
[image: image1.jpg]



ABBE Level 4 Diploma

 in Non Domestic Energy Assessment

Qualification Handbook
CONTENTS

	
	
	Page



	SECTION 1
	INTRODUCTION


	5

	1.1
	Background to the development of the ABBE Level 4 Diploma in Non Domestic Energy Assessment
	5

	1.2
	Structure
	6

	1.3
	Guided learning hours
	7

	1.4
	Assessment and grading 
	7

	1.5
	Resources
	7

	1.6
	Delivery
	7

	1.7
	Recruitment and access
	8

	1.8
	Categorising candidates’ prior experience and/or qualifications
	8

	1.9
	Candidates with particular assessment requirements
	9

	1.10
	Key skills


	9

	SECTION 2
	EVIDENCE


	10

	2.1
	Achieving units 1, 2, 3 and 6
	10

	2.2
	Accreditation of prior achievement
	11

	2.3
	Role of the candidate
	13

	2.4
	Evidence collection
	13

	2.5
	The importance of selection
	17

	2.6
	Portfolio organisation


	17

	SECTION 3
	ASSESSMENT AND INTERNAL VERIFICATION


	18

	3.1
	Role of mentor/advisor
	18

	3.2
	Role of the assessor
	18

	3.3
	Assessment methods
	19

	3.4
	Assessment records
	20

	3.5
	Role of the internal verifier
	20

	3.6
	Role of the external verifier
	20

	3.7
	Enquires and appeals


	21

	SECTION 4
	OCCUPATIONAL COMPETENCE OF ASSESSORS AND INTERNAL VERIFIERS


	22

	4.1
	Assessors
	22

	4.2
	Internal verifiers
	22

	4.3
	Centre assessor and IV training requirements


	23


	SECTION 5
	EXTERNAL EXAMINATION

	24

	5.1
	Examination arrangements
	24

	5.2
	Examination content and format
	24

	5.3
	Application for
 reasonable adjustments

	25

	SECTION 6
	ADMINISTRATIVE ARRANGEMENTS

	27

	SECTION 7
	STRUCTURE AND CONTENT


	28

	7.1
	Qualification structure
	28

	7.2
	Unit structure
	28

	
	Unit 1
Work in a safe, effective and professional manner
	30

	
	Unit 2
Prepare for energy assessments of non-dwellings to produce EPC’s
	37

	
	Unit 3
Assess the energy performance of new build non dwellings prior to first occupancy using the Simplified Building Energy Model (SBEM)
	42

	
	Unit 6
Undertake energy inspections of existing non-dwellings using the Simplified Building Energy Model (SBEM)
	48

	Appendix 1
	Evidence Examples
	54

	Appendix 2
	Reading List
	58

	Appendix 3
	National Occupational Standards for Building Energy Assessment (Non-dwellings) on Construction, Sale or Rent
	59


ABBE Level 4 Diploma in NON DOMESTIC Energy Assessment
QCA Accreditation Number:
500/3629/4 
QCA Accredited:
1st Feb 2008
This guide is for prospective and existing ABBE approved assessment centres who wish to offer the ABBE Level 4 Diploma in Non Domestic Energy Assessment, including organisations that employ prospective Non Domestic Energy Assessors. It provides the qualification specification and guidance on evidence and assessment requirements.  

This handbook should be used in conjunction with the ABBE Centre Operations Guide, available from the ABBE website www.abbeqa.co.uk, or by telephone from the ABBE office on 0121 331 5174.

ABBE (Awarding Body for the Built Environment)
ABBE is an Awarding Body regulated by QCA (Qualifications and Curriculum Authority) for the delivery of a range of qualifications that form part of the National Qualifications Framework.  ABBE has developed considerable expertise in overseeing high quality assessment for the higher level NVQs in the Property and Construction sectors of industry.  Since its inception late 1997, ABBE has grown steadily and currently offers a suite of NVQs to the industry through its assessment centres.  

The Diploma has been accredited by QCA and ABBE centres are adopting a variety of robust, innovative assessment methods for prospective Non Domestic Energy Assessors.  

ABBE contact details

For further information please contact 

ABBE (Awarding Body for the Built Environment)

University of Central England

Franchise Street

Perry Barr

Birmingham

B42 2SU

Telephone:
0121 331 5174 

Fax:

0121 331 6883

Email:

abbeenquiries@uce.ac.uk
Website:
www.abbeqa.co.uk

SECTION 1
INTRODUCTION

1.1
Background to the development of the ABBE Level 4 Diploma in Non Domestic Energy Assessment (DipNDEA)

The need for the DipNDEA has been brought about by the Government’s need to implement Articles 7 and 10 of the Energy Performance of Buildings Directive.  Energy Performance Certificates (EPCs), energy ratings for buildings, which are similar to consumer-friendly ‘fridge ratings’, and will be required on the construction, sale or rent of buildings other than dwellings subject to floor area from April 6 2008 with all buildings covered by October 1 2008. The EPCs outline the costs of energy use in buildings and give practical advice on how to cut these costs and reduce emissions.

EPCs will be produced by qualified and accredited Non Domestic Energy Assessors who hold a licence to practice.  This status will be achieved through the ABBE Level 4 Diploma in Non Domestic Energy Assessment. 

This qualification has been based very closely on the National Occupational Standards 

developed specifically for the work-role of Non Domestic Energy Assessors.  These were developed in consultation with representatives from industry organisations and employers including the Property, Housing, Cleaning and Facilities Management Sector Skills Council [Asset Skills] and the DCLG. 

This qualification has been accredited by QCA as a Level 4 qualification in the National 

Qualifications Framework (NQF) and is eligible for public funding as determined by the 

DfES under Sections 96 and 97of the Learning and Skills Act 2000.  It can be found on the QCA database of accredited qualifications at www.qca.org.uk. 

This document contains guidance on assessing the ABBE Level 4 Diploma in Non Domestic Energy Assessment. The diploma has been developed using National Occupational Standards and includes four units in a similar format to that employed by NVQs.  Each unit sets out the required outcomes and content including underpinning knowledge and understanding across the scope of a Non Domestic Assessor’s operations. The guidance contains further details of the assessment and quality assurance of the qualification together with advice about ABBE’s policy concerning access to the qualification, the design of programmes of study and delivery modes.

This qualification has been designed to encourage participation in education and training in other related areas by: 

· Enabling current Diploma in Home Inspection (DipHI) candidates, who no longer wish to go on to complete to be a licensed Home Inspector and those who were considering registering for the DipHI but no longer wish to, to register to qualify as an energy assessor instead.

· Recognising the DipNDEA against any wider energy qualification developed by ABBE.

1.2
Structure

To achieve the full qualification, a candidate must successfully complete all 4 units and a short exam which is linked to unit 6 for certification purposes.
Level 4 candidates will be qualified to undertake EPCs on existing non dwellings.  They will need to demonstrate that they have conducted energy assessments of a range of non-dwellings. They will need to have carried out energy assessments of non-dwellings for which SBEM is appropriate.  Level 4 will cover energy assessment through site visits to existing properties, and the assessment of new build properties from plans.  Candidates would need to complete the following units:

	Unit


	Title
	Notional glh

(see 1.3 below)
	QCA unit reference 

	1
	Work in a safe, effective and professional manner
	60
	D/501/4295

	2
	Prepare for energy assessments of non-dwellings to produce EPC’s
	60
	K/501/4302

	3
	Assess the energy performance of new build non dwellings prior to first occupancy using the Simplified Building Energy Model (SBEM)
	90 
	F/501/4824

	6
	Undertake energy inspections of existing non-dwellings using the Simplified Building Energy Model (SBEM)
	90 (including the exam @ 5 hours)
	J/501/4825


Note:  the unit numbering follows the convention used by Asset Skills who use a common set of National Occupational Standards [NOS], for the level 3 and Level 4 awards.  The level 3 award uses unit 1, 2 and 5 whereas the level 4 award uses units 1, 2, 3 and 6. See appendix 3
Please note that Unit 1 would be covered within the ABBE Level 4 Diploma in Home Inspection and Level 3 Diploma in Domestic Energy Assessment. Candidates with these qualifications will already have covered Unit 1 of this Non-domestic qualification.

The ABBE Level 4 Diploma in Non Domestic Energy Assessment has been designed to enable assessment centres to ensure that candidates have sufficient occupational competence to practise as Non Domestic Energy Assessors.  Candidates are, therefore, expected to be able to submit valid evidence derived, as far as possible, from the workplace to enable the assessment centres and ABBE to verify their competence.
The ABBE DipNDEA is designed to:

· establish a framework of education and training for prospective Non Domestic Energy Assessors; 

· provide opportunities for prospective NDEA’s to achieve a nationally recognised level 4 qualification;

· define the knowledge, understanding and skills candidates need to undertake domestic energy assessments;

· provide opportunities for candidates to develop their Key Skills abilities: a range of skills and techniques, personal qualities and attitudes essential for successful performance in working life. 

1.3 Guided learning hours (glh)
This ABBE Diploma in Non Domestic Energy Assessment is a Level 4 award and has an anticipated 300 notional hours of guided learning.  Guided learning hours refer to the amount of study undertaken by the candidate under the direction of the tutor.  This could include tutorials, directed research, project or assignment work.  This is intended as a guide only and the actual amounts of time will vary according to the needs of the individual candidate.

1.4
Assessment and grading 
The ABBE Diploma in Non Domestic Energy Assessment is competence-based and criterion-referenced.  All 4 units are assessed through the presentation of work related evidence. The units in the ABBE DipNDEA all have a standard format that is designed to provide clear guidance on the requirements of the qualification for candidates, assessors and verifiers.

None of the units within this qualification are graded.  

All 4 units must be completed successfully and the short exam passed in order to gain the full qualification. 

1.5
Resources

This qualification is designed to accredit the skills and knowledge held by experienced

candidates and to prepare inexperienced candidates for employment as a Non Domestic Energy Assessor. Centres must ensure that candidates have access to resources of industry standard to support the delivery and assessment of this programme.

Staff delivering programmes and conducting the assessments should be fully familiar with current practice and standards in the sector concerned. Centres will need to demonstrate how candidates will access any specialist resource requirements when they seek approval from ABBE.  

All staff involved in the assessment and verification of this qualification must have the necessary occupational skills and experience required.  See Section 4: Occupational competence of assessors and internal verifiers for further details.

1.6
Delivery 

It is important that centres develop an approach to teaching and learning that supports 

the assessment of the specialist vocational nature of the ABBE Diploma in Non Domestic Energy Assessment.  The specifications contain a balance of practical skill and knowledge requirements, some of which can be theoretical in nature.

Tutors and assessors need to ensure that appropriate links are made between theory and practice and that the knowledge base is applied to the sector.  This will require the development of relevant and up-to-date teaching materials that allow candidates to apply their learning to actual events and activity within the sector, and to generate workplace evidence for their portfolio.

1.7
Recruitment and access 

ABBE’s general policy regarding access to its qualifications is that :

· as far as possible the qualifications should be available to everyone who is capable of reaching the required standards and has access to appropriate work to generate evidence;

· the qualifications should be free from any barriers that restrict access and progression;

· there must be equality of opportunity for all wishing to access the qualifications.

Centres should ensure that they recruit candidates to this qualification with integrity. This includes ensuring that applicants have appropriate information and advice about the award, and that it will meet their needs and expectations.

Centres must assess each applicant’s potential and make a professional judgment about their ability to successfully complete the programme of study, where applicable, and achieve the qualification. This assessment will need to take account of the support available to the candidate within the centre during their programme of study and any specific support that might be necessary to allow the candidate to access the assessment for the qualification. 
Normally, candidates for this Award would need either to hold the Level 3 Diploma in Non-domestic Energy Assessment, or already be an experienced practitioner in this area of work. Examples of evidence to demonstrate being an experienced practitioner include:

· Membership of a professional body at a level consistent with Incorporated Engineer Registration. 

· Holding Professional Indemnity Insurance for working to produce EPCs for Level 3 buildings.
Further information on equal opportunities and access to fair assessment can be found in the ABBE Centre Operations Guide available on the ABBE website at www.abbeqa.co.uk or by telephone on 0121 331 5174.
NOTE:  Further Guidance for Assessment Centre Managers on what constitutes acceptable practice in relation to allowing direct access to the ABBE Level 4 Diploma in Non Domestic Energy assessment can be obtained upon request from the ABBE Office – it is not available online.  The guidance is called ‘Guidance for direct access to Level 4 Non Domestic Energy Assessor Qualification’.
1.8
Categorising candidates’ prior experience and/or qualifications

In order to assist in assessment planning, centres may wish to categorise their candidates as either:

New entrant


Little or no relevant experience or relevant qualifications

or:

Experienced practitioner

Extensive relevant experience and relevant qualifications

It is suggested that ‘experienced’ would normally indicate that the candidate has worked 

in the area of energy assessment for a period of at least three years. 

As this is a competence-based qualification, candidates can work towards it at their own pace.   Experienced practitioners will already have a wealth of knowledge and experience in this area and, therefore, ABBE envisages that generally it may take experienced practitioners a few weeks to complete the award, and the less experienced new entrants between 3 and 6 months.

1.9 Candidates with particular assessment requirements
ABBE recognises that some candidates have difficulty with the learning demands 

of a course or find the standard arrangements for the assessment of their 

vocational competence presents a challenge.  This may apply to candidates with 

known and long-standing learning difficulties and/or physical or other impairments. 

Centres must take steps to ensure that any particular assessment requirements are identified as early in the programme as possible, preferably at initial assessment stage, and appropriate arrangements are put in place to support the candidate.

Further information on equal opportunities and access to assessment can be found in the ABBE Centre Operations Guide available on the ABBE website at www.abbeqa.co.uk or by telephone from 0121 331 5174.


1.10
Key skills etc
The following table shows where evidence produced for the ABBE Level 4 Diploma in Non Domestic Energy Assessment may contribute to achievement of Key Skills units and other areas.  This provides an indication only and does not imply full coverage.

	Key Skills Units
	ABBE Level 4 Diploma in Non Domestic Energy Assessment

	
	Unit 1
	Unit 2
	Unit 3
	
	Unit 6

	Communication Level 3
	*
	*
	*
	
	*

	Application of Number Level 3
	
	*
	*
	
	*

	Information Technology Level 3
	
	*
	*
	
	*

	Working with Others Level 3
	*
	*
	
	
	

	Improving own Learning and Performance Level 3
	*
	*
	
	
	

	Problem Solving Level 3
	
	*
	
	
	

	Ethical, social, legislative, economic or cultural considerations

	*
	*
	*
	
	*

	Sustainability, Health & Safety, European international developments

	*
	
	*
	
	*


SECTION 2
EVIDENCE 
2.1 Achieving the units and the external examination
The total evidence requirements for each unit of this qualification are identified within the unit Specification, but the EPCs being a crucial part of this.

It is expected that the award requirements are met by the submission of evidence generated from within the work-place, however this could be supplemented by training activities assessed by the assessment centre.
Candidates are required to produce a minimum of three EPCs (At least one from new build and two from more complex existing buildings).  Assessors must assess all three.  The EPCs for existing buildings must be accompanied by site notes and appropriate photographs (e.g. elevations, workspaces and services plant/equipment and controls).

All candidates must supply the number of reports as given below and cover the range as specified.

	Candidate type
	Total No of rpts
	Minimum number of real properties
	Remaining reports. 

	EP
	3
	2
	1  This can be simulated, prior or real

	NE
	3
	2
	1 This can be simulated or real


Definitions:
Real Properties: For existing buildings this means that the candidate has generated the EPC by making a site visit to a real building to conduct a physical survey to collect the data and generate the EPC.

Simulations:  Simulation means the candidate can submit EPCs from plans provided or sourced by the assessment centre but these must also be based on real buildings.  Centres could assist candidates by providing ‘simulations’ that cover as many of the unit requirements as possible including those aspects stated as ‘maybe covered depending on the type of property submitted by the candidate’ in the unit details.

Prior reports:  Prior reports could be SBEM or similar type reports generated on a previous occasion within the last three years


ABBE has mapped the EPC format to the DipNDEA and determined that a body of evidence within which a minimum of 3 Energy performance certificates are submitted are capable of covering a large number of the DipNDEA award requirements.  Each unit starts with an overview part of which states the evidence requirements.  This sets out which performance criteria will definitely be covered, which might be covered and those which will not be covered by the EPCs. Candidates will need to be briefed to ensure they choose properties that cover as wide a range of PCs as possible.  Careful selection by the candidate could help to extend the coverage beyond those PCs stated as being definitely covered to those aspects listed as ‘maybe covered’.

Candidates can submit EPCs from any source. It is the responsibility of the assessment centre to confirm they are valid energy reports, are the un-aided work of the candidate and to assess them fully to establish that they meet the award requirements to the extent ABBE has specified.  


The assessment centre can opt to allow the candidate to submit the other evidence aside from the 3 EPCs in their own time or can offer the candidate a structured professional interview which may be a faster or preferred option for some candidates.  Please refer to section 2.4 entitled ‘Evidence Collection’. 

ABBE EXTERNAL EXAMINATION


All candidates must pass the external assessment

2.2 Recognition of previous achievement. [or Accreditation of Previous Achievement - APA]

Employer organisations or training providers can apply to ABBE to have their course/training etc recognised as covering parts of the diploma.

To be entitled to APA candidates must provide their assessment centre with proof such as proof of membership of a professional body / employment and must include this proof or a copy of it of this in their portfolio.  The assessor must record in the candidates assessment records that the candidate has been granted the appropriate APA. 

As it is the responsibility of the assessment centre to declare candidates as competent or not, they will need to check and validate all credit claims made by candidates before formally granting the prior achievement/learning.

Note: Candidates who knowingly submit false information about membership / employment will have their ABBE certification withdrawn.
Credit is awarded in the following ways:
Accredited Providers

Organisations that can prove that they cover some of the performance evidence required by the award in question.  Professional bodies and other organisations that have codes of practice covering professional ethics and CPD are typical applicants. 
It is a condition of approval that once an assessment centre has registered a candidate that they must honour the APA that ABBE has authorised from any of the accredited providers.  Refusal to allocate the expected APA from Accredited Providers can only happen if there are strong reasons for doing so which must be communicated to ABBE in writing for ABBE to consider before any further action is taken. 

Approved Providers

Approved providers are typically academic institutions and training providers whose assessed qualifications demonstrate candidates have the underpinning knowledge and understanding requirements of the ABBE DipDEC.
Training providers and academic institutions running appropriate courses are typical applicants for this type of credit.
Credit Availability

ABBE awards governed by the APA scheme usually have limits on the amount of credit that can be granted to such courses / training and equally therefore to candidates.  If credit limits were not in place then candidates might, with the exception of the exam which is set externally by ABBE, be able to achieve an award solely by submitting evidence of prior achievement. Credit limits are set to ensure that the assessment centre always has an opportunity to assess the candidate whilst they are a registered candidate at their centre. Full details regarding the amount of credit available for each award is set out in the ‘ABBE Guide to making APA applications’ available online.  

The following information sets out against the ways in which achievement of this award will help candidates achieve the other ABBE energy awards and visa versa.  For full details of all these and any other credits available for this award please see the ‘ABBE APA agreements’ also available online.  
Unit 1

· Candidates who have completed units 1 and 2 of the ABBE DipHI or DipDEA will be deemed to have covered unit 1 of this award.


· Candidates who have completed unit 1 of this award or units 1 and 2 of the DipHI or DipDEA will be deemed to have covered unit 1 of the ABBE Level 3 Diploma in On Construction Energy Assessment, the ABBE Level 3 Diploma in Non Domestic Energy Assessment and the ABBE Level 3 Diploma in Display Energy Certificates. However candidates on this award will not be automatically be able to claim units 1 and 2 within the ABBE Level 4 Diploma in Home Inspection [DipHI] or the ABBE level 3 in Domestic Energy Assessment [DipDEA], as these two units are wider ranging than the nearest equivalent in this award which is unit 1 but may be able to make use of much of the work done to achieve unit 1 when addressing units 1 and 2 of the DipHI or DipDEA.

Unit 2

· Candidates who complete unit 2 of the Level 4 Diploma in Non Domestic Energy Assessment will be deemed to have covered unit 2 of the Level 3 Diploma in Non Domestic Energy Assessment and the ABBE Level 3 Diploma in Display Energy Certificates.

The following diagram attempts to show the main aspects of the above information in diagram form.








2.3 Role of the candidate
The candidate with the support of the assessor and employer will be:
· identifying sources of evidence 

· generating and collecting the evidence to demonstrate their competence to the requirements of the qualification

· numbering and cross referencing evidence;

· checking whether further supporting evidence is needed;

· presenting evidence to the assessor;

· obtaining feedback from the assessor;

· carrying out any necessary follow-up action

· arranging for simulations or other evidence gathering/assessment techniques needed to cover gaps in work experience and/or evidence

2.4
Evidence collection

Vocational awards dictate that wherever possible the candidate should produce evidence from activities that occur naturally within their work role. This award has specified what this evidence should be. ABBE has also specified where the 3 EPCs will either cover infrequently or not at all certain aspects of the award.  ABBE has specified what additional evidence should be provided where these gaps exist.  Below are suggested ways in which the additional evidence could be generated. Appendix 1 gives evidence examples.
Evidence from the candidate's own work - direct or primary evidence

The most important source of evidence will be the candidate’s own performance at work.  

It is called direct evidence because it was produced directly by the candidate. Both the 

products (what is done) and the processes (the way it is done), can be used as evidence.

Direct evidence will normally take the form of:

· Work products
e.g. services provided; minutes of meetings; property details; buyer and seller records; training plans; letters, emails and notes of conversations recorded on file or computer

· Personal statements describing a particular situation or activity the candidate has dealt with; the activities they undertook; and the outcome

· Video or audio recordings showing an activity or recording a questioning session

Evidence supplied by others - indirect or secondary evidence

Evidence of a candidate’s performance may be gathered from various other people, eg line managers, previous employers, colleagues, customers, suppliers or staff.  This is called indirect evidence because it is evidence that infers the candidate competence by consulting others. The evidence might include:

· Reports on the candidate’s performance - eg appraisal reports; feedback from customers; staff or team meeting notes; market research findings; evaluation seminars

· Witness testimony
provided by a line manager, colleague or peer and describing the candidate’s performance in a specified activity or role

Those who supply witness testimonies are often referred to as witnesses.  A witness testimony should include telephone/email details for the witness so that they can be contacted by the assessor or verifier if required.

Evidence supplied by an assessor

Assessors are an important source of evidence for the candidate and assessors can contribute directly to the candidate’s portfolio in the following ways:

· Observation report - The assessor observes the candidate carrying out a task or activity and records the details of this, along with a decision on the candidate’s competence.

· Record of Q&A - The assessor asks the candidate questions to test knowledge and understanding and records the answers given by the candidate.

· Structured professional interview (SPI) – otherwise referred to a Professional Discussion.  The SPI is an assessment tool that allows the assessment centre to undertake a detailed and structured interview with the candidate to speed up the assessment process via a single interview rather than the candidate compiling the specified additional evidence in their own timescale. In addition, candidates who still have competence gaps even when they have submitted all the required evidence may find that the SPI is an ideal way for them to address these small shortfalls. 

The award specifies in each unit what additional evidence the candidate should come forward with beyond the 3 EPCs.  The SPI is an assessment tool that allows the assessment centre to undertake a detailed and structured interview with the candidate to speed up the assessment process via a single interview rather than the candidate compiling the specified additional evidence in their own timescale. In addition, candidates who still have competence gaps even when they have submitted all the required evidence may find that the SPI is an ideal way for them to address these small shortfalls. 
The SPI is well suited to ‘experienced practitioners’, as they will probably be able to come forward with the required evidence of competence more quickly than those who are new entrants.

A guidance documentation on SPI is available on the ABBE website at www.abbeqa.co.uk  It is important that both assessors and candidates are fully aware of the guidance because SPIs are not an ‘easy option’ that circumvent the rigour of more standard methods of assessment.  The assessors take on a considerable responsibility for structuring and recording in detail the assessment activity and the candidate needs to prepare well to enable the interview to be a success.
· Simulation

Evidence should be the result of real work wherever possible.  

ABBE recognises that some candidates may find it difficult to locate the range of properties required for this qualification on which to conduct surveys and produce reports and will, therefore, accept some performance evidence generated through simulation.  

In this context, simulation can refer to the use of a real building that is provided by the assessment centre to the candidate upon which to complete their EPC.  This must be a real building, verified by the assessment centre as a real property.  Whereas computerised scenarios are acceptable for training purposes, they are not acceptable for assessment purposes.   Equally in a new build simulation the centre could provide drawings of a real or imaginary (but realistic) building.
In either case assessment centres should try to incorporate features that may be less common in real buildings, such as mixed mode or Low or Zero Carbon Technologies, when preparing simulations.
Under no circumstances must simulation comprise the majority of performance evidence and the extent of simulated evidence must be agreed with the External Verifier.

Amount of Evidence

Candidates will be required to produce a minimum of 3 EPCs and the specified additional evidence.  The 3 EPCs must be drawn from a range of property types.    The EPCs should also cover a range of different HVAC systems. 1 of the EPCs must be from a new build.  All of the EPCs must be for multi-zone buildings and one of the existing buildings must be substantially air conditioned.
It would greatly assist candidates, assessors and verifiers if the EPCs could be entered on to a grid for easy reference.  An example of a grid is shown below.
	
	New Build
	Low rise wide span (Portal Frame)
	Medium rise (3+ storeys)

	Substantially Air Conditioned (all air) or Mechanical Ventilation
	Unit 5, City Business Park
	
	

	Substantially Air conditioned (other)
	
	Southern Region Distribution Centre
	

	Low or Zero Carbon Technology
	Unit 5, City Business Park
	
	85 -91 High Street

	Mixed mode
	
	
	85 -91 High Street

	Centralised Heating system > 100kW
	Unit 5, City Business Park
	Southern Region Distribution Centre
	85 -91 High Street


Guidance on the Buildings Grid:

The building grid above is common to all of ABBEs energy awards.  The number of reports the candidate is required to submit is relatively low [in this case 3], and therefore the grids are carefully constructed so as to maximise the range of buildings that the candidate is asked to show they can handle.  Therefore the grid carefully selects the crucial building types to ensure that basic competence is achieved.  It must be noted however that the submission of a small number of reports cannot therefore cover all the types of building and complications that in working life the energy assessor is likely to come across.  Due to the fact that there is no single clear rule that distinguishes between those buildings that are level 3 and those that are level 4 a gray area will exist in the middle.  This means that there is no single factor that can be used to separate level 3 and 4 buildings.   There will be occasions therefore where the building surveyed by the energy assessor will have some characteristics that would be more commonly associated with level 4 buildings or visa versa.

However, ABBEs award has been designed to enable successful candidates not only to gain entry to this market but also to give them the skills needed to sensibly handle buildings that did not form one of the three buildings [in this case DECs], surveyed to achieve the award in the first place. A good assessment centre will also be able to assist in this area.

Although precisely specified in the NOS, (100kW boiler etc), Level 3 building can broadly be viewed as buildings small enough to be simply naturally ventilated and one whose characteristics would not be significantly altered by the addition of another storey.  These buildings will typically be shallow plan or light industrial.

By implication Level 4 buildings can be characterised as buildings whose size or usage requires mechanical ventilation and/or mechanical cooling for part or all of the building.

As stated above, this means that whilst the suggested range of building grids cannot cover the entire range of building and system variations likely to be encountered over time, they do illustrate how the careful selection of buildings can cover the main or most likely examples.

At Level 3 for example, the selection of a low rise wide frame building captures a construction form distinctly different from the domestic style construction that will be encountered in many Level 3 buildings.  It is also likely to be naturally ventilated, (an NOS criterion), but is not likely to have a heating system >70 kW, it is more likely to have multiple independent heaters.  A 3 storey building is more likely to have a boiler >70 kW as well as a concrete frame.  The guidance on domestic boilers is typically given for boilers up to 60 kW, so the >70 kW requirement is there to ensure that a more clearly non-domestic boiler is included.

Although the NOS specifies heating up to 70 kW and cooling to 12kW as characterising a Level 3 building, exceeding these figures by a small margin does not automatically mean that the building is a Level 4.  For example, if the first of 2 otherwise identical buildings is very well insulated and the second has no insulation, the first building might require an 80 kW boiler whilst the second requires a 120 kW boiler.  For the purposes of surveying for an EPC, the two buildings require the same level of knowledge, understanding and competence and can both be treated as Level 3.  Providing that the nature of the building is generally Level 3, a slightly larger boiler or cooler will not put the building beyond the competence of a Level 3 qualified surveyor, or prevent its use as an assessment building for a Level 3 qualification.

For Level 4, the grid incorporates the requirement for the production of an EPC for a new building, one of the significant differentiating factors between the Level 3 and Level 4 qualifications.  The Level 4 grid is intended to cover some of the more commonly occurring situations that will be experienced in Level 4 buildings that are substantially larger and therefore more complex than the top end of the range of buildings that might be considered Level 3.  

What is acceptable practice?

Assessment centres must ensure the authenticity of reports, ie that they represent candidates’ work and are based on inspections and reports on real buildings.  Where properties are made available for a number of candidates then the centre must ensure that any reports submitted by candidates are entirely their own work and that information has not been shared, copied, plagiarised or otherwise ‘recycled’.  Therefore, assessment centres can adopt any suitable model that provides candidates with sample properties to survey as long as these rules are adhered to.

2.5
The importance of selection

The task of generating and collecting evidence for a portfolio is a new experience for many candidates and there is a temptation to include everything that might seem to be of value.  However, if an item does not show how the candidate performed it may not be relevant at all.

The candidate should always ask the question 'What does this prove?' and try to select evidence which they are proud of and which shows that they have done well.  This will ensure good evidence, covering significant performance. The best portfolios are not necessarily the heaviest.

2.6
Portfolio organisation

Candidates must collect their evidence of competence together into a ‘portfolio’.  This could be held in hard copy or electronically.  

Responsibility for developing the portfolio (and ownership of it) stays firmly with the candidate, but it is very important that they receive continuous help and support.  This help can come from a range of people, including line managers and colleagues, mentors, advisers, tutors, as well as the assessor.

The quality and presentation of the portfolio is central to the success of the candidate’s submission.  Each item must be clearly identified and accurately recorded.  It should be easy to identify the competencies the candidate is claiming with the evidence presented in the portfolio.  

Confidentiality

There are some circumstances where the candidate (or their organisation) might have good reasons for not wishing original evidence to be viewed by others, (eg by assessors from a competitor organisation or disclosure of confidential information).  The assessor should work with the candidate to respect these areas (eg by advising the candidate to remove confidential information from reports before submitting them).  

SECTION 3 ASSESSMENT AND INTERNAL VERIFICATION – GENERAL GUIDANCE.

3.1
Role of mentor/advisor

Centres may wish to allocate a mentor or advisor to a candidate to provide support during the assessment process.  They can provide encouragement, reassurance and support to candidates, and act as an advocate if need be.  Mentors may come from within the employer organisation or from the approved assessment centre.  They do not have a formal role or responsibility in assessment, but can act as an objective source of comment or guidance.  They can help the candidate to reflect on their activities and suggest solutions to problems.  They can support them through the process of portfolio building, help them to identify possible sources of evidence, and where appropriate supply witness testimony.

3.2
Role of the assessor

The role of the assessor is to:

· Carry out an initial assessment of the candidate to identify their current level of skills, knowledge and understanding and any training or development needs.

· Draw up an assessment plan, identifying opportunities for evidence collection.

· Review the evidence presented against the requirements of the qualification, to make a judgement on the overall competence of the candidate.

· Provide feedback to the candidate on their performance and progress.  This feedback needs to give candidates a clear idea of how their portfolio is progressing to date and where further evidence is required and how best to obtain this.  It should also enable candidates to plan for those units where they currently have little experience or knowledge.

When assessing the candidate’s evidence, the assessor must take the following into account:


· Authenticity – was this work produced by the candidate?  Does it reflect the candidate’s own performance?

It is essential to ensure that the candidate has generated the evidence provided.  The evidence must be presented in a way that allows the candidate contribution to be identified, and it must relate to their own competence.

The assessor will need to ensure that evidence is authenticated by means of an endorsement by the candidate’s line manager or colleagues, or by observing the candidate or by questioning them.  In some situations, the candidate’s role and responsibility may need to be described precisely to confirm the authenticity of the evidence.  This description must be signed by the appropriate parties (eg line manager or supervisor).

· Sufficiency – does the evidence presented cover all the performance criteria, scope, knowledge and understanding, required by the national standards?

Taken as a whole, the evidence must match the whole standard and enable an assessor to judge that the candidate is consistently competent across all of the requirements of the qualification.

· Currency – does the evidence reflect the candidate’s current level of competence? 

The assessor has to determine that the candidate is competent now and will continue to be so in the foreseeable future.  To show this, evidence must be current. It should be as recent as possible, though this will depend on the nature of the evidence.  One way the candidate can show how recent it is to (wherever possible) ensure that all pieces of evidence in the portfolio bear the date of their origination. The recognition of previous achievements raises particular issues of currency.  If, for instance, legislation has changed since this activity, this item of evidence would have to be supported by evidence of their awareness of present legislation and how it would affect current practice at work.

· Validity – is this appropriate evidence for the competence being assessed?

The evidence the candidate presents must be relevant to the unit they are undertaking and must satisfy the relevant element and performance criteria.  However, it is worth noting that one piece of evidence in a portfolio can be used to prove competence against more than one element. 

· Reliability – would this evidence produce the same assessment judgement if assessed by someone else?

The assessor must be confident that they ‘have faith in’ the quality of the evidence that has been presented.  They need to consider whether they would make the same judgement on this evidence if they assessed it again in, perhaps, a month’s time and so whether another assessor would make the same judgement if they assessed it.

3.3
Assessment methods

As stated earlier, where, above and beyond the 3 DECs and the specified additional evidence requirements, competence gaps still exist, the assessor can use a range of assessment methods to assess the evidence produced by the candidate, including:

· Direct observation of the candidate carrying out a task or activity

· Examination of work products produced by the candidate

(eg diary notes, site notes, completed reports)

· Examination of witness testimonies from people, other than the assessor, who are prepared to provide statements detailing specific details of the candidate’s performance

· Review of records of ‘question and answer’ sessions covering specific aspects of the knowledge and understanding and scope

· Validation of a candidates APA claim (see Section 2.2 for further details).  Centres are also permitted to make their own assessment of other qualifications not listed on the ABBE APA agreements on a case by case basis until such time as the award[s] in question are formally recognised by the ABBE APA Committee.
· Structured Professional Interview (SPI) in which the candidate conducts a ‘show and tell’ exercise by presenting evidence from files and records in the office rather than taking copies for a portfolio (see Section 2.5 for further details).  

Further information on these assessment methods can be found in the ABBE Centre Operations Guide.

3.4
Assessment records

The recording of assessment activity, including assessment decisions, and access to evidence is essential for verification purposes.  The assessor must keep the following records and make them available for internal and external verification purposes:

· assessment plans for each candidate 

· records of assessment activity undertaken including observation of candidates where appropriate

· records of assessment judgements made on candidate evidence

· records of feedback to candidates

Further information is available in the ABBE Centre Operations Guide.

3.5 Role of the internal verifier

An internal verifier must be appointed to ensure the quality and consistency of assessments within the centre.

Each assessor’s work must be checked and confirmed by an internal verifier.  The internal verifier checks and standardises the assessment decisions made by the assessor in the centre.

The internal verifier must observe assessors carrying out assessments, review assessment decisions from the evidence provided and hold meetings with the assessment team to ensure consistency in the use of documentation and interpretation of the qualification requirements.

Further information on the role of the internal verifier is available in the ABBE Centre Operations Guide.

3.6
Role of the external verifier

The external verifier checks the assessment and internal verification process and decisions made in the centre and authorises claims for certificates.  The external verifier is appointed by ABBE.

Further information on the role of the external verifier is available in the ABBE Centre Operations Guide.

Note

This qualification is a verified vocationally related qualification and as such is not governed by the NVQ Code of Practice.  However, as the assessment and verification model for this qualification mirrors that of an NVQ, the NVQ Code of Practice should be used as a ‘best practice’ guide. 

3.7 Enquiries and appeals

Verified units

If a candidate is in disagreement with their assessor concerning the assessment, the candidate has the right to refer the matter to:

· The internal verifier within the centre

· The centre manager, if the matter is still unresolved

· The ABBE external verifier who may be consulted at the next visit.  At this stage the candidate should provide the EV with records of the activity that has already been undertaken

In extreme circumstances, if the external verifier is unable to bring the matter to a satisfactory conclusion, the candidate can appeal directly to ABBE.

ABBE will only accept an appeal from a candidate if the above steps have already been taken.  Further details on appeals can be found in the ABBE Centre Operations Guide.
External examination

Where a candidate wishes to receive feedback on their performance in the examination, the centre or candidate can apply for a results enquiry.

Further details on appeals can be found in the ABBE Centre Operations Guide available online. The costs associated with appeals or results enquiries can also be found on the ABBE web site.

SECTION 4
OCCUPATIONAL COMPETENCE OF ASSESSORS AND 
INTERNAL VERIFIERS

4.1
Assessors

In order to assess candidates working towards the ABBE Level 4 Diploma in Non Domestic Energy Assessment, assessors must:

· Have appropriate occupational expertise relevant to the inspection and reporting of non-domestic property for energy assessment purposes. [SBEM]
· Occupational expertise can be practitioner based or academic for those involved in training and teaching

· Attend training that relates specifically to the Assessor award, Learning and Development Unit A1, and apply this standard to their work throughout the process.  (Note: it is not a requirement for assessors of this qualification to hold A1; however ABBE would recommend it as good practice). 
· Attend training events which contribute to their continuing professional development (CPD)  covering aspects such as:
-
national occupational standards and the current guidance on the inspection and reporting criteria for Energy Performance Certificates,

  
-
standardisation of assessment practice and decision-making linked to  interpretation of current guidance.
4.2
Internal verifiers

In order to internally verify the assessment of candidates working towards the ABBE Level 4 Diploma in Non Domestic Energy Assessment, internal verifiers must:

· Have appropriate occupational expertise relevant to the inspection and reporting of non -dwelling property for energy assessment purposes.
· Occupational expertise can be practitioner based or academic for those involved in training and teaching

· Attend training that relates specifically to the Internal Verifier award, Learning and Development Unit V1, and apply this standard to their work throughout the process.  (Note: it is not a requirement for internal verifiers of this award to hold V1, however ABBE would recommend it as good practice)

· Attend training events which contribute to their continuing professional development (CPD)  covering aspects such as:

-
national occupational standards and the current guidance on the inspection and reporting criteria for Energy Performance Certificates,


-
standardisation of assessment practice and decision-making linked to  interpretation of current guidance.

4.3
Centre Assessor and IV training requirements:

ABBE centres are required to conduct their own internal training and standardisation meetings on a regular basis as a condition of approval.  Internal staff training programmes should be discussed with the ABBE EV prior to commencement.  On occasion, ABBE may wish to attend.  These events should be geared to the roles and responsibilities of their assessors and internal verifiers. 

To assist in ensuring that all centres continue to maintain a consistent approach, ABBE will set up and run training and assessment seminars to which all centre assessor and verifier staff are encouraged to attend.  ABBE will offer training events for assessors and internal verifiers, either as generic or in-house events, at which practical problems identified during external verification can be addressed and good practice promoted.

SECTION 5
EXTERNAL EXAMINATION

5.1
Examination arrangements
To successfully achieve the ABBE Level 4 Diploma in Non Domestic Energy Assessment, candidates will be required to achieve a pass within the external examination.  The pass mark for the examination is 70%.

The examination has been designed to test the knowledge and understanding component of these units and must be undertaken in addition to candidates collecting evidence to meet the knowledge and understanding requirements of the units.

The examination uses a multiple-choice examination mode and is available on-line on pre-determined dates and times.  A timetable showing the availability of the examination is available on the ABBE website at www.abbeqa.co.uk.   

The examination is set and assessed by ABBE and is 60 minutes in duration.

Candidates are permitted to take the external examination any number of times.  The initial candidate registration fee includes entry to two attempts at the examination.  Any further attempts required will attract a new examination entry fee.  

This allows the centres and the candidate to use the examination as a means by which to measure their current level of competence.  Failing the examination may indicate the need for further training.  This should be done prior to taking the examination for a second time.

The examination results are then ratified by ABBE and issued to the assessment 

centres.

The ABBE Centre Operations Guide provides information on how to register candidates for the examination.

The ABBE External Examination Guidelines for Assessment Centres and Invigilators provide comprehensive guidance on the administration and management of the examination.  These documents are available on the ABBE website at www.abbeqa.co.uk.

5.2 Examination content and format

The examination is of 60 minutes duration and contains 40 multiple choice questions. 

Each question will consist of the question and four possible answers 
The following is a list of areas which will be covered. Candidates should also make use of the approved ABBE Reading List which can be found on the ABBE website at www.abbeqa.co.uk.  
	Subject area 1
	Subject area 2
	Number of questions in exam

	Building Construction
	Property age and type – recognition and importance
	2

	Building Construction
	Building Elements


	8

	Building Services
	Nat/Mech Vent and air conditioning
	6

	Building Services
	Other Mechanical and Electrical Services
	6

	Building Services and construction
	Energy Efficiency including Low and Zero Carbon technologies
	8

	Building Services and construction
	Building Regulation Requirements for new build
	10



Indicative Syllabus

· Knowing the limits of ones expertise

· Health & Safety legislation

· Dealing with disputes

· Time management

· Setting SMART objectives

· Ethics

· EU + UK legislation regarding energy matters

· Regulations relating to energy assessment

· SBEM conventions, assumptions and methodology

· Interpretation of drawings

· Principles of building structure, elements and fabric

· Thermal properties of elements of construction and thermal bridging

· Air tightness and testing

· Low Carbon Technologies as applied to Design and Operation of Buildings

· Calculation of U values for a range of structures

· District and community heating systems

· Natural and Mechanical Ventilation

· Air Conditioning systems

· Heating and hot water systems

· Lighting Efficiency

· Requirements of Building regulations and Approved Documents for Part L

· Carbon influence of fuel selection and carbon targets for new buildings
· Ground Source Heat pumps

· Solar panels and photovoltaic cells and other renewable energy sources

· Electrical Installation network/distribution elements
· Monitoring and Targeting (BMS systems)

· Power factor correction

5.3
Application of reasonable adjustments 

The reasonable adjustments allowed for the external examination component of the ABBE Level 4 Diploma in Non Domestic Energy Assessment are as follows:

Additional time

Where there is evidence of need, the centre may grant additional time to those candidates whose ability to demonstrate attainment is affected by their disability or difficulty.  It is anticipated that in most cases an allowance of an additional 15 minutes of extra time will be sufficient to allow the candidate to complete on an equal basis with candidates who have no particular requirements.  

Additional time must be requested at the time the candidate is registered for the examination with ABBE.

Amanuensis

An amanuensis is a person who, in an examination, records (usually in writing, or on computer) a candidate’s dictated answers to questions.  Candidates are eligible to use amanuensis if they suffer from long term or temporary disabilities that prevent them from providing their answers by other means.

Where an amanuensis is used, centres must ensure:

· their use neither gives a candidate an unfair advantage nor disadvantages the candidate

· the role is carried out by a responsible adult who is able to produce an accurate record of the candidate’s answers.  Under no circumstances may a relative, friend or peer of the candidate carry out this role

· the candidate is accommodated in such a way that no other candidate is able to hear what is being dictated

· the amanuensis does not also act as the invigilator

During the examination, the amanuensis:

· must not give factual help to the candidate

· must not advise the candidate on any aspect of the examination

· must record the answer exactly as specified by the candidate

· must immediately refer any problems in communication during the examination to the invigilator

An amanuensis can be used without prior application to ABBE, however their use must be recorded on the invigilation certificate submitted to ABBE after the examination.


Reader

A reader is a person, who in an examination reads questions to a candidate.  Candidates are eligible to use a reader if they suffer from a long term or temporary disability which prevents them from reading the questions themselves.

Where a reader is used, centres must ensure:

· their use neither gives a candidate an unfair advantage nor disadvantages the candidate

· the role is carried out by a responsible adult who is able to accurately convey the question to the candidate.  Under no circumstances may a relative, friend or peer of the candidate carry out this role

· the candidate is accommodated in such a way that no other candidate is disturbed by what is being read

· the reader does not also act as the invigilator

During the examination, the reader:

· must not give factual help to the candidate

· must not advise the candidate on any aspect of the examination

· must read the question exactly as specified in the examination

· must immediately refer any problems in communication during the examination to the invigilator

A reader can be used without prior application to ABBE, however their use must be recorded on the invigilation certificate submitted to ABBE after the examination.

Alternative examination accommodation arrangements (e.g. hospital, home)

Where a candidate is unable to attend an examination centre to undertake an ABBE examination due to temporary illness or disability, an alternative venue can be considered.

An alternative venue must be requested at the time the candidate is registered for the examination with ABBE.

SECTION 6
ADMINISTRATION ARRANGEMENTS

Full details of how to register candidates for the this qualification and the examination and make claims for certificates can be found in the ABBE Centre Operations Guide on the website at abbeqa.co.uk.

Details of the fees for candidate registration, entry for the examination and external verification can be found in the ABBE Fees List.

SECTION 7
STRUCTURE AND CONTENT

7.1      Qualification Structure 

Candidates must satisfactorily complete all four units to achieve the ABBE Level 4 Diploma in Non Domestic Energy Assessment.

The Units and Elements of the Diploma are as follows:

Unit 1

Work in a safe, effective and professional manner (Unit EU006)
Element 1.1
Contribute to the maintenance of health, safety and security at work

Element 1.2
Develop and maintain effective working relationships 

Element 1.3
Conduct work in a professional and ethical manner

Unit 2
Prepare for energy assessments of non-dwellings to produce EPC’s or DEC’s
Element 2.1
Agree and confirm instructions to undertake energy assessments

Element 2.2
Investigate relevant matters relating to the property

Unit 3
Assess the energy performance of new build non-dwellings prior to first occupancy using the Simplified Building Energy Model (SBEM)
Element 3.1
Conduct energy assessment of new build non-dwellings

Element 3.2
Produce Energy Performance Certificates

Unit 6
Undertake energy inspections of existing non-dwellings using the Simplified Building Energy Model (SBEM)
Element 6.1

Inspect existing non-dwellings to determine energy performance

Element 6.2

Produce Energy Performance Certificates

7.2
Unit structure

Each unit of the qualification is structured in the same way as follows:

Description of unit:  provides a summary of the content of the unit, including details of the individual elements which make up that unit.

Element title:
states the ‘task/activity’ to be undertaken.

Assessment:
identifies the assessment methods that should be used to assess the unit.

Evidence requirements:  identifies any evidence which must be presented by the candidate and provides examples of the types of evidence which may be suitable.

Additional guidance (where required):  provides details of additional supporting guidance for the unit and where it can be found.

Performance criteria:
outlines what the candidate must do to meet the requirements of the unit.  The statements specify all of the actions that the candidate must assessed as performing competently.

Knowledge and understanding:  outlines what the candidate must know in order to meet the performance requirements of the unit.  The statements specify the knowledge needed by the candidate to perform the task/activity.  The candidate also needs to demonstrate an understanding of how and why the knowledge is applied in practice.

Scope:  identifies the range of activities or variables or contexts over which the candidate must demonstrate their performance.

UNIT 1

Work in a safe, effective and professional manner (Unit EU006)

Element 1.1
Contribute to the maintenance of health, safety and security at work

Element 1.2
Develop and maintain effective working relationships 

Element 1.3
Conduct work in a professional and ethical manner

About this Unit

This Unit covers the essential, general competences expected of all professionals regardless of their working environment. You are expected to work in a safe, effective and professional manner throughout your work, whether you are in an office or elsewhere.

Element 1.1 describes the activities involved in contributing to the maintenance of health, safety and security at work. You must identify and manage the risks associated with your work, and ensure that your conduct does not endanger yourself or others. You are expected to know, and work in accordance with, the provisions of relevant legislation (e.g. Health and Safety at Work Act) and any relevant workplace policies.

Element 1.2 covers the development and maintenance of effective working relationships with all those people with whom you come into contact during your work. You are expected to communicate with others in a polite, clear and respectful manner, respond to enquiries and work towards avoiding any disputes that may arise. You are also expected to comply with formal complaints procedures if and when complaints are received. The main groups of people with whom you will need to develop good working relationships are other professionals (such as architects, architectural technologists, builders, developers, and building control officers) and colleagues.

Element 1.3 covers the conduct of work in a professional and ethical manner. You are expected to present a positive and professional image at all times, work in accordance with prescribed codes of conduct and standards of good practice, and take steps to avoid any potential conflicts of interest during your work. It is also vital that you comply with the specific auditing and monitoring requirements of your accrediting organisation. Importantly, you must recognise and work within the limits of your own competence and expertise; this will entail, for example, refusing to take on unsuitable work e.g. properties where SBEM is not an appropriate methodology.

ASSESSMENT 

This unit will be assessed and internally verified by the approved assessment centre.  

EVIDENCE REQUIREMENTS

In order to meet the requirements for this unit, candidates must produce:

Three Energy Performance Certificates [EPCs]. 

These must meet the evidence requirements specified in the introduction to unit 1.  

Well chosen examples of EPCs should cover:


Element 1.1 – PC 1, 2, 3 & 4

Element 1.3 – PC 1, 2, 4, 8 & 9
However, ABBE has determined that there are some aspects of the award requirements that the design assessments and EPCs will almost certainly never cover.  Therefore ABBE will require the candidate to submit additional evidence to meet these areas.  This is set out below.


Evidence to show the candidate:

· Is able to deal with emergencies (Element 1.1)

· Has the necessary ‘soft skills’ and is able to deal appropriately with disputes (Element 1.2)

· Is able to resist pressure to influence their work and can recognise conflicts of interest (Element 1.3) 

ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk
It would greatly assist candidates, assessors and verifiers if the EPCs could be entered on to a grid for easy reference.  Guidance on EPC selection is given in 2.4. An example of a grid is shown below:
	
	New Build
	Low rise wide span (Portal Frame)
	Medium rise (3+ storeys)

	Substantially Air Conditioned (all air) or Mechanical Ventilation
	Unit 5, City Business Park
	
	

	Substantially Air conditioned (other)
	
	Southern Region Distribution Centre
	

	Low or Zero Carbon Technology
	Unit 5, City Business Park
	
	85 -91 High Street

	Mixed mode
	
	
	85 -91 High Street

	Centralised Heating system > 100kW
	Unit 5, City Business Park
	Southern Region Distribution Centre
	85 -91 High Street


Please note that this unit is also covered within units 1 and 2 of the ABBE Level 3 Diploma in Domestic Energy Assessment and Level 4 Diploma in Home Inspection.  Candidates who have been awarded the ABBE Level 3 DipDEA or Level 4 DipHI will be deemed to have satisfied unit 1 of this award. This unit is also the same as Unit 1 in the ABBE Level 3 Diploma in Non Domestic Energy Assessment and the ABBE Level 3 Diploma in Display Energy Certificates.

Element 1.1 Contribute to the maintenance of health, safety and security at work

Performance Criteria

You must be able to:


1. carry out working practices in accordance with legal requirements

2. identify any health, safety and security risks in different locations and take action to minimise or mitigate such risks

3. ensure your own personal conduct in the workplace does not endanger the health, safety and security of self and other people

4. follow the workplace policies and suppliers’ or manufacturers’ instructions 
for the safe use of equipment, materials and products

5. follow emergency procedures effectively to protect the health, safety and security of people

6. pass on any suggestions for improving health, safety and security within the workplace to the responsible persons
Knowledge and Understanding

You must know and understand:

 (a) the legal duties for health, safety and security in the workplace as required by legislation

 (b) what health, safety and security risks could exist in different locations, and the action to take to minimise or mitigate risks

 (c) why it is important to remain alert to the presence of risks in the workplace

 (d) the importance of personal conduct in maintaining the health, safety and security of self and others

 (e) suppliers’ and manufacturers’ instructions for the safe use of equipment, materials and products
 (f) who should be informed of any conflicts between different health, safety and security requirements

 (g) the procedures for different types of emergency

 (h) what types of suggestions for improving health, safety and security at work could be made and who should be given them
Scope
a) workplace:

i) the office


ii) any other location you visit in the course of your work

Element 1.2
Develop and maintain effective working relationships

Performance Criteria

You must be able to:

1 develop and maintain productive working relationships with others which promote goodwill and trust

2 request information from others in a polite, clear and professional manner 

3 respond promptly to enquiries from others and ask questions to clarify their information needs

4 take action in cases where you are unable to respond to enquiries from others

5 handle disputes and differences of opinion in ways which minimise offence and maintain respect

6 comply with the formal complaints procedure

Knowledge and Understanding

You must know and understand:

(a) why it is important to promote goodwill and trust when working with others, and ways in which this can be achieved

(b) how to identify the information you require and the potential sources of such information

(c) how to respond to enquiries from others and how to clarify their information needs

(d) how to respond to enquiries which are outside your authority, beyond your area of knowledge/expertise or where the information requested is confidential 

(e) ways in which disputes or differences of opinion should be handled to minimise offence and maintain respect
(f) the details of the formal complaints procedure that covers your work, and any specific organisational requirements with regard to complaints

Scope

a)    others:

i) clients 

ii) other professionals

iii) colleagues 

b) goodwill and trust:


i) demonstrating a duty of care
ii) honouring promises or undertakings


iii) developing honest relationships


iv) developing constructive relationships

c)    request:

i) face to face

ii) in writing

iii) by telephone

iv) by email

d) respond:

i) face to face

ii) in writing

iii) by telephone

iv) by email

e)     action:


i) inform the enquirer


ii) pass the enquiry onto the relevant person or organisation

Element 1.3
Conduct work in a professional and ethical manner

Performance Criteria

You must be able to:

1. present a positive personal and professional image at all times when dealing with people

2. carry out your work in accordance with prescribed codes of conduct, ethical standards and recognised good practice

3. deal with people in a tactful, courteous  and equitable manner at all times

4. work within the limits of your own competence and expertise

5. recognise and respond appropriately to  pressure from any person which might influence the objectivity of your judgement

6. recognise and manage any potential conflicts of interest that may arise during your work

7. comply with the auditing and monitoring requirements of the accreditation organisation 

8. comply with all legislation relevant to your work

9. comply with all relevant guidance relating to the assessment of the energy performance of new build dwellings

Knowledge and Understanding

You must know and understand:

 (a) why it is important to present a positive personal and professional image when dealing with people, and how this can be achieved

 (b) your specific responsibilities under prescribed codes of conduct and ethical standards

 (c) the importance of complying with recognised good practice

 (d) the extent and limits for your own competence and expertise; the importance of not working beyond these limits

 (e) the range of potential conflicts of interest that you may encounter, and the action required to manage these

 (f) the specific auditing or monitoring requirements that relate to your registration with your accreditation organisation; your responsibilities in complying with these

 (g) the main points of the legislation relevant to your work

 (h) all relevant guidance relating to the assessment of the energy performance of new build dwellings

Scope

a)    people:

i) clients

ii) other professionals

iii) colleagues

iv) others with whom you may be in contact during the course of your work as an Energy Assessor

b) recognised good practice:


i) duty of care


ii) statute law


iii) mandatory and advisory codes of practice

UNIT 2
Prepare for energy assessments of non-dwellings to produce EPC’s 
Element 2.1
Agree and confirm instructions to undertake energy assessments

Element 2.2
Investigate relevant matters relating to the property and energy usage

About this Unit

This unit covers activities that are carried out prior to the energy assessment of non-dwellings to produce certificates (EPCs) i.e. taking instructions, clarifying requirements and making initial enquiries on matters relating to the property in question.

Note that the term ‘assessment’ is used throughout the standards when referring to the overall process of determining the energy performance of a property, or its Operational Rating, whereas ‘inspection’ is used only when referring to on-site inspection of the property and its features. 

Element 2.1 requires that you agree and confirm instructions to undertake energy assessments.

Element 2.2 is about investigating relevant matters relating to the property and energy usage.

You should identify and research information that can reasonably be obtained (e.g. Property type, construction, tenure, services to the property, modifications/extensions and any constraints that may affect the potential for improving the energy potential of the property.  You must also identify any significant factors that may influence the conduct of the inspection e.g. health and safety issues, or additional information that should be gathered during an on-site inspection.
ASSESSMENT 

This unit will be assessed and internally verified by the approved assessment centre.  

EVIDENCE REQUIREMENTS

In order to meet the requirements for this unit, candidates must produce:

Three Energy Performance Certificates [EPCs]. 

These must meet the evidence requirements specified in the introduction to unit 2.  

It is likely that in all cases the minimum of 3 EPCs will cover the following performance criteria:

Element 2.1 – PCs 1 – 8, and 11

Element 2.2 – PCs 1 – 3 

Depending on the types of property assessed by the candidate, the EPC may meet the following performance criteria:

Element 2.1 – PCs 9 and 10


Element 2.2 – PC 4

ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk
It would greatly assist candidates, assessors and verifiers if the EPCs could be entered on to a grid for easy reference.  Guidance on EPC selection is given in 2.4. An example of a grid is shown below

	
	New Build
	Low rise wide span (Portal Frame)
	Medium rise (3+ storeys)

	Substantially Air Conditioned (all air) or Mechanical Ventilation
	Unit 5, City Business Park
	
	

	Substantially Air conditioned (other)
	
	Southern Region Distribution Centre
	

	Low or Zero Carbon Technology
	Unit 5, City Business Park
	
	85 -91 High Street

	Mixed mode
	
	
	85 -91 High Street

	Centralised Heating system > 100kW
	Unit 5, City Business Park
	Southern Region Distribution Centre
	85 -91 High Street


Element 2.1
Agree and confirm instructions to undertake energy assessments 
Performance Criteria

You must be able to:

1. respond promptly to requests to undertake energy assessments from the client(s) 

2. clarify and confirm the requirements and expectations of the client(s)

3. establish that the property you are being instructed to assess falls within the scope of EPBD legislation

4. explain to the client(s) the terms and conditions and fee structure under which you will undertake an energy assessment

5. explain the scope of information that will assist the energy assessment to the client(s) and request such information from the client(s)

6. provide any necessary guidance to the client(s) with regard to the legislation

7. explain to the client(s) the limitations and constraints of the planned energy assessment

8. confirm to the client(s) the instruction and the terms, conditions and arrangements that have been agreed

9. confirm with the client(s) or other occupiers any specific arrangements that apply to the energy assessment

10. identify any circumstances that prevent you from undertaking an energy assessment and explain the reasons to the client(s) politely and clearly

11. select an appropriate software tool for the energy assessment

Knowledge and Understanding
You must know and understand:

 (a) the purpose and objectives of the legislation giving rise to energy assessments, certificates and recommendations for cost effective improvements

 (b) regulations under that legislation relating to the role of Energy Assessors and the undertaking of energy assessments

 (c) related legislation and its impact on energy assessment

 (d) how to clarify and confirm the requirements and expectations of the client(s)

 (e) the type of information that client(s) may already have that will help the energy assessment

 (f) how to identify and explain any circumstances that prevent you from undertaking an energy assessment

 (g) the limitations and constraints that apply to the conduct of energy assessments

 (h) the importance of confirming in writing the arrangements agreed between you and client(s)

 (i) fee structures and payment arrangements for energy assessments

 (j) how to confirm on-site inspection arrangements with the client(s) or other occupier

 (k) the importance of confirming whether any specific arrangements apply to the energy assessment

 (l) the frequency of energy assessments and the duration of certificates/reports

Scope

a) Specific arrangements:


i) access to the property


ii) those present at the property at the time of on-site inspection


iii) health and safety issues

b) Circumstances:

i) properties beyond your current level of competence 

ii) your own diary pressures

iii) difficulties in gaining access

iv) conflicts of interest

v) lack of key information

c) Clients:

i) Internal


ii) external

	


Element 2.2
Investigate relevant matters relating to the property and energy usage 
Performance Criteria
You must be able to:

1.
determine the nature and characteristics of the property to ensure that it is within your range of personal competence

2.
investigate and record such information as is necessary to ensure complete and comprehensive certification with accompanying recommendations for cost effective improvements

3.
evaluate information in order to identify any significant factors that may influence the conduct of the energy assessment

4.
inform the client(s) promptly in cases where your investigations reveal problems that prevent you from assessing the energy performance of the property

Knowledge and Understanding

You must know and understand:

(a)
the types of property to which energy assessment legislation does not apply 

(b)
the types of property and situations that do not by law require certification and how to deal with voluntary certification

(c)
the types and scope of approved software tools that may be used 

(d)
the different types of information that it is important to obtain to ensure a complete and accurate certificate 

(e)
the different sources of information (including existing calculations) relating to the energy performance of the property and how to obtain such information 

(f)
prevailing geographical/environmental features that may affect the energy performance of the property 

(g)
how to evaluate relevant information in order to identify and address any significant factors that may influence the energy assessment 

(h)
the special circumstances that may apply to some properties in relation to energy usage

(i)
how to identify circumstances that prevent you from assessing the energy performance of the property

(j)
the importance of keeping your records legible, complete and accurate

Scope

a) Significant factors:

i) gaps in information concerning the building and its energy use

ii) health and safety considerations 

iii) accessibility

b) Clients:

i) Internal

ii) external

UNIT 3
Assess the energy performance of new build non-dwellings prior to first occupancy
Element 3.1
Conduct energy assessment of new build non-dwellings

Element 3.2
Produce Energy Performance Certificates

About this Unit

This unit covers assessing the energy performance of new build non-dwellings prior to first occupancy.  The aim of the assessment is to gather data and information, in accordance with approved tools, to ensure compliance with the relevant aspects of building regulations and to enable the generation of Energy Performance Certificates and recommendations for cost effective improvement.

This unit relates to new build non-dwellings that can be assessed using SBEM.  It does not cover new build non-dwellings that require the use of a full dynamic simulation model.

Element 3.1 requires that you conduct energy assessment of new build non-dwellings prior to first occupancy.

Element 3.2 requires that you produce Energy Performance Certificates and recommendations for cost effective improvement for new build non-dwellings.

ASSESSMENT 

This unit will be assessed and internally verified by the approved assessment centre.  

EVIDENCE REQUIREMENTS

In order to meet the requirements for this unit, candidates must produce:

Three Energy Performance Certificates [EPCs]. 

These must meet the evidence requirements specified in the introduction to unit 3.  

It is likely that in all cases the minimum of 3 EPCs will cover the following performance criteria:

Element 3.1 – PCs 1 – 8 
Element 3.2 – PCs 1 – 3, 5 – 7 
Depending on the types of property assessed by the candidate, the EPC may meet the following performance criteria:

Element 3.1 – PC 9
Element 3.2 – PC 4
ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk
It would greatly assist candidates, assessors and verifiers if the EPCs could be entered on to a grid for easy reference. Guidance on EPC selection is given in 2.4. An example of a grid is shown below

	
	New Build
	Low rise wide span (Portal Frame)
	Medium rise (3+ storeys)

	Substantially Air Conditioned (all air) or Mechanical Ventilation
	Unit 5, City Business Park
	
	

	Substantially Air conditioned (other)
	
	Southern Region Distribution Centre
	

	Low or Zero Carbon Technology
	Unit 5, City Business Park
	
	85 -91 High Street

	Mixed mode
	
	
	85 -91 High Street

	Centralised Heating system > 100kW
	Unit 5, City Business Park
	Southern Region Distribution Centre
	85 -91 High Street


Element 3.1
Conduct energy assessment of new build non-dwellings

Performance Criteria
You must be able to:


1. conduct assessments at appropriate stages in the design and construction of new build non-dwellings

2. apply conventions in order to identify the energy design philosophy from drawings and specifications

3. apply assessment conventions in order to establish site factors, built form and dimensions of new build non-dwellings from drawings and specifications

4. apply conventions in order to identify the constructions and thermal properties of new build non-dwellings from drawings and specifications

5. calculate the thermal transmittances (U values) of opaque elements in accordance with the relevant technical standards for the types of construction used

6. apply conventions in order to identify the air tightness and ventilation of new build non-dwellings from drawings, tests and specifications

7. apply conventions in order to identify the heating, cooling and hot water systems used in new build non-dwellings from drawings and specifications

8. apply conventions in order to identify the lighting and renewable energy used in new build non-dwellings from drawings and specifications

9. apply conventions in order to assess new technologies in new build non-dwellings

Knowledge and Understanding 
You must know and understand:

(a) relevant aspects of the legislation and regulations and the time by which an Energy Performance Certificate is required for new-build non-dwellings

(b) the detailed assessment requirements that apply to the property as defined by the approved tools

(c) the definitions and conventions embodied within the approved tools

(d) the principles of building structure, elements, fabric, services and overall design philosophy

(e) the use of energy performance rating calculation

(f) how to recognise the various types of building construction and materials from drawings, specifications and services

(g) the requirements and application of current, relevant Building Regulations that apply to the energy performance of new-build non-dwellings 

(h) the Target Emission Rating (TER) and Built Emission Rating (BER) and how to calculate each

(i) the requirements and application of other technical standards relevant to the energy performance of new-build non-dwellings 

(j) the factors which are relevant to determining the energy performance of new-build non-dwellings

(k) the assumptions that are made in determining energy performance 

(l) the factors that are not deemed to affect energy performance 

(m)
how to collate information required to assess the energy performance of new-build non-dwellings from drawings and specifications
Scope

a) 
Stages::


i) Design


ii) as built


b) 
Options for improvement:


i) measures to ensure compliance with relevant building regulations


ii) further improvements to energy performance

Note: This unit relates to new build non-dwellings that can be assessed using SBEM.  It does not cover new build non-dwellings that require the use of a full dynamic simulation model.

Element 3.2
Produce Energy Performance Certificates

Performance Criteria

You must be able to:

1. use approved tools correctly to determine energy performance ratings 

2. use approved tools to generate recommendations for appropriate measures to improve the energy performance of the property

3. check the recommendations generated and make any necessary amendments 

4. delete recommendations that are inappropriate providing your reasons

5. prepare and issue an Energy Performance Certificate and recommendations for cost effective improvement that meet relevant codes of practice and standards 

6. explain the Energy Performance Certificate and recommendations for cost effective improvement clearly to the client
7. maintain internal records which are clear, complete and conform to accepted professional and statutory requirements

Knowledge and Understanding
You must know and understand:

(a) the prescribed format and content of an Energy Performance Certificate

(b) the range of measures to improve the energy performance of properties that may be included within an Energy Performance Certificate

(c) the approved tools used to produce Energy Performance Certificates and recommendations for cost-effective improvement

(d) the principles underpinning the approved tools used to calculate energy ratings 

(e) how to input data using the approved tools in order to determine energy performance ratings

(f) how to use approved tools to generate recommendations for measures to improve the energy performance of property

(g) the importance of checking that data has been  correctly entered and how to review data if the calculation will not process

(h) the importance of checking the recommendations generated, deleting any that are inappropriate, and providing your reasons

(i) the way in which recommendations are generated and circumstances when it is appropriate to delete them

(j) the importance of checking the Energy Performance Certificate to ensure it is complete and complies with the relevant regulations
There is no scope for this element
UNIT 6


Undertake energy inspections of existing non- dwellings

Element 6.1

Inspect existing non-dwellings to determine energy performance

Element 6.2

Produce Energy Performance Certificates

About this Unit

This unit covers the competences required to inspect existing non-dwellings in order to determine the energy performance of the property.

This unit relates to existing non-dwellings that can be assessed using SBEM.  It does not cover existing non-dwellings that require the use of a full dynamic simulation model.

Element 6.1 covers inspecting existing non-dwellings to determine energy performance.

Element 6.2 covers producing Energy Performance certificates and recommendations for cost effective improvement for existing non-dwellings.

ASSESSMENT 

This unit will be assessed and internally verified by the approved assessment centre.  

EVIDENCE REQUIREMENTS

In order to meet the requirements for this unit, candidates must produce:

Three Energy Performance Certificates [EPCs]. 

These must meet the evidence requirements specified in the introduction to unit 6.  

It is likely that in all cases the minimum of 3 EPCs will cover the following performance criteria:

Element 6.1 – PC 1 – 4, 6, 7, 8 and 10
Element 6.2 – PCs 1 – 4, 6 – 8 
Depending on the types of property assessed by the candidate, the EPC may meet the following performance criteria:

Element 6.1 – PCs 5 and 9


Element 6.2 – PC 5
ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk
It would greatly assist candidates, assessors and verifiers if the EPCs could be entered on to a grid for easy reference.  Guidance on EPC selection is given in 2.4. An example of a grid is shown below

	
	New Build
	Low rise wide span (Portal Frame)
	Medium rise (3+ storeys)

	Substantially Air Conditioned (all air) or Mechanical Ventilation
	Unit 5, City Business Park
	
	

	Substantially Air conditioned (other)
	
	Southern Region Distribution Centre
	

	Low or Zero Carbon Technology
	Unit 5, City Business Park
	
	85 -91 High Street

	Mixed mode
	
	
	85 -91 High Street

	Centralised Heating system > 100kW
	Unit 5, City Business Park
	Southern Region Distribution Centre
	85 -91 High Street


Element 6.1
Inspect existing non-dwellings to determine energy performance

Performance Criteria
You must be able to:


1. ensure that you have the equipment and resources needed for the inspection

2. identify yourself to those present at the property before commencing the inspection

3. use surveying equipment correctly and interpret data generated by it accurately

4. identify and record the method of construction of the property and the main materials used

5. identify circumstances when at the property that prevent you continuing with the inspection and explain the reasons to the client(s)

6. undertake a methodical visual inspection of all relevant aspects of the property in accordance with the requirements of the approved tool

7. make accurate observations and measurements which are necessary to provide data for the calculation of an energy performance ratings and production of recommendations for cost effective improvement

8. obtain all additional information that is needed about the property 

9. make further investigations where observations are inconsistent with existing evidence and expected findings

10. follow the correct procedures for collecting information to enable the energy efficiency of the property to be determined
Knowledge and Understanding 
You must know and understand:

(a)
the principles of building structure elements, fabric, services and overall design philosophy

(b)
what equipment and resources are needed to undertake the inspection

(c)
the detailed inspection requirements that apply to the property as described in the relevant guidance documents

(d)
the definitions and conventions embodied within the approved tools

(e)
how to recognise different types of building construction, materials and services from drawings as well as building structures

(f)
the problems that can affect the energy performance of the building fabric

(g)
the implications of hazardous building fabric for the energy assessment and reporting

(h)
how to identify and classify variations in building use

(i)
how to conduct the inspection in a thorough, methodical and consistent manner

(j)
how to make accurate observations and take accurate measurements 

(k)
how to make further investigations where observations are inconsistent with existing evidence and expected findings, and how to identify the causes of these inconsistencies

(l)
factors which are relevant to determining the energy performance of a property

(m)
the assumptions that are made in determining energy performance 

(n)
the factors that are deemed not to affect the energy performance of the property

(o)
the relative sensitivity of the different factors that affect the energy performance of the property

(p)
how to collate information required to assess the energy performance of property
Scope

a) Circumstances

i) Design the discovery of unexpected or hazardous conditions or materials


ii) other potential threats to health and safety
Note: This unit relates to existing non-dwellings that can be assessed using SBEM.  It does not cover existing non-dwellings that require the use of a full dynamic simulation model.

Element 6.2
Produce Energy Performance Certificates

Performance Criteria
You must be able to:

1. assemble and collate information from your on-site inspection and from other relevant and reliable sources 

2. use approved tools correctly to determine energy performance ratings 

3. use approved tools to generate recommendations for appropriate measures to improve the energy performance of the property

4. check the recommendations generated and make any necessary amendments

5. delete recommendations that are inappropriate providing your reasons

6. prepare and issue an Energy Performance Certificate that meets relevant codes of practice and standards, and produce recommendations for cost effective improvement

7. explain the Energy Performance Certificate and recommendations for cost effective improvement clearly to the client
8. maintain internal records which are clear, complete and conform to accepted professional and statutory requirements

Knowledge and Understanding
You must know and understand:

(a)
the prescribed format and content of an Energy Performance Certificate

(b)
the range of measures to improve the energy performance of property that may be included within an Energy Performance Certificate

(c)
the technology used to produce Energy Performance Certificates and how to use it correctly

(d)
the principles underpinning the approved tools used to calculate energy ratings 

(e)
how to input data using the approved tools in order to determine energy performance ratings

(f)
how to use approved tools to generate recommendations for measures to improve the energy performance of property

(g)
the importance of checking that data has been inputted correctly and how to review data if the calculation will not process

(h)
the importance of checking the recommendations generated, deleting any that are inappropriate, and providing your reasons

(i)
the way in which recommendations are generated and circumstances when it is  appropriate to delete them

(j)
the ways in which costs and benefits can be included in recommendations within the scope of your responsibility and competence 

(k)
the importance of checking the Energy Performance Certificate and recommendations for cost-effective improvement to ensure they comply with relevant requirements
There is no scope for this element.

Appendix 1
Evidence examples

The evidence requirements for this award are set out including the Energy Report requirement and the remaining evidence requirements.  However, there may be occasions where the assessor feels that the candidate’s overall body of evidence still falls short of enabling them to be declared fully competent.  The following tables list possible evidence examples that may prove useful in addressing the shortfall.

	Unit 1
	Work in a safe, effective and professional manner

	1.1  
	Contribute to the maintenance of health, safety and security at work

	
	Knows in outline main features of H&SWA

Risk Assessments eg noted on site notes where a site visit is made

Minutes / Actions from H&S meetings

Written H&S policy

Availability of publications (e.g. ‘Surveying Safely’)

Office procedures for H&S/risk assessment

Manuals for available equipment

Emergency procedures and tests (e.g. fire drills)

Any first aiders

Office accident book

Any forum for considering improvements/suggestion box/books

Servicing of fire equipment

WT from colleagues/employees (e.g. are they aware of H&S procedures)

ISO 9002 procedures

IIP policy

Company procedural manuals and checklists

Best value principles and procedures

	1.2  
	Develop and maintain effective working relationships

	
	Letters from/to clients

Letters/file notes from/to professional contacts, typically solicitors, other surveyors, local authorities, statutory undertakers etc

File notes of contacts with clients

Condition of engagement letters

Information giving letter/leaflet

Letters/file notes declining instructions/passing on instructions

Company complaints procedure

Complaints record

PII policy details

Claims record

Confidentiality policy

Assessor observation of candidate interaction with colleagues, employees, clients in person/by telephone

ISO 9002 procedures

IIP policy

Company procedural manuals and checklists

Best value principles and procedures

	1.3
	Conduct energy assessments in a professional and ethical manner

	
	Assessor observation

WT from colleagues/employees/clients and professional contacts

Codes of conduct applying, e.g. legal/awarding/professional body etc

File notes/correspondence passing on instructions where not competent

File notes/ correspondence re conflicts of interest

Knowledge of and compliance with legislation relating to current work and energy assessment work

Diary arrangements/instructions to staff

Time allowance for different inspections

Time allowance for finished report

Dealing with contingencies and liaising with clients – file notes/correspondence

Sources of verification used – e.g. local authorities, statutory undertakers, legal contacts, world wide web etc

Working practices for minimising interruptions

Rescheduling following reviews or staff meetings (minutes or other documentation covering this)

Skills audits/reviews

Team meeting minutes

Customer satisfaction surveys

Professional contact satisfaction surveys

‘Thank you’ letters/complaints from clients/professional contacts

Testimonials

CPD record/personal action plan

‘In-house’ training record

ISO 9002 procedures

IIP policy

Company procedural manuals and checklists

Best value principles and procedures

	Unit 2
	Prepare for energy assessments of non-dwellings to produce Energy Performance Certificates

	2.1
	Agree and confirm instructions to undertake energy assessments

	2.2
	Investigate relevant matters relating to the property

	Letters to and from clients confirming instructions or clarifying terms, conditions and contract

Letters to buyers/sellers’ solicitors, Government bodies, local authority and statutory bodies.

Copies of marked up drawings or plans

Letters/emails or other requests for information from clients or their advisers

Records of meetings with clients/other parties

File records of conversations with clients

	Unit 3
	Assess the performance of new-build non-dwellings prior to first occupancy using the Simplified Building Energy Model

	3.1
	Conduct energy assessments of new-build non-dwellings

	3.2
	Produce Energy Performance Certificates

	
	Letters confirming appointment dates, times etc

Diary or out of office records 

Equipment check lists

Maintenance records

Records of insurance cover

Signing out of equipment record

Pre-visit testing 

Original site notes 

Further search enquires letters or diary notes

Records of conversations with client identifying actions and requirements following company policy

Records of activities required and when completed 

Photographs, drawings, sketches, monitoring records etc

Notes of information/measurements etc obtained from drawings

Calculations prepared from information gained from drawings

Design assessment and EPC reports commissioned and completed  

Reports commissioned and completed 

Letters to interested parties 

Replies in respect of reports 

Records of quality checks on work  

Witness testimonies from line manager, colleagues, peers, clients

	Unit 6
	Undertake energy inspections of existing non-dwellings using the Simplified Building Energy Model

	6.1
	Inspect existing non-dwellings to determine energy performance

	6.2
	Produce Energy Performance Certificates

	
	Letters confirming appointment dates, times etc

Diary or out of office records 

Equipment check lists

Maintenance records

Records of insurance cover

Signing out of equipment record

Pre-visit testing 

Original site notes 

Completed energy report forms 

Further search enquires letters or diary notes

Records of conversations with client identifying actions and requirements following company policy

Records of activities required and when completed 

Photographs, drawings, sketches, monitoring records etc 

Reports commissioned and completed 

Letters to interested parties 

Replies in respect of reports 

Records of quality checks on work  

Witness testimonies from line manager, colleagues, peers, clients


Appendix 2
Reading list 
iSBEM User’s Guide 
Most recent issue
ncm.bre.co.uk

Illustrated Guide to Mechanical Building Services BSRIA AG 15/2002. 

Illustrated Guide to Electrical Building Services Engineering BSRIA BG5/2005.

The Low or Zero Carbon (LZC) Energy Sources - Strategic Guide 2006 ODPM

CIBSE Guide F Energy Efficiency in Buildings 2004
Approved Document ADL2A and associated second tier documents

Chudley, R, and Greeno, R, 2006, Building Construction Handbook, 6th edition, Elsevier, ISBN 0-7506- 6822-9

Appendix 3

National Occupational Standards for Building Energy Assessment (Non-dwellings) on Construction, Sale or Rent

These National Occupational Standards (NOS) have been developed by Asset Skills in consultation with Communities & Local Government and a wide range of stakeholders and technical experts.  ABBEs award is based upon these units.
Unit 1

Work in a safe, effective and professional manner

Element 1.1
Contribute to the maintenance of health, safety and security at work

Element 1.2
Develop and maintain effective working relationships

Element 1.3
Conduct energy assessments in a professional and ethical manner

Unit 2
Prepare for energy assessments of non-dwellings to produce Energy Performance Certificates (EPCs), Operational Ratings (ORs), Display Energy Certificates (DECs) and Advisory Reports (ARs)

Element 2.1
Agree and confirm instructions to undertake energy assessments

Element 2.2
Investigate relevant matters relating to the property and energy usage

Unit 3
Assess the energy performance of new-build non-dwellings prior to first occupancy using the Simplified Building Energy Model (SBEM)
Element 3.1
Conduct energy assessments of new-build non-dwellings

Element 3.2
Produce Energy Performance Certificates

Unit 4
Assess the energy performance of new-build non-dwellings prior to first occupancy using Dynamic Simulation Models (DSMs)


Element 4.1
Conduct energy assessments of new-build non-dwellings

Element 4.2
Produce Energy Performance Certificates

Unit 5
Undertake energy inspections of existing non-dwellings with frequently occurring characteristics using the Simplified Building Energy Model (SBEM)

Element 5.1
Inspect existing non-dwellings with frequently occurring characteristics

Element 5.2
Produce Energy Performance Certificates

Unit 6
Undertake energy inspections of existing non-dwellings using the Simplified Building Energy Model (SBEM) 


Element 6.1
Inspect existing non-dwellings to determine energy performance

Element 6.2
Produce Energy Performance Certificates

Unit 7
Undertake energy inspections of existing non-dwellings requiring the use of Dynamic Simulation Models (DSMs)


Element 7.1
Inspect existing non-dwellings to determine energy performance

Element 7.2
Produce Energy Performance Certificates

Level 3 candidates will be qualified to undertake EPCs on simple existing non dwellings which can be modelled using the Simplified Building Energy Model (SBEM). They will need to demonstrate that they have conducted energy assessments of existing non-dwellings with frequently occurring characteristics for which SBEM is appropriate. Examples of frequently occurring characteristics are simple heating systems, simple natural ventilation and small comfort cooling systems.   Level 3 will cover energy assessment through site visits to existing properties, but will not include assessment of new-build properties from plans.

Candidates will need to complete units 1, 2 and 5

Level 4 candidates will be qualified to undertake energy assessments on any new or existing non dwellings which can be modelled using SBEM. Level 4 candidates will need to demonstrate that they have conducted energy assessments of new and existing non-dwellings through site visits, as well as through the examination of building plans / information. They will need to have carried out energy assessments of non-dwellings for which SBEM is appropriate. Level 4 candidates may also need to be competent to oversee a team of specialists, though they will ultimately take responsibility for the completed energy assessment.

Candidates will need to complete units 1, 2, 3 and 6
Level 5 candidates will be qualified to undertake energy assessments on any new or existing non dwellings using appropriate approved modelling tools. In addition to the competencies required for Level 4, Level 5 candidates may also need to be competent to oversee a team of specialists, though they will ultimately take responsibility for the completed energy assessment. Their work will relate to complex buildings that require assessment through Dynamic Simulation Models (DSMs).

Candidates will need to complete units 1, 2, 4 and 7
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� Candidates demonstrate that they behave in an ethical manner while respecting cultural and legal considerations


� Candidates adopt appropriate sustainable and Health & Safety practices
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