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Purpose and Scope

This document outlines the procedures for the operational control of the Flexi-Orb Scheme Working Group
(SWG) and associated Sub-Working Groups (SUWG). This Procedure replaces PRO-007, PRO-011, and PRO-012;
the procedures for the Development, Technical, and Consumer Working Groups, respectively.

The Terms of Reference document has been replaced with an updated version in-line with this revised
procedure; however, this revised procedure is a merger of the aforementioned Working Groups, therefore,
previously signed Terms of Reference remain valid, provided all Members have read and understood this new
procedure.

This Procedure shall outline the objectives and activities the SWG shall undertake to ensure that:
e They operate in accordance with the requirements of ISO IEC 17067:2013.
e The Authority of the SWG and associated SUWG is clearly established.

e The means for ensuring the management of Confidentiality, Conflict of Interest and Transparency in its
duties are in place and are managed on an ongoing basis.

e Duties are clearly identified, including the quorum requirements for the SUWG meetings, and that
general input requirements are defined for the SWG to enable them to fulfil their duties and report on
outcomes.

e Subject matters requiring formal decisions are agreed on, and the terms of decision making are
outlined.

e The frequency of the SUWG meetings is clearly identified, and if required, how additional meetings are
convened to expedite the development process.

Note: The terms “Member” and “Representative” may be used interchangeably. The term
“Participant(s)” may refer to “Representative(s)” and “Delegate(s)”.
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1.1

Objectives

General Objectives

The SWG is the overarching body for the control of the SUWG. New SuWG shall be created when
developments to the Scheme are proposed, or technical annexes are being developed and may
interlink or be formed following outputs from an existing SUWG. Members shall be informed when a
new SUWG is being formed and offered the opportunity to participate (see Section 4 for further
clarification).

The SWG outputs shall be reported directly to the Flexi-Orb Senior Leadership Team (SLT) to fulfil the
SLT principles and purpose (objectives) in relation to the requirements of ISO/IEC 17067:2012 for
establishing, operating, and maintaining the Flexi-Orb Installation Scheme (henceforth referred to as
‘the Scheme') on an ongoing basis.

While there shall be multiple SUWG, the overall objectives in relation to operating and maintaining the
Scheme, apply to the overarching SWG. These are as follows:

e To assist the Flexi-Orb SLT and its Board in identifying stakeholders to seek their opinions and
participation in ongoing developments.

e To ensure that when information about the Scheme, or a new scheme, is made publicly available,
it is transparent, understood, and accepted. To achieve this, an annual summary of the ongoing
SuWG shall be provided by the SWG (via the assigned Chair) as input into the annual Scheme
Review meeting to confirm that the SWG mechanism is fulfilling its objectives.

e To ensure that the requirements of the Scheme are applied in a consistent manner.

e To ensure that the Scheme maintains the annual Scheme Review process for monitoring the
standards and other normative documents which define the specified requirements used in the
Scheme. The SWG shall review the outputs from the Scheme’s monitoring processes and advise
the Flexi-Orb SLT and its Board on managing the implementation of these changes, and any other
changes suggested by the Scheme Owner, by the Conformity Assessment Bodies and/or other
stakeholders.

e To engage with consumer representatives when developing and maintaining all aspects of the
Scheme, to demonstrate how consumers have been considered during the development and
maintenance of the Scheme, or new schemes.

e Providing regular reports to the Flexi-Orb SLT for any meetings that concern the ongoing
development of the Flexi-Orb Scheme, or new schemes (e.g., Annual Scheme Review meeting).
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1.2

Technical Objectives

Where the SUWG are involved in the initial and ongoing technical development of the Flexi-Orb
Scheme, new schemes, and/or the technical scopes of the applicable scheme, the following objectives
are applicable:

e For initial development: To develop or utilise industry recognised normative documents (such as
Codes of Practice) based on the requirements of ISO/IEC 17067:2013 following the guidance for
drafting such documents as outlined in ISO/IEC 17007:2009 for the design, installation,
commissioning, handover, and ongoing maintenance of new technical scopes of the Flexi-Orb
Scheme, e.g., Air Source Heat Pumps (ASHP) and Hybrid Air Source Heat Pumps (HASHP).

e For ongoing maintenance: To ensure that normative documents relating to the technical annexes
of the scopes operated are up to date, and that the annexes themselves remain in line with those
documents.

Note: Where any changes are made to those documents, the Scheme shall conduct a full technical
review, as per the POL-001 Scheme Review Policy, to determine that any changes affecting the
compliance of those scopes with the requirements of ISO/IEC 17067:2013 are identified,
implemented, and communicated to all CABs operating the affected Flexi-Orb Scheme.

e To provide ongoing technical insight and contributions to the development of the technical
annexes for new scopes of the Scheme, i.e., Air Source Heat Pumps (ASHP) and Hybrid Air Source
Heat Pumps (HASHP). These annexes shall be based on the normative documents referenced
above.

e To provide ongoing technical insight and contributions to the development of new schemes.

e To provide input upon request into the development of the Flexi-Orb Technical Management
Teams (TMTs), which will provide the ongoing technical support to the accredited CABs and the
wider Certi-fi company, on an ongoing basis.

e To assist in developing the technical reference guides and FAQs for the TMTs that can be provided
to CABs and installers through the Flexi-Orb website and other suitable/relevant media.

e Toengage with external stakeholders and provide technical input into various committees of those
stakeholders when requested.

e To provide regular reports to the Flexi-Orb SLT for any meetings that concern the ongoing
development of the Flexi-Orb Scheme regarding the Technical development of the Scheme, or
development of new schemes.
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2.1

2.2

2.3
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Authority and Responsibilities of Flexi-Orb

Overall Authority

Overall authority for the SWG shall sit with the Managing Director of Certi-fi Schemes, whilst the Head
of Certification and the Technical Director, or the Certification Director, where necessary, shall have the
day-to-day responsibility and operational control of the SUWG, and shall be responsible for reporting
into management meetings that concern the ongoing development of the Flexi-Orb Scheme.

Duties of the Chair

The Chair shall be a Member of the Flexi-Orb SLT and may vary depending on the scope of the SUWG;
it shall be the duty of the acting Chair to:

e Other than in exceptional circumstances, attend all meetings of their relevant SUWG.

e lead meetings, facilitate discussions and encourage consensus on decisions.

e Approve agendas and coordinate the provision of any relevant papers in advance of each meeting.
e Act as the SUWG liaison with external individuals and bodies.

e Draft an anonymised summary of key progress, decisions and actions following each meeting.

e Relay the progress of the SUWG during any meetings that concern the ongoing development of
the Flexi-Orb Scheme or the developmental progress of new schemes.

Group Administrator
Flexi-Orb shall serve as the Group Administrator to:

e Maintain a record of each Member/Delegate of the SWG, their relevant experience, the sector
they represent, and their chosen SUWG.

e Issue meeting polls when necessary, and meeting invitations.

e Ensure all meeting attendees receive the required information and papers to allow a meaningful
discussion, as relevant to the SUWG.

e Circulate proposed and finalised meeting agendas.
e Circulate proposed and finalised meeting Minutes.

All communications above shall be sent with “Delivery and Read Receipts” enabled. Emails concerning
multiple Members, where feasible, shall be sent anonymously (i.e., as Bcc), however, it must be noted
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that this may not always be possible (e.g., meeting invites). Any Members wishing to remain
completely anonymous in communications must make this clear upon joining the SWG.

3. Confidentiality, Conflict of Interest and Transparency

All discussions and materials, including digital material, will be confidential to the SWG and associated
SUWG, unless otherwise agreed and documented.

Where there is a conflict of interest, the conflicted Member should declare the conflict of interest prior
to decisions and recommendations being agreed.

Where agreed, reports or minutes published by the SWG may be anonymised.

To participate in the SWG, it is required that all Members sign the Commitment to Membership
Requirements, Confidentiality and Impartiality Statement (as detailed in Section 9.) to confirm
acceptance of the Group’s procedures, and a copy of this statement will be provided for digital signing
in the PRO-028 Members Terms of Reference (ToR) document.

The SWG may permit a representative (from a Higher Management position) to sign the ToR on behalf
of the company they represent. While participation from the representative is preferred, Delegates
from the represented company may attend the chosen SUWG on behalf of, or alongside, the
representative.

It is the sole responsibility of the representative(s) to ensure that all Delegates have read and
understood this procedure and the Terms of Reference. A breach of the ToR will result in the
immediate termination of the Members affiliation with the SWG. Future affiliation shall be at the
discretion of the Flexi-Orb SLT.

4. Working Group Membership and Procedures

4.1 Scheme Working Group Membership

The SWG is formed with the purpose of ensuring a wide range of stakeholder input into the
maintenance and development of the Scheme is undertaken whilst retaining functional efficiency.

The SWG is required to maintain a Membership drawn from key industry groups, with the following
list identifying the Membership requirements, of which each SUWG shall be formed as dependent on
the purpose of the group:

e A Chairperson with an appropriate background and expertise in the sector

Note: A nominated Chairperson is mandatory for all meetings
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e Scheme Owner representation
Note: This may be the Chair and/or other Flexi-Orb staff.
e Installer representation
e Representative from each ISO/IEC 17065:2012 Accredited CAB

Note: Mandatory when the output of the SUWG is to be an accredited certification activity to be
delivered by an accredited CAB.

e Representative from Consumer advocates (e.g., Citizens Advice/Trading Standards/Which?/Energy
Saving Trust).

e Representative from Consumer Codes (e.g., HIES/RECC).

e A Technical Expert for each of the technologies being covered by the SUWG.

e An Equipment Manufacturer for each of the technologies being covered by the SUWG.
e Representation from software providers of system design.

e Representation from system designers.

e Relevant Course and Qualification development providers from the Further Education and/or
Industry Training sectors.

Note: Representatives may cover one or more technologies/areas.

It is not necessary for all industry group representatives to be involved in all SUWG, only where the
Sub-Working Group necessitates key industry representation (e.g. an electrical specialist for a new
electrical annex); however, this does not prevent representatives from expressing interest in SUWG
outside their remit should they believe that their input may be beneficial.

Furthermore, the list outlined above is not exhaustive; the SWG may identify other representatives
that would facilitate wider views and considerations where focus is required on a specialist subject.
Such Members may be invited to attend for such a purpose or to join the SWG on a permanent basis.
Examples of such Members include but are not limited to:

e Domestic Electrical Safety expert
e Domestic/Commercial Heating expert

e Training & Competence expert
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e Insurance expert

e Consumer law / protection expert

e Fire Safety

e Specific competency that may be identified from time to time
4.2 Joining Sub-Working Groups

Upon signing the Terms of Reference, Members shall be provided a list of the current SUWG to identify
which groups the Member wishes to participate in, and Members may participate in multiple SUWG
as befitting their industry experience. Should Members wish to participate in other SUWG at a future
date, Members must inform the SWG in writing (email is appropriate), requesting an invitation.

When the SWG proposes the development of a new SUWG, all existing Members shall receive email
communication to provide an equal opportunity to register their interest.

Itis recognised that it may not be possible for all Members to participate in the respective meetings at
all times; however, it is required that Members regularly attend the SUWG they have expressed interest
in (see Section 4.3), therefore it is expected that the Member will identify an appropriate number of
SUWG in balance with their own external commitments.

4.3 Requirement of Membership
All Members should commit to:

e Attending at least 3 in 4 of the SUWG meetings they have expressed interest in, which may be in
person, via telephone, or via a suitable remote meeting platform (e.g., Teams, Zoom, etc.) that can
be accommodated by all participants of the SUWG.

e Positively contribute to the discussions in a collaborative and constructive manner.

e Take actions, circulate material, and report back to the SUWG on views and actions taken.

e Propose a replacement Member/Delegate from their organisation if unable to attend a meeting.
e Declare any conflicts of interest whether real or perceived.

e Not share any information discussed within the SWG to Non-Members outside their own
organisations.
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5.2
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Meetings and Frequency

Regular Meetings

The SUWG shall meet at regular intervals when developing technical annexes or new schemes, with
the frequency determined by the consensus of the SUWG attendees. As a guide to expected frequency,
or where a consensus cannot be reached, the SUWG should meet at least once every 2 months to
maintain ongoing development.

Note: The regular meetings can be achieved through a combination of physical meetings, online
meetings, and the use of an online workspace for editing/commenting on scheme documents.

During each meeting, the Minutes from the previous meeting shall be approved during the current
meeting. Any outstanding actions from the previous Minutes shall be recorded in the subsequent
meeting.

For this purpose, Flexi-Orb will serve as the Group Administrator and shall support the SUWG in their
work by:

e Issuing invitations to all relevant Members at least 1 month before the subsequent meeting.

Note: Unless circumstances dictate otherwise, the Members should agree the date of the
subsequent meeting at the end of each meeting.

e Providing the agenda and all relevant documentation for the meeting at least 3 weeks prior to the
meeting. Members shall have 2 weeks to suggest any additional items.

e Circulating the finalised agenda 1 week prior to the meeting.

e Following approval from the Chair, circulating the draft Minutes within 1 week of the meeting for
comment; members shall have 2 weeks to suggest any amendments.

e Following approval from the Chair, the final Minutes shall be circulated in the following week (i.e.
4 weeks after the meeting date).

Ad-Hoc Meetings

The Chair may convene additional meetings for any SUWG as and when necessary, establishing a date
convenient for as many Members as possible.

Note: The ad-hoc review meetings can be achieved through a combination of physical meetings, online
meetings, and the use of an online workspace for editing/commenting on scheme documents.

For this purpose, Flexi-Orb shall serve as the Group Administrator and shall prepare the Sub-Working
Group for the ad-hoc review by:
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e If circumstances allow, confirming the meeting date and circulating the proposed agenda and
relevant documentation at least 10 working days prior to the meeting, and the confirmed
Members shall have 5 working days to include additional items and confirm the agenda.

e Circulating the finalised agenda to confirmed Members 5 working days prior to the meeting. Any
additional items for consideration once circulated shall be rejected.

e Following the Chair's approval, circulating the draft Minutes within 1 week of the meeting for
approval or for amendments to be submitted and considered; members shall have 2 weeks to
submit any amendments for consideration.

e Following approval from the Chair, circulate the Final Minutes the following week.
5.3 Quorum

A minimum of four Members from different key industries in attendance is required for a SUWG
meeting to be quorate.

5.4 Annual Review

All outputs from the SUWG shall be summarised at least annually for any meetings that concern the
ongoing development of the Flexi-Orb Scheme, to discuss progress on the work being completed by
the SUWG (e.g., new schemes), the impact they may have on the current Scheme, and to determine if
the outputs warrant further review by UKAS to ensure the Scheme continues to fulfil the requirements
of ISO/IEC 17067:2013.

The outputs from these management meetings may serve as additional inputs into the ongoing
development of the relevant SUWG and/or be included in the report to the Board of Directors.

6. Input Requirements

The SUWG shall be provided with a variety of suggested inputs as review and discussion points to guide
the SUWG meeting and enable members to fulfil their duties as outlined in this document.

The suggested inputs are outlined below and may include other inputs that may be deemed as assisting
in the development and maintenance of, or affecting, the Scheme or new schemes.

6.1 General Inputs

e Review any proposal to develop, change, modify, or improve the applicable scheme, where
applicable to the SUWG.

e Review the Minutes of the previous meeting.
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6.2

e Review the outputs of meetings that concern the ongoing development of the applicable scheme
that will affect the SUWG.

e Review any identified risks to the applicable scheme, or other issues identified or perceived from
the operational activities of, e.g., the applicable scheme, Scheme Operators, Installers, changes
to Government Policy etc., that may affect the theme of the SUWG.

e Review the stated purpose of the SUWG to ensure that it is being fulfilled and assess whether it
remains appropriate to the market.

e Review the applicable scheme content and documentation where relevant to the SUWG (where
changes have been highlighted during Internal/External Audits or Scheme Reviews).

e Review external Standards and other normative documents relevant to the SUWG (where changes
have been highlighted during Internal/External Audits or Scheme Reviews).

e Review and provide oversight of any other changes or issues that impact on the purpose of the
SUWG.

Technical Inputs

e Review, debate and assimilate all technical information provided by the individual Members of the
SUWG in relation to the development of new schemes, and/or the ongoing maintenance of the
technical elements of the Scheme:

Example 1 — The technical information that shall be used to create Normative Documents for new
schemes/ongoing maintenance of the Scheme.

Example 2 — Create, by consensus (or vote) technical annexes that shall be used by, e.g., the
Scheme Operator to deliver and monitor the applicable scheme(s) to new installers.

e Review, maintain, and suggest updates on relevant operational technical annexes of the Flexi-Orb
Scheme on an ongoing basis.

Decision Making

Decisions made by the SUWG shall, wherever possible, be reached through consensus. Where it proves
impossible to reach a consensus or the circumstances do not allow one, a vote shall be taken, with
each organisation limited to one vote, even when it has more than one representative in a meeting.
Votes can be conducted ‘in-person’ during physical or virtual meetings, or remotely via email.

Where full consensus/agreement cannot be reached on a particular issue, this shall be noted in the
Minutes.
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8. Terms of Resignation or Termination

Itis appreciated that the SWG is made up of voluntary Members who may resign at any time from any
SUWG, or the SWG in its entirety, and without advanced notice, providing the Member has informed
the SWG in writing (email is appropriate) and understands that they are still bound to the terms of
Section 3. Confidentiality, Conflict of Interest and Transparency. However, Members wishing to resign
must be aware of the following.

8.1 Resigning from a SUWG

Should a Member wish to resign from a SUWG while remaining a Member of the SWG, they are
permitted to do so without any additional considerations; Delegates may still participate in the SUWG.

The Member shall be excluded from all future communications from the SUWG, however, may request
to rejoin the SUWG at any time.

8.2 Resigning from the SWG

Should a Member wish to resign from the SWG in its entirety, special consideration must be given to
the status of Delegates.

Should the Member wishing to resign be the sole representative for their company on the SWG, then
all Delegates associated with the SWG shall be terminated with immediate effect, unless a new
representative has signed a new copy of the Terms of Reference prior to the resignation of the current
Member.

8.3 Termination from the SWG

If deemed necessary for the protection of the Scheme, SUWG, and/or the SWG Members, the SLT may
terminate SWG Members with limited or no advance notice, depending on severity. The Member shall
be advised of the reason for termination.

The reasons why a Member may be terminated from the SWG are listed below:
e Breach of confidentiality (See Section 9.)
e Company ceases to trade.

e Repeated violation of the Membership Requirements (see Section 4.)
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Commitment to Membership Requirements, Confidentiality and
Impartiality

Unless already in the public domain, Members shall agree to treat all information and documentation,
including digital data, disclosed during the operating of the SWG as highly confidential, and will not
disclose such information or documentation to any person without the express written agreement of

the SWG unless required by law, or as permitted by the procedures, in which case they will provide
prior written notice where permitted to do so.

Such information and documentation shall include, but is not limited to:

e The identity of any clients, partners, employees or subcontracted personnel of any of the SWG
Members.

e Details of the methods, techniques and capacities of operation of any of the SWG Members.

e The details of any commercial or other transactions between the SWG Members and their
partners, clients, whether in the course of day-to-day trading or otherwise.

e Details of any services that are proposed, under development or offered for sale by the SWG
Members.

e Details of the Flexi-Orb Scheme, or new schemes, prior to publication.
Except where the SWG agrees that information can be more widely circulated to help fulfil its purpose.

Members shall disclose to the Group Administrator for the record, and in any comments or matters
discussed, any personal or commercial affiliation that they may have with any individual, organisation
or group, which may be perceived to be a conflict of interest. The Group Administrator shall record the
disclosure within the Member Disclosure Record folder, located within the Working Groups &
Impartiality folder.

They shall also commit that as a Member of the Flexi-Orb SWG, they will endeavour to meet the
requirements of Membership at all times.

END OF DOCUMENT
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