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Gas Safety
Internal Audit Programme Guide
This guide has been funded by the Housing Corporation

IGP Database Ref No G01-20213

HAIAF is grateful to The Housing Corporation for its funding through an Innovation and Good Practice Grant and its support and co-operation in the production of this publication.
Introduction

This guide provides advice on matters designed to assist the auditor in developing an internal audit programme on gas safety. It is the responsibility of the auditor to determine which elements of the guide are incorporated into their internal audit programme. The tables setting out the key control and expected tests do not imply that all the items contained in the tables need to be included in the internal audit programme developed by the auditor.
Preamble

The Gas Safety (Installation and Use) Regulations 1998 control the installation and use of gas and place duties on housing associations as landlords of properties to which a gas supply is available. The regulations aim to prevent injury to tenants from carbon monoxide (CO) poisoning and fire and explosion. Landlords have duties to ensure that the gas appliances and flues they provide for tenants' use are maintained in a safe condition at all times and checked for safety each year by a Council for Registered Gas Installers (CORGI) registered installer, and a copy of the check record is provided to the tenant.
The Regulations and their guidance are intended to make sure that landlords take all reasonable steps to undertake full safety checks of the appliances for which they have responsibility. The actual legal definition of what is defined as all reasonable steps is being determined by court actions.
In March 2007 the Health and Safety Minister announced a new scheme to improve domestic gas safety. This follows a review which found unacceptably low public awareness about the risks of carbon monoxide (CO) poisoning from gas appliances. The new regime will be overseen by the Health and Safety Executive (HSE) and delivered by industry via a reformed gas installer registration scheme. A single provider will be appointed to run this new scheme, which will be responsible for driving and coordinating industry action to raise public awareness of gas safety; provide new incentives to registration (such as simplifying the registration process); and possibly have new limited enforcement work.
Housing Corporation requirements

Whilst the Housing Corporation do no make any explicit reference to gas safety the Regulatory Code states: “3.4.2 Housing associations must develop and manage good-quality homes that seek to meet people’s needs and preferences now and in the future, ensuring that maintenance is carried out effectively and responsively. The guidance requires that “there is a responsive repair service that meets legal and contractual obligations” and “all equipment and building components meet required legislative and regulatory standards”.
Audit Commission requirements

KLOE 3, ‘Stock investment and asset management’ refers to gas safety. There is a supplementary guide to the KLOE, Guidance Note: gas safety for landlords, issued in 2005 covers the following areas in relation to gas safety:

· Relevant documentation;

· Legal options;

· Key Things the Inspectorate will look for;

· Further information sites.
Areas covered by this Guide
This Internal Audit Programme Guide covers the following areas:

· Overall control framework

· Identification of properties with gas

· Contract to carry out gas safety checks

· Management Information

Key Risk Areas

As noted in the preamble failure to put in place, and comply with, an adequate control framework in the area of gas safety can have significant adverse impacts on housing associations, particularly given the interest of the Housing Corporation and tenants in this topic.  Some of the key risks include the following.

	Risk
	Potential Implications

	Failure to have in place an up to date gas safety checks strategy.


	· Incoherent strategies / objectives which do meet the statutory requirements in relation to gas safety checks.

· Death or serious illness of a tenant and any visitors to an Association’s property.



	Failure to monitor and take action on gas safety checks in a consistent manner.


	· Death or serious illness of a tenant and any visitors to an Association’s property.

· Prosecution for failure to take all reasonable steps to undertake full safety checks.



The auditor should also review their own organisation’s risk map for risks relevant to this review.

The Internal Auditor should also obtain details of the most recent Housing Corporation / Audit Commission Inspection along with the Housing Corporation’s most recent Assessment against compliance with the Regulatory Code standards to identify whether any weaknesses were highlighted in the area of gas safety.
Other Sources of Information

There are a number of useful publications available on this topic, details of which are given below:

· “Regulation and Inspection – health & safety gateway - gas safety” – Communities Scotland (2007)

· “Gas safety – guidance for landlords” – Audit Commission (2005)

· “Safety in the installation and use of gas systems and appliances” – Health & Safety Executive (2004)

·  “A guide to landlords’ duties: Gas Safety (Installation and Use) Regulations 1998” – Health & Safety Executive (2002)

Useful Websites

· Audit Commission – www.audit-commission.gov.uk 

· Housing Corporation – www.housingcorp.gov.uk

· Health & Safety Executive – www.hse.gov.uk

Disclaimer

This guide has been prepared to provide persons carrying out internal audit reviews with an understanding of the risks and controls associated with the activity covered in this guide. This guide does not purport to be a detailed technical guide on the activity itself. The information and guidance contained in this guide are provided for general information purposes only and do not constitute legal or other professional advice. Users of this guide are responsible for establishing whether there has been any new guidance and/or regulatory change since this guide was prepared. This guide should not be relied upon to identify all strengths and weaknesses that may exist or to identify all instances of fraud or irregularity. HAIAF does not accept responsibility for any loss that may arise from reliance on information contained in this guide, or from its omission or unavailability. Specific professional advice must be sought in respect of any particular query. 

All references to publications and legislation are applicable in England only.
1.
OVERALL CONTROL FRAMEWORK

	Key Risk / Implication
	Expected Key Control or Process
	Suggested Tests

	1.1
The gas safety process of the association is not co-ordinated by a single corporate policy which may result in a failure to be able to demonstrate that reasonable action had been taken to fulfil the statutory obligations.
	1.1.1
A gas safety policy has been documented and approved by the Board.
	(a)
Review the official policy and confirm that:

· the minutes of the Board verify that the policy was agreed by the Board;

· 
there is a procedure for ensuring that the policy is subject to periodic review and this is adhered to;

· the policy covers all relevant legislation and guidance.

(b)
Confirm that the policy includes:

· where action is necessary because access is not gained routinely;
· when properties become vacant between annual checks, e.g. is there always a check on a void property regardless of when the last annual check was made;

· where mutual exchanges have taken place, e.g. is there a check on all properties to ensure that outgoing tenants have left the property in a safe condition or not installed unauthorised gas appliances and to charge them for any work necessary – subject to provisions in the tenancy agreement.

· to advise staff and contractors, and emergency Call Centres out of hours, on how to deal with reports of a suspected leak of carbon monoxide from gas or solid heating or cooking appliances, e.g. emergency facilities for tenants, internal communication and with contractors, and also external reporting and investigation, e.g. by the Health & Safety Executive.

	
	1.1.2
Procedures are in place which support fully the gas safety policy. 

	(a) Review the procedure and confirm that:

· the procedures are subject to periodic review and this is adhered to;

· the procedures include reference to all relevant legislation and guidance;

· the procedures reflect current practices.

· Consideration has been given to getting them reviewed by CORGI (or similar)




2.
IDENTIFICATION OF PROPERTIES WITH GAS

	Key Risk / Implication
	Expected Key Control or Process
	Suggested Tests

	2.1
Details of all the properties which have the ability to use gas installations are not known and as a consequence gas safety checks are not carried out at a property which has a gas installation.
	2.1.1
A database is maintained of all properties managed by the Association showing whether they have a gas supply and also gas installations fitted.
	(a)
Confirm that there is a database of all managed properties that have a gas supply.
(b)
Establish what reconciliations and other exercises are carried out (and how frequently), to ensure the Association does not omit any properties with gas which should have the annual safety check.
(c)
Confirm that there are arrangements in place to ensure that new properties, particularly those that are not new build, are added to the database.

(d)
Confirm that there are arrangements in place to ensure that sold/ demolished properties, are removed from the database.

(e)
Select a sample of properties from the housing system that are not listed as having a gas supply and establish what records are held to confirm that there is no gas supply – check the response maintenance histories for these properties for any indications that a gas installation/supply may be present (e.g. call-out for smell of gas etc.)

(f)
Establish number of properties in management – per the RSR or annual return, latest 31st March and reconcile this to the list from gas safety checks database.

	
	2.1.2
There are clear arrangements set out the contractual responsibilities for managing agents for carrying out gas safety checks.
	(a)
Confirm that for properties which are the responsibility of another landlord there it is clearly set out in the management agreement who is responsible for carrying out gas safety checks and what evidence is required to be provide to the Association to confirm that the responsibility has been fully discharged.   

(b)
Select a sample of management agreements and confirm that the requirements for gas safety checks are clear and unambiguous. Confirm that the Association has monitored that the requirements have been fulfilled by the managing agent.



	
	2.1.3
Checks on the provision of gas are included in stock condition surveys. 
	(a)
Confirm that the stock condition surveys carried out by third parties or in-house include the need for an explicit statement as to whether the property is either fitted for gas and/or there are gas installations present. 

(b)
Confirm that the Surveyors are required to check for gas installations when carrying out pre or post inspections to properties listed as not being fitted for gas.

	
	2.1.4
Periodic checks on the current position regarding the provision of gas are carried out on properties listed as not having gas. 
	(a)
Confirm that tenants in properties that are fitted for gas but are recorded as not having gas installations are required to re-affirm this position in writing at pre-determined intervals. 



	2.2
Contractors responsible for carrying out gas safety checks are not provided with the up-to-date and complete listing of properties requiring gas safety checks and as a consequence gas safety checks are not carried out at a property which has a gas installation.
	2.2.1
The contractor(s) responsible for gas safety checks are regularly provided with current listings of properties requiring gas safety checks.
	(a)
Confirm that the contract for gas servicing makes it clear that the contractor is responsible for ensuring that their listing of properties requiring gas safety checks reconciles to the listing maintained by the Association.

(b)
Confirm that the number of properties required to be inspected by the contractor(s) responsible for gas safety checks reconciles to the database maintained by the Association.


3.
CONTRACT TO CARRY OUT GAS SAFETY CHECKS

	Key Risk / Implication
	Expected Key Control or Process
	Suggested Tests

	3.1
The arrangements for carrying out gas safety checks are not clear and as a consequence the gas safety checks are not carried out as required and/or expected by the Association.
	3.1.1
There is a term contract(s) in place for gas safety checks.


Note: the procurement arrangements are outside the scope of this IAPG.


Note: the arrangements for servicing of gas appliances are outside the scope of this IAPG.
	(a)
Obtain details of the current contract for carrying out gas safety checks and establish the type of contract used. From the contract check that following are required:

· the contractor’s employees who carry out the safety checks are CORGI registered.

· contractors should make evening or weekend calls as appropriate.

· a detailed operational plan with target completions each period and appropriate Performance Indicators.

· the contractor is required to carry out a specified percentage of quality checks, and how these are reported to the Association.

· providing detailed weekly reports on progress against the original target, particularly identifying cases of non access.

· each safety check is carried out within 12 months of the previous one.
· as a matter of routine, whenever a premises becomes vacant, making a check/service and issuing a new Certificate to the incoming tenant, irrespective of the date of the previous Certificate.

· requires the contractor to provide the Association with a copy of their internal procedural instructions issued to engineers carrying out gas safety checks.



	3.2
The contractor(s) performance against the contract(s) is not monitored and as a consequence the Association does not meet its statutory obligations and/or incurs avoidable costs.
	3.2.1
Monitoring arrangements are in place to confirm contractual obligations are being met.
	(a)
Confirm that there are arrangements in place to monitor the contractor(s) performance. 
· Regular meetings with the contractor(s) are minuted with clear action plans set out.

· Matters outstanding from previous meetings are monitored until effectively actioned.

(b)
Confirm that the procedures require CORGI registered staff from the Association or an external provider (other than the contractor(s)) to carry out a stated percentage of post-inspections. Ascertain whether these inspections on the work done include a visual check and in some cases a complete check including removal of parts to verify the standard.  

(c)
Carry out a sample check to confirm that the matters in 3.1.1(a) are being met on a regular basis.



	
	3.2.2
Monitoring arrangements are in place to confirm that payments made to a contractor(s) accord with the contractual obligations.
	(a)
Confirm that there are arrangements in place to monitor that contractor(s) are only paid for work carried out. 
(b)
Select a sample of contractor(s) invoices and confirm that the invoices provide a breakdown of the work carried out. 

	3.3
The Association is unable to provide a continuous service and as a consequence the gas safety checks are not carried out within the required time intervals.
	3.3.1
There are arrangements in place for re-tendering or obtaining additional contractors to carry out work in a timely manner.
	(a)
Confirm that there are contingency arrangements in place that can be exercised in the event of non-performance by the current contractor(s).

(b)
Confirm that a timetable for re-tendering the term contract for gas safety checks is in place and that it will enable the successful contractor to commence without any break.

(c)
Check the elapsed time between the issue of the invitation to tender and start on site for the current gas safety check contract(s) and confirm that the timetable at 3.3.1(b) is sufficient to cover this time period.


4. 
GAINING ACCESS

	Key Risk / Implication
	Expected Key Control or Process
	Suggested Tests

	4.1
Details of the gas safety checks process are not made available and as a consequence gas safety checks are not carried out within the required time intervals.
	4.1.1
Tenants have access to details of the association’s gas safety checks procedure.
	(a)
Confirm that there is a gas safety leaflet which is available for tenants. Establish how and when this is issued.

(b)
Confirm that the Tenants Handbook explicitly refers to the gas safety checks procedure and whether the wording in the handbook is up to date and reflects fully the current policy and procedure.

(c)
Confirm that details of the gas safety checks procedure, or how to get such details, are available on the Association’s web-site.

(d)
Confirm tenant leaflets regarding safety checks are available in languages other than English and also in Braille and / or large font.

(e)
Confirm that tenancy sign-up pack includes details of the gas safety arrangements, including name of contractor.

(f)
Confirm that tenants have access to HSE leaflets such as “Landlords – a Guide to tenants’ Duties” and “Gas Appliances – Get them Checked, Keep them Safe”.

(g)
Confirm that regular articles are included in the Tenant Newsletter and including gas servicing is on the agendas at Tenants’ Forum meetings.

	4.2
Tenants are not given adequate notice of the impending gas safety checks and as a consequence gas safety checks are not carried out within the required time intervals.
	4.2.1
Tenants are provided with advance notice of when the gas safety check on their property is planned to be carried out.


	(a) Confirm that a letter is sent to tenants at least two weeks in advance notifying that they will be contacted about visits and asking for any dates of non-unavailability. Confirm that the letter includes: 

· designating a day and time (morning or afternoon) when the contractor intends to call;

· appointments can be arranged by telephone either by the Association or the contractor directly;



	4.3
Inadequate records are maintained of gas safety checks carried out and as a consequence gas safety checks are not carried out within the required time intervals. 
	4.3.1
Copies of the Gas Safety check certificate (CP12) have to be provided to the Association by the contractor.


	(a) Confirm that copy CP12s are received by the Association.

(b)
Select a sample of CP12 forms and check:

· they are fully completed and include details of the CORGI registration number of the fitter who carried out the check;

· they are signed by the tenant;

· the CP12 records no problems (if appliances failed then check appropriate action has been taken)

· the date the check was carried out shown on the database is the same as that on the CP12;

· the CP12 for the previous year is held on file and the time interval between the two certificates is less than 365 days. 



	4.4
Escalation action to gain access to properties in not taken in a timely manner and as a consequence gas safety checks are not carried out within the required time intervals. 
	4.4.1
Timely action is taken to gain access to carry out the gas safety checks.


	(a)
Identify the procedure that applies when the contractor(s) carrying out gas safety checks is unable to gain access. Confirm the arrangements include:

· leaving a notice that the contractor has called asking tenant to make contact to arrange an alternative date for the check to be carried out;

· return visit by the contractor(s) within a stipulated period of time to endeavour to gain access;

· contractor(s) required to notify Association after no more than two failed attempts;

· standard Letter 1 sent by the Association to the tenant;

· standard Letter 2 sent by the Association to the tenant (still within the timespan before the current certificate expires);

· matter referred to housing management/ legal services.

(b)
Obtain a listing of properties where the case has been referred to housing management/ legal services and confirm that the authorised procedure was followed in each instance within the agreed timespans. 

(c)
Confirm that the following actions are taken where access has not been gained before Letter 2 stage, at the latest:

· Co-ordinating contact with tenants with Housing Officers;

· Ensuring data re servicing is on the housing management computer system, so that any requests for repairs or contact with Association immediately highlights the urgent need for a gas safety check visit.

	
	4.4.2
Appropriate enforcement action is taken to gain access to carry out the gas safety checks.


	(a)
Confirm the arrangements for escalating action include:

· obtaining an injunction, this places an obligation upon the occupier of the premises to allow access while not endangering occupancy rights;

· obtaining an Notice of Intention to Seek Possession with possession suspended in return for allowing the landlord access to conduct necessary work; and

· Section 81/Schedule 3 of Environmental Protection Act 1990 which covers the issue of a warrant by a magistrate allowing forcible entry. This does not allow for servicing to be undertaken, only inspection and disconnection gas appliances (not supply).
(b)
Select a sample from a listing of properties where the case has been referred to housing management/ legal services and confirm that the authorised procedure was followed in each instance within the agreed timespans. 


5. 
MANAGEMENT INFORMATION

	Key Risk / Implication
	Expected Key Control or Process
	Suggested Tests

	5.1
The appropriate committee is not kept fully informed on the progress with gas safety and as a result may make decisions without having all the necessary information required to inform that decision.
	5.1.1
Regular reports on the progress with gas safety checks are submitted to the Board.


	(a)
Confirm that the reports contains:

· number of gas safety checks completed within time;

· number of gas safety checks completed within time that required remedial safety action;

· number of gas safety checks which have reached letter 1 stage;

· number of gas safety checks which have reached letter 2 stage;

· number of gas safety checks which have reached enforcement stage.

· comparator data for the previous calendar year.
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