Instructions: To fill in applicant information, press F11 to move between fields.                                              To check boxes, right click and choose ‘properties’ and select ‘checked’.
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COMMERCIAL IN CONFIDENCE
APPLICATION FOR APPROVED ORGANISATION STATUS 
(Energy Performance of Building (Scotland) Regulations 2008 as amended)
	Name of Applicant Organisation


	     

	Date Application Submitted


	     


Please complete and submit the form to the Building Standards Division for checking and assessment.  An electronic copy should be sent to the mailbox below, titled ‘Confidential - application for Approved Organisation status’:

buildingstandards@scotland.gsi.gov.uk 
	Section A
	Applicant Organisation Details


A1.1
Name of Applicant Organisation:
        

Address:
     


     


     




Postcode:
     

                       

Telephone Number:
     
                       

E-Mail:
     




Web address:
     

                       
A1.3
Does this application relate to the production of Energy Performance Certificates (EPC) for:



Dwellings

 FORMCHECKBOX 

Non-Dwellings
 FORMCHECKBOX 


Both
 FORMCHECKBOX 




New Construction
 FORMCHECKBOX 

Existing Buildings  FORMCHECKBOX 

Both
 FORMCHECKBOX 

A1.4
Key Personnel/Contacts

Chief Executive/
  Head of Operations
 
       IT Manager/Coordinator

Managing Director

	Name
	     
	     
	     

	Address
	     

	     

	     


	
	     
	     
	     

	
	     
	     
	     

	Postcode
	     
	     
	     

	Tel No
	     
	     
	     

	Mobile 
	     
	     
	     

	E-Mail
	     
	     
	     


A1.4
Please provide details of insurance policies held and submit copies of the policies 
with your application.  
	Type
	Limit (£)
	Expiry Date

	Employers Liability 
	     
	     

	Public Liability
	     
	     

	Professional Indemnity
	     
	     


A1.5
If your application is approved, will these policies be subject to amendment to 
incorporate your role as an Approved Organisation in the production of Energy Performance Certificates (EPCs)?  

Yes 
 FORMCHECKBOX 


No        FORMCHECKBOX 

	If ‘Yes’ please provide details:

     



A1.6
If your organisation has a published code of conduct applicable to members, please provide a copy or an internet address where this can be found.
	Code of Conduct enclosed?     
Yes       FORMCHECKBOX 

        No       FORMCHECKBOX 
 


	Internet address:      



A1.7
Detail any current or pending accreditations.  List all national or international 
organisations. Please insert additional rows as required.  

	Accrediting      Body
	Registration Number
	Scope of       Accreditation
	Accreditation   Standard

	     
	     
	     
	     

	     
	     
	     
	     


A1.8
Does your organisation have any expertise in operating a certification, inspection licensing, or other relevant system?

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


If ‘yes’, please provide details.
	Certification:
     
Inspection:
     
Licensing:
     
Other:
     



A2
Financial Information

A2.1
Annual Audited Accounts


Are the organisation’s annual audited accounts included with this application? (Accounts covering a 3 year period are required).

Yes
 FORMCHECKBOX 

No
 FORMCHECKBOX 


If  No, please advise if these are published on the internet or indicate when they will be made available.

	     



A2.2
Financial Guarantee
Please provide details of any financial guarantee of applicant organisation from any other organisation, the relationship to that organisation.

	     



	Section B
	Scheme Operation


B1
Staff Competency & Training 
B1.1
How many staff in the following categories will be employed 
and where are/will they be based?
	Job Category                                        
	Number
	Location(s)

	Head of EPC Services
	     
	     

	Scheme Administrators
	     
	     

	IT Staff
	     
	     

	Technical Assessors
	     
	     

	Auditors
	     
	     

	Administrative Support Staff
	     
	     

	Others (please specify role)


	     
	     


B1.2
What level of qualifications and experience will be set for staff assessing membership 
applications?
	
	List the qualifications/experience for the role

	Technical Assessor
	     


	Scheme Administrator 
	     


	Auditor
	     



B1.3
What training will be provided for those staff assessing applications?  
	     



B1.4
How will applications for membership be checked to ensure they meet the baseline competency for approval? 
	     



B1.5
How will assessors deal with a conflict of interest situation?  Detail procedures for 
both in-house and external assessors (if applicable)
	     



B1.6
How will applicants for membership be notified of the assessor’s decision?  
	     



B2.
Membership Audits   
B2.1
How often will membership audits be undertaken?  

Annually
 FORMCHECKBOX 


Every three years
 FORMCHECKBOX 




Other

 FORMCHECKBOX 


If ‘other’ please provide details below


	     



B2.2
How will the membership audit be undertaken?  Please include information on type(s) of audit and basis of assessment.
	     



B2.3
Detail the number of staff and the minimum level of qualifications and experience of the staff who will undertake the membership audits.  

	     



B2.4
What training will be provided for staff who will undertake membership audits?  

	     



B2.5
How will auditors’ recommendations be recorded and follow-up actions 
implemented?  

	     



B2.6
How will conflict of interest situations be handled for audit staff?  

	     



B2.7
Will independent persons or bodies be involved in the audit?  If so, please list. 

	     



B3
Certificate Monitoring
B3.1
How will project specific details for each certificate be recorded?  

	     



B3.2
What measures will be put in place to manage suspension, expiry and termination of 
membership?

	     



B3.3
What procedures will be adopted to ensure a continuity of customer service following the resignation, withdrawal or removal of an assessor.
	     



B4
Complaints/Disciplinary/Appeals Action 
B4.1
What procedures will be put in place to deal with a complaint about an assessor? 
	Complaints process:
     
Disciplinary Process:
     
Appeals Process:
     



B4.2
Provide details of any external audits of the organisation which are currently in place.
	     



B5
Membership – Technical Assessment and Review


B5.1
Please describe the systems which will be put in place to ensure that members:

	Have the technical and practical knowledge necessary to undertake an assessment of the efficiency and sizing of the air-conditioning system. inspection
     
Understand the legislative requirements surrounding the EPC process. 

     



B5.2
What will be the minimum requirements set for Continued Professional Development (CPD) of the membership.  
	     



B5.3
What systems will be adopted to inform members of changes to legislation and policy?

	     



	Section C
	Business Plan


E1.1
Please provide an outline business plan to demonstrate the viability of the 
application and the ability of the organisation to deliver.  This should include details of the following for each of the first three years of operation: 
· Estimated number of assessors and EPCs produced;
· Geographic area to be covered
· Registration, annual renewal and certificate costs

Information may be provided below or appended as separate document.
	     



	Section D
	Declaration


APPLICANT DECLARATION

I declare that the information given in this application form is correct and complete.

I am aware that the information provided in this form is subject to the provisions of the Freedom of Information (Scotland) Act 2002, and the Data Protection Act 1998 and may be disclosed.

I understand that the information provided will be used as the basis for any audit processes carried out by the Building standards Division as part of administration of signed protocols.  

I am authorised to make this application on behalf of:

Name of Organisation:

     
Name of Authorised Signatory:
     
Company Position held:

     




Signature:
     
 





Date: 

     
APPLICATION FOR APPROVAL FOR A PROTOCOL TO PRODUCE ENERGY PERFORMANCE CERTIFICATES (EPC) 

GUIDANCE NOTES

	Section A 
	Applicant Organisation Details 

	This section requests details of the Company, including key contacts.
Previous experience of certification, inspection, licensing or similar operations is not a requirement but any such experience in these areas should be fully detailed.  The application should also demonstrate financial probity of the business through the provision of accounts and adequate insurance cover for the proposed venture. 

	A1.1 
	Provide the registered title of the organisation applying for Approved Organisation status. 

	A1.2
	Identify the sector the application relates to – dwelling or non-domestic buildings; new or existing.  

Any application must demonstrate the competencies required for the specific sector(s).

	A1.3
	CVs for the Chief Executive/Managing Director and the Head of Service should be submitted with the application form. 

A CV is not required for the IT Manager. 

	A1.4 - 5
	Applications should demonstrate that sufficient scope and level of insurance cover is already in place, or will be obtained, for the proposed certification. 

Copies of all relevant insurance certificates should be submitted with the application.

	A1.6
	All Approved Organisations must have an appropriate code of conduct in place which is applicable to all assessors.  

An existing code of conduct may be used subject to modifications to incorporate EPC requirements.

	A1.7 
	Is the applicant organisation accredited or aiming for any type of accreditation? 

List all relevant accreditations from recognised bodies currently held or applied for (e.g.) UKAS, ISO, IiP, Charter Mark. 

Define the boundaries of the accreditation - specify what aspects it covers, what parts of the organisation does it cover (e.g. UK wide or Scotland/England only) etc. 

	A1.8
	If the applicant organisation has experience in other certification, inspection or licensing schemes, please provide details.  

For example, the number of members, the scope of the scheme – and include information about the availability of any independent reports relating to these activities.

	A2.1 - 2
	Evidence of sound financial planning and control is required.  Annual audited accounts for the last 3 financial years must either be available online or be submitted with the application. If available online, please provide the website address.  Financial; backing from any third party should be described and relationship between the parties explained.


	Section B 
	Scheme Operation 

	This section asks applicants to provide a comprehensive overview of how the EPCs will be delivered, including training provision and the handling of complaints, appeals & disciplinary issues. 
All assessment, administrative, checking and monitoring functions should be fully explained.  Itemise all personnel involved in carrying out these functions and provide confirmation that there will be sufficient numbers of staff with the necessary experience and qualifications to undertake each of these roles. 

Organisations applying to become Approved Organisations to produce EPCs must incorporate the provisions set out in the relevant National Occupational Standards at: 

http://www.assetskills.org/PropertyAndPlanning/PropertyNOS.aspx 

Compliance should be identified as part of the assessment process. 

	B1
Staff Competency & Training 

	B1.1 
	Indicate numbers of staff in each category and, where appropriate, reflect part-time staff in whole-time-equivalent terms. 

	B1.2 – 1.3 
	Specify the minimum level of qualifications and experience required by technical assessors and the minimum level of experience required by administrative assessors. 

Explain in detail what training will be provided to achieve, maintain and enhance their knowledge. 

	B1.4 
	Describe the procedures which staff will follow when checking applications for completeness and accuracy, seeking advice, making recommendations and decisions. What quality assurance checks will be put in place? 

Detail the reporting procedures and submit copies of any supporting documentation with the application. 

	B1.5 
	Describe what procedures will be put in place to identify and action conflict of interest cases. In cases where external assessors are used you may need to show two procedures (one for in-house staff and one for external staff, if different). 

A process flowchart for dealing with conflicts of interest situations would be helpful.

	B1.6 
	Explain what procedures will be put in place on completion of the assessment process to notify outcome to applicant.  

What level of authority within the organisation will the person have who is issuing/signing the letter of approval or rejection.  If a membership certificate is issued – who will authorise/sign this? 

	B2
Membership Audits 

	B2.1 
	A programme of audits must be developed to ensure every assessor is audited at least once during any three year period of registration.  

Development of an audit programme will also require to address functional requirements set out in the Operating Framework for Approved Organisations (to be published Summer 2012). 

Also, there must be capacity for emergency audits in response to non-conformance identified at the routine audit or targeted in response to a valid complaint.  Explain the basis of assessment for each type of audit (general, emergency and target), including frequency.  

	B2.2 
	Explain how audit of Scheme members will be delivered. Detail the audit processes, including review of certificates and logbooks, making reference to Quality Assurance manuals or other relevant documentation where appropriate. If a Quality Assurance manual has been drawn up, please submit this with the application. 

A detailed outline of the audit procedures will suffice at application stage with full audit procedures being developed later. 

	B2.3 
	Specify the minimum level of knowledge and experience required by auditors and explain in detail what training will be provided to achieve, maintain and enhance that knowledge. 

Audit procedures should show that technical staff with an in-depth knowledge of the EPC production and legislative procedures will be conducting the audits. 

	B2.4 
	Specify what additional training and guidance will be provided to staff conducting the audits. 

	B2.5 
	Explain the procedures for recording auditors recommendations and decisions, obtaining any additional information and notifying the results to members.  

Note procedures to verify that recommendations have been acted upon.

	B2.6 - 7 
	Describe what procedures will be put in place to identify and action conflict of interest cases. In cases where external auditors are used you may need to show two procedures (one for in-house staff and one for external staff, if different). 

A process flowchart for dealing with conflicts of interest situations would be helpful. 

	B3
Certificate Monitoring 

	B3.1 
	Explain what data will be held for the production of each certificate, who will have responsibility for retention and how this data will be held (paper/electronic copies).

	B3.2 
	What systems will be put in place to preclude the issue of a EPC from a member who has been removed from the membership list, and to allow for future audits/checks to be undertaken.

	B3.3
	Explain action which will be undertaken by the organisation to ensure a continuity of customer service where a member is no longer able to provide services contracted. Include information on corrective action where an issued EPC is found to be inaccurate.

	B4
Complaints, Disciplinary, Appeals Procedures 

	B4.1 - 2
	Procedures should distinguish between complaints arising from refusal to grant membership of the Scheme and complaints against Scheme members. 

Explain who will be involved in the complaints procedure, detailing the roles and responsibilities; take into account the need for external /independent roles within the process. 

Describe in detail the policies to be implemented to deal with any complaints received and any resultant disciplinary action and related appeals that may follow. If policy documents are available which outline these processes then include these with the application.  

	B5
Membership – Technical Assessment and Review 

	B5.1 – 1.2
	Describe how you will ensure the individuals have the skills and knowledge to produce and EPC, and requirements for ongoing CPD and training.  Information should be structured to show reference to the relevant National Occupational Standard is incorporated within operating requirements.

Development of systems and processes will also require to meet functional requirements set out in the Operating Framework for Approved Organisations 

http://www.scotland.gov.uk/Topics/Built-Environment/Building/Building-standards/enerperfor/epcorgprg/epcappfrwk


	B5.3
	How will changes to legislation guidance be communicated to the membership, and by whom?


	Section C 
	Business Plan 

	This section seeks confirmation that delivery of the scheme will be financially viable for the organisation and that there is a realistic plan in place to ensure operation of the scheme. 

	C1.1 
	Provide a 3-year business plan which shows a breakdown of operational costs and anticipated income streams - demonstrating that the scheme would be financially viable. 

A comprehensive business plan with the draft application is not expected. However you should indicate the basic costs of the certification system for a three year period, including the cost of a certificate, Scheme membership fees, estimated certificate numbers and estimated numbers of potential assessors.  The Scottish geographic area within which the membership could operate should be described (island/rural locations, central belt)


PAGE  
1

