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	APPLICATION FORM TO OPERATE A NEW COMPETENT PERSON SCHEME FOR AIR TIGHTNESS TESTING UNDER THE BUILDING REGULATIONS
Notes: Before completing this form, please have regard to the current conditions of authorisation for operating a competent person scheme which can be found on the Department’s website: https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/339751/ATT_schemes_Conditions_of_Authorisation_FINAL.pdf  
If you wish to apply to operate a new competent person scheme, please complete this form and attach key supporting documents (there is a different form for applications to extend an existing scheme). The form should then be sent to the Department preferably by email or, where this is not possible, by post - see addresses above. Your application will be acknowledged.
The Department has invited applications on its website and forms must be submitted by the deadline stated in the invitation. Your application will be processed as quickly as possible and we will notify you of the outcome as early as we can.



	Section One: Information about the Organisation



	

	1.1 Full legal name of organisation making the application and legal status (e.g. limited company, incorporated body, charity etc). State your company number if applicable: 

Full legal name:      
Legal status:      
Company number:      


	

	1.2 Full legal name of organisation as you wish it to appear in legislation as a scheme operator, if different from above:

     


	

	1.3 Contact name and role:
     

	1.4 Contact details:
Address:      
Tel:      


Email:      


	
	

	1.5 Briefly describe the history of the organisation:

     


	

	Section Two: Management and Membership of the Scheme


	

	2.1 Describe your management structure (including key posts) and administrative system, which may draw upon British Standard EN ISO 9001:2014
:


     


	

	2.2 Name the independent third party you propose to use for auditing your compliance with these conditions and the date you propose for the first audit:

     


	

	2.3 Schemes are required to be financially viable, i.e. have a transparent fee structure, be self-financing within five years of authorisation and use scheme funds only for the benefit of members or the general sector. Outline details of all the fees you propose to charge potential members and any other income you anticipate will be used to operate the scheme:


Joining fee:     
Competence assessment fee:      
Lodgement fee (if applicable):     
Annual registration fee:     
Any other fees (please specify):     
Any other income (please specify):     


	

	2.4 Do you anticipate any potential commercial conflict of interest between any sponsoring or parent organisations and the management of the scheme? If yes, explain how you will manage this:


Yes FORMCHECKBOX 
      No FORMCHECKBOX 

     


	

	2.5 Outline the estimated average number of members that you anticipate will join the scheme and carry out the type(s) of work applied for over the following periods: 
1 year -                   

5 years -                   

10 years -         



	

	2.6 Explain how you plan to publicise the scheme to potential members, justifying the figures stated above, and from where you would draw members. Would membership of a particular trade organisation or other organisation be a requirement of scheme membership?


     


	

	2.7 Estimate the average number of tests you anticipate each scheme member would carry out per annum:


     


	

	2.8 Detail the arrangements you will put in place to provide independently audited annual accounts for the scheme itself:


     

	

	2.9  Explain how you will promote the use of the scheme to potential clients: 
     


	

	2.10  Give details of your complaints handling system (to be published on your public website)  which must cover those relating to non-compliance with Regulation 43 of the Building Regulations and may include other types of complaints relating to the scheme from both clients and members: 


     


	

	2.11 Describe the level of professional indemnity insurance that you will require:


     


	

	2.12 If applicable, explain any measures that you may put in place for lodgement of test results by scheme members: 

     


	

	2.13 What sanctions will be put in place where scheme members are found to be in breach of Regulation 43 of the Building Regulations and/or the scheme rules?


     


	

	Section Three: Competence Information



	

	3.1 Give details of the experience and knowledge of the relevant parts/requirements of the Building Regulations that your organisation has in relation to the type(s) of work applied for:
     


	

	3.2 Give details of the scheme’s assessors and inspectors and their qualifications
 and other                    resources that you will have available to carry out the required competence assessments and surveillance of members’ work in relation to the type(s) of work applied for:

     


	

	3.3 Identify the relevant National Occupational Standards (NOS) and sector Minimum Technical Competence (MTC) assessment procedure, which you will be required to use to assess the competence of applicants and scheme members in relation to the type(s) of work applied for:


     


	

	3.4 How do you propose to keep scheme members’ competencies up to date, e.g. as a result of changes that may be made to the Building Regulations and other relevant standards?


     


	

	3.5 What arrangements will be make to provide ongoing technical and other necessary support to all scheme members?


     


	

	3.6 Explain how you intend to undertake surveillance (i.e. inspections) of scheme members’ work for the type(s) applied for, having regard to the minimum surveillance period set by the Department, to check compliance with the Building Regulations:






	Section Four: General Information



	

	4.1 Outline any previous experience your organisation may have of working with the Government on policy implementation, e.g. management of schemes/projects, membership of committees or bodies, role in consultations, consultancies or research etc:

     


	

	4.2 Add any other information that you consider relevant to your application, such as any legal issues (e.g. European mutual recognition) which might have an impact on your application or to which you wish to draw the Department’s attention:


     


	

	4.3 Do you wish your application to be treated on an ‘in confidence’ basis
?        
     Yes  FORMCHECKBOX 
      No  FORMCHECKBOX 




	Section Five: Supporting documents checklist



	

	List below all supporting documents you are submitting with this application:

     



	
	I confirm for and on behalf of the organisation that it will comply fully with the Department’s conditions of authorisation for air tightness testing schemes once the scheme becomes operational. 

	Name:
	     


	Position within organisation:
	     

	Date:

(dd/mm/yyyy)
	     


Department for Communities and Local Government


Buildings Regulations and Standards Division


3 North West, Fry Building


2 Marsham Street


London, SW1P 4DF





Tel: 0303 444 3260


Email: simon.newitt@communities.gsi.gov.uk











� HYPERLINK "http://BS EN ISO 9001:2014 is available via www.standardsuk.com" �BS EN ISO 9001:2014 is available via www.standardsuk.com� 





� Assessors and inspectors must be competent at least to the equivalent level in the relevant MTC assessment procedure. 


�   The Department will send a copy of your application to other relevant bodies as part of the assessment process - see details on the Department’s website. In addition, the fact that you have submitted an application and the type(s) of work applied for will be stated on the Department’s website. Otherwise your application will be treated on an in-confidence basis, if you wish, subject to the requirements of the Freedom of Information (FOI) Act 2000.
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