the areas examined and tested as part of this follow up review we consider the current controls operating within Contract Management of 

Building Maintenance provides Reasonable assurance.  The revised audit opinion assumes that the controls assessed as operating effectively in 

the original report have not changed and these have not been revisited as part of the follow up.  

 

Note: as audit work is restricted by the areas identified in the Audit Scope and is primarily sample based, full coverage of the system and complete 

assurance cannot be given to an audit area. 

 

4. Summary of Recommendations and Audit Findings  

 

4.1. There are three levels of audit recommendation.  The definition for each level is explained in Appendix B.  

 

4.2. Internal Audit followed up 17 High and Medium Priority audit recommendations from the previous review.  From the testing undertaken, there is 

evidence of sufficient development, which allows audit to provide an improved assurance rating.    Section 5 of this report summarises these and 

any matters which still require further action.   

 

In summary: 

 Nine recommendations have been fully implemented; 

 Six recommendations have been partially completed and further action is needed to adequately address the risk exposure; and 
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 Two recommendations we have classified as being outstanding, neither of which are considered high priority. 

 

4.3. Recommendations which have been fully implemented: 

 The Property and Estates 2018/19 Service Plan has been approved and uploaded onto Pentana Performance in October 2018 for monitoring; 

 The Property and Estates 2018/19 Service Plan includes clear objectives, measures, KPI’s and service risks; 

 Performance Management - The Property and Estates Manager undertakes regular staff appraisals, but has only been in post since June 2018 

and a full review from that time is planned for 2019/20; 

 Agreements are in place to allow the continuation of contracted services whilst the formal contracts are being prepared to put out to tender; 

 The new contract documents are currently under review with Legal Services prior to being put out to tender. It has been confirmed that they 

will include the Joint Contracts Tribunal (JCT) Measured Terms Contract 2016; 

 Procedures formally set out the scope of statutory, regulatory and best practice testing and maintenance; 

 Compliance Control Log has been implemented to monitor statutory testing, which includes the dates that testing is due to be undertaken 

and a colour coding system enabling the status of each required inspection to be quickly determined; and the following 

 5-year maintenance plan in place and contains information relating to planned maintenance (recommendation AR-C&CR 034) and records 

the results of condition surveys (recommendation AR-C&CR _035). 

 

4.4. Recommendations which have been partially implemented: 

 The department should continue to ensure all policies and procedures are documented and all are subject to regular review 

(recommendations AR-C&CR_029 and 030); 

 There is no document in place for recording reactive maintenance and so response times are not monitored (recommendations AR-

C&CR_032 and 033); 

 Quality control arrangements for inspection of maintenance work should be documented to include the rationale for selection of sample of 

works inspected; 

 A draft copy of the Premises Handbook documents all responsibilities (including a nominated responsible officer), processes and contacts. 

Procedures are yet to be agreed and implemented. 

 

4.5. Recommendations which are overdue: 
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 The exceptional circumstances where verbal orders are made and the monitoring arrangements should be documented and communicated 

accordingly; 

 All future meetings with the contractors need to be regular and formally documented as per contract requirements. 

 

 

Comment from the Chief Executive  

I am very pleased to see that the appointment of a new Property Manager has had such a positive impact on the rigour and running of the 

service in such a short time.  Actions and activity is well underway with regard to the remaining recommendations. 

 

Comment from the Property and Estates Manager 

The Property Services team is dedicated to ensuring the relevant measures and controls are put in place as quickly and effectively as 

possible.  A significant amount of work has been carried out in the last four months and the remaining outstanding actions will be implemented 

in the near future. 
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5. Matters Arising / Agreed Action Plan 

 

5.1. Management - achievement of the organisation’s strategic objectives. 

 

Audit Finding  

(a) Service Plan Approval 

The 2016/17 service plan was approved by the Property Services Manager on 7th June 2016 but no evidence was available to show that this had 

subsequently been formally approved by the Director of Commercial & Corporate Resources or the Portfolio Holder as required by the Council’s 

Performance Management Framework.    

●  Medium priority 

AR-C&CR_022 - Future service plans should be approved on a timely basis by the Director of Commercial & Corporate Resources and the Portfolio 

Holder, in accordance with the Council’s Performance Management Framework and evidence retained to show this. 

Fully Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

The 2018/19 service plan has been drafted and was sent out to consultation on 26th July 2018.  I am working to the draft service plan as the objectives, 

actions, and performance monitoring contained therein conforms to the recommendations raised within this report.  Draft 2018/19 service plan 

provided. 

 

At the time of this review testing confirmed the following: 

Internal Audit confirmed that the post of Property and Estates Manager had been vacant for approximately 12 months and the current Manager had 

only commenced in post at the end of June 2018.  The new manager identified completion of the 2018/19 service plan as a priority and a draft 

document had been sent for consultation in July 2018.  The Property and Estates Manager worked on the draft service plan as the information contained 

within confirms to the recommendations raised in the Internal Audit Report. 
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We examined and verified the copy of the service plan issued to the Chief Executive, in July 2018.  Testing confirmed that the documents were 

considered and it was agreed that the document could be input to the Performance Management System.  Testing confirmed that the Performance and 

Risk Management Officer uploaded the service plan to the Pentana Performance Management System. 

 

Recommendation:  No further action required. 

 

 

Audit Finding  

(b) Service Plan Objectives and KPI’s 

Service plan objectives are not set out in a way that is specific, measurable, achievable, realistic, and time limited (SMART), and no key performance 

indicators have been included. These requirements are part of the Council’s service planning guidance. 

●  Medium priority  

AR-C&CR_023 Objectives included in the service plan should include outcomes, which are specific, measurable, achievable, realistic, and time limited 

(SMART).  Key performance indicators should also be included in the plan. 

Fully Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

Refer to above comment at recommendation AR-C&CR_022.   

 

At the time of this review testing confirmed the following: 

Internal Audit reviewed both the draft and final service plans, for 2018/19, provided by the Property and Estates Manager.  They both include clear 

objectives, measures and applicable outcomes, performance indicators and service risks.  Corporate Key Performance Indicators are not included, but 

they are not relevant to this service. 
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Recommendation:  No further action required. 

 

 

Audit Finding  

(c) Performance Management 

No formal performance monitoring arrangements are in place for Property Services. No evidence was available to show that management regularly 

report on progress against the service plan objectives. The Property Services Manager does not have regular, structured 1 to 1s or formal staff 

appraisals. The last appraisal recorded with People Management for the Property Services Manager dated August 2011.   

●  High priority  

AR-C&CR_024 Management should make arrangements for Property Services performance monitoring, including reporting on service plan objectives 

and the monitoring of individual manager performance through regular 1 to 1s and appraisals. 

Partially Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

6 weekly 1:1’s has been agreed and are now in staff calendars.  Staff have been sent the draft service plan and first appraisals are due to take place in 

August.  The three staff appraisals are scheduled for 14th, 16th and 20th August.  A six-month follow up will be arranged once the Service Plan has been 

formally agreed. 

 

At the time of this review testing confirmed the following: 

The Property and Estates Manager has regular meetings with Senior Management discussing the priorities of the service and actions.  One meeting each 

month is with the Chief Executive with a further meeting with both the Executive Director and the Chief Executive.  As the Property and Estates Manager 

has only been in post since the end of June 2018, the normal annual appraisal was not completed.  A full appraisal will be completed for 2019/20.  

Evidence provided confirmed that the newly appointed Manager had set up regular meetings with the team members for whole team, 1:1’s and 

individual appraisals. 
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The Property and Estates service plan was uploaded to Pentana, in October 2018.  Therefore, no updates on performance made by the Manager against 

the plan were available to view. 

 

As the department do not have Corporate Key Performance Indicators linked to their service plan, there is not a need for quarterly reporting.  However, 

evidence confirmed that service reports have been presented to CLT on an exceptions basis, for example, where policies have been updated.  

 

Recommendation:  No further action required. 
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5.2. Regulatory - compliance with laws, regulations, policies, procedures and contracts. 

 

Audit Finding  

(a) Contract Extension 

All three term contracts state that, ‘At the employers absolute discretion, the contract period may be extended for a further period of three years 

subject to written notice provided by the employer to the contractor no later than three months prior to the expiry of the existing contract period.’ The 

initial two year contract for all three term contracts has expired and the contracts have not been formally extended, leaving the contractors working 

under risk. Senior Management were unaware that term contractors have not been formally notified of contract extension. 

●  High priority  

AR-C&CR_025 Urgent consideration should be given to the contract extension status for the three term maintenance contracts to protect the Council’s 

position. 

Fully Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

The three term contracts come to an end on 31st October 2018.  Focus is now on retendering the offer to ensure best value is achieved and SMART KPI’s 

are included within the new offer to allow robust contract monitoring arrangements to be put in place.  In the mean-time the Council’s positon is 

protected by procurement procedures being followed when the term contractor either fails to respond to requests for repair, or puts forward an 

unrealistic cost that is not within the agreed contract parameters. 

 

At the time of this review testing confirmed the following: 

Examination of the current Term Contract files provided no evidence of formal extension to the original contracts.  This was confirmed in the previous 

audit where the Property Manager at the time the contracts were extended, stated that he was authorised to extend the contract.  The contracts are 

currently in the process of being prepared to put out to tender, with contract documents being reviewed/amended by the Council’s Solicitor.   
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Evidence provided confirmed that Property Management discussed with the original contractors to obtain agreement to continue the contracted 

services under the original conditions.  This will support the Council through the retender process until the award of the new contracts, which is 

anticipated to be December 2018 if run to schedule. 

Recommendation:  No further action required. 

 

Audit Finding  

(b) Contract detail 

Management should clarify the following points and consider whether any changes in arrangements are required: 

 Why the three term contracts were set up with an initial term of two years but with a three year possible extension; 

 Why the electrical maintenance contract has a formal start date of November 2014 when the contract commenced in November 2013; 

 Why the adjudication clause for the settlement of disputes had been removed from all three term contracts. 

 ●  Medium priority  

AR-C&CR_026 Management should clarify and review the current building maintenance contract arrangements. Specific queries have been raised as 

Milestones for action. 

Fully Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

Refer to the comment for recommendation AR-C&CR_025 above. 

 

At the time of this review testing confirmed the following: 

Testing considered responses from the original audit and from current findings.  The original documents indicate that it was a joint exercise between 

Cumbria County Council and Copeland.  There is no evidence on file to signify why the original contracts were set up in the way they were or whether 

there was any formal contract extension.  Information provided during testing confirmed that the contracts were over EU thresholds and advertised 

according to requirements.  However, the contract was extended, without referral to the S151 Officer, as required in procurement procedures.  
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Discussion with Procurement confirmed that new contracts had to show there was sufficient funding to cover the contract and any extension period.  

There is also a stipulation as to who needs to discuss extending contracts, including when this forms part of the original contract offer.  

 

The Property and Estates Manager confirmed that the new Term Contracts were being retendered, but at the time of testing, Legal Services were 

checking the documents.  As per (a) above, evidence was provided to Internal Audit that recent discussions had been held with the original contractors 

to ask if they would be willing to continue with the provision of planned preventative maintenance and emergency call out for the Council’s mechanical, 

electrical engineering and building services until the new term contract is awarded.  At that time, the department still awaited confirmation from one 

contractor.   

 

It has been confirmed that the new contract documents will include the Joint Contracts Tribunal (JCT) Measured Terms Contract 2016  These are being 

reviewed by the Council’s Solicitor prior to the tender being advertised, which should ensure that the appropriate clauses and correct dates are included, 

but those documents have not been reviewed by Internal Audit.   

Recommendation:  No further action is required. 

 

Audit Finding  

(c) Statutory and Regulatory Testing 

Although statutory and regulatory testing is carried out, the full scope of statutory, regulatory and best practice testing has not been formally set out 

and risk assessed against the property portfolio. 

 

Management cannot readily access an overview of performance on statutory and regulatory testing as there is no overall control sheet which sets out 

the current status of testing compared to planned activity. Without referring to source documents such as electrical testing certificates, the current 

status against plan is not clear. 
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A draft asbestos management plan was provided, referring to surveys carried out in 2015, but it is unclear from the records held whether annual 

inspections have been carried out. It was also found that some of the Legionella testing certificates were missing and so it could not be confirmed that 

testing had been carried out. 

R6 ●  Medium priority;  R7 ●  High priority  

R6 - AR-C&CR_027 Property Services should formally set out the full scope of statutory, regulatory and best practice testing and maintenance, and may 

wish to include this as part of the asset management strategy. 

R7 - AR-C&CR_028 Management should introduce a control document for statutory and regulatory testing and ensure that all checks at individual 

properties are carried out on a timely basis and evidenced by reference to certification held electronically. 

R6 / R7 - Fully Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

Since the engagement of the Property & Estates Manager a new overarching control document has been implemented and a procedure has been 

written and read by all Property Services staff.  See comments re Asbestos and Legionella policies below, and building handbooks above. 

 

At the time of this review testing confirmed the following: 

The Property and Estates Manager provided Internal Audit with a copy of the Compliance Control Log and associated procedure notes, implemented to 

monitor statutory testing.  The Control Log includes the dates that testing is due to be undertaken and a colour coding system enabling the status of 

each required inspection to be quickly determined. 

 

A sample of four of the certificates relating to the information held on the Control Log were examined and audit found two where the information held 

on the system contradicted the certificates.  Testing confirmed that the certificates were accurate, but that changes were required for the Control Log.  

Different types of building require shorter or longer periods between tests, which were not shown on the original log.  Tested and revised log deemed to 

be in order. 

 

Testing confirmed that the Log undergoes: 
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 Frequent monitoring; 

 Is updated by a member of the Property and Estates team; and 

 Is reviewed and discussed as a standing item at monthly 1:1 meetings with the Property and Estates Manager.  

 

Recommendations:  No further action required. 

 

Audit Finding  

(d) Policies and Procedures 

The key tasks and processes carried out by Property Services Team members have not been formally documented, so responsibilities and methodologies 

for carrying out daily, weekly and monthly activities are not clear. 

 

Policies for control of legionella and asbestos management were provided but it is unclear who has ownership of the policies or when they were last 

subject to review. 

For the Legionella policy, the record of nominated responsible and authorised persons should be completed and dated by the relevant members of staff. 

 

R8 ●  High priority;  R9 ●  Medium priority 

R8 - AR-C&CR_029 Departmental procedures should be formally documented so there is a clear record of assigned responsibilities along with 

methodologies for carrying out those responsibilities. The documented procedures should be subject to regular management review. 

R9 - AR-C&CR_030 The policies for legionella and asbestos management should be subject to periodic review to ensure that they remain current and are 

circulated to relevant staff. 

R8 & R9 - Partially Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

Asbestos and Legionella Policies are out for consultation.  Other Departmental procedures are in the process of being drafted. 
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At the time of this review testing confirmed the following: 

The Asbestos Policy was presented and agreed by CLT on 22nd August 2018 and was issued for inclusion onto the Intranet on the 21st September 2018.  

Examination of the draft Legionella Policy confirmed that the record of nominated responsible and authorised persons had been populated at Appendix 

F, although not dated as it was still in draft form and awaiting consultation.  

The Property and Estates Manager confirmed that other procedures are in the process of being documented and this is being done by priority e.g. risk 

assessments, legislative and regulatory followed by more general departmental procedures.   

An Audit Recommendation Action Plan devised by the Property and Estates Manager, is a plan of work to be undertaken, to assist in the completion of 

the recommendations from the previous internal audit.  This confirmed the status of the other procedures, which are expected to be later in 2018. 

Recommendation:   

Recommendation AR-C&CR_029 “Departmental procedures should be formally documented so there is a clear record of assigned responsibilities along 

with methodologies for carrying out those responsibilities. The documented procedures should be subject to regular management review” shows on 

Pentana Performance as 70% implemented, with the latest note added 29/10/18 “Staff appraisals completed and job descriptions’ updated and adopted 

- staff understand their responsibilities.  Procedure documents still to be written and agreed.” 

 

Recommendation AR-C&CR_030 “The policies for legionella and asbestos management should be subject to periodic review to ensure that they remain 

current and are circulated to relevant staff” shows on Pentana Performance as 80% implemented, with the latest note added 21/09/18 “Asbestos policy 

now agreed by CLT and sent for publication to H&S for intranet page.  Legionella draft currently being reviewed for reissue.” 

 

There is evidence of progress for both recommendations, including a detailed action plan.  However, there is still work to be completed, therefore, these 

recommendations stand. 

 

Audit Finding  

(e) Verbal Orders 

Internal Audit testing identified instances where verbal authorisation is given to contractors to carry out work prior to formal authorisation through issue 

of a purchase order. This contravenes the Council’s Financial Regulations. 
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●  Medium priority  

AR-C&CR_031 All work requested from contractors should be made via an approved purchase order.   

Outstanding  

Outcome from follow up: 

The Management response and update statement states that: 

Where initial verbal orders are required (for example emergency actions) a full written purchase order follows within 24hours.  Procedure documented 

and read by all Property Services staff. 

 

At the time of this review testing confirmed the following: 

Internal Audit confirmed that there is a procedure where Purchase Orders are not necessarily required.  However, the procedure relates to those on the 

intranet to raise purchase orders on TOTALVIEW and TOTAL and their authorisation.  During testing, it was confirmed that accepting or offering verbal 

orders is outside normal Council Policy. 

 

Where issuing a verbal order is unavoidable and with the approval of Senior Management, the department should expand the procedure and document: 

 What circumstances verbal orders are permitted; 

 What constitutes emergency action; 

 The timescale that a purchase order must be raised after being given verbally; and 

 Confirm expected monitoring arrangements.   

 

This would ensure that all staff within the department are aware of the exceptional situations for which a verbal order is acceptable, reduces the 

possibility of accusations of abuse, become normal practice and minimise the possibility of duplicate instructions being made.   

Recommendation:   

Recommendation AR-C&CR_031 “All work requested from contractors should be made via an approved purchase order” shows on Pentana Performance 

as fully implemented from 10/04/18 with the note “Property Team members were reminded of this control requirement as soon as it was highlighted in 
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the audit.” However, this review has found that this is not the case. The recommendation will be adjusted to show as 50% implemented with a note to 

explain that this is the result of this review. 

 

The recommendation remains outstanding. Internal Audit understands that there will be occasions where verbal orders may be required.  However, this 

process needs to be supported by procedures that confirm the circumstances that verbal orders are permitted, timescales for raising the formal 

purchase order and how these will be monitored. 
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5.3 Information - reliability and integrity of financial and operational information. 

 

Audit Finding  

(a) Planned and Reactive Maintenance 

The actual position of planned maintenance against plan is not entirely clear from the documents supplied during the audit. In the absence of a clear 

control document, testing of source documents such as purchase orders, invoices and certificates was necessary to establish whether specific elements 

of the plan had been completed. 

 

Reactive maintenance and response times for reactive maintenance are not formally recorded or monitored by the Property Services Team, so without 

referring to the source documents, it is not clear what work has been carried out or how quickly the contractor responded to the request to carry out 

the work. The Property Services Manager said this was a result of reduced resources. 

 

R11 ●  High priority; R12 ●  Medium priority  

R11 - AR-C&CR_032 Management should introduce a control document for both planned and reactive maintenance so it is clear what work has been 

completed. 

R12 - AR-C&CR_033 Management should monitor response times for reactive maintenance to ensure these are in accordance with contractual 

requirements. 

Partially Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

R11 – A control sheet for planned maintenance has been introduced for the remainder of 2018/19 and for a rolling 5 year period going forward.  The 

control sheet is populated by the findings of the condition surveys and work allocated from there appropriately which also assists budget monitoring.   

R12 - See the comments above relating to the tendering of the new contract.  Full contract management controls will be put into place going forward to 

ensure contractual requirements are met. 
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At the time of this review testing confirmed the following: 

The Property and Estates Manager provided a copy of the 5-year maintenance plan, which contains information relating to planned maintenance.  This is 

populated with information provided via Conditional Surveys and lists the expected costs per property, over 5-year periods for agreed works.  There is 

little historical detail of budget costs against the contracts as this information is only documented from 2018/2019.  It also does not include information 

on reactive maintenance and the Property and Estates Manager confirmed that there is no document to monitor this. 

 

Legal Services are reviewing the new contract documents and are subject to change and review.  Testing confirmed that the specification documents at 

Section 9 – Performance Indicators, for the communication of set KPI’s, include monitoring of completed orders, emergency repairs and schedule of 

orders received indicating status.   

 

Recommendation: 

Recommendation AR-C&CR_032 “Management should introduce a control document for both planned and reactive maintenance so it is clear what work 

has been completed” shows on Pentana Performance as fully implemented from 24/08/18 with the note “Control document introduced and in use”. 

However, this review has found that this is not the case. The recommendation will be adjusted to show as 50% implemented with a note to explain that 

this is the result of this review. 

 

Records in the department should be expanded/developed to include: 

 The actual works undertaken including costs for both the planned and reactive maintenance; 

 Response times for reactive maintenance, to enable monitoring and ensure these are in accordance with contractual requirements. 

 

Audit Finding  

(b) Condition Surveys 

The service plan states that, ‘Condition surveys are undertaken on a 5 year cycle to enable prioritisation of maintenance, and enable a prioritised 

response repair service.’ The condition survey control document which sets out the status of surveys undertaken was incomplete. 
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Records of building maintenance requirements established from the condition surveys to inform cost projections for the medium term financial plan and 

to inform the current planned maintenance requirements, were not complete. 

●  Medium priority  

R13 - AR-C&CR_034 Management should ensure that the control document for building surveys is accurate and complete and contains sufficient 

information for monitoring completion of surveys in accordance with specified frequency. 

R14 - AR-C&CR_035 Management should ensure that building maintenance requirements are updated from the most recent surveys undertaken. 

Fully Implemented  

Outcome from follow up: 

The Management response and update statement states that: 

All condition surveys are in place and resurvey dates are monitored to ensure resurveys are carried out in a timely manner and fed into the 5 year 

maintenance control sheet. 

 

At the time of this review testing confirmed the following: 

As per findings above, the Property and Estates Manager provided a copy of the 5-year maintenance plan, which has recently been developed and 

contains information relating to planned maintenance.  This is populated with information provided via Conditional Surveys and lists the expected 

maintenance costs per property, over a 5-year period.  The department are currently in the process of populating the fields for cyclical maintenance and 

testing (for example lift servicing, emergency lighting, legionella testing, security) to give an all-round budget picture for planned work.  The document 

also details the date that the next survey is due. 

 

On examination of the document by Internal Audit, it was confirmed that the due survey dates detailed are all 5 years from the last survey undertaken 

and that all information uploaded on the individual properties worksheets is reflected accurately on the summary document.  This enables effective 

monitoring of when each is due and total budgets for each year. 

 



 Follow up Audit of Contract Management of Building Maintenance 

      
 

Copeland Borough Council Internal Audit Service  Page 21 
 

 
  

21 

Testing compared the information entered on the maintenance plan to survey documents completed in 2016. The information and explanations from 

the department for items moving or differences in values are satisfactory. 

 

Recommendation:  No further action required. 
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5.4 Value - effectiveness and efficiency of operations and programmes 

 

Audit Finding  

(a) Quality Control 

Management informed Internal Audit that 10% of all maintenance work is checked and verified for quality control purposes. However this requirement 

was not included in any written procedures and there was no documentation available to evidence which work had been checked; the rationale for 

selection; who undertook checks; and outcome from inspection. 

 

It was noted that some inspections had been undertaken by administrative staff rather than surveyors. The Property Services Manager indicated that 

this had been necessary because of staff illness and that only routine work had been allocated to non-professional staff. 

●  Medium priority   

AR-C&CR_036 Management should document quality control arrangements for inspection of maintenance work and maintain a record of these. 

Partially Implemented 

Outcome from follow up: 

The Management response and update statement states that: 

10% of reactive maintenance work that is carried out, is inspected for quality and completion.  As there remains a vacancy for a qualified building 

surveyor, the Facilities Manager and Technical Administrator undertake these checks at the present time.  However, more stringent detailed checks will 

be undertaken once the vacant post has been filled.  The procedure will be documented which will include the requirement to evidence the checks and 

criteria for check selection. 

 

At the time of this review testing confirmed the following: 

At this stage, the process relating to the quality control arrangements is not documented.   
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We examined a sample of the records of inspections undertaken.  These are filed electronically, by year and then month.  Individual sheets are 

completed for each inspection undertaken and detail the site inspected, month, contractor, order number, description of repairs carried out, 

comments/actions, whether the work was completed on time and is then signed by the member of staff undertaking the work. 

 

Recommendation: 

Recommendation AR-C&CR_036 “Management should document quality control arrangements for inspection of maintenance work and maintain a 

record of these” shows on Pentana Performance as 90% implemented, with the latest note added 24/08/18 “Quality control arrangements in place for 

10% of general work.  Process yet to be documented confirming how checks are selected and prioritised”.  

 

Management should document quality control arrangements for inspection of maintenance work. 

 

 

Audit Finding  

(b) Responsibility for Individual Buildings  

There are certain buildings within the Council’s property portfolio, such as the Beacon Centre, that are maintained through a budget which is not 

managed by the Property Services Department. 

 

For these buildings, there is currently no formal arrangement which sets out responsibility for all maintenance requirements, ensuring that all planned, 

reactive, statutory and regulatory testing is carried out, and that responsibility for health and safety of employees working in these buildings is not 

compromised. 

●  Medium priority  

AR-C&CR_037 Responsibility for maintenance requirements in buildings where the budget is not managed by the Property Services Department should 

be clarified and documented. 

Partially Implemented  
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Outcome from follow up: 

The Management response and update statement states that: 

Contract Management and regular meetings with property have ensured clarity of responsibility for maintenance requirements. Relevant maintenance 

budgets are used and all paperwork is in place and in the relevant file. In addition, the statutory maintenance control sheet, together with the 5 year 

maintenance programme control sheet will ensure works are undertaken on time and within budget.  Building handbooks have been drafted to ensure 

occupiers understand their responsibilities and what procedures to follow.  The draft will be rolled out to service managers and tailored to fit each 

building.  The Council is working towards adopting a full Corporate Landlord model where Property will hold the budgets for all maintenance and repair 

of Council owned assets going forward. 

 

At the time of this review testing confirmed the following: 

Information provided during the audit confirms the Council is working towards adopting a full Corporate Landlord model where Property will hold the 

budgets for all maintenance and repair of Council owned assets going forward.  However, at this stage this has yet to be implemented. 

 

The statutory maintenance control sheet, together with the 5-year Maintenance Programme Control Sheet will ensure works are undertaken on time 

and within budget. 

 

Building handbooks have been drafted to ensure occupiers understand their responsibilities and what procedures to follow.  The draft will be rolled out 

to service managers, tailored to fit each building. 

 

At the time of this review, a draft copy of the proposed Premises Handbook was examined.  When finalised it will document all responsibilities, 

processes and contacts.  This will include the expected requirements for each property’s individual needs, including the identification of a nominated 

responsible officer.  Procedures are yet to be agreed and implemented.  

Recommendation: 

Recommendation AR-C&CR_037 “Responsibility for maintenance requirements in buildings where the budget is not managed by the Property Services 

Department should be clarified and documented” shows on Pentana Performance as fully implemented from 19/07/18, with the note “Contract 
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Management and regular meetings with property have ensured clarity of responsibility for maintenance requirements. Relevant maintenance budgets 

are used and all paperwork is in place and in the relevant file.” However, this review has found that this is not the case. The recommendation will be 

adjusted to show as 75% implemented with a note to explain that this is the result of this review. 

 

Although Premises Handbooks have been drafted, these are still to be implemented to ensure clarification for the responsibility for maintenance 

requirements in buildings where the budget is not currently managed by the Property and Estates Department. 

 

 

Audit Finding  

(c) Contractor Meetings 

Formal meetings with contractors are not documented so it is not clear how often the meetings are held; which contractual issues are considered and 

what actions have been agreed, for example: 

 Contractor performance against plan; 

 Contractor performance against key performance indicators; 

 Quality and workmanship, including outcomes from Council quality control checks; 

 Health and safety. 

●  Medium priority  

AR-C&CR_038 The Property Services Manager should hold regular meetings with the contractors and the outcomes should be formally recorded. 

Outstanding  

Outcome from follow up: 

The Management response and update statement states that: 

See comments re tendering of new term contracts.  Formal regular high-level meetings are to be implemented as a key performance indicator. 

  

At the time of this review testing confirmed the following: 
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Copies of emails were provided to demonstrate that recent meetings had been held with current Term Contractors since the Property and Estates 

Manager took up post and confirmation of what had been discussed.  It was stated that going forward with all contractors, the intention was that 

meetings would be monthly.   

 

We examined the draft Term Contracts.  They stated that the conditions shall be contained in the Joint Contracts Tribunal (JCT) Measured Term Contract 

(MTC) 2016 as amended by the Employer;  5.16 – Contractors Programme – The programme will be reviewed at the monthly monitoring meetings, and; 

7.3 – Site Administration – The Contractor shall appoint a Contracts Manager. A member of the Contractor’s local management team shall attend 

monthly progress meetings and produce minutes. 

 

Recommendation: 

Recommendation AR-C&CR_038 “The Property Services Manager should hold regular meetings with the contractors and the outcomes should be 

formally recorded” shows on Pentana Performance as fully implemented from 21/09/18 with the note “Current term contractors for Building 

Maintenance met and regular updates agreed.  Term contractor for M&E meeting arranged for Thursday 27th September.” However, this review has 

found that this is not the case. The recommendation will be adjusted to show as 75% implemented with a note to explain that this is the result of this 

review. 

 

All future meetings with the contractors need to be regular and formally documented as per contract requirements. 
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Audit Assurance Opinions 
There are four levels of assurance used; these are defined as follows: 

 

Definition: Rating Reason 

Substantial  There is a sound system of internal control designed to achieve the 
system objectives and this minimises risk. 
 

The controls tested are being consistently applied and no weaknesses 
were identified. 
 
Recommendations, if any, are of an advisory nature in context of the 
systems and operating controls & management of risks. 

Reasonable There is a reasonable system of internal control in place which should 
ensure that system objectives are generally achieved, but some issues 
have been raised which may result in a degree of risk exposure 
beyond that which is considered acceptable. 

Generally good systems of internal control are found to be in place but 
there are some areas where controls are not effectively applied and/or 
not sufficiently developed.  
 
Recommendations are no greater than medium priority. 

Partial The system of internal control designed to achieve the system 
objectives is not sufficient. Some areas are satisfactory but there are 
an unacceptable number of weaknesses which have been identified 
and the level of non-compliance and / or weaknesses in the system of 
internal control puts the system objectives at risk. 
 

There is an unsatisfactory level of internal control in place as controls 
are not being operated effectively and consistently; this is likely to be 
evidenced by a significant level of error being identified.  
 
Recommendations may include high and medium priority matters for 
address. 

Limited / None Fundamental weaknesses have been identified in the system of 
internal control resulting in the control environment being 
unacceptably weak and this exposes the system objectives to an 
unacceptable level of risk. 

Significant non-compliance with basic controls which leaves the system 
open to error and/or abuse. 
 
Control is generally weak/does not exist. Recommendations will include 
high priority matters for address. Some medium priority matters may 
also be present. 
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Grading of Audit Recommendations 
Audit recommendations are graded in terms of their priority and risk exposure if the issue identified was to remain unaddressed. There are three levels of audit 

recommendations used; high, medium and advisory, the definitions of which are explained below. 

 

Definition: 

High ● Significant risk exposure identified arising from a fundamental weakness in the system of internal control 

Medium ● Some risk exposure identified from a weakness in the system of internal control  

Advisory ● Minor risk exposure / suggested improvement to enhance the system of control 

 

 
 

 

 


