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1. Introduction TO effective minor works audits:

This brief guide is intended to act as a practical aid for those involved in the completion of technical audits for the Rapid Response Adaptations Programme (RRAPs) works, Small Repairs Scheme (SRS) works and Minor Works projects within Care and Repair Agencies. 

Rapid Response Adaptations Programme (RRAPs) are generally works not exceeding a value of £350.00 and Small Repairs Scheme (SRS)/Minor works projects are generally works not exceeding a value of between £50.00 and £500.00.  All works undertaken under £500.00 are undertaken under a Work Sheet.

Because renovation and repair works can involve considerable disruption and stress for the Client, care is needed in the monitoring of contractors / handyperson. Care & Repair Agencies are responsible for ensuring that those undertaking the work meet the required standards in terms of performance, quality of work and conduct.  It is good practice and part of most terms and conditions of grant that a fair auditable process is in place which shows the method of monitoring of contractors/ handyperson that has been adopted.

The objective of a minor works audit is to provide an evaluation and record of the performance of the contractor/handyperson appointed and whether key standards and requirements have been met. 

2. why and how:

2.1 Why undertake a minor works audit?
It is necessary that any audit process be open to examination by external sources and be clearly transparent and fair to all involved. It should also be of value in identifying outstanding issues, problems with quality and their rectification.

It should finally have all relevant information entered on the CARIS system for reporting and monitoring purposes.

2.2 Selecting a sample for audit: 

It is required that a minimum of 10% of RRAP cases have technical audits undertaken (required as part of WAG’s terms of conditions of grant). In the case of Minor Works schemes, it is recommended that the same percentage of cases are audited, unless a higher percentage is identified within an agreed Service Level Agreement. 

Works to be audited will be identified by an Agency Officer that is independent of the process i.e. an Administrator or the Technical Officer would be acceptable but not the Handyperson who carried out the work. 

It is recommended that the sample process should take account of the range of contractors used, work types and values so that a good cross section of audits is achieved.  The officer undertaking the audits should also look to identify any significant variances from projected to actual costs, or charges from one contractor that might be significantly higher than another contractor for the same type of work.   
2.3 What should a technical audit include? 

All minor works audits for Rapid Response Adaptations Programme, Small Repairs Scheme works and Minor Works projects within Care and Repair Agencies should include the following:

· The original referral document.

· The Work Sheet and any supporting documents signed by the Client and the Contractor/ Handyperson to show satisfactory completion of      the work.

· The Contractor Performance Report (to be completed on completion of the sample audit by the Technical Officer/Handyperson and signed by the Officer). See typical example in the appendix B.
Relevant reporting information should be entered onto the CARIS system.
2.4 how should the audit be undertaken:

The following is a recommended sequence:

1/ Contact the Client to make an appointment.

2/ On arrival for the appointment the key areas for consideration on performance and quality of the work are likely to include: 

· Is the Client happy with the work?

· Are there any issues that the Client has raised about the service?

· Has the schedule of items of work been completed?


· The officer's perspective of the quality of finish and workmanship. Does it meet the required standard? 

· General cleanliness on completion: i.e. removal of excess paint 
smudges or plaster from adjoining areas and light 
switches/roses/joinery. Garden areas cleared of debris, dust and 
dirt.

· Are there any areas of the workmanship that may cause defects in the next twelve months such as shrinkages or possible failure?

3/ Complete the Contractor/ Handyperson Performance Form and sign 
before submission.

4/ Give feedback to the Client.

2.5 what if problems are identified?: 

If any aspect of the work undertaken is identified as having been unsatisfactory or incomplete, the handyperson/ contractor will be notified and given 5 working days to complete the work. Where such issues relate to health and safety the officer will take immediate action to get the problem rectified.

In the event that the work remains unsatisfactory, the handyperson will be interviewed and the notes of that meeting put on file. In the event that it is a contractor defaulting another contractor from the approved list will be appointed or the Agency's Handyperson to complete the work or remedy any defects and the costs deducted from the defaulting contractor.

On completion the Client will be contacted to confirm that the works are now complete and that the Client is satisfied with the result.

The performance of the handyperson/ or contractor will again be reviewed.

3. The documents:

3.1 The client work sheet:

A typical Client Work Sheet is shown in Appendix A.  Both Client and Handyperson/Contractor are required to sign the form. Payments for the work should be made in accordance with the Agency's standard procedure.

3.2 The contractor/ handyperson performance form:

A typical Inspection Report is shown in Appendix B.  The Technical Officer/ Handyperson is required to sign the Performance Form.

4. Appendices:

4.1 Appendix A: 
Client  Work sheet
4.2 Appendix B: 
CONTRACTOR/ HANDYPERSON PERFORMANCE form 
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