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1. Purpose

The purpose of this policy is to protect the health and safety of our customers, colleagues,
visitors and other relevant persons by carrying out a gas safety check and associated
servicing where appropriate to all relevant gas appliances within properties owned and
managed by Hundred Houses Society (HHS), using suitably competent and Gas Safe
Registered engineers.

2. Scope

This policy applies to all activities affecting gas safety management, including the
inspection, maintenance, servicing, and installation of gas appliances within properties
owned, developed, or managed by HHS.

We are not responsible for the maintenance or safety checking of tenant owned gas
appliances. However, we retain a duty to ensure that any gas installation, pipework, flue
or chimney system for which we are responsible is maintained in a safe condition.

Where tenant-owned gas appliances are present:

e (Gas cookers will be subject to a visual safety check only as part of the annual
landlord gas safety visit.

e Where a visual check identifies an unsafe situation, the engineer will act in
accordance with the Gas Industry Unsafe Situations Procedure (GIUSP).

e Appliances classified as Immediately Dangerous (ID) or At Risk (AR) will be made
safe by the engineer, which may include isolation or disconnection of the
appliance.

e Where an Immediately Dangerous situation exists, the engineer is required to take
action to make the situation safe. Where access or permission is refused, the gas
emergency service provider will be notified.

Tenant owned gas appliances connected to landlord-owned flues or chimney systems may
require temporary removal where necessary to allow inspection of the flue or chimney, or
where the appliance or installation is deemed unsafe. Where removal and refitting is
undertaken, this constitutes gas work and an appropriate gas safety check will be
completed upon reconnection, with records retained in line with Regulation 36.

We do not carry out servicing or safety certification of tenant-owned appliances. Tenants
remain responsible for ensuring that their appliances are maintained and checked by a
Gas Safe Registered engineer.



All other gas heating appliances that we are responsible for will be serviced and safety
checked as part of the servicing visit and recorded on the Landlords Gas Safety Record
(LGSR).

HHS have a duty to ensure that all heating appliances which includes oil, solid fuel, air
source heat pumps (ASHP), electric heating appliances, unvented cylinders, pipework,
flues, and ventilation provided are safely maintained and annually checked or if electrical
with no serviceable parts safety checked every 5 years by an appropriately qualified
contractor engineer.

Electric Heating will receive a fixed wiring inspection (EICR) every 5 years, this check will
also include a visual inspection of the heater, controls and wiring, any damaged heaters
will be disconnected from the system and a repair or renewal ordered.

Air sourced heat pumps will be serviced annually, this will include a check on refrigerant
levels, filters, electrical connections, noise levels and general efficiency performance.

Oil Fired Systems will be serviced annually by an OFTEC (Qil Fired Technical Association)
registered engineer, the service will include a tank inspection for degradation of plastics or
corrosion that could lead to environmental risks, flue and ventilation checks will also be
performed.

Where a customer owned heating appliance is in place, such as a log burner, this will be
noted at the time of the gas safety check and details sent to us. It will be recorded on the
appropriate asset compliance programme and the customer requested to provide details
of the relevant safety checks with the annual servicing renewal dates being recorded on

the programme.

During the gas safety visit, the contractor will ensure that the property meets all the
requirements under the Smoke and Carbon Monoxide Alarm (Amendment) Regulations
2022. A separate Smoke and Carbon Monoxide Detector Policy is in place.

Smoke alarms and CO detectors are tested annually during the gas safety check and
details are recorded on the LGSR certificate with accompanying photographs of the
detectors. If detector backup batteries are faulty, they will be replaced during the gas
safety check. Tenants are reminded to test their detectors regularly between our visits.

If either smoke alarms or CO detectors are faulty or not in place as required, battery-
operated detectors will be left at the premises and arrangements made to install a hard-
wired detector.

Relevant flues, gas pipework, and associated fittings remain our responsibility. Customers
are also responsible for ensuring that a Gas Safe Registered engineer is employed to
connect and disconnect gas cookers upon the installation and removal of these appliances
where necessary.

Leaseholders and Shared Owners, generally, do not fall under our responsibility for gas
safety, except where the Landlord retains responsibility under the lease for communal
plant, flues, risers or shared heating systems. We will periodically remind leaseholders and
shared owners of the importance of carrying out gas safety checks for which they are
responsible.



3. Policy Statement

We are committed to our duty as a landlord to carry out a service and annual gas safety
inspection of all gas appliances within properties we own and manage (excluding

leasehold where applicable) using an approved Gas Safe registered Service Provider in
accordance with the ‘Gas Safety (Installations and Use) Regulations 1998’, as amended.

This policy provides a framework for gas safety management and sets out how we will:

e comply with our statutory obligations as a landlord

e ensure that we provide customers with choice over the timing of the gas safety
inspection

e promote gas safety awareness

¢ manage the annual gas safety check programme effectively

e reconcile the data on annual gas safety checks to ensure all gas properties are
compliant

e ensure that an annual safety check is accessible to all customers where there is an
individual gas supply to their dwelling

e ensure that only competent and Gas Safe Registered engineers are used to carry
out gas works in their properties

Ultimate accountability for gas safety compliance rests with the Board and Executive
Team.

4. The Legislation

The Health and Safety Executive (HSE) is responsible for domestic gas safety policy
within the scope of the ‘Gas Safety (Installations and Use) Regulations 1998’, as
amended.

Regulation 36 details the landlord’s duties ‘to ensure that each appliance and flue to which
that duty extends’ has been safety checked within a 12-month period, and appliances to
be maintained in a safe condition, including servicing where required, and ensure that a
record is kept in respect of any appliance or flue that is being checked, for a period of at
least 2 years. This record should be provided to the tenant(s) of the dwellings within 28
days of completion.

Regulation 36 also requires Landlord’s to maintain relevant gas fittings and flues in a safe
condition. This includes the timely completion of items such as servicing and repairs. We
will complete annual servicing and ensure repairs are completed in a timely manner. The
defined time periods for attendance are determined by the severity/impact of the fault or
failure and the circumstances of the customer. In instances where heating cannot be
restored, temporary heating will be provided.

If the appliance is deemed beyond economical repair, then the service provider will refer
this back to the Landlord who will review stock condition survey information, supported by
repairs data of the appliance and confirm whether a new appliance should be installed, or
remedial repairs should take place.



The duties outlined in Regulation 36 are in addition to a landlord’s duties under the ‘Health
and Safety at Work Act 1974’ and the ‘Management of Health and Safety at Work
Regulations 1999’.

Regulation 34 of the Gas Safety (Installation & Use) Regulations 1998’, as amended,
imposes a duty on the responsible person for any premises (for instance, the occupier or
owner (eg landlord) of the premises) not to use or permit the use of any unsafe appliance.
We will act quickly to rectify unsafe heating and hot water appliances, pipework, fittings
and flues, ensuring any relevant industry unsafe situation process is followed.

This policy should be read in conjunction with the following legislation and guidance:

e ‘Safety in the Installation and Use of gas systems and appliances’ — L56 - Published
by the HSE

¢ ‘Smoke and Carbon Monoxide Alarm (Amendment) Regulations 2022
¢ Relevant Building Regulations

¢ The Health and Safety at Work etc. Act 1974

e Gas Safety (Installation and Use) Regulations 1998

o (Gas Safety (Installation and Use) (Amendment) Regulations 2018

e The Management of Health and Safety at Work Regulations 1999

e Defective Premises Act 1972

e Landlord and Tenant Act 1985

e Relevant British and IGEM Standards

e Gas Industry Unsafe Situations Procedure (GIUSP)

e British Standard BS7671:2018 (18th Edition) IET Wiring Regulations

5. Inspection and Servicing Programme

We will carry out a programme of annual gas safety checks/servicing to all properties
where our responsibility for gas safety exists. This check will include all relevant gas
fittings, appliances and flues that we are responsible for within the property and will be
completed within 12 months from the date of the previous inspection.

These safety checks and maintenance services will be carried out by a suitably competent
and qualified Gas Safe engineer in accordance with the manufacturer’s instructions. These
installations may include domestics heating appliances, catering equipment and calorifiers
and communal heating systems.

These safety checks and maintenance services will be carried out by a suitably competent
contractor. In the case of oil-fired boilers, the safety checks and servicing will be carried
out by an OFTEC engineer, employed by a suitably competent OFTEC registered
business, and in accordance with the manufacturer’s instructions.



Where properties are fitted with hot water storage cylinders, contractors shall ensure the
cylinder thermostat is set to a minimum of 60°C to minimise the risk of legionella, in line
with HSE guidance.

In properties with combination boilers or instantaneous water heaters, no hot water
storage is present and legionella control shall be managed through system design and
regular use.

This does not replace the Landlord’s wider water hygiene risk assessment duties.

6. Service Standards

Every property with a gas supply will be serviced within a 12-month period (365 days).
Checks may be undertaken up to 2 months early in line with Regulation 36 whilst retaining
the original anniversary date.

Where properties have had the Emergency Control Valve (ECV) or gas meter capped, we
will attend annually to check the capping is still secure and has not been tampered with
an/or reconnected by the tenant.

When contacting customers about the gas safe inspection, the first offer of an appointment
in the annual cycle will give customers at least 7 days’ notice of the proposed appointment.

Any Service Providers we use will show proof of identity and introduce themselves before
entering a customer’s home.

A Landlord’s Gas Safety Record (LGSR) will be issued to the customer within 28 days of
the completion of any gas safety inspection.

Access to properties will be managed in line with a documented access procedure. Our
customers will be provided with a minimum of five opportunities to arrange an appointment
to carry out a gas safety check, a minimum of three by the service provider and two by
ourselves, before escalation to legal remedy to gain access / make safe is implemented.

This could involve applying for an injunction or undertaking tenancy enforcement action.
In some instances, it may be necessary to cap the gas supply at the external meter to
ensure that the installation cannot be used until tested for safety as a last resort to prevent
potential danger e.qg. if there is insufficient gas and/or electric credit available and/or
access cannot be gained after completion of the access procedure. All decisions to cap a
gas supply are recorded, authorised and reviewed by The Head of Property and
Sustainability and/or the Housing Manager to ensure proportionality and customer impact.

We will give customers the opportunity to comment upon the quality of the service
provision through customer satisfaction surveys.

7. Competency and Training

To ensure that we are satisfied that the appointed Service Provider(s) is competent, we
will ensure that we have evidence of the Service Provider's Gas Safe Business
Registration prior to initial commencement and annually thereafter.



We will ensure full compliance to Regulation 3 and 4 of the “Gas Safety (Installation and
Use) Regulations” and administer a register/training matrix of all gas operatives
undertaking gas or gas related work activities on our properties including communal
heating systems serving a number of dwellings.

Copies of the gas operatives individual Gas Safe Licence Card and ACS qualifications will
be held centrally by us and periodically checked/reconciled with the Service Provider.

These will include but not be limited to:

e CCN1 (Core basic skills)

e CPA1 (Combustion Analysing) — Now embedded in ACS reassessment

e COCN1 (Core Commercial Gas Safety)

e CENWAT (Wet heating & Water Heaters - Released April 2011)

e HTR1 (Gas fires)

e CKR1 (Cookers)

e EEDH (Energy Efficiency in Domestic Heating) — Mandatory for Heating
Installations

Engineers working on commercial gas installations shall hold appropriate ACS certification

With regard to regulation 8 of Gas Safety (Installation and use) Regulations 1998, we will
take robust steps to ensure any major work programmes do not affect the integrity of the
heating installation which shall include non-technical and technical risk assessments.
We will carry out internal or external quality assurance on alterations to properties made
by customers.

This policy and the supporting procedures will be subject to a range of training and
induction initiatives for both existing employees and new starters. These programmes will
be tailored to meet individual needs with refresher training provided at specified intervals.

Gas safety awareness induction/ training will be provided to all employees delivering front-
line services, but are not involved in the direct delivery of gas safety e.g. Customer
Services Officers, Housing Officers etc.

Additional targeted training will be provided for employees directly responsible for
managing the delivery of gas safety inspections, maintenance and/or repair and
installation works.

8. Gas Safety Awareness

The HHS tenancy agreement is a legal document between tenant and landlord and
outlines both the tenant’s and landlord’s responsibility in terms of repairs and
maintenance. Under the terms of the tenancy agreement, customers are required ‘to allow
the Society’s employees, agents or contractors acting on behalf of the Society, access at
reasonable times and subject to reasonable notice to inspect the condition of the premises
or to carry out repairs or other works to the premises or adjoining property’.

We will publicise this policy to customers, employees, and other stakeholders in a number
of ways to advise customers of the importance of allowing access to carry out safety



checks to their gas appliances and dangers of not allowing access for this important work,
including:

¢ Resident’s Handbook

o Leaflets

e Resident’s Newsletter

e HHS Website

e Policy Briefings and Training Opportunities

Involvement in the National Gas Safety week will also be publicised annually.

9. Performance Monitoring and Data Management

We will monitor implementation of this policy using a set of agreed performance
measures for reporting purposes. These performance measures will be reported
quarterly to the Customer Experience Group to enable effective oversight and
challenge.

e % of properties with a current Landlord Gas Safety Record (LGSR)

e Number of cases that have gone over 12 months from the last LGSR and are in the
legal process to access

e Number of cases that have gone over 12 months from the last LGSR and not in the
legal process to access

e % of required properties with current solid fuel service/ inspection completed

e % of communal & commercial properties with valid LGSR for the boiler

We will maintain records monitoring the progress and status of all properties referred to
the Landlord as a consequence of gas technicians being unable to gain access to a
property.

We will maintain a database of all properties owned and managed by ourselves and
details of the customers living in them, and ensure good communication links exist
internally when properties are newly built/acquired or sold.

We will maintain a record of all Landlord Gas Safety Records (LGSR) in electronic format
for a minimum period of two-years.

On a six-monthly basis, we will reconcile our database in Cx Assets of all properties
owned and managed by ourselves against the gas programme in Propeller to ensure all
applicable building and properties remain captured in the relevant servicing schedule. Any
discrepancies will be identified and addressed as a matter of priority by the Health, Safety
& Compliance Manager

To monitor the performance of gas technicians and the gas servicing contracts deployed to
our properties, we will employ a suitably qualified Quality Assurance Consultant to carry
out independent 3rd party quality audits. This audit will be a two-stage process that looks
at:

¢ An on-site audit of a minimum of 10% of the Landlord Gas Safety Inspections
undertaken annually



e A desktop review of 20% of the LGSR’s completed to ensure the gas programme
is accurate

In addition, the Health, Safety & Compliance Manager will undertake a desktop audit by
month end of a minimum of 10% of those LGSRs received during the month, ensuring
accuracy of the data transferred to the internal gas programme in Propeller, and the
shared spreadsheet with the service provider. This spreadsheet is password protected
with access restricted to the Compliance Officer, Health, Safety & Compliance Manager
and Head of Property. The spreadsheet will also be made available to the Quality
Assurance Consultant.

Cx Housing Management reports will also be run on a monthly basis to report on every
gas servicing job order raised. A monthly audit of this report will review all completed and
outstanding jobs and verify this data against the dates held on the gas programme.

10. Empty Homes

We are aware of the gas safety risks that can be encountered in empty homes or mutual
exchanges. To mitigate any risk, we will ensure that all empty homes have their gas meter
capped within 48 hours of the keys being received from the outgoing tenant (subject to
early entry permission where relevant). Any tenant owned appliances, any gas fire or any
solid fuel appliance left behind at this stage will be removed unless the appliance is
serviceable and in good condition and could be gifted to an incoming tenant.

Appliances will be checked for safety and serviced when new customers move in. All
appliances in the home will be fit for use for the new customer. A copy of the LGSR is
included in the new tenant’s sign-up pack.

For mutual exchange properties, a service and safety check will be undertaken on the first
day of official occupancy/exchange.

11. Equality and Inclusion

We aim to treat all tenants fairly and with respect and professionalism. It is our aim that
tenants of all nine protected characteristics included in the Equality Act 2010, which
includes age, sex, disability, gender reassignment, race, religion and belief, sexual
orientation, marriage and civil partnership, pregnancy, and maternity, should be treated
equally and fairly.

We shall provide relevant data, in the form of our tenant related non-sensitive alerts to any
of our Service Providers on a regular basis. This information will inform the Service
Provider of those tenants with a particular communication need, (eg. visual impairment,
language barrier, literacy etc) to ensure communications are made in an appropriate way.

To enable all tenants to have clear information and equal access to our services, we will
publish our service standards in a range of appropriate languages, formats and through a
range of media upon request.

Where we are unable to gain access for any safety checks, we recognise there may be
reasons why access has been unsuccessful such as a language barrier or disability. In



these circumstances we will work with the tenant to overcome the cause of the access
problem. This document can be translated or provided in alternative formats upon request
e.g. Braille,large print, audio etc.

Equality and inclusion training is mandatory for all employees and our appointed Service
Providers, and will be reviewed as part of the Service Provider selection process.

12. Confidentiality

Customer information will be processed in accordance with the law and our privacy
statement published and conform to the UK GDPR/Data Protection Act 2018.

13. Review of Policy

A review of this policy will take place every 2 years with additional reviews undertaken
earlier if significant changes occur including:

e Changes in legislation

e Changes in organisational structure and/or management responsibilities

e Changes to service provider through re-procurement

e Following a serious incident involving gas systems, installations, or appliances.
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