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PART 1 Introduction 
 
This guide is for prospective and existing ABBE approved assessment centres that wish to offer the 
ABBE Level 3 Certificate in Energy Advice (Home), including organisations that employ prospective 
Energy Advisers. 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. 
 
1.1 About The Awarding Body for the Built Environment (ABBE) 

 
ABBE is an Awarding Organisation regulated by Ofqual (The Office of Qualifications and 
Examinations Regulation) for the delivery of a range of qualifications that form part of the 
Qualifications and Credit Framework.  ABBE has developed considerable expertise in overseeing 
high quality assessment for the higher level qualifications in the Property and Construction sectors of 
industry.  Since its inception late 1997, ABBE has grown steadily and currently offers a suite of 
qualifications to industry through its nationwide network of approved assessment centres.   
 
For further information please contact  
 
ABBE (Awarding Body for the Built Environment) 
Birmingham City University 
Franchise Street 
Perry Barr 
Birmingham 
B42 2SU 
 
Telephone: 0121 331 5174  
Fax:  0121 331 6883 
Email:  abbeenquiries@bcu.ac.uk 
Website: www.abbeqa.co.uk 
 
1.2 Ofqual Qualification Data 
 
ABBE Level 3 Certificate in Energy Advice (Home) (CertHEA) 
 
Ofqual Accreditation Number:   501/1195/4  
Accreditation start date:    01/09/2010 
Operational start date in centres:  01/09/2010  
Accreditation end date:    30/06/2013    
Certification end date:    30/06/2016  
Age range qualification approved for use with: 18+ 
 
1.3 Purpose and aims of the qualification 
 
The need for the ABBE Level 3 Certificate in Energy Advice (Home) has arisen from Government's 
wish to encourage improved household energy efficiency and sustainability.  Energy Performance 
Certificates (EPCs), energy ratings for homes similar to consumer-friendly „fridge ratings‟, have been 
compulsory at the time of let or sale of domestic properties since 2008, and the proposed new 
initiative builds on this.   
 
Five National Occupation Standards (NOS) units and seven related Qualifications and Credit 
Framework units have been created by Asset Skills to describe all the competencies, knowledge and 
understanding required by a HEA.  A significant number of these competencies have already been 
demonstrated by an accredited Domestic Energy Assessor (DEA), or Home Inspector (HI), either via 
their qualification or APEL accreditation route.   
 

http://www.abbeqa.co.uk/
mailto:abbeenquiries@bcu.ac.uk
http://www.abbeqa.co.uk/
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This Certificate is available to both accredited DEA/HIs, and to those who have no previous 
experience in this industry (new entrants).  For accredited DEA/HIs, the competencies and 
knowledge they have already demonstrated are not reassessed in this award, whereas new entrants 
are assessed against the entire award.  This certificate is also accessible to learners who have a 
previous background in delivering home energy advice. 
 
In some respects the seven QCF units do not adequately distinguish the current DEA competencies 
from the new competencies that must be assessed.  In response to this, where relevant,  ABBE has 
provided an assessment delivery approach which will aid the assessment process and assist centers 
to deliver consistent, straightforward assessment of these experienced practitioner learners.  As 
such, ABBE‟s assessment approach is intended to allow DEAs to access this new award in the 
minimum possible time, recognising their considerable existing skill set in this area.  
 
This qualification can be found on the NDAQ database of accredited qualifications at 
www.accreditedqualifications.org.uk  
 
 
1.4 Progression 

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

 Enabling current practitioners in Domestic Energy Assessment (DEAs) or Home Inspectors (HIs) 
to expand their portfolio of services offered to their customers by encompassing provision of 
energy advice in the home. 
 

 Encouraging those with expertise in other housing areas to qualify as HEAs. 
 

 Enabling those providing energy advice services, e.g. for energy suppliers, local  authorities, 
housing associations, energy agencies, to achieve an accredited qualification. 
 

 Encouraging installers of insulation, heating and microgeneration systems to enhance their 
services by including provision of energy advice in the home. 
 

 Attracting learners from outside this industry to qualify as HEAs. 
 

 Enabling holders of the ABBE Level 3 Award in Home Energy Advice (the theory award) to 
progress on to this full qualification. 

 
 

http://www.accreditedqualifications.org.uk/
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PART 2 General Qualification Guidance 
 
2.1 The Qualifications and Credit Framework 
 
The Qualifications and Credit Framework (QCF) is a new structure for recognising qualifications 
which replaces the National Qualifications Framework (NQF). It differs from the NQF by enabling 
recognition of smaller sections of learning which can be gained in a more flexible manner. 
Qualifications are now made up of individual units which each have their own credit value. One credit 
represents 10 hours of learning. It is the accumulation of this credit which builds to form the 
qualification.  
 
The size of a qualification is now indicated as follows: 
 

 Awards (1 to 12 credits) 
 

 Certificates (13 to 36 credits) 
 

 Diplomas (37 credits and above) 
 

The terms, Award, Certificate and Diploma then reflect the size of the qualification rather than its 
difficulty. The qualification levels indicate the complexity of the qualification. The levels range from 
Entry to Level 8. 
 
Individual units can be shared between multiple qualifications to enable learners to move smoothly 
between qualifications without repetition of learning. This will be tracked through unique learner 
numbers (ULNs) assigned to all learners completing QCF units to enable them to transfer their credit 
through the QCF.  Learners can choose to take individual units but in order to gain a qualification 
they must complete the set Rule of Combination (RoC) for a qualification. This is a structure which 
can be comprised of mandatory and optional units and defines what comprises the complete 
qualification. 
 
For more information on the QCF visit www.qcda.gov.uk/qualifications  
 
2.2 Unit structure 
 
Each unit of the qualification is structured in the same way as follows: 
 
Unit title: states the „task/activity‟ to be undertaken. 
 
Level: represents the complexity of the unit and the degree to which autonomous and co-operative 
working competencies are required successfully to carry out and complete the unit, ranging from 
entry level to level 8. 
 
Credit value:  identifies the number of credits for which the unit qualifies. 
 
Purpose and Aim of unit:  provides a summary of the content of the unit, including details of the 
individual elements which make up that unit. 
 
Learning Outcomes: outline what learners must do to meet the requirements of the unit.  The 
statements: 
 

 set out what learners are expected to know, understand or be able to do as the result of the 
learning process. 
 

 are capable of assessment and, in conjunction with the assessment criteria related to that 
outcome, set a clear assessment standard for the unit. 
 

Assessment Criteria:  outline what learners must demonstrate in order to satisfy the learning 
outcome of the unit.  The statements:  
 

http://www.qcda.gov.uk/qualifications
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 specify the standard learners are expected to meet to demonstrate that the learning outcomes of 
that unit have been achieved. 
 

 are sufficiently detailed to support reliable, valid and consistent judgements that a learning 
outcome has been achieved, without creating an undue assessment burden for learners or 
assessors. 

 

 do not include any explicit references to the methods or instruments of assessment to be used. 
 
Fundamental knowledge and understanding:  identifies the minimum range of topics, activities, 
variables or contexts over which the learner must demonstrate their knowledge or competence. 
 
Minimum Evidence Requirements: gives examples of types of evidence that the learner will need 
to submit. 
 
2.3 Learning time 
 
Learning time is a guide to how long it would take the average learner with no prior experience to 
complete a unit. This is intended as a guide only and the actual amounts of time will vary according 
to the existing skill and knowledge of the individual learner. 
 
Learning time is divided into Guided Learning Hours (GLH) and Private Study. GLH refers to the 
amount of study undertaken by learners under the direction of their tutors. This could include 
tutorials, seminars, workshops, directed research, project or assignment work and assessment. 
 
2.4 Resources 
 
Centres must ensure that learners 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 learners 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 Occupational competence of assessors and 
internal verifiers section 3.8 for further details.   
 
2.5 Delivery  
 
It is important that centres develop an approach to teaching and learning that supports the 
assessment of the specialist vocational nature of the qualification. 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 learners to apply their learning to actual events and 
activity within the sector, and to generate workplace evidence for their portfolio. 
 
2.6 Recruitment and access  
 
ABBE‟s policy regarding access to its qualifications is that, wherever 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. 
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Centres should ensure that they recruit learners to this qualification with integrity.  This will include 
ensuring that applicants have appropriate information and advice about the award and that it will 
meet their needs and expectations. 
 
Before accepting learners onto this qualification, 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 learners within the centre during their programme of study and any specific 
support that might be necessary to allow them to access the assessment for the qualification.  

 
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. 
 
2.7 Learners with particular assessment requirements 

 
ABBE recognises that some learners have difficulty with the demands of a course or find the 
standard arrangements for the assessment of their vocational competence presents a challenge.  
This may apply to learners 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 learners. 
 
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. 
 
2.8 Role of learners 
 
Learners 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. 

 
Portfolio organisation 
 
Learners 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 learners, 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.  

http://www.abbeqa.co.uk/
http://www.abbeqa.co.uk/
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When an assessor is giving help and support, they must distinguish this from the work they do as 
part of the assessment process. 
 
The quality and presentation of portfolios are central to the success of the learners‟ submissions.  
Each item must be clearly identified and accurately recorded.  It should be easy to identify the 
competencies the learners are claiming with the evidence presented in their portfolios.   
 
The importance of selection 
 
The task of generating and collecting evidence for a portfolio is a new experience for many learners 
and there is a temptation to include everything that might seem to be of value.  However, if an item 
does not show how a learner performed it may not be relevant at all. 
 
Learners 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. 
 
Confidentiality 
 
There are some circumstances where learners (or their organisation) might have good reasons for 
not wishing original evidence to be viewed by others, (e.g. by assessors from a competitor 
organisation or disclosure of confidential information).  The assessor should work with learners to 
respect these areas (e.g. by advising learners to remove confidential information from reports before 
submitting them).   
 
2.9 Role of mentors and advisors 
 
Centres may wish to allocate mentors or advisors to learners to provide support during the 
assessment process.  They can provide encouragement, reassurance and support to learners, and 
act as advocates 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 learners 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. 
 
2.10 Role of the assessor 
 
The role of the assessor is to: 

 

 Carry out initial assessments of learners to identify their current level of skills, knowledge and 
understanding and any training or development needs. 

 

 Draw up assessment plans, identifying opportunities for evidence collection. 
 

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

 

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

 
2.11 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 assessors in the 
centre. 
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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. 
 
2.12 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. 
 
2.13 Assessment methods  
 
Where ABBE has stipulated that a particular assessment method is to be used it MUST be followed. 
However, where the qualification units do not specify the use of a particular assessment method, 
then assessors can use other assessment methods to assess the evidence produced by their 
learners, such as: 
 

 Direct observation of learners carrying out tasks or activities. 
 

 Examination of work products produced by learners (e.g. 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 learners‟ performance. 

 

 Review of records of „question and answer‟ sessions covering specific aspects of the knowledge 
and understanding and scope. 

 

 Examination of accreditation of prior learning evidence such as a mapping of a recognised APA 
(see sections 2.15 and 3.4 on APA). 

 

 Structured Professional Interviews (SPIs) 
 
Further information on these assessment methods can be found in the ABBE Centre Operations 
Guide. 
 
When assessing learners‟ evidence, assessors must take the following into account: 
 

 Authenticity ï was this work produced by the individual learner?  Does it reflect the learner‟s 
own performance? 
 
It is essential to ensure that learners have generated the evidence provided.  The evidence must 
be presented in a way that allows learners‟ contributions to be identified, and must relate to their 
own competence. 
 
The assessor must ensure that evidence is authenticated by means of an endorsement by 
learners‟ line managers or colleagues, or by observing learners, or by questioning them.  In 
some situations, a learner‟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 (e.g. 
line manager or supervisor). 

 

 Sufficiency ï does the evidence presented cover all the learning outcomes and assessment 
criteria required by the QCF units? 
 
Taken as a whole, the evidence must match the whole set of outcomes and enable assessors to 
judge that learners are consistently competent across all of the requirements of the qualification. 
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 Currency ï does the evidence reflect a learner‟s current level of competence?  
 
The assessor has to determine that learners are 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 learners 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 ï is this appropriate evidence for the competence being assessed? 
 
The evidence learners present must be relevant to the unit they are undertaking and must satisfy 
the relevant learning outcome and assessment criterion.  However, it is worth noting that one 
piece of evidence in a portfolio can be used to prove competence against more than one 
learning outcome or assessment criteria.  

 

 Reliability ï would this evidence produce the same assessment judgement if assessed by 
someone else? 
 
Assessor must be confident 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. 

 
2.14 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 learner  
 

 records of assessment activity undertaken including observation of learners where appropriate 
 

 records of assessment judgements made on learner evidence 
 

 records of feedback to learners 
 
Further information is available in the ABBE Centre Operations Guide. 
 
2.15 Credits and recognising prior learning 
 
There are two types of credit available: QCF credit and non QCF credit which ABBE governs. 
 
QCF Credits 
 
The QCF allows for units to be used in more than one qualification as well as for similar units to be 
recognised.  
 
Where the same unit is used more than once then learners need to achieve that unit only once and 
do not have to do that unit again if they do another qualification where that unit also features.  
Assessors must record in their assessment records that learners have already achieved this unit.  
 
If a qualification has a unit that is on the QCF with  very similar content and credit value to that used 
elsewhere but it is not exactly the same then the Awarding Organisation can declare this as an 
equivalent unit to the unit in question.  This means that while there are some small differences it will 
be accepted in place of the unit which would otherwise normally be taken by learners. Under these 
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circumstances, learners can achieve this qualification but will not be accredited with the new 
qualification unit because it has been achieved elsewhere and credit already granted. 
 
Non QCF credit ï Recognition of Prior Learning and Exemptions 
 
On occasion, learners may bring forward evidence of prior experience, learning or qualifications 
which can be recognised towards ABBE units and qualifications.  This evidence can be categorised 
in the following ways: 
 
Recognition of Prior Learning (RPL) – includes experience gained by learners through work or 
training activities for which they do not have formal certification. Employer organisations or training 
providers can apply to ABBE to have their training or academic programmes that are outside the 
QCF recognised formally as covering parts of qualifications (see separate Recognition of Prior 
Learning guide). 
 
Exemptions – covers units or qualifications held by learners that do not have a predetermined credit 
value on the QCF, e.g. membership of a professional body, certified CPD training or NQF 
qualifications. 
 
Centres must review any prior learning or achievements brought forward by learners to determine 
their suitability as evidence. 
 
To be entitled to credits, learners must provide their assessment centre with proof of their 
achievements, e.g. certificates for Equivalent QCF units, details of training courses or membership of 
a professional body, and these must be included in their portfolio. Assessors must justify and record 
the basis of any exemptions or credits given.  
 
As it is the responsibility of assessment centres to declare learners as competent or not, it will need 
to check and validate all credit claims made by learners. 
 
Note: Learners who knowingly submit false information will have their ABBE certification withdrawn. 
 
Guidance on how to handle learner claims for RPL or exemptions 
 
It is a condition of approval that once an assessment centre has registered a learner that it must 
honour the RPL or exemptions that ABBE has authorised from any of the accredited providers.  As it 
is the responsibility of assessment centres to declare learners as competent or not, they will need to 
check and validate all claims made by learners before formally granting credit or exemptions.  
Refusal to allocate the expected claim can only happen if there are strong reasons for doing so.  
Should this occur, then centres must advise ABBE in writing immediately for ABBE to consider the 
matter before any further action is taken. 
 
2.16 Examination arrangements 
 
Where the qualification requires an examination set by ABBE to be undertaken, the following general 
guidance applies: 
 
Application of reasonable adjustments  
 
The reasonable adjustments allowed for the external examination are as follows: 
 
Additional time 
 
Where there is evidence of need, the centre may grant additional time to those learners whose ability 
to demonstrate attainment is affected by their disability or difficulty.  It is anticipated that in most 
cases an allowance of an additional time will be sufficient to allow learners to complete on an equal 
basis with learners who have no particular requirements.   
 
Additional time must be requested at the time a learner is registered for the ABBE qualification. 
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Amanuensis 
 
An amanuensis is a person who, in an examination, records (usually in writing or on computer) a 
learner‟s dictated answers to questions.  Learners 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 that: 
 

 their use neither gives a learner an unfair advantage nor disadvantages the learners 
 

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

 

 the learner is accommodated in such a way that no other learners are 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 learner 
 

 not advise the learner on any aspect of the examination 
 

 record the answer exactly as specified by the learner 
 

 immediately refer any problems in communication during the examination to the invigilator 
 
The use of an amanuensis must be requested at the time a learner is registered for the qualification 
with ABBE. 
 
Reader 
 
A reader is a person, who in an examination reads questions to a learner.  Learners 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 learner an unfair advantage nor disadvantages the learner 
 

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

 the learner is accommodated in such a way that no other learner 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 learner 
 

 not advise the learner on any aspect of the examination 
 

 read the question exactly as specified in the examination 
 

 immediately refer any problems in communication during the examination to the invigilator 
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A reader must be requested at the time the learner is registered for the qualification with ABBE. 
 
2.17 Enquiries and appeals 
 
Verified units 
 
If learners are in disagreement with their assessors concerning evidence assessments, they have 
the right to refer the matter to: 
 

 The internal verifier within their 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 learners 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, then learners can appeal directly to ABBE. 
 
ABBE will only accept an appeal from learners if the above steps have already been taken.  Further 
details on appeals can be found in the ABBE Centre Operations Guide. 
 
External examination 
 
Where learners wish to appeal against on their result in the examination, the centre or learner scan 
apply for a results enquiry. 
 
Further details on results enquiries and 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. 
 
If learners are in disagreement with their centre concerning the examination, learners have the right 
to refer the matter to the centre manager on one or more of the following grounds: that the centre 
failed to take account, or adequate account, of circumstances affecting learners‟ performance which 
were, or might have been expected to be, known to it. 
 
In the first instance, the learners‟ right to appeal is to the Centre Manager.  The appeal to the Centre 
Manager must be in writing with supporting documentary evidence, where appropriate, and must be 
made not later than two weeks after receipt of the examination result.  On the basis of the evidence 
submitted the Centre Manager may reject the appeal or refer it to ABBE for further consideration. 
 
In either case, the Centre Manager will provide a written decision to the appellant within ten days of 
the appeal being lodged.  At the same time learners will be informed of their right to appeal to ABBE. 
 
ABBE will only accept an appeal from learners if the above steps have already been taken.  Further 
details on appeals can be found in the ABBE Centre Operations Guide. 
 
2.18 Registering learners 
 
Full details of how to register learners for 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 learner registration, entry for the examination and external verification can be 
found in the ABBE Fees List. 
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PART 3 ABBE Level 3 Certificate in Energy Advice 
(Home) 
 
3.1 Qualification summary 
 
To achieve the full Certificate in Home Energy Assessment, a learner must successfully complete, or 
be credited with, all 7 units and pass a short exam.   
 
The seven units are listed below, together with their QCF reference number and Credit value.  The 
qualification has a total learning time of 360 hours. 
 
Qualification Structure (Rule of Combination) 
 

Unit 
 

Title Credit 
value 
 

Learning Time QCF unit 
reference  

Guided 
learning 
(hours) 

Private 
study 
(hours) 

1 Work in a safe and professional 
manner 

6 35 25 T/601/5964 

2 Agree the provision of energy advice 
services with clients 

6 50 10 K/600/3519 

3 Carry out a property inspection 6 50 10 K/600/3522 

4 Encourage clients to reduce their 
energy consumption 

1 7 3 M/600/3523 

5 Develop a plan with a client to reduce 
energy consumption 

5 40 10 J/600/3527 

6 Complete and explain Home Energy 
Audit Reports 

6 50 10 K/600/3603 

7 Support clients to implement Home 
Energy Audit Reports 

6 50 10 J/600/3558 

  
totals 

 
36 

 
282 

 
78 

 

 
 
3.2 Qualification evidence requirements summary 
 
The detailed evidence requirements which learners will be required to produce is set out in each of 
the 7 units later in this document.  However, a crucial component of the required evidence will be the 
learners‟ ability to produce acceptable quality Home Energy Audit Reports (HEARs) based upon 
EPCs. The EPCs will be created using the RdSAP methodology. 
 
Those with no previous background in the industry will need to demonstrate competence in all 7 
units. This includes a minimum of 3 HEAR reports and 5 EPCs and passing the multiple choice 
examination. 
 
For DEA/HI learners, the assessor is not required to reassess competence in Units 1, 3 and 6.  This 
is because the skill and knowledge have already been assessed by the achievement of the DEA or 
HI qualifications. 
 
For all learners a minimum of three of the Home Energy Audit Reports they produce must be 
assessed to confirm competence in choosing the appropriate advice to give. This advice is based on 
their property inspection and the additional human factors relating to how the client uses the home.  
The HEAR reports must be accompanied by site notes, appropriate photographs (e.g. elevations, 
boiler/controls, heating and hot water systems and loft space), and any other specific evidence 
requirements listed against the specific Unit. 
 
All learners must ensure that the HEAR reports cover all of the learning outcomes and assessment 
criteria specified in the relevant Units. This gives guidance on the types of buildings, property 
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features and client types for which learners are expected to submit evidence, either in the form of 
Home Energy Audit Reports, or otherwise. 
 
Each property inspection and advice event will provide the basic data for the learner to submit 
evidence against more than one Unit in this Certificate. Assessors must examine all the required 
number of HEAR reports (and, where learners are not exempt via APA, the EPCs that underpin 
them) and more may need to be submitted if the initial reports do not cover the unit requirements.  
They must be accompanied by site notes, appropriate photographs (e.g. elevations, boiler/controls, 
heating and hot water systems and loft space), and any other specific evidence requirements listed 
against the specific Unit. 

 
The assessment centre can opt to allow the learner to submit evidence relating to aspects of the 
units not covered by the Home Energy Audit Reports in their own time, or can offer the learner a 
structured professional interview which may be a faster or preferred option for some learners.  
Please refer to Appendix 2, Structured Professional Interview. 
 
3.3 The Structure and Format of the Home Energy Audit Report (HEAR) 
 
Please note that it is the responsibility of assessment centres to confirm that all Home Energy Audit 
Reports submitted are valid, and the original and un-aided work of learners. Centres should assess 
them fully to establish that they meet the award requirements to the extent that ABBE has specified 
in this handbook. 

 
Home Energy Audit (HEAR) Reports contains three main features; 

 
 An EPC, produced using RdSAP (Units 3 & 6) 

 

 Recommendations for physical improvement measures.  Some but not all of which may be 
automatic recommendations from RdSAP (units 4 and 5) 
 

 Energy advice.  This is based on how the occupier may change the way they use the home, to 
reduce their home energy consumption; this is commonly known as behavioural advice (units 4 
and 5) 
 

The complete HEAR report combines these three features and condenses them into an action plan 
for the client to follow.  The HEAR report is agreed with the client and provides them with a written 
reminder of the energy advice received during the visit.   
 
Learners will need to use RdSAP software to create an EPC and accompanying recommendations, 
and then take these recommendations for physical improvements as a starting point for the 
personalised advice they give to clients in the HEAR report.   
 
The government has not defined the actual format of the HEAR report.  To aid standardisation, 
ABBE has therefore defined the data collection requirements, and provided a template for a standard 
HEAR report. ABBE anticipates that most centres will expect learners to use this template for their 
HEAR report evidence as it has been provided for their use and will aid standardisation at the 
assessment phase and ABBE External Verification activities.  Its use is explained in detail in the 
units. 
 
Use of alternatives to the ABBE HEAR report template 
 
If Centres choose to provide their own HEAR report template, it must include, as a minimum, all 
aspects included in the ABBE HEAR report template. 
 
Use of prior reports 

 
Centres may choose to accept some prior EPC or HEAR reports as evidence, If they do this the 
Centre must satisfy itself that each report satisfies points 1 to 4 below.  No more than two prior 
reports may be submitted and they must be no older than one year from the point of learner 
registration with ABBE 
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1. The property has been inspected using RdSAP. Only the full RdSAP methodology is acceptable 
– a simplified methodology will NOT suffice. The data to be collected is defined in RdSAP 
 

2. Adequate additional data and information has been collected, related to the occupier and their 
use of the property.  This data has been defined by ABBE for the purpose of assessment against 
this Certificate 
 

3. An EPC and recommendation report has been produced,  
 

4. A HEAR report, based on the template provided by ABBE, has been prepared 
 

Examples of the use of prior reports 
 

A number of advice providers already offer energy advice reports in various formats, not all of which 
use RdSAP as their basis; some involve the use of software, and others not.  Some reports also 
cover behavioural advice, to different degrees of complexity and accuracy.  There is no current 
standard for such reports. Centres should therefore exercise extreme caution in accepting 
proprietary energy advice reports carried out by learners during the course of their work, and referred 
to here as prior reports as evidence.  The two examples given below may serve to illustrate how 
Centres might do this in practice. 
 
Learner 1; this learner brings forward an advice report they have produced for a client during the 
course of their work. This advice report was prepared following a visit to the client‟s home, during 
which the client was questioned and her utility bills reviewed.  However, the learner did not inspect 
the property using RdSAP and produced an advice report using their employer‟s own proprietary 
format. No RdSAP inspection was carried out, and no EPC was produced. 
 
This learner would NOT be allowed to submit this advice report for assessment.  An inspection using 
RdSAP has not taken place, and it is not therefore possible to produce the underpinning EPC and 
recommendations. 
 
Learner 2: this learner brings forward an advice report they have created following a visit to a client.  
In that visit, they collected the RdSAP data in full; the client was interviewed and their utility bills were 
reviewed: data, including some aspects of behavioural information, were input to the learner‟s 
employer‟s proprietary software, and an advice report was produced. 
 
This learner WOULD be permitted to offer this as evidence within their portfolio, providing that the 
outputs from the advice visit were repackaged to be consistent with the defined evidence 
requirement.  This would require; the RdSAP data to be re-entered into fully compliant RdSAP 
software; an EPC and recommendations report to be produced; any missing behavioural data to be 
included; and a HEAR report to be produced, taking into account all that data. 
 
3.4 Assisting learners to find suitable properties. 
 
ABBE also recognises that some learners may find it difficult to locate the required range of 
properties and/or clients on which to conduct surveys and produce reports.  ABBE will therefore 
accept Home Energy Audit Reports that have been based on properties that the assessment centre 
has sourced for them, as long as the centre can ensure that the HEAR reports are the sole unaided 
work of the learner.  Centres are limited to assisting learners with finding suitable properties on no 
more than two occasions. Please note that any building used for training the learner cannot 
subsequently be submitted by that learner as an assessment for this certificate. 
 
The properties sourced must all be real dwellings verified by the assessment centre.  The client may 
be a real person (perhaps an assessor in role-play), or a simulated case study; in either case the 
learner is required to demonstrate that the advice given is appropriate to the client. Whilst 
computerised case studies are acceptable for training purposes, they are not generally acceptable 
for assessment purposes.  If used, they must be in addition to the minimum requirement for five 
EPCs or three HEAR reports, as appropriate. 
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3.5 The qualification in diagram form:    
 
If the role of the HEA is represented in the rough order of how they would carry out a HEAR they would undertake their work in the following order.  This breaks 
down further into smaller distinct tasks as shown in the second row. Notice that if we do this, the units in this qualification do not now appear in chronological 
order and that some units cover more than one task, as shown in row three. Although ABBE has presented the units in this handbook in numerical order, 
Centres may wish to adopt the chronological order, as set out in row three, as this represents a more logical order for the qualification to be 
delivered.  In row 4 a summary of the major evidence requirements are set out. The units must be referred to for the detailed requirements as this diagram is 
for illustrative purposes only 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RdSAP 
Property 
Inspection 

Data entry 
using RdSAP 
software 

EPC report 
production 
inc 
recommendat
ions 

Consideratio
n of how the 
client uses 
the building, 
suitability of 
the building 
and the 
clients own 
preferences. 

Agree action 
plan 

Produce the 
HEAR report 
inc 
recommenda
tions 
(physical and 
behavioural) 
and an 
agreed 
action plan 

Agree the 
provision of 
energy 
advice 
services with 
clients 

Working 
safely and  
effectively  

Supporting 
the client to 
undertake 
the works 

Preparation phase Producing EPCS using RdSAP phase 

Unit 2 Unit 3  

Client interaction phase  Final HEAR 
report 

phase  

Follow up / 
implementat

ion  phase  

Unit 1  Unit 6 Unit 4 

approx 

Unit 5 

approx 
Unit 7 

Evidence: 
Direct and 
indirect 
evidence of 
working 
safely and 
effectively. 

Evidence: 
RdSAP data 
collections for 
5 properties 

Evidence: 
Data entries 
for the 5 
properties 

Evidence: 
RdSAP EPC 
reports for the 
5 properties  

Evidence: 
1 evidence 
pack which 
shows 
ógetting the 
message 
acrossô 

Evidence: 
3 action 
plans for 3 of 
the 5 
properties 
based on the 
HEAR 
reports 

Evidence: 
3 HEAR 
reports for 3 
of the 5 
properties inc 
action plans 

Evidence: 
1 narrative 
showing how 
the client will 
be supported 
in the follow 
up phase 

Evidence: 
Behavioural 
data collected 
for 3 HEAR 
reports; 1 
evidence pack 
for preparation 

DipHI / DEA start point  

E
x
a

m 

New entrant start point  
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3.6 QCF credit availability 
 
Where credit is given for the unit the assessment centre must record this on the learners assessment 
record for verification purposes by ABBE. 
 
Where there is a gap this indicates that no credit is available for the ABBE CertEA (home) 
qualification unit. 
 

CertEA 
(Home) 
units 

DipDEA DipHI DipOCEA, 
DipNDEAL3/L4 
DipACEAL3/5 
and DipDEC 

ABBE HEA 
(theory) award 

C&G 
6176 

Unit 1 Equivalent unit 
credit from 
DEA unit 1 

and 2 

Equivalent unit 
credit  from HI 
unit 1 and 2 

Equivalent unit 
credit from unit 
1 of the above 

  

Unit 2 
 

     

Unit 3 Equivalent unit 
credit from 
DEA unit 4 

Equivalent unit 
credit  from HI 

unit 4 

   

Unit 4 
 

     

Unit 5 
 

     

Unit 6 Equivalent unit 
credit from 
DEA unit 5 

Equivalent unit 
credit  from HI 

unit 5 

   

Unit 7 
 

     

Exam      

Unit 
exam 1 

Credit Credit  Credit  

Unit 
exam 2 

 Credit  Credit  

Unit 
exam 3 

   Credit Credit 

 
Please note:  This information refers to the existing ABBE energy qualifications.  New 
replacement qualifications are expected to be available by the end of 2010 and the linkage is 
therefore subject to change. 
 
There is significant commonality between the competencies and knowledge required by a Energy 
Adviser (Home) and by a DEA/HI.  Considered in terms of the QCF units, much of this commonality is 
at the sub-unit level, and as a result it is not possible to give direct equivalencies between units from 
the DipHI or DipDEA to the QCF units within the CertHEA.  However, Unit 4 of the DipDEA, and Unit 4 
of the DipHI, are each declared equivalents of Unit 3 of this Certificate. 
 
Work undertaken by ABBE to map the Learning Outcomes and Assessment Criteria between these 
awards shows that completion of the DipHI or DipDEA provides the following: 
 

 evidence for one Learning Outcome of Unit 2 

 full evidence for completion of Unit 3 

 evidence for a significant part of Unit 5 

 evidence of all but one Assessment Criterion of Unit 6 
 

Additionally, the HI/DEA Units 1 and 2, and by Unit 1 of the OCEA, NDEA, ACEA and DEC awards, 
are recognised as direct equivalents to Unit 1 of this Certificate (professional competencies and safe 
working) 
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3.7 External examination 

Examination arrangements 

To successfully achieve the ABBE Level 3 Certificate in Energy Advice (Home), learners will be 
required to pass the external examination. The pass mark for the examination is 70%. 
 
The examination has been designed to test the critical knowledge and understanding component of 
the qualification and is the same as the external examination in the ABBE Award in Home Energy 
Advice. The examination must be undertaken in addition to learners collecting evidence to meet the 
knowledge and understanding requirements of the units. 
 
The examination uses a multiple-choice examination mode. The examination is set and assessed by 
ABBE and is in three sections.  
 
This allows the centres and the learner 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 
 
Learners are permitted to take the external examination any number of times. The initial learner 
registration fee includes entry to two attempts at the examination. Any further attempts required will 
attract a new examination entry fee; please see the ABBE fees list for more details, available from 
www.abbeqa.co.uk  
 
The ABBE Centre Operations Guide provides information on how to register learners 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. 
 
Examination format and content 
 
Each section is assessed separately as follows, although in practice learners are highly likely to 
undertake the separate examination sections in one sitting. The total exam covering three units would 
be 90 minutes (50 questions), including reading time. Each question will consist of the question and 
four possible answers, only one of which will be correct. 
 

Section Reference Duration 
No. of 

questions 
Minimum for pass 

(70%) 

01 30 + 5 minutes  20 14 

02 15 + 5 minutes  10 7 

03 30 + 5 minutes 20 14 

 
DEA/HI learners, will be credited with the following specific sections of the External Examination: 
 

Section 
Reference 

Title Learner Credit 

01 Undertake energy inspections of 
dwellings DipDEA and DipHI 

02 Make recommendations for basic 
improvements to the energy 
efficiency of dwellings 

DipHI 

03 Gather information from 
householders on occupant factors 
and provide basic energy advice 

C&G 6176 

 

http://www.abbeqa.co.uk/
http://www.abbeqa.co.uk/
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HI learners are exempt from section 2 of the external examination, by virtue of their wider knowledge 
of building pathology and the situations where recommendations should not be made.  Centres 
should note that they are ultimately responsible for confirming that HI learners have all the requisite 
knowledge and competence as defined in section 3.9, Structure and Content, including appropriate 
knowledge of recommendations. 
 
Holders of the ABBE Level 3 Award in Home Energy Advice are exempt from the entire examination. 
 
The following lists the areas that will be covered in the three sections. Learners should also make use 
of the approved ABBE Reading List which can be found on the ABBE website at www.abbeqa.co.uk.   

http://www.abbeqa.co.uk/
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Examination Structure 

Section 
Learning 
outcome 

Subject area 
Number of 
questions in 
exam 

01 

Know how to 
inspect dwellings 
to identify their 
energy 
performance 

The range of property specific data required 1 

The principles of building structure, elements and 
fabric 

1 

Domestic building construction and materials 5 

Property age and type 2 

Space and water heating systems and controls 8 

Domestic lighting 1 

The process of property inspection 2 

  Total 20 

02 

Know the range of 
property 
improvement 
measures that 
may apply to 
dwellings and 
when not to 
recommend them 

Property improvement measures: fabric and 
airtightness 

3 

Property improvement measures: heating, hot 
water and lighting 

5 

When specific property improvement measures 
should not be recommended 

2 

  Total 10 

03 

Know the range of 
additional (non 
property specific) 
information 
required and how 
it may be obtained 

Interpreting fuel bills and reference materials 3 

Meters; types, reading meters, fuel cost 
calculations 

3 

Methods of payment 2 

Understand the 
individual context 
of a client when 
providing energy 
advice 

Fuel poverty and health 3 

Sources of grant funding and other support 1 

The impact of tenure and financial constraints on 
the client 

1 

Know how to 
encourage clients 
to change their 
behaviour in the 
home in order to 
reduce their home 
energy 
consumption 

Efficient, safe and appropriate use of appliances, 
systems and controls 

5 

Condensation; its causes and effects 2 

  Total 20 
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3.8 Occupational competence of assessors and internal verifiers 
 
Assessors 
 
In order to assess learners working towards the ABBE Level 3 Certificate in Energy Advice (Home), 
assessors must: 
 

 Have appropriate occupational expertise relevant to the inspection and reporting of residential 
property for the provision of home energy advice. This may have been gained either via 
inspection of dwellings for the purpose of energy performance assessment, or via home visits for 
the purpose of giving home energy advice. 

 

 ABBE recognises that learner assessment within the ABBE Level 3 Certificate in Energy Advice 
(Home) covers two distinctly different occupational competencies. The first (Units 3 and 6) covers 
the use of RdSAP to inspect a property and produce the EPC; the second (Units 4 and 5) relates 
to providing home energy advice and an action plan to clients. It may be that Assessors will 
possess both competencies, but it is equally valid for learner assessment to be performed by two 
separate Assessors. In this case, each Assessor is occupationally competent in one of these two 
requirements, and together they cover the full competencies of the HEA role. 

 

 Occupational expertise can be practitioner based or academic for those involved in training and 
teaching. However for the academic basis to apply, the Assessor must work for an appropriate 
academic institution, or have significant experience in creating programmes of study in relevant 
subject areas.  

 

 Attend training that relates specifically to the Assessor qualification, 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 provision of home energy 

advice 
 

 reporting criteria for Home Energy Audit Reports,  
 

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

 
Internal verifiers 
 
In order to internally verify the assessment of learners working towards the ABBE Level 3 Certificate 
in Energy Advice (Home), internal verifiers must: 
 

 Have appropriate occupational expertise relevant to the inspection and reporting of residential 
property for the provision of home energy advice. This may have been gained either via 
inspection of dwellings for the purpose of energy performance assessment, or via home visits for 
the purpose of giving home energy advice. 
 

 Occupational expertise can be practitioner based or academic for those involved in training and 
teaching. However for the academic basis to apply, the Assessor must work for an appropriate 
academic institution, or have significant experience in creating programmes of study in relevant 
subject areas. 

 

 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 
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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 provision of home energy 

advice 
 

 reporting criteria for Home Energy Audit Reports,  
 

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

 
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. 
 
3.9 Qualification structure and content 
 
Learners must satisfactorily complete all seven units (for DEA/HI learners, some areas will be covered 
by recognition of prior learning) to achieve the ABBE Level 3 Certificate in Energy Advice (Home). 
 
The Units and Learning Outcomes of the Certificate are as follows: 
 

Unit 1 Conduct energy assessments in a safe, effective and professional manner 

 

Learning outcome 1 Comply with organisational and legal requirements at all times 

Learning outcome 2 Maintain health, safety and security at work 

Learning outcome 3 Develop and maintain effective working relationships with colleagues, 
professionals, clients and others 

Learning outcome 4 Conduct energy assessments in a professional manner  

Unit 2 Agree the provision of energy advice services with clients 

 

Learning outcome 1 Understand how to market and promote energy advice services 

Learning outcome 2 Be able to provide information relating to energy advice services to potential 
customers 

Learning outcome 3 Be able to agree terms and conditions for the provision of energy advice 

Learning outcome 4 Gather data and information from clients relating to energy consumption 

Unit 3 Carry out a property inspection 

 

Learning outcome 1 Understand how to prepare for a property inspection 

Learning outcome 2 Be able to inspect a property 

Learning outcome 3 Understand the range of factors that affect the energy performance of a 
property 

Learning outcome 4 Be able to collate relevant information to assess the energy performance of 
property 

Unit 4 Encourage clients to reduce their energy consumption 

 

Learning outcome 1 Understand the individual context of a client when providing energy advice 

Learning outcome 2 Be able to encourage clients to take steps to reduce their energy 
consumption in their home 

Unit 5 Develop a plan with a client to reduce energy consumption 

 

Learning outcome 1 Be able to make recommendations to a client about actions they may take to 
reduce energy consumption 

Learning outcome 2 Be able to develop an outline action plan in consultation with the client 
tailored to their needs, circumstances and motivations 

Learning outcome 3 Be able to provide clients with advice that is objective and impartial 
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Learning outcome 4 Be able to agree the follow-up action with the client regarding actions to 
reduce their energy consumption 

Unit 6 Complete and explain Home Energy Audit Reports 

 

Learning outcome 1 Be able to prepare Home Energy Audit Reports 

Learning outcome 2 Be able to complete and lodge Home Energy Audit Reports 

Learning outcome 3 Be able to issue Home Energy Audit Reports to clients 

Unit 7 Support clients to implement Home Energy Audit Reports 

 

Learning outcome 1 Be able to review progress made on implementing Home Energy Audit 
Reports 

Learning outcome 2 Be able to help clients to make further progress towards reducing energy 
consumption 

Learning outcome 3 Be able to help clients calculate carbon and cost savings and keep records of 
their actions 
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PART 4 Qualification Units 
 
Unit 1 Conduct energy assessments in a safe, effective and professional manner 
 

Title Unit 1: Conduct energy assessments in a safe, effective and 
professional manner 

Level 3 

Credit Value 6 

 
Unit purpose and aims 
To develop knowledge, understanding and skills to contribute to the health, safety and security 
of the workplace, develop effective working relationships with others, and conduct energy 
assessments in a professional and ethical manner, complying with organisational and legal 
requirements at all times. 
 

Learning outcomes 
 

Assessment Criteria 

Home Energy Advisers will To demonstrate this they can: 

1 Comply with organisational 
and legal requirements at all 
times. 

1.1 Explain legal requirements and responsibilities for health, 
safety and security in the workplace 

1.2 Carry out work in accordance with the relevant legal 
requirements, legislation and advisory and mandatory codes 
of practice 

1.3 Carry out work in accordance with the auditing and 
monitoring requirements of the relevant accreditation or 
certification organisation/s 

1.4 Identify the relevant guidance related to the assessment of 
energy performance 

1.5 Record customer contact information in accordance with 
organisational and legal requirements such as the  Data 
Protection legislation 

 

2 Maintain health, safety and 
security at work 

2.1 Identify health, safety and security risks which may exist in 
different workplace locations 

2.2 Take action to mitigate health, safety and security risks  
2.3 2.3 Ensure personal conduct does not endanger the health, 

safety and security of self and other people 
2.4 2.4 Take action to ensure the protection of client's property 

and  buildings 
2.5 Adhere to workplace policies and suppliers' or manufacturers' 

instructions for the safe use of equipment, personal 
protective equipment (PPE), materials and products 

2.6 Identify procedures for different types of emergency  and 
implement them   

2.7 Make recommendations for improving health, safety and 
security in the workplace to the relevant person/s 

 

3 Develop and maintain 
effective working relationships 
with colleagues, professionals, 
clients and others  

3.1 Develop and maintain productive working relationships with 
others 

3.2 Request information from colleagues, professionals, clients 
and others in a polite, clear and professional manner 

3.3 Identify further sources of information/help 
3.4 Use further sources of information and help for the tasks at 

hand 
3.5 Deal promptly with enquiries from colleagues, professionals, 

clients and others and seek clarification where necessary 
3.6 Handle enquiries which    
      * are outside own authority 
     * are  beyond own area of knowledge or expertise   
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     * involve confidential information   
3.7 Handle and resolve disputes and/or differences of opinion   
3.8 Adhere to the formal complaints procedure when dealing with 

a complaint 
 

4 Conduct energy 
assessments in a professional 
manner 

4.1 Deal with colleagues, professionals, clients and others  in a 
tactful, courteous and equitable manner 

4.2 Carry out work in accordance with prescribed codes  of 
conduct, ethical standards and recognised good practice   

4.3 Record all evidence supporting the assumptions and  
decisions made during the assessment 

4.4 Demonstrate effective management of work activities  and 
personal and professional development 

4.5 Explain the extent and limits of own competence and  the 
importance of not working beyond them 

4.6 Respond appropriately to pressure from any person/s 
which may affect own judgement 

 

 
Fundamental knowledge and understanding 

 

The importance of: 

1. presenting a positive personal and professional image when dealing with people and how this can 
be achieved; 

2. promoting goodwill and trust when working with others, and ways in which this can be achieved; 

3. assessing the extent and limits for your own competence and expertise, and not working beyond 
these limits; 

4. knowing how to respond to enquiries that are outside your authority, beyond your area of 
knowledge/expertise or where the information requested is confidential. 

5. Potential conflicts of interest that may be encountered, and the action required to manage these. 

6. ways in which disputes or differences of opinion should be handled to minimise offence and 
maintain respect. 

7. the details of the formal complaints procedure that covers your work, and any specific 
organisational requirements with regard to complaints. 

8. your specific responsibilities under prescribed codes of conduct and ethical standards. 

9. the importance of complying with recognised good practice. 

10. the specific auditing or monitoring requirements that relate to your registration with your 
accreditation organisation; your responsibilities in complying with these. 

11. the legal duties for health, safety and security in the workplace as required by legislation, 
including: 

12. health, safety and security risks could exist in different locations, and the action to take to 
minimise or mitigate risks; 

13. the importance of remaining alert to the presence of risks in the workplace; 

14. the importance of personal conduct in maintaining the health, safety and security of self and 
others; 

15. conflicts between different health, safety and security requirements; 

16. procedures for different types of emergency. 

17. the main points of the legislation relevant to your work – be it directly, or derived, from the EU 
Energy Performance of Buildings Directive and other relevant regulations, e.g. the Climate 
Change Act 

18. relevant approved guidance relating to giving Home Energy Advice. 
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Minimum Evidence Requirements  
 
As a minimum, learners are required to produce the following list of evidence:    
 
Process evidence 

1) A method statement/narrative/storyboard/learner statement that lays down the processes and 
procedures necessary to establish a business relationship with a client leading to an instruction to 
provide home energy advice. 
 

Indirect Physical Evidence 

2) Work and time management – populated diary pages and/or Microsoft Outlook/Lotus Notes 
entries or project management form. 
 

3) Letter to the client confirming a mutually convenient time for an advice visit, as agreed previously 
on the telephone. 
 

4) Letter to the client responding to their questions and offering to refer the client to an alternative 
source for an answer to a question that falls outside their area of expertise.  
 

5) A letter to the client or agent declining an instruction giving reasons. 
 

6) A letter to the client or agent in response to a complaint. 
 

7) Other evidence relating to the advice visit: (min of 1 of the following) 
a) Company memo 
b) Fax 
c) Email 
d) Telephone notes 
e) Voice recorder notes 

 
8) Recording of a telephone conversation agreeing a mutually convenient time for a visit – tacit 

agreement and identity of the recipient of the phone call to be the first part of the recording.  
 
 
Direct Physical Evidence 
 

9) Witness statement by client, mentor etc or an observation by an assessor. 
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Unit 2 Prepare for the provision of energy advice 
 

Title Unit 2: Agree the provision of energy advice services with 
clients 

Level 3 

Credit Value 6 

 
Unit purpose and aims 
To understand how to market and promote energy advice services, provide information to 
potential customers, agree terms and conditions for the provision of the service and gather data 
and information from clients relating to energy consumption 
 

The legislative framework  

Learning outcomes Assessment Criteria 

Home Energy Advisers will: To demonstrate this they can: 

1. Understand how to market and 
promote energy advice services 

1.1 Explain the range of energy advice services and identify 
those that may be of interest to potential customers  
1.2 Describe the potential market for energy advice and the 
different ways to engage with that market 
1.3 Explain the different ways in which information relating to 
energy advice services can be provided to customers 
1.4 Explain how to identify, access and/or develop 
information relating to these services 
1.5 Identify and exploit opportunities to promote energy 
advice services 

2. Be able to provide information 
relating to energy advice services 
to potential customers 

2.1 Provide information on energy advice services to clients, 
including their potential value and benefits, how they can be 
supported and funded and the specific provisions for those in 
fuel poverty where relevant 
2.2 Respond to enquiries from potential customers and clarify 
the extent and limitations of the energy advice services that 
can be offered 
2.3 Record customer contact information in accordance with 
organisational and legal requirements such as the Data 
Protection 
legislation 
2.4 Confirm the interest of potential customers in energy 
advice services and agree with them appropriate follow-up 
activities 

3. Be able to agree terms and 
conditions for the provision of 
energy advice ** 
 

3.1 Clarify the requirements and expectations of prospective 
clients 
3.2 Explain to prospective clients the terms and conditions 
under which information, advice and ongoing support will be 
provided to them, and highlight any limitations and 
constraints 
3.3 Provide prospective clients with written confirmation of 
the instruction and the terms, conditions and arrangements 
that have been agreed with them 
3.4 Explain to clients politely and clearly when there are 
circumstances, such as a conflict of interest, that prevent the 
energy adviser from providing information, advice and 
ongoing support 
3.5 Provide information on fee structures and payment 
arrangements for the provision of information, advice and 
ongoing support 
3.6 Inform clients about any referral fees or other benefits 
that the energy adviser may receive if clients accept their 
suggestions for 
particular goods, services and/or supplies 

4. Gather data and information 4.1 Describe the range of data and information that is 
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from clients relating to energy 
consumption 

required from clients to enable a thorough analysis of energy 
consumption 
4.2 Agree with and gather relevant data and information from 
clients using appropriate methods, such as completion of 
questionnaire, 
telephone interview or issue of energy monitoring equipment 
4.3 Gather data and information from other potential sources 
that are specific to the client and their property 
4.4 Gather further data and information to complete any gaps 
or address any inconsistencies in what has been provided 

 
Fundamental knowledge and understanding 
 
1. Marketing techniques and strategies for marketing a service to householders and other clients. 

 
2. The nature of energy advice services, ie: what is provided to clients, including the potential 

value and benefits of the advice provided. 
 

3. Customer Relationship Management: How to record potential and actual clients, including 
complying with organisational and legal requirements such as Data Protection legislation 
 

4. Gathering data from clients about their energy consumption: (NB This is included in the QCF 
unit on preparing for the provision of energy advice, although this information is generally 
gathered during the home visit; the required data could be indicated in advance of the visit so 
clients will be aware of what is needed.) 
 

Techniques covered must include the ability to : 
a. Read meters 
b. Interpret fuel bills 
c. Use Real Time Display (Energy) Meters and Smart Meters 
d. Interpret questionnaires 
e. Question the client about their use of installed systems 

 
Minimum Evidence Requirements  
 
Note:  Overall, learners need to use three separate HEAR reports to satisfy the evidence 
requirements of this unit. Three HEAR reports are needed to satisfy Learning Outcome 4.  Learners 
can use one of these three HEAR reports to satisfy the requirements of Learning outcome 1, 2 and 3 
or they can use a different HEAR report in each case. 
 
For learning outcomes 1 & 2: 
 
As a minimum, learners are required to produce the following list of evidence:    
 
1) 1 HEAR report – this will be one of the 3 HEAR reports the learner also submitted for Unit 5 

 
2) A method statement/narrative/storyboard/learner statement that demonstrates their understanding 

of how to market and promote their energy advice services. 
 

3) A method statement/narrative/storyboard/learner statement that establishes a methodical 
approach to providing information relating to energy advice services to potential customers.  This 
statement lays down the processes and procedures necessary to provide information on energy 
advice services to clients, respond to enquiries, record customer contact information in line with 
the Data Protection requirements and confirm their interest in receiving the service. 
 

4) A letter to the prospective client following up a telephone conversation, explaining the purpose of 
the home energy advice visit and audit report and what are the benefits to the client 
 

5) An example of self-generated marketing materials eg websites, leaflets, press articles 
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For Learning Outcome 3:  As a minimum, learners are required to produce the following list of 
evidence:    
 
To do this, the learner will choose one property covered by the 3 Home Energy Audit Reports 
submitted for Unit 5, and provide the following evidence: 

  
1) 1 HEAR report  

 
2) A letter to the client or agent provisionally accepting instruction and explaining the purpose of the 

home energy advice visit and audit report.  
 

3) A copy of the learner‟s Terms and Conditions. 
 

4) A copy of the learner‟s fees structure. 
 

5) A copy of the learner‟s complaints procedure.  
 

6) A letter to the client or agent explaining why, having started a home energy audit, the service 
cannot be provided. The letter should also lay out options on the way ahead for the client/agent. 
 

7) Copies of background research e.g. web pages etc., on the location of the home to be visited; any 
constraints, e.g. off the gas network; any pre-existing EPC 
 

8) An assessment of the health and safety requirements for the visit. 
 
** Learning Outcome 3:  For DEA/HI learners,  evidence for this learning outcome is NOT required, as 
DipDEA and DipHI holders have demonstrated this Learning Outcome via their previous qualification.  
The exception to this is Assessment Criterion 3.6, which deals with referral fees: this should be 
covered for DEA/His.  This single Assessment Criterion is most conveniently dealt when conducting 
the assessment of Learning Outcome 3 in Unit 5. 
 
For Learning Outcome 4:  As a minimum, learners are required to produce the following evidence:    
 
3 HEAR Reports 
 
Please note:  The learner should use the same 3 HEAR reports used to satisfy Learning Outcome 4 in 
this unit to provide evidence against Unit 5 of this award.  The evidence requirement for these reports 
is listed under Unit 5. 
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Unit 3 Carry out a property inspection  
 

Title Unit 3: Carry out a property inspection 

Level 3 

Credit Value 6 

 
Unit purpose and aims 
To develop the knowledge and skills to prepare for and carry out a property inspection, to 
understand the factors that affect the energy performance of the property and collate the 
relevant information to make an assessment its energy performance 
 

The legislative framework  

Learning outcomes Assessment Criteria 

Home Energy Advisers will: To demonstrate this they can: 

1. Understand how to prepare  
for a property inspection 

1.1 Explain the principles of building structure, elements and 
fabric 
1.2 Explain the detailed inspection requirements that apply to 
a property as defined by the prescribed methodology 
1.3 Explain the definitions and conventions embodied within 
the prescribed methodology 
1.4 Identify the various types of building construction and 
materials in a property 
1.5 Identify the space and water heating system/s present in 
a property 

2. Be able to inspect a  
property 

2.1 Introduce self and provide evidence of identity to those 
present at the property before commencing the inspection 
2.2 Use the equipment and resources correctly and interpret 
data accurately 
2.3 Identify and record the method of construction of the 
property, the main materials used, and the space and water 
heating systems present 
2.4 Clearly explain to the client any circumstances which 
prevent the inspection of the property 
2.5 Undertake a methodical visual inspection of all relevant 
aspects of the property in accordance with the requirements 
of the prescribed methodology 

3. Understand the range of  
factors that affect the energy  
performance of a property 

3.1 Explain the assumptions that are made in determining 
energy performance  
3.2 Identify the factors that are not deemed to affect the 
energy performance of the property 
3.3 Explain the relative sensitivity of the different factors that 
affect the energy performance of property 

4. Be able to collate relevant  
information to assess the  
energy performance of  
property 

4.1 Make accurate observations and measurements which 
are necessary to provide data for the calculation of ratings 
4.2 Obtain all additional information that is needed about the 
property and its use 
4.3 Make further investigations where observations are 
inconsistent with existing evidence and expected findings 
4.4 Identify the causes of these inconsistencies 
4.5 Follow the correct procedures for collecting information to 
enable ratings to be determined and improvement measures 
to be identified 

 
Fundamental knowledge and understanding 
 
1) SAP: especially Appendix S, which describes the approved inspection methodology, RdSAP. 

 
2) RDSAP inspection requirements, including 

a) Equipment and resources needed 
b) Mensuration, linear, area, volume  
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c) Production of sketch plans 
d) Methodical inspection technique  
e) Further investigations where observations are inconsistent 
f) RDSAP data items to be collected  

 
3) Common forms of dwelling construction including 

a) walls: solid, cavity, filled & retro filled cavity, timber frame 
b) floors: solid, suspended timber 
c) roofs: pitched, flat, insulated at joists or rafters, thatch 
d) windows: age, materials, single/double glazed 

 
4) Property age and type: ageing property & identifying built form 

 
5) Provision of heating, hot water and lighting services within dwellings, including; 

a) fuel types: carbon intensities, fuel storage systems 
b) boilers: types, efficiencies, age 
c) central heating: electric, gas, other fuels, controls and their applicability to each system 
d) non central heating systems: room heaters, treatment of portable appliances, unheated 

habitable rooms 
e) lighting: tungsten filament (GLS), fluorescent including CFLs 

 
6) the assumptions made in determining energy performance  

 
7) the range of factors that are taken into account in the energy performance assessment, and the 

relative sensitivity of those factors; the factors that are not considered in the assessment 
 
Minimum Evidence Requirements  
 
Note:  If the learner chooses properties that include, where possible, the features relating to advice 
provision listed in unit 5, it will help them provide the evidence required for unit 5: Develop a plan with 
a client to reduce energy consumption.    
 
For all 4 Learning Outcomes in this unit: 
 
As a minimum, learners are required to carry out RDSAP data collections on 5 real properties.  The 
properties must include at least one in each row and column of the following Age/built form table 
shown below. 
 
The assessments must be conducted on real buildings although the assessment centre may 
provide ADDITIONAL simulated computer case studies to fill small gaps.  
 
Where a learner is having difficulty sourcing a particular type of property, a building may be made 
available by assessment centres, following the guidance given in Part 3 of this Handbook, Assisting 
learners to find suitable properties. 
 
Centres should refer to the guidance on use of prior reports given in Part 3 of this Handbook, Use of 
alternatives to the ABBE HEAR report template. 

 
 Pre First World War First World War – 

Second World War 
Post Second World 
War 

Detached  21 Long Road  

Semi-
Detached 

 36 Beech Avenue 97 Town Rise 

Terraced 18 Sandy Terrace   

Flat   15 Green Gardens 

 
For one of the 5 properties inspected, learners are also required to produce the following: 
 
A method statement/narrative/storyboard/learner statement that establishes a methodical routine for 
the visit. This statement lays down the processes and procedures necessary to conduct a safe and 
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exhaustive home energy inspection.  It should also describe any issues found, specific to the 
individual property, and detail the way in which the learner met these challenges. 
 
As a minimum, learners are required to produce the following list of evidence for each of the 5 
properties inspected. 
 
1. Copies of information obtained from the client, e.g. through a suitable questionnaire. 

 
2. Site notes; 

 
3. Risk assessment; 

 
4. Any calculations made; 

 
5. Appropriate photographs  

 
6. a description of any issues found (if any), specific to the individual property and detail the way in 

which the learner met these challenges. 
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Unit 4 Encourage clients to reduce their energy consumption 

 
Title Unit 4: Encourage clients to reduce their energy 

consumption 

Level 3 

Credit Value 1 

 
Unit purpose and aims 
To understand the individual context of a client when providing energy advice and be able to 
encourage clients to take steps to reduce energy consumption in their home 
 

The legislative framework  

Learning outcomes Assessment Criteria 

Home Energy Advisers will: To demonstrate this they can: 

1. Understand the individual 
context of a client when providing 
energy advice 

1.1 Explain the importance of determining the needs, 
circumstances and motivation of clients to reduce energy 
consumption 
1.2 Explain what is meant by „fuel poverty‟ and the sources of 
support and advice to which those in fuel poverty can be 
directed 
1.3 Explain the impact of different tenures/sectors within the 
property market, (social rented, private rented and owner 
occupied) on the client‟s ability to act 

2. Be able to encourage clients to 
take steps to reduce their energy 
consumption in their home 

2.1 Identify with the client, using sensitivity and tact, any 
financial constraints that might affect the client‟s ability to 
take steps to reduce energy consumption 
2.2 Provide the client with information about different sources 
of potential funding and financial support that are available 
2.3 Demonstrate to clients safe, appropriate and efficient 
ways to use household appliances, systems and controls to 
achieve immediate reduction in energy consumption 

 
Fundamental knowledge and understanding 
 
The individual context of the client 
 
1. Fuel Poverty 

 
2. Impact of Tenure  
 
3. Encouraging clients 

 
4. Impact of financial constraints on their ability to install physical improvement measures 

 
5. Schemes to support the installation of energy efficiency improvements, such as CERT, CESP and 

Warm Front 
 

6. Safe and efficient ways to use household appliances and heating controls 
 

7. Ways of encouraging clients to adopt energy efficient behaviour in the home 
 

8. Ways of encouraging clients to install energy efficient improvement measures in the home 
 
How will the learnerôs ability to give advice and óget the message acrossô be assessed ? 
 
Units 4 and 5 of the ABBE Level 3 Certificate in Energy Advice (Home) require learners to 
demonstrate their performance in respect of getting the message across to their client.  There are a 
number of methods available to Centres to assess the learner‟s ability to get the message across.  
Whichever of the methods listed below is used, the evidence should be presented on the 
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bespoke SPI form provided at Appendix 2b to this Handbook.  This forms evidence 
requirement 3 in this unit and there is a similar evidence requirement in unit 5. 
 
Structured professional interview: using this approach the learner may be assessed in person or 
via a telephone interview. 
 
Direct Observed Assessment in situ: one of the Energy Audit Reports could be created in an 
“observed” situation.  In this context, ABBE takes “observed” to mean that the learner's performance 
in advising a client is observed by an Assessor.   
 
Direct Observed Assessment within role play: Centres may wish to assess learners via a role play 
in a classroom environment.  This might be based on a simulated case study, or on one of the Home 
Energy Audit Reports submitted by the learner and chosen for the purpose by the Assessor.  Again, 
ABBE takes “observed” to mean that the learner's performance in advising a client is observed by an 
Assessor. 

 
Direct Observed Assessment of a conversation with a client: In this situation the learner records 
a telephone conversation between themselves and their client, either in the home or over the 
telephone.  The Assessor observes the learner by listening to the recording.  As the content of this 
conversation is outside of the Assessor‟s control, its value is limited.  It is very likely to need 
supplementing by questioning and simulation by the Assessor to ensure full coverage of the 
assessment requirement. 
 
Witness testimony:  When using witness testimony to cover this aspect, the validity of the witness is 
paramount.  An example of witness testimony that may be acceptable in this context would be 
testimony provided by the learner‟s trainer. 

 
If any of the above methods are used the following applies in each case: 
 

 the learner is required to provide the energy advice to a client, or simulated client (normally a 
person provided by the Centre who acts the part of a client) 

 the advice must be appropriate to the dwelling in question and appropriate for the client, or 
simulated client 

 the learner's performance must be observed by an Assessor (who may also play the part of the 
client) 

 
Minimum Evidence Requirements  
 
Please see unit 5 for the advice provision criteria which must be covered by the learnerôs 
evidence for Units 4 & 5 
 
For Unit 4, As a minimum, learners are required to produce the following list of evidence:    
 
1. 1 HEAR report – this will be one of the 3 HEAR reports the learner also submitted for Unit 5 

 
2. Method statement/narrative/storyboard/learner statement that establishes a methodical routine for 

the visit.  This statement lays down the processes and procedures adopted in a home visit to 
encourage clients to reduce their energy consumption. 
 

3. Evidence of the learner‟s ability to get the message across, as described above.  This requires 
learners to demonstrate acceptable performance in respect of their ability to get the message 
across to their client; this also applies to Unit 5 of this Certificate.  To record this evidence, 
Centres should use the template SPI provided for this purpose at Appendix 2b of this handbook.  
Whilst Witness Testimony may be offered in support, it must not be the only evidence presented. 
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Unit 5 Develop a plan with a client to reduce energy consumption 

 
Title Unit 5: Develop a plan with a client to reduce energy 

consumption 

Level 3 

Credit Value 5 

 
Unit purpose and aims 
To understand the individual context of a client when providing energy advice and be able to 
encourage clients to take steps to reduce energy consumption in their home 
 

The legislative framework  

Learning outcomes Assessment Criteria 

Home Energy Advisers will: To demonstrate this they can: 

1. Be able to make 
recommendations to a client about 
actions they may take to reduce 
energy consumption 

1.1 Assess the individual circumstance of the client and 
identify actions for them to consider 
1.2 Present these key findings to the client in a manner and 
at a level that is appropriate to them 
1.3 Encourage clients to ask questions and seek clarification 
about the findings and recommendations presented to them 
1.4 Take appropriate action, such as referring to other 
sources of information, where unable to respond to client 
questions 

2. Be able to develop an outline 
action plan in consultation with the 
client tailored to their needs, 
circumstances and motivations 

2.1 Develop an outline action plan that is specific, 
measurable, achievable, realistic and time-bound 
2.2 Respond to questions and give guidance to clients about 
aspects of the plan 
2.3 Help clients to make decisions and prioritise planned 
actions 

3. Be able to provide clients with 
advice that is objective and 
impartial 

3.1 Present recommendations to the client that are objective 
and impartial to the client based on the findings 
3.2 Inform the client about the range of follow- up support, 
products and services available to them, including the terms 
and condition on which they can be provided 
3.3 Give full details to the client of any referral fees and/or 
other benefits that the adviser may receive as a result of the 
client following any of the suggestions for particular products, 
services and/or suppliers 

4. Be able to agree the follow up 
action with the client regarding 
actions to reduce their energy 
consumption 

4.1 Clarify and agree the next steps with the client of the 
actions to be take to reduce their energy consumption 
4.2 Agree the date by which their Home Energy Audit Report 
will be delivered 

 
Fundamental knowledge and understanding 
 
Smart Action Plans 
 
1. Characteristics of a SMART action plan 

 
2. How to agree the content of the plan with the client 
 
Making recommendations that are appropriate for the client 
 
1. RdSAP‟s assessment of recommendations for physical improvement measures  

 
2. Characteristics of physical measures that may be recommended to the client  

 
3. NOTE: DEA/HIs are deemed to be already competent in the above two requirements 
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4. Practical issues, such as suitability of the specific property for the recommended measure, 
applicable regulations, accredited suppliers 
 

5. Applicability for this property and client of any physical measures not automatically recommended 
by RdSAP 
 

6. How recommendations for physical measures should be considered in light of the client‟s needs 
and circumstances 
 

7. Recommendations for behavioural changes that the client could make to reduce their home 
energy consumption 
 

8. Ways of encouraging clients to install energy efficient improvements in their home 

 
Assessment guidance for DEA/HI learners 
 
For DEA/HI learners, Assessors will be looking for evidence of the learner‟s ability to make 
recommendations for behavioural change, and to ensure that any physical measures recommended 
are appropriate for the property and the client‟s needs and circumstances. 
 
DEA/HI learners are deemed to already have demonstrated their ability to make recommendations for 
physical measures.  Unless there is evidence to the contrary, Assessors are not required to reconfirm 
this by requiring specific evidence from DEA/HI learners relating to the use of RdSAP to create such 
recommendations. 
 
 
Evidence of the learnerôs ability to deliver advice 
 
Units 4 and 5 of the ABBE CertHEA require learners to demonstrate their performance in respect of 
getting the message across to their client.  Learners are also required to produce one set of 
evidence in their portfolio to demonstrate acceptable performance in respect of their ability to get 
the message across to their client: this also applies to Unit 4 of this Certificate.  The learner will 
choose one property covered by the 3 Home Energy Audit Reports submitted for Unit 5, to provide the 
required evidence.   
 
The detail of the evidence requirement for this is set out in Unit 4. 
 
 
Evidence Requirements 

 
Advice Provision guidance: The learnerôs evidence for units 4 & 5 must overall cover the 
following features relating to advice provision 
 
The HEAR reports that learners will produce in practice will cover a wide range of advice situations, 
building types and ages arising from the need to provide energy advice to clients who have different 
needs, in homes that may have many different features. 
 
The Home Energy Audit Reports submitted as evidence for this qualification must therefore reflect 
this, and be drawn from a range of property types and different ages, and also cover different types of 
client with a range of energy advice needs.  These reports will provide evidence of the learner‟s 
competence required by Units 4 & 5 of this Certificate.   
 
The age range of the properties the learner chooses needs to reflect the different challenges for 
delivering energy advice presented by different building styles prevalent at different times.  The 
evidence also needs to cover a range of different types of property.  The requirements are listed 
below.  
 
In terms of the client types, the advice that can be given can vary according to the motivation and 
circumstances of the client.  For example, there is little point in recommending replacement double 
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glazing for a low income household, or to a social housing tenant, neither of whom may be in a 
position to implement that advice.  
 
Learners are therefore also required to provide evidence that covers a range of client types as set out 
below. 
 
Advice provision criteria 

 
1) Type of client:  3 of the following types of client following must be covered by at least one 

HEAR report.  The fourth type of client not covered by the 3 HEAR reports can be covered 
by a further HEAR report, by using the SPI form, or by using a computer based case study.  
The SPI form can be used in an interview, over the phone or by email (as long as the 
assessment centre can verify that the evidence given is that of the learner). 
 
a) Parent on benefit 

 
b) Family with good income 

 
c) Householder aged 60 or over  

 
d) Single employed, low income 
 

2) Types of tenure: all of the following must be covered by at least one HEAR report. 
 
a) Social landlord 

 
b) Private landlord 

 
c) Owner occupier 
 

3) Property Age range: all of the following age ranges must be covered by at least one HEAR 
report. 
 
a) Pre first world war 

 
b) Between first world war and the introduction of Part L 

 
c) Modern properties built post Part L 
 

4) Property features:  3 of the following property features must be covered by at least one 
HEAR report.  The remaining property features not covered by the 3 HEAR reports can be 
covered by a further HEAR report, by using the SPI form, or by using a computer based 
case study.  The SPI form can be used in an interview, over the phone or by email (as long 
as the assessment centre can verify that the evidence given is that of the learner). 
 
a) Un-insulated solid wall 

 
b) Un-insulated cavity wall 

 
c) Timber frame construction 

 
d) Loft capable of insulation at joists 

 
e) Room in roof capable of insulation at rafters 

 
f) Purpose built mid or high rise flat 
 

5) Heating system:  3 of the following heating systems must be covered by at least one HEAR 
report.  The fourth type of heating system not covered by the 3 HEAR reports can be 
covered by a further HEAR report, by using the SPI form, or by using a computer based 
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case study.  The SPI form can be used in an interview, over the phone or by email (as long 
as the assessment centre can verify that the evidence given is that of the learner) 
 
a) central heating (mains gas) 

 
b) central heating (electricity) 

 
c) central heating (solid fuel, oil or LPG) 

 
d) no heating system installed, or only individual heaters e.g. gas fire or open coal fire.   

 
6) Behavioural advice 

 
The reports will almost certainly provide evidence of a wider range of energy advice than is listed 
above.  This might include, for example, behavioural measures such as the use of heating 
controls and shutting curtains at night; minor DIY works such as draught proofing and curtain 
liners; how to read utility bills & choosing the right tariff.   

 
The above list, which also applies to unit 4, illustrates the wide range of issues that need to be 
demonstrated by all learners.  Learners may find it difficult to cover the entire requirement in only 
three reports but as many of these features as possible must be covered in the actual Home 
Energy Audit Reports submitted. 
 
If the learner has not managed to prove their competence via the minimum 3 HEAR reports, 
the assessment centre may provide ADDITIONAL simulated computer case studies to fill small 
gaps.  Any remaining requirement can be covered by questioning and other evidence submission.  If 
additional evidence other than computer case studies is submitted, it should be captured in the SPI 
format given in Appendix 2a. 
 
Learners may, if they wish, submit additional Home Energy Audit Reports to cover the qualification 
evidence requirements. 

 
Centres should refer to the guidance on use of prior reports given in Part 3 of this Handbook, Use of 
alternatives to the ABBE HEAR report template, on page 21. 

 
Minimum Evidence Requirements  
 
As a minimum learners are required to produce the following list of evidence: 
 
Learners are required to provide a minimum of 3 Home Energy Audits based on real 
properties. 
 
These properties will also be used to provide evidence against Unit 6: Complete and Explain Home 
Energy Audit Reports. 
 
For one of the 3 HEAR reports submitted learners are required to produce the following: 
 
A method statement/narrative/storyboard/learner statement that establishes a methodical routine for 
assessing suitable recommendations.  This statement lays down the processes and procedures 
necessary to be able to make recommendations to a client about actions they may take to reduce 
energy consumption; it also sets out the actions taken to agree the SMART action plan with the client.  
It should also describe any issues found and detail the way in which the learner met these challenges. 
 
For each of the 3 HEAR reports submitted learners are required to produce one piece of 
evidence from the following: 

1. A note of information obtained from the client, e.g. through questioning the client or taking meter 
readings, noting where this information has been used to assess the recommendations made. 
 

2. Site notes describing the property, as relevant to the recommendations made; 
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3. Risk assessment; 
 

4. Any calculations made, e.g. regarding estimating the cost of improvements; 
 

5. Appropriate photographs  
 

6. Energy Performance Certificate including Recommendations 
 

7. Home Energy Audit Report 
 

8. a description of any issues found relating to this report, and detail the way in which the learner 
met these challenges. 

 



ABBE Level 3 Certificate in Energy Advice (Home) 

Release issue – 27th August 2010 
ABBE Level 3 Certificate in Energy Advice (Home) page 43 of 74 

Unit 6 Complete and explain Home Energy Audit Reports 
 

Title Unit 6: Complete and explain Home Energy Audit Reports 

Level 3 

Credit Value 6 

 
Unit purpose and aims 
To develop the knowledge and skills to be able to prepare and complete Home Energy Reports, 
lodge them appropriately and issue them to the client 
 

The legislative framework  

Learning outcomes Assessment Criteria 

Home Energy Advisers will: To demonstrate this they can: 

1. Be able to prepare Home 
Energy Audit 
Reports 

1.1 Assemble and collate information gathered before, during 
and after site visits in accordance with the prescribed format 
and content 
1.2 Use the prescribed technology to input data, determine 
energy levels and generate recommendations for reducing 
energy consumption 
1.3 Check that the input data and the recommendations 
generated are accurate and appropriate 

2. Be able to complete and lodge 
Home Energy Audit  
Reports 

2.1 Select appropriate recommendations from those 
generated, giving a rationale for this decisions 
2.2 Complete Home Energy Audit Reports that meet the 
relevant codes of practice and standards 
2.3 Use plain language and decide when and where it is 
necessary to use free text 
2.4 Submit completed Home Energy Audit Reports to the 
relevant authority where appropriate 

3. Be able to issue Home Energy 
Audit Reports to clients 

3.1 Issue Home Energy Audit Reports to clients promptly, 
explaining why it is important to do so 
3.2 Explain the ratings and recommendations of the Home 
Energy Audit Reports and their implications 
3.3 Fully disclose to the client any referral fees or other 
benefits that the advisor may receive as a result of 
suggestions made for products, services or suppliers 
3.4 Respond to queries about Home Energy Audit Reports 
and provide clarification of the contents and/or refer clients to 
relevant sources of information and advice 
3.5 Maintain internal records which are clear, complete and 
conform to good professional practice and statutory 
requirements 

 
The title of this Unit is ñComplete and explain Home Energy Audit Reportsò: it covers the requirement 
to be able to prepare and complete Home Energy Audit Reports (HEARs), and lodge them 
appropriately. Although this Unit describes the Report as a HEAR report, ABBE has been advised that 
current government thinking is that the report which a HEA will provide and lodge is an EPC.  For the 
purpose of clarity, therefore, where the Learning Outcomes and Assessment Criteria refer to the 
HEAR Report, this is replaced in this Unit by reference to the EPC.  HEAR reports will not be lodged. 
 
Assessment of the learnerôs ability to prepare a HEAR Report, including the agreed Action Plan, is 
covered in Unit 5. 

 
Fundamental knowledge and understanding 
 
1. How to use the prescribed technology, RdSAP, to create EPCs 

 
2. How to assemble data ready for input and to check it for accuracy following input 
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3. How to generate and review recommendations 
 

4. How to lodge EPCs 
 

5. How to maintain necessary internal records of Reports issued 
 

6. How to explain the EPCs to clients and respond to their queries on them.** 
 
NOTE ** This knowledge also appears in Unit 5: Evidence of the learner‟s ability to get the message 
across and is assessed alongside the requirements of that Unit.   
 
Minimum Evidence Requirements  
 
As a minimum learners are required to produce the following list of evidence: 
 
1. Learners must produce 5 EPCs 
 

Note:  these 5 EPCs are prepared for the same properties that the learner inspected to provide 
evidence for Unit 3 ï they are not additional properties.  Learners will use the data collected for 
those 5 properties to produce 5 EPCs for assessment in this Unit.  

For all 5 EPCs, learners are also required to produce one piece of evidence for each of the 
following: 

a. Energy Performance Certificate including Recommendations 
b. A description of any issues found relating to this report, and detail the way in which 

the learner met these challenges 

 
2. For one of these 5 EPCs learners must produce method 

statement/narrative/storyboard/learner statement that establishes a methodical routine for 
preparation of Home Energy Audit Reports using the prescribed technology.  This statement lays 
down the processes and procedures necessary to prepare the report, check that the input data 
and the recommendations generated are accurate and appropriate and lodge the report.  It also 
deals with of any issues found relating to this report, and detail the way in which the learner met 
these challenges. 

 
The assessments must be conducted on real buildings although the assessment centre may 
provide ADDITIONAL simulated computer case studies to fill small gaps. 
 
Centres should refer to the guidance on use of prior reports given in Part 3 of this Handbook, Use of 
alternatives to the ABBE HEAR report template. 
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Unit 7 Support clients to implement Home Energy Audit Reports 
 

Title Unit 7: Support clients to implement Home Energy Audit 
Reports 

Level 3 

Credit Value 6 

 
Unit purpose and aims 
To develop the knowledge and skills to be able to review with clients the progress they have 
made on Home Energy Reports and help them to make further progress while recording the 
carbon and cost savings of their actions 
 

The legislative framework  

Learning outcomes Assessment Criteria 

Home Energy Advisers will: To demonstrate this they can: 

1. Be able to review progress 
made on implementing Home 
Energy Audit Reports 

1.1 Explain the importance of and reasons for making contact 
with clients following the receipt of Home Energy Audit 
Reports, at a time and frequency agreed with them 
1.2 Check with clients that they understand the report and 
any accompanying guidance 
1.3 Review with the client the progress they have made 
towards implementing recommendations against the action 
plan 
1.4 Agree with clients the follow-up services that will be 
provided at a time and pace to suit them 

2. Be able to help clients to make 
further progress towards reducing 
energy consumption 

2.1 Encourage clients to assess and record evidence of their 
progress against targets 
2.2 Explain the range of barriers that may hinder clients 
making progress against targets 
2.3 Assist clients to identify specific barriers that are 
hindering their progress and the potential ways of 
overcoming them 
2.4 Direct clients to further information, advice and support 
which can assist them with reducing energy consumption 

3. Be able to help clients calculate 
carbon and cost savings and keep 
records of their actions 

3.1 Explain the importance of gathering data and information 
about carbon and cost savings made by clients 
3.2 Describe the potential difficulties associated with 
gathering this evidence from clients and ways of overcoming 
them 
3.3, Gather the evidence required in consultation with clients 
for the quantification of carbon and cost savings 
3.4 Use appropriate software to calculate carbon and cost 
savings achieved 
3.5 Keep accurate, complete and up-to-date records of the 
actions taken by clients and the carbon and cost savings 
made by them 

 
Fundamental knowledge and understanding 
 
1. The value of following up energy advice in order to encourage action by the client. 

 
2. How to review progress against an action plan and agree future steps 

 
3. Dealing with barriers to action 

 
4. Options for gathering data needed to quantify carbon and cost savings 

 
5. Use of software eg predictive modelling such as RdSAP, SAP, BREDEM12 based approaches 

 
6. Calculation of savings; adjustment for Degree Days and occupancy (basic principles only) 
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Minimum Evidence Requirements  
 
As a minimum learners are required to produce the following list of evidence for one HEAR report: 
 
1. Method statement/narrative/storyboard/learner statement that establishes a methodical routine for 

supporting clients after having delivered energy advice.  This statement lays down the processes 
and procedures necessary to be able to review progress made, help clients make further 
progress, calculate cost and carbon savings from recommendations implemented, and to help 
clients keep records of their actions. It should also describe any issues found and detail the way 
in which the learner met these challenges. 
 

2. A note of information exchanged with the client after delivering energy advice, e.g. telephone 
conversations dealing with issues raised by the client, and/or helping to overcome barriers to 
action.  
 

3. Calculations carried out to assess cost and carbon savings achieved.  In reality, if such 
calculations are to be based on actual readings, they cannot be carried out until sufficient time 
has elapsed to show the reduced energy consumption.  To prevent significant delays in 
assembling the portfolio, this part of the evidence may be created via simulation. 
 

4. A letter to the client providing the results of the cost and carbon saving calculations and dealing 
with any issues arising.  
 

5. Records of actions taken by the client and cost savings made  
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PART 5 Appendices 
 
Appendix 1 Additional Unit Information 
 

Unit 1: Work in a safe and professional manner - 

Additional information about this unit 

Unit expiry date 31/07/2014 

Details of the relationship between 
the unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS 
 
 

Assessment requirements or 
guidance by a sector or regulatory 
body [if appropriate] 

This unit is subject to Asset Skills principles of Assessment 
for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 50 

 

Unit 2: Prepare for the provision of energy advice 

Additional information about this unit 

Unit expiry date 31/07/2014 

Details of the relationship between 
the unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS  
 

Assessment requirements or 
guidance by a sector or regulatory 
body [if appropriate] 

This unit is subject to Asset Skills principles of Assessment 
for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 50 
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Unit 3: Carry out a property inspection. 

Additional information about this unit 

Unit expiry date 31/07/2012 

Details of the relationship between the 
unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS  
 

Assessment requirements or 
guidance by a sector or regulatory 
body [if appropriate] 

This unit is subject to Asset Skills principles of 
Assessment for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 50 

 

Unit 4: Encourage clients to reduce their energy consumption 

Additional information about this unit 

Unit expiry date 31/07/2014 

Details of the relationship between the 
unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS  
 

Assessment requirements or guidance 
by a sector or regulatory body [if 
appropriate] 

This unit is subject to Asset Skills principles of 
Assessment for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 7 
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Unit 5: Develop a plan with a client to reduce energy consumption 

Additional information about this unit 

Unit expiry date 31/07/2014 

Details of the relationship between the 
unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS  
 

Assessment requirements or guidance 
by a sector or regulatory body [if 
appropriate] 

This unit is subject to Asset Skills principles of 
Assessment for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 40 

 

Unit 6: Complete and explain Home Energy Audit Reports 

Additional information about this unit 

Unit expiry date 31/07/2014 

Details of the relationship between the 
unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS  

Assessment requirements or guidance 
by a sector or regulatory body [if 
appropriate] 

This unit is subject to Asset Skills principles of 
Assessment for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 50 
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Unit 7: Support clients to implement Home Energy Audit Reports 

Additional information about this unit 

Unit expiry date 31/07/2014 

Details of the relationship between the 
unit and the national occupational 
standards or other professional 
standards or curricula [if appropriate] 

Asset Skills Energy Advice (home) NOS  
 

Assessment requirements or guidance 
by a sector or regulatory body [if 
appropriate] 

This unit is subject to Asset Skills principles of 
Assessment for competency based units in the QCF. 

Support for the unit from a SSC or 
other appropriate body [if required] 

 

Location of the unit within the 
subject/sector classification system 

03.4 Environmental Conservation 
05.1 Architecture 
05.2 Building and Construction 
05.3 Urban, Rural and Regional Planning 

Name of the organisation submitting 
the unit 

Asset Skills 

Availability for use Shared unit 

Unit available from 01/09/2009 

Unit Guided learning hours 50 
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Appendix 2  Structured Professional Interview 
 

Using the ABBE Structured Professional Interview to fill small gaps in the learnerôs record 
 
The structured professional interview [SPI] is one method centres can use to assess learner 
competence.  Other methods include submitting evidence in a standard NVQ type manner or by the 
recognition of prior achievement. 
 
The SPI is designed to be used primarily with experienced practitioners in situations where the learner 
needs to fill small scale gaps in their evidence in a quick and efficient yet robust manner. As such it is 
an ideal assessment method for this qualification when the minimum evidence has already been 
submitted but there are still some small areas of doubt but which are not sufficient to warrant requiring 
the learner to submit further full HEAR or EPCs.  The SPI is an assessment tool that allows the 
assessment centre to undertake a detailed and structured interview with the learner, to review the 
specified additional evidence in a structured fashion.  
 
The SPI (also referred to as a Professional Discussion) is an assessment tool that allows assessment 
centres to undertake detailed and structured interviews with learners to establish a learner‟s skill or 
knowledge in a show and tell manner.   
 
Centres should bear in mind that it is generally those learners with more relevant experience who will 
find it easier to locate evidence at the time of the interview than a less experienced counterpart.  
Where the SPI is used with less experienced learners, the assessor may need to contact the learner 
in advance to give guidance on how to prepare.  Alternatively, the assessor – knowing where the 
gaps are in the learner‟s assessment record - can prepare the ground to be covered with the learner 
when they meet, perhaps discussing this with the learner in advance.   
 
 
A guidance document on SPI is available on the ABBE website at www.abbeqa.co.uk  It is 
important that both assessors and learners are fully aware of the guidance because SPIs are 
not an óeasy optionô that circumvents 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 learner needs to prepare well to enable the interview to be a 
success. 

http://www.abbeqa.co.uk/
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ABBE Structured Professional Interview Form 
 
 

Learner 
A Learner 

 Date 
 

Outline of 
Question/Topic 
Discussed 

Outline of response given by learner Evidence Seen and 
Location 

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

 
 
 
 

  

Assessor Competence Justification Statement  

 
 
 

Assessor Signature 
 
 

Learner Signature 
 
 

IV Signature (if sampled) 
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Using the ABBE Structured Professional Interview to assess the learnerôs competence in 
delivering advice.  

In the case of the ABBE Level 3 Certificate in Energy Advice (Home), the SPI can be particularly 
useful in assessing a learner‟s client facing skills.  Within the ABBE Level 3 Certificate in Energy 
Advice (Home) there are a number of Assessment Criteria that specifically require the assessment of 
such skills.  These Assessment Criteria generally sit within Units 4 and 5 of the Certificate, and for 
learners who are not exempt from it by APA, also in Unit 6.   

 

The SPI is one method that Centres may adopt to assess learners against these Assessment Criteria, 
and the template SPI in this Appendix 2b has been provided with this purpose in mind.  Other 
methods, such as role-play or an accompanied visit, are equally acceptable, but if used they should 
cover the Assessment Criteria listed on this SPI, and be recorded on this SPI form. 
 
Examples 
 
The following examples are provided to illustrate possible uses of this SPI form: 
 
Example 1: Assessor selects a suitable HEA Report and acts the part of the occupier of that property 
(by telephone or face to face).  By observation, the Assessor confirms the learner has satisfied each 
AC. 
 
Example 2: Learner carries out a HEA on a property.  The Assessor acts the part of the occupier of 
that property.  By observation, the Assessor confirms the learner has satisfied each AC. 
 
Example 3: Learner carries out a HEA on a property and provides Home Energy Advice to the 
occupier of that property.  The Assessor observes the advice giving and by observation confirms the 
learner has satisfied each AC. 
 
The SPI Forms 
 
The first SPI form which follows is the blank form intended for use with learners to record their 
competence in getting the message across.   
 
The second SPI form is an example of the same form, populated by a fictional assessor for a fictional 
learner.  This is provided by way of an example of how this form might be used in practice to capture 
the assessment of the learner against these specific assessment criteria. 
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ABBE Structured Professional Interview Form 
 
 

Learner name 
 

IV name (if sampled) 
 

Date 
 

Outline of 
Question/Topic 
Discussed 

Outline of response given by learner Evidence Seen 
and Location 

Unit 4   

Unit 4 Assessment 
Criterion 2.1  
Identify with the 
client, using 
sensitivity and tact, 
any financial 
constraints that 
might affect the 
client‟s ability to take 
steps to reduce 
energy consumption 
 

  

Unit 4 Assessment 
Criterion 2.2  
Provide the client 
with information 
about different 
sources of potential 
funding and financial 
support that are 
available 
 
 

  

Unit 4 Assessment 
Criterion 2.3 
Demonstrate to 
clients safe, 
appropriate and 
efficient ways to use 
household 
appliances, systems 
and controls to 
achieve immediate 
reduction in energy 
consumption 
 

  

Unit 5 
 

  

Unit 5 Assessment 
Criterion 1.2  
Present these key 
findings (on 
recommended 
actions) to the client 
in a manner and at a 
level that is 
appropriate to them 
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Unit 5 Assessment 
Criterion 1.3 
Encourage clients to 
ask questions and 
seek clarification 
about the findings 
and 
recommendations 
presented to them 
 

  

Unit 5 Assessment 
Criterion 1.4  
Take appropriate 
action, such as 
referring to other 
sources of 
information, where 
unable to respond to 
client questions 
 
 

  

Unit 5 Assessment 
Criterion 2.2 
Respond to 
questions and give 
guidance to clients 
about aspects of the 
(action) plan 
 
 

  

Unit 5 Assessment 
Criterion 2.3  
Help clients to make 
decisions and 
prioritise planned 
actions 
 
 

  

Unit 5 Assessment 
Criterion 4.1  
Clarify and agree the 
next steps with the 
client of the actions 
to be take to reduce 
their energy 
consumption 
 
 

  

Unit 6 (Unless 
exempt by APA) 
 

  

Unit 6 Assessment 
Criterion 3.2  
Explain the ratings 
and 
recommendations of 
the Home Energy 
Audit Reports and 
their implications 
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Unit 6 Assessment 
Criterion 3.4 
Respond to queries 
about Home Energy 
Audit Reports and 
provide clarification 
of the contents 
and/or refer clients 
to relevant sources 
of information and 
advice  
 

  

Assessor Competence Justification Statement  

 
 
 

Assessor Signature 
 
 

Learner Signature 
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Structured Professional Interview: example completed form 
 

ABBE Structured Professional Interview Form 
 
 
 

Learner 
A Learner 

IV (if sampled) 
N/A 

Date 
30 August 2010 

Outline of 
Question/Topic 
Discussed 

Outline of response given by learner Evidence Seen and 
Location 

Unit 4   

Unit 4 Assessment 
Criterion 2.1  
Identify with the 
client, using 
sensitivity and tact, 
any financial 
constraints that 
might affect the 
client‟s ability to take 
steps to reduce 
energy consumption 
 

Learner was asked to imagine I was the occupier of 
the dwelling dealt with in their HEA Report, and to 
question me on my financial status as relevant to 
actions I might take. 
 
The learner responded, using sensitivity and tact, and 
gained the information he required from me. 
 
Criterion satisfied. 

Learnerôs Home 
Energy Audit 
Report submitted 
as evidence for Unit 
4: Flat 12, Jubilee 
House, London 

Unit 4 Assessment 
Criterion 2.2  
Provide the client 
with information 
about different 
sources of potential 
funding and financial 
support that are 
available 
 
 
 
 
 

Learner was asked to imagine I was the occupier of 
the the dwelling dealt with in their HEA Report, and to 
answer my question about grants and loans that might 
be available to me. 
 
I asked how his responses would differ if I, or a 
member of my household, were over 60, then over 70. 
 
The learner gave appropriate advice about financial 
support available to me in these different 
circumstances. 
 
Criterion satisfied. 
 

Learnerôs Home 
Energy Audit 
Report submitted 
as evidence for Unit 
4: Flat 12, Jubilee 
House, London 

Unit 4 Assessment 
Criterion 2.3 
Demonstrate to 
clients safe, 
appropriate and 
efficient ways to use 
household 
appliances, systems 
and controls to 
achieve immediate 
reduction in energy 
consumption 
 
 
 
 
 
 

Learner was provided with two example central heating 
programmers ï electronic and clockwork ï and asked 
him to show me how to set each type of programmer.   
 
He first of all showed me how to set a twice daily 
programme on a clockwork programmer, and then how 
to use the five day electronic programmer to provide 
different time programmes on weekdays and 
weekends.  His explanation and answers to my 
questions demonstrated his ability to demonstrate such 
a task to his clients. 
 
I questioned the learner on: 
appropriate use of different cycles of a washing 
machine 
how to reduce condensation associated with taking 
baths and showers, and why this was important 
The learnerôs responses confirmed his ability to clearly 
explain such concepts to his clients.  
 
Criterion satisfied.  

Demonstration 
heating control 
equipment used at 
XXX training 
centre. 
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Unit 5   

Unit 5 Assessment 
Criterion 1.2  
Present these key 
findings (on 
recommended 
actions) to the client 
in a manner and at a 
level that is 
appropriate to them 
 

Learner was asked to imagine I was the occupier of 
the dwelling covered by this HEA Report, and to 
present his key findings to me. 
 
The learner pulled out the key recommendations 
relevant to this dwelling in an appropriate manner and 
level. 
 
Criterion satisfied. 
 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 

Unit 5 Assessment 
Criterion 1.3 
Encourage clients to 
ask questions and 
seek clarification 
about the findings 
and 
recommendations 
presented to them 
 

Continuing the above role play, relating to the 
recommendation for cavity wall insulation, I questioned 
the learner about practical process of CWI injection 
and what preparations I need make.   
 
The learner answered my queries confidently and in 
sufficient detail. 
 
Criterion satisfied. 
 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 

Unit 5 Assessment 
Criterion 1.4 Take 
appropriate action, 
such as referring to 
other sources of 
information, where 
unable to respond to 
client questions 
 
 
 
 
 

Continuing the above role play, relating to the 
recommendation for a PV installation, I asked the 
learner where I could seek further information about 
the merits of the different systems.  
 
The learner referred me to a couple of websites where 
further information was available, including the ESTôs 
Clean Energy Cashback pages, and confirmed that 
should I wish to receive the Feed In Tariff I would need 
to instruct an accredited installer.  He referred me to 
the website of the Microgeneration Certification 
Scheme to locate an accredited installer. 

 
The learner was able to refer me to other sources of 
information as appropriate. 
 
Criterion satisfied. 
 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 

Unit 5 Assessment 
Criterion 2.2 
Respond to 
questions and give 
guidance to clients 
about aspects of the 
(action) plan 
 
 
 
 
 

Continuing the above role play, relating to the action 
plan, I asked the learner to elaborate on why he had 
included the specific measures in the plan.  What 
specific benefits would I be likely to gain by following 
the plan? 
 
The learner was able to give adequate guidance about 
aspects of the action plan.  He explained the likely 
financial savings that might accrue from the installed 
measures, and how I would also benefit from improved 
comfort in my home by making use of the heating 
system programmer. 
 
Criterion satisfied. 
 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 

Unit 5 Assessment 
Criterion 2.3  
Help clients to make 
decisions and 
prioritise planned 

Continuing the above role play, relating to the action 
plan, I asked the learner to discuss the order of the 
actions as defined in the plan.  How would the order of 
actions change if I intended to carry out building work 
to: 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
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actions 
 
 
 
 
 
 

Knock through my kitchen and dining room to make a 
kitchen diner 
Add an additional bedroom in the loft space and 
convert the small bedroom into an ensuite serving the 
master bedroom 
 
The learner was able to give appropriate answers and 
help me accommodate the energy efficiency 
recommendations within my plans. 
 
Criterion satisfied. 
 

Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 

Unit 5 Assessment 
Criterion 4.1  
Clarify and agree the 
next steps with the 
client of the actions 
to be take to reduce 
their energy 
consumption 
 
 
 
 
 

Returning to the Home Energy Audit Report submitted 
as evidence for Unit 4, and discussed at AC 2.1, 
above, I asked the learner to imagine I was the 
occupier of the dwelling dealt with in that report.   
 
We discussed the behavioural measures 
recommended in the report.  During the discussion, the 
learner was able to obtain my agreement to the 
following actions to reduce my energy consumption: 
 
Using the central heating programmer and room 
thermostat 
Using the 30 setting on the washing machine 
Drying clothes outdoors where possible, and where not 
possible, using the fast spin followed by the vented 
tumble dryer instead of drying clothes on radiators  
 
Criterion satisfied 
 

Home Energy Audit 
Report submitted 
as evidence for Unit 
4: Flat 12, Jubilee 
House, London 

Unit 6 (Unless 
exempt by APA) 
 

  

Unit 6 Assessment 
Criterion 3.2  
Explain the ratings 
and 
recommendations of 
the Home Energy 
Audit Reports and 
their implications 
 
 
 
 
 
 

Learner was asked to imagine I was the occupier of 
the dwelling covered by this HEA Report, and to 
explain its ratings and recommendations to me. 
 
The learner adequately explained the significance of 
the homeôs energy rating and set it into context with 
other types of dwelling.  He explained how 
implementing the recommendations for measures 
would improve the energy rating and move the home 
from category D to category B. 
 
See also AC1.2 above 
 
Criterion satisfied. 
 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 

Unit 6 Assessment 
Criterion 3.4 
Respond to queries 
about Home Energy 
Audit Reports and 
provide clarification 
of the contents 
and/or refer clients 
to relevant sources 
of information and 
advice  

See AC1.3 and AC1.4, above. 
 
Criterion satisfied. 

Learnerôs Home 
Energy Audit 
Report for a 
detached house, 33 
Acacia Avenue, 
Newtown; one of 
three reports 
submitted as 
evidence for Unit 5. 
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Assessor Competence Justification Statement  

I questioned the learner making reference to two of his submitted Home Energy Audit Reports, and 
observed him demonstrate how to explain the use of a central heating programmer to me.  I was 
satisfied that the learner demonstrated competence against the above Assessment Criteria.   
 
 

Assessor Signature 
 

A N Assessor 

Learner Signature 
 

A Learner 
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Appendix 3 Recommended equipment list 
 
1. Binoculars 
2. Camera with spare batteries and Camera back up (a mobile phone fitted with camera is sufficient) 
3. Ladder and hard hat (for accessing loft spaces) 
4. Measuring devices (range of measuring tapes) 
5. Suitable footwear, safety shoes optional 
6. Torch 
7. Pocket mirror 
8. Compass 
9. Meter box key 
10. Umbrella / Wellingtons / wet weather protection. Etc 
11. Disposable dust masks 
12. Latex/vinyl gloves 
13. Hand cleaning wipes 
14. First aid kit 
15. Personal alarm/mobile phone 
16. Appropriate container/bag for equipment  
 



ABBE Level 3 Certificate in Energy Advice (Home) 

Release issue – 27th August 2010 
ABBE Level 3 Certificate in Energy Advice (Home) page 62 of 74 

Appendix 4:  Outline of the Home Energy Audit Process 
 
Learners will generally follow the process outlined in the flowchart in section 3.5 to create their Home 
Energy Audit Reports for assessment.   

The following 12 step process is a verbal walk through of that typical Home Energy Audit visit in more 
detail: 

1. Contact the client in advance of the visit to explain what is entailed and to ask them to have 
ready any relevant info, such as fuel bills, receipts or guarantees for any work done.  Also ask 
if they already have an EPC (especially if they have recently moved into the home) – if so, 
and they cannot find it, obtain their permission to look it up on Landmark. 
 

2. Visit at the agreed time and discuss the visit with the client (possibly over a cup of tea if it is 
offered!).  Look at the fuel bills, record the cost and energy used, and compare them with the 
EPC estimates (if available), or with typical figures using Sutherland tables (if your 
organisation uses them).  Where the fuel bills are higher than would be expected for the type 
of property and/or client, there will be reason(s) for this that you need to identify.  The 
explanation for the high bills will be found by a combination of property inspection and asking 
the client about their use of their home. 
 

3. Inspect the property for its energy efficiency features, using the RdSAP methodology 
 

4. Whilst surveying the property, take note of any energy-using features that are not included in 
the RdSAP inspection methodology, eg external security lighting, white and brown goods. 
 

5. If possible, immediately enter the data gathered into RdSAP software and compare the 
client's fuel bills with the estimates in RdSAP.  If there is an existing EPC, you will already 
have these estimates, but you should still carry out your own inspection to be sure that you 
are starting with data that you have personally checked.   
 

6. Explore, with the client, any big differences in the real and predicted bills that are not 
explained by the assumptions made in RdSAP.  For example, higher than estimated bills may 
be due to the home being located in a more exposed area; on the other hand, where the 
home should have lower bills due to a milder climate, the actual bills should reflect this.  You'll 
need to be aware of the assumptions that RdSAP makes when it predicts the energy costs 
(such as standard occupancy, how RdSAP estimates hot water use, etc). 
 

7. Talk to the client about their use of the installed energy using systems, particularly how they 
use any controls, to establish if any high energy use is down to the way the client uses them.  
Find out whether they fall into any category that may receive funding help.  For example, 
Warm Front can offer free insulation and some heating measures to the over 60s, families 
with under 5s, or the disabled, on certain income related benefits.  This will need to be 
handled with tact, since clients may be reluctant to discuss their financial circumstances. 
 

8. Consider what improvement measures, or behaviour changes, would help to reduce the 
client's fuel bills, and produce a “long list” for discussion with the client.  The starting point for 
this will be the production of an Energy Performance Certificate and accompanying 
recommendations from the collected RdSAP data.  Reviewing the recommendations 
produced will provide estimates of the savings that can be expected from them.  Be aware 
that some options for improvements, such as heat pumps, are not recommended by RdSAP, 
but may be suitable for some properties; and that some RdSAP options, such as loft 
insulation, are not always automatically recommended (for example, where there is no loft 
access) but might still be worth discussing with the client.  
 

9. Discuss these options, their relative costs, disadvantages and benefits, with the client, and 
agree the types of improvement that the client wishes to consider.  For some behavioural 
changes, such as correct use of heating controls, you will need to show the client how to do it, 
and to satisfy yourself that they understand it well enough to be able to carry out the task 
unaided in future.   
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10. Encourage the client to adopt a programme of whole house improvement, which is generally 
more cost effective and less disruptive than making individual improvements one at a time.  
For example, for a solid wall home, internal wall insulation may be under consideration; if the 
client is considering refitting the kitchen, this would be the ideal time to install wall insulation 
and also to replace older white goods with the most efficient options.  To an extent, this will 
depend on grant availability and the financial circumstances of the client, so again this should 
be handled tactfully.  The availability of Green Deal funding, via the Home Energy Adviser‟s 
inspection, is a key part of the offer to be presented to the client.  This part of the job requires 
good sales skills. 
 

11. Where possible, do not leave without agreeing a basic action plan with the client.  This plan 
will record, in brief detail, the client's intended actions and by when they aim to complete 
them.  The plan will be the basis for your follow-up contact with the client, to assess their 
progress and identify any further help they need.  As soon as possible after your visit you 
should provide the client with a written advice report, giving a summary of the visit, your 
findings, and the agreed action plan.   
 

12. Within three months, follow up your visit and advice report, normally by telephone or in 
person; it's unlikely that you'll be able to do this successfully in writing.  Gather details of any 
actions they have taken, and assess the likely cost and carbon savings that should be 
achieved.  Encourage them to regularly check their fuel bills to confirm that they are making 
the predicted fuel bill savings in reality.  In order to check that real savings have been made, 
further follow up might be provided, at the discretion of the adviser's organisation, after the 
next heating season. 
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Appendix 5: Functional Skills 
 
The following table shows where evidence produced for the ABBE Level 3 Certificate in Energy 
Advice (Home) may contribute to achievement of Functional Skills units.  This provides an indication 
only and does not imply full coverage. 
 

Functional Skills Units ABBE Level 3 Certificate in Energy Advice (Home) 

Unit 1 Unit 2 Unit 3 Unit 4 Unit 5 Unit 6 Unit 7 

Communication Level 3 Y Y  Y Y Y Y 

Application of Number Level 3   Y Y Y Y Y 

Information Technology Level 
3 

 Y Y  Y Y Y 

Working with Others Level 3 Y Y  Y Y Y Y 

Improving own Learning and 
Performance Level 3 

Y Y Y Y Y Y Y 

Problem Solving Level 3   Y Y Y Y Y 
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Appendix 6 Part 1:  Dataset for ABBE CertEA (Home); RdSAP  
 
This Dataset is used for the physical inspection of the dwelling 
 
This RdSAP dataset is extracted from The Government's Standard Assessment Procedure for 
Energy Rating of Dwellings, 2005 edition, revision 3.  This describes SAP 2005 version 9.81/9.83, 
dated June 2009.   
 
This table is extracted from, and should be read in conjunction with, the published SAP document, 
The Government's Standard Assessment Procedure for Energy Rating of Dwellings, 2005 edition, 
revision 3. 
 
Item  
 

Data  Comment 

Transaction type  
 

One of: 
- marketed sale* 
- non-marketed sale 
- rental (social) 
- rental (private) 
- not sale or rental 
* termed "single survey" in 
Scotland 

 
Non-marketed sale includes right-to-buy 
 
Private rental includes institutions (e.g. 
university) 
EPC not required by regulations if not sale 
or rental; this case will be uncommon 

Built form and 
detachment  

Classification according to S1 
of Appendix S. 

Detachment does not need to be recorded 
for flats/maisonettes, provided that internal 
dimensions are being used. 

Age band  According to S2 of Appendix 
S. 

Identify age band separately for: 
– main property 
– any extension 
– rooms in roof (separately 
for main dwelling and any 
extension) 

Number of rooms  Number of habitable rooms 
 
Number of heated habitable 
rooms 

Total as defined in S9.1, inclusive of main 
property and any extension. 
A heated room is one with a heat emitter in 
the room. 

Dimension type  Measured internally or 
externally 

Applies to areas and perimeters. Room 
heights 
always measured internally within the room. 
See S3 of Appendix S. 

Dimensions  Area, average room height 
and exposed perimeter for 
each floor 

Measured separately for main property and 
any extension 
For rooms-in-roof, measure floor area only, 
inside the dwelling 

Conservatory  One of 
- no conservatory 
- separated, no fixed heaters 
- separated, fixed heaters 
- not separated 

if separated with fixed heaters, to be noted 
on EPC 

Non-separated 
conservatory.  

Floor area 
Glazed perimeter 
Double glazed (yes/no) 
Height (number of half storeys 
of main dwelling) 

See section 3.3.3 of SAP 

Flats and 
maisonettes 

Heat loss corridor, one of: 
- no corridor 
- heated corridor 
- unheated corridor 

 

If unheated corridor, length of 
sheltered wall 

The length of wall between flat and corridor 
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Floor level (0 for ground floor) 
and number of floors in block 
 

The lowest floor level of a maisonette. 
If there is a basement, the basement is level 
0 and the other floors from 1 upwards. 

For flats other than ground 
floor flats, floor is one of: 
- above another dwelling 
- above partially heated space 
- above unheated space 
- fully exposed 

A heated space below applies when it is 
above another flat. 
A partially heated space below applies when 
it is above non-domestic premises. 
An unheated space below applies when it is 
above a space not used for habitation. 
Where the flat is above more than one type, 
it is classified according to the largest floor 
area concerned. 

Floor construction  One of: 
- unknown 
- solid 
- suspended timber 
- suspended, not timber 

Recorded separately for main dwelling and 
any extension. 
Not if another dwelling or other premises 
below 

Floor insulation  One of: 
- unknown 
- as built 
- retro-fitted 

Recorded separately for main dwelling and 
any extension. 
Not if another dwelling or other premises 
below. 
There must be evidence for retro-fit 
insulation 

Wall construction  One of: 
- stone (granite or whin) 
- stone (sandstone) 
- solid brick 
- cob 
- cavity 
- timber frame 
- system build (i.e. any other) 

Recorded separately for main dwelling and 
any extension. 
External, cavity or internal insulation to be 
indicated only if added subsequent to 
original construction and evidence exists. If 
it has only the insulation that was part of the 
original construction it is "as built". 

Wall insulation  One of: 
- external 
- filled cavity 
- internal 
- as built 
- unknown 

Recorded separately for main dwelling and 
any extension. 
External, cavity or internal insulation to be 
indicated only if added subsequent to 
original construction and evidence exists. If 
it has only the insulation that was part of the 
original construction it is "as built". 

Alternative wall 
construction 
(if present) 

- Location 
- construction (as per walls) 
- insulation (as per walls) 
- net area of alternative wall 

Location identifies whether part of main wall 
or an extension wall 

Roof construction One of: 
- pitched (slates or tiles), 
access to loft 
- pitched (slates or tiles), no 
access 
- pitched (thatch) 
- flat 
- another dwelling above 

Recorded separately for main dwelling and 
any extension 

Roof insulation (if not 
another dwelling 
above) 

One of: 
- none 
- at joists 
- at rafters 
- flat roof insulation 
- unknown 

Recorded separately for main dwelling and 
any extension 
There must be evidence for joist, rafter or 
flat roof insulation, otherwise it is "unknown" 

Roof insulation 
thickness 
(pitched roof with 
insulation at joists, 

One of: 
- 12, 25, 50, 75, 100, 150, 
200, 250, 300 mm 

Only for roof insulation at joist level and 
where can be accessed. Recorded 
separately for main dwelling and any 
extension. If none or unknown this is 
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applies to roof or 
parts of roof without 
roof room) 

recorded via the preceding item. 

Roof room insulation  One of: 
- unknown 
- no insulation 
- flat ceiling only 
- all elements 

Only when there is a roof room in the 
building part concerned.  There must be 
evidence for insulation of flat ceiling or all 
elements, otherwise it is "unknown". 

Roof room insulation 
thickness 
(on flat part of roof of 
roof room) 

One of: 
- 12, 25, 50, 75, 100, 150, 
200, 250, 300 mm, 
not applicable 

Only if roof room insulation is "flat ceiling 
only" or "all elements" 
"not applicable" is for the case of 
(documentary) evidence of insulation of all 
elements, but it is a vaulted ceiling with no 
flat part. 

Windows 
(of the dwelling only, 
not 
including any 
conservatory) 

Area: one of 
– typical 
– less that typical 
– much less than typical 
– more than typical 
– much more than typical 

"Typical" refers to normal construction for 
the property type and age band concerned. 
If assessed as much more or much less 
than typical the area of each window should 
be measured. 

If window area is 
typical, less than 
typical or more than 
typical 

Proportion with multiple 
glazing 
Multiple glazing type, one of: 
- d/g pre year xxxx 
- d/g during or post year xxxx 
- d/g unknown date 
- secondary glazing 
- triple glazing 

As percentage 
xxxx is: 
- 2002 in England & Wales 
- 2003 in Scotland 
- 2006 in Northern Ireland 
If more than one type, assessor selects the 
most 
prevalent 

If window area is 
much less or much 
more than typical 

For each window: 
- area (including frame) 
- glazing type (as above) 
- window or roof window 
- in main, extension or 
extension 2 

This option can also be used if more than 
one type of multiple glazing 

Fireplaces Number of open fireplaces  
Main heating system 
(option to say "none") 

Fuel for main heating If none, the calculation is done for portable 
electric heaters with no controls 

Boiler identification whenever 
possible, otherwise system 
(marked "rd") from Table 4a or 
4b of SAP document. 

If boiler can be identified, its characteristics 
are obtained via the boiler efficiency 
database 

Flue type, one of 
- open 
- room-sealed 
For gas boilers 1998 or later, 
the ignition type, one of 
- auto-ignition 
- permanent pilot light 
For gas boilers 1998 or later,  
whether or not fan-flued 
For gas and oil boilers, for 
heat pumps to water and for 
electric CPSUs, the heat 
emitter type, one of 
- radiators 
- underfloor 

Applies to boilers and warmair systems. For 
fires and roomheaters use normal flue type 
indicated in Table 4a of SAP document 
 
 
 
Not if from database 
 
Not if from database 
If underfloor downstairs and 
radiators upstairs, select 
radiators 

Community heating 
system 

 Fuel used by community 
system 
If CHP then CHP fuel 

If fuel cannot be ascertained, use mains gas 
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Main heating controls  Item from Table 4e of SAP  
according to main system type 

Some additional items are now in Table 4e 
of SAP 

Secondary heating 
system 

Fuel for secondary heating, 
and 
system from room heater 
section of Table 4a of SAP 

"None" if no secondary heating system 

Water heating Either 
- from main heating system, or 
- from secondary system, or 
- item (marked "rd") from 
hotwater-only section of Table 
4a (of SAP), or 
- no DHW system present 

If no system, the calculation is done for an 
electric immersion , see text below Table 
S17 of Appendix S. 

Cylinder size, one of: 
- no cylinder 
- no access 
- normal (90-130 litres) 
- medium (131-170 litres) 
- large (> 170 litres) 

Separate thermal store (hotwater only or 
integrated) treated as if it were a cylinder 

Cylinder insulation type, one of 
- no access 
- none 
- jacket 
- spray foam 

 

Cylinder insulation thickness, 
one 
of: 
0, 12, 25, 38, 50, 80, 120, 160 
mm 

 

If immersion, whether single or 
dual 

 

Cylinderstat (yes/no)  
Mechanical 
ventilation  

yes/no, and if yes whether 
extract only or balanced 

Applies to whole house ventilation system 
only. 
Otherwise natural ventilation is assumed. 
Intermittent extract fans (kitchen and 
bathrooms) are not a mechanical ventilation 
system for SAP calculations, but 
continuously running extract fans in wet 
rooms are treated as mechanical extract 
ventilation. 

Electricity meter  Dual/single/24-hour/unknown See S11 of Appendix S 
Mains gas available  yes/no Yes means that there is a gas meter or a 

gas-using appliance (e.g. cooker) in the 
dwelling. 
Can be relevant to improvement 
recommendations 

Solar water heating  Solar panel (yes/no)  
Photovoltaic array  yes/no, and if yes the % of 

external roof area with PVs 
 

Terrain  One of: 
- dense urban 
- low rise urban or suburban 
- rural 

Used to generate wind turbine 
recommendation where appropriate – data 
item must always be collected 

Wind turbine  yes/no  
Low energy lighting  Percentage of fixed outlets  
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Appendix 6 part 2: Dataset for ABBE CertEA (Home):Behavioural advice and ñhuman factorsò 
 
Unlike the RdSAP dataset for physical inspections of dwellings, this “behavioural” data set is not 
based in a defined assessment methodology.  Instead, this list identifies the minimum set of data that 
a Home Energy Adviser should consider when giving advice.  Evidence should be presented to 
confirm this has been done. 

 
1) APPLYING TO WHOLE DWELLING 
 

a) Tenure 
b) Location (degree day region, site exposure; site factors affecting recommendations for 

physical measures) 
c) Fuel bills  
d) Occupancy factors (number of occupants, times of occupation) 
e) Availability of RTD (Real Time Display) and/or Smart Meter 

 
2) HEATING 

 
a) Use of heating not considered by SAP, including heating a separated conservatory and/or use 

of portable heaters;  
b) Use of heating that differs from SAP assumptions: this includes excessive use of secondary 

heating, none use of controls, different heating times, whether all rooms heated, thermostat 
settings 

c) Occupant preferences relevant to recommendations eg occupiers with some loss of manual 
dexterity may prefer simple to set controls) 

 
3) HOT WATER 

 
a) Use of non SAP hot water eg back up immersion heater, electric shower 
b) Use of controls (time, temperature) 

c) Occupancy factors (preference for bath/shower, frequency of use) 
 
4) LIGHTING 

 
Use of non SAP lighting (eg table lamps; type and use of external lighting; and lighting in any garage 
or outbuilding). 

 
5) METERS: Reading and/or use of the following types of meter 
 

a) Gas and Electricity Meters (all display types) 
b) Smart Meters 
c) RTDs (Real Time Displays) 

 
APPLIANCES (list from Defra's Act on CO2 Calculator)   
 
Use of the following: 
 
1) Lighting  

 
a) Lighting  

 
2) Cold Appliances  
 

a) Fridges  
b) Freezer (upright or chest)  
c) Fridge-freezer  

 
3) Cooking Appliances  
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a) Electric hob  
b) Electric oven  
c) Gas hob  
d) Gas oven  
e) Microwave  
f) Induction Hob  
g) Kettle  

 
4) Domestic ICT  
 

a) Personal Computers (Desktops and Laptops)  
b) Printer  
c) Monitor  

 
5) Consumer Electronics  
 

a) External PSUs (power supply units)  
b) Set-top boxes  
c) TVs  
d) Video recorders (VCR / DVD / PVR)  
e) Digital radios (non MTP)  

 
6) Wet Appliances  
 

a) Dishwasher  
b) Tumble dryer (or washer-dryer)  
c) Washing machine (or washer-dryer) 

 
Sources used  
 
Office of Gas and Electricity Markets: CERT 2008-2011 Supplier Guidance Document September 
2009:  Appendix 17 - HEA behavioural advice check list. 
 
Defra's Act on CO2 Calculator: Data, Methodology and Assumptions Paper V1.2 August 2008  
 
Domestic Energy Efficiency Advice Code of Practice: Guidance Note on Energy Efficiency Advice 
in the Home, 2003 Energy Saving Trust. 
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Examples of behavioural advice:  
 

The following examples are provided for information only and are not part of the behavioural advice 
dataset. 

 
The following table (taken from Defra's Act on CO2 Calculator) gives examples of impacts of 
behaviour on carbon emissions.  
 

Action  KgCO2 saved per 
year 

Assumptions  

Switch-off/unplug 1 power 
supply type plug when not in 
use  

5 Based on average 23 hrs/day stand-by, 
with an average 2006 stand-by power of 
2.91W for power supplies (from 
http://whatif.mtprog.com/ProductData.asp
x)  

Part fill kettle instead of full 4 
times a day 

27  

Change 1 high-usage (e.g. 
living room) light bulb to a 
low energy one 

47  

Dry clothes in spring summer 
on a clothes horse /on an 
outside line instead of tumble 
dry  

99 Per household, per yr  

NOT replacing standard 5 
foot fluorescent Tube with set 
of 6 halogen spotlights  

99  

Turn off standby on multiple 
appliances (also includes 
power supply type plugs)  

173 Per house, per yr  

Install solar panels  803 2kW installation  

Lower space heating 
temperature by 1°C  

287 Per household, per yr.  
Heating fuel & property mix weighted 
average based on BREDEM modelling 
assuming a 10% reduction in space 
heating energy consumption  

Turning off un-needed 
lighting when leaving room 
etc  

25 Per household, per yr 
Based on MTP Sustainable Products 
2006 Reference scenario data & 
assuming a 10% saving in lighting energy 
is possible (DECADE 2MtC report, 
Environmental Change Institute 1997)  

 
Note: Act on CO2 also includes estimates of carbon savings that could be achieved from changes in 
behaviour relating to use of cars, public transport, and flights.  These aspects are not relevant to a 
Home Energy Adviser and are not therefore included above. 
 
The Domestic Energy Efficiency Advice Code of Practice is a voluntary code that sets standards 
for giving energy advice, including advice in the home.  It was developed by the Energy Advice 
Providers Group of the Energy Efficiency Partnership for Homes.  It states that advice in the home 
should, as a minimum, be based on individual circumstances and available for at least the 
following: energy labelling, lighting, space and water heating, appliances, insulation, basic 
ventilation and condensation, grants and offers, fuel payment methods, behavioural changes 
to improve fuel efficiency; energy efficient operation of systems, appliances and controls 
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The guidance note expands on this as follows: 
 

 The individual circumstances of customers/enquirers refers to whether they are a home owner or 
tenant, on benefits or not, pensioner or not. 

 Energy labelling refers to appliances and to homes.  Although staff are not expected to be able to 
calculate a SAP rating they will be expected to know about SAPs and what purpose they serve.

1
 

 Appliances refers to their usage and running costs. 

 Insulation also includes draught proofing. 

 Fuel payment methods refers to the ways in which customers/enquirers may pay for their fuel e.g. 
direct debit, quarterly bill, prepayment meters, fixed payment arrangements, Fueldirect.  It does 
not mean recommending or advising on tariffs. 

 Behavioural changes refers to lifestyle changes that customers/enquirers can make at little or no 
cost e.g. switching off lights and heating in unused rooms, turning thermostats down by one 
degree, boiling sufficient water for use rather than filling the kettle each time. 

 One of the main benefits provides by a home visit it the opportunity to demonstrate the efficient 
use of system, appliances and controls so advisers must have this ability as well as the 
knowledge to explain to customers/enquirers. 

 Staff must be able to provide advice on all of the subjects.   
 
This checklist, Appendix 17 of Ofgem's CERT 2008-2011 Supplier Guidance Document, 
September 2009: HEA behavioural advice check list, gives further examples of the types of 
behavioural advice to be provided. 
 
Appendix 17 - HEA behavioural advice check list  
 
Lighting, Appliances and Cooking  
 
1. Turning off unused lights. For example when leaving a room, or outdoor lights during daylight 
hours.  
 
2. Turning off unused appliances such as televisions and computers, and turning them off fully instead 
of leaving them on standby.  
 
3. Using the economy or low temperature cycles on dishwashers and washing machines.  
 
4. Waiting to use washing machines and dishwashers until they are full.  
 
5. Drying clothes naturally rather then using a tumble dryer.  
 
6. Only boiling the water needed when filling the kettle  
 
7. Cooking in an energy efficient manner, for example placing lids on pans and oven-cooking multiple 
rather than single dishes at a time.  
 
8. The benefits of RTDs and how to use them.  
 
9. Other behavioural advice related to lighting and appliances as relevant to the circumstances of the 
householder.  
 
Hot Water  
 
1. Having a shorter shower to save hot water.  
 

                                                 
1
  This guidance was prepared prior to the Green Deal, and therefore does not include reference to 

the current Government requirement for Home Energy Advisers to create an Energy Performance 

Certificate using RdSAP. 
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2. Having a shower rather than a bath, noting that power showers may use more unless they are 
short.  
 
3. Not running the hot taps unnecessarily. For example, by not leaving a tap running when rinsing 
dishes.  
 
4. Other behavioural advice related to hot water as relevant to the circumstances of the 
householder.  
 
Space Heating  
 
1. Only using the heating when it is needed. For example, programming or turning it off half an 
hour before you leave for work or bed.  
 
2. Preventing heat from escaping unnecessarily. For example stopping draughts from open 
windows and doors.  
 
3. Controlling the heating system effectively. For example:  
 

 If householder has programmer, is this fully understood and does the householder know how 
to correctly set timings? This should include warm up and cool down timings.  

 If householder has a room thermostat, how to use this effectively, and the benefits of turning 
down by one degree.  

 If householder has a thermostat on the hot water cylinder, this should be correctly set to 
60°C.  

 If householder has storage heaters, setting the input and output controls correctly.  
 

4. Other behavioural advice related to space heating as relevant to the circumstances of the 
householder.  
 
Note: It is expected that the home energy survey, which precedes the home energy assistance, 
should establish which of these energy saving behaviours is relevant; however, all topics should 
be covered where relevant.  
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Appendix 7: ABBE template HEAR report. 
 

This is available as a separate download from the ABBE website www.abbeqa.co.uk  

 

http://www.abbeqa.co.uk/

