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Section One: The Quality Management System and Operational Processes

This section relates to Clauses 8.1 — 8.17 within the INS-001 Installation Scheme document.

Note: Clauses 8.12 and 8.15 are located in Section Two: Training and Competency

The Certified Installer shall have in place a documented and controlled Quality Management System (QMS).
The QMS shall be capable of supporting the operations of the Certified Installer, shall be compliant with the
requirements of this Scheme, shall be dated and version controlled, and meet at least the following minimum
requirements:

INS-001 Requirement Pass Fail N/A

1. Does the company have an Organisation chart showing key [ ] L]
personnel involved in the operation of the process and their roles
and competencies?

ASSESSOR COMMENTS:

2. Has a person been appointed with defined responsibility and [ ] L]
authority for ensuring the management system related to quality
is implemented?

ASSESSOR COMMENTS:

3. Has the Certified Installer kept records of an internal review O O ]
procedure, conducted and documented to ensure that the QMS is
assessed for:

e Operational performance.

e The need for change and improvement, recommendations for
improvement.

e Suitability of the policies for the company’s objectives.
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ASSESSOR COMMENTS:

4. Have all processes and procedures been reviewed for [ O] L]
effectiveness and to facilitate continuous improvement?

ASSESSOR COMMENTS:

5. Are processes measured, monitored, and analysed with ] O O
appropriate actions taken to achieve planned results and
continual improvement?

ASSESSOR COMMENTS:

6. Has the review considered the adequacy of each part of the [ ] L]
Qms?
ASSESSOR COMMENTS:
INS-001 Requirement Pass Fail N/A
7. Does the Certified Installer have a formal procedure for corrective ] O] L]

and preventive actions?

ASSESSOR COMMENTS:
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8. Are the preventative measures considered to have been [ O] L]
appropriate for any non-conformities?

ASSESSOR COMMENTS:

9. Does the Certified Installer also have in place a formal, written ] O O
process for Client feedback?

ASSESSOR COMMENTS:

INS-001 Requirement Pass Fail N/A

10. | Has the Certified Installer established a documented procedure to:

(a) | Approve documents for adequacy prior to issue? ] ] L]

ASSESSOR COMMENTS:

(b) | Review, update as necessary, and reapprove documents? [ ] L]

ASSESSOR COMMENTS:

(c) | Identify the changes and current document revision status? O] ] [

ASSESSOR COMMENTS:
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(d) | Make relevant documents available at points of use? ] O L]
ASSESSOR COMMENTS:

(e) | Ensure the documents remain legible and readily identifiable? [ O] L]
ASSESSOR COMMENTS:

() Identify external documents and control their distribution? [ ] L]
ASSESSOR COMMENTS:

(g) | Prevent obsolete documents from unintended use? ] ] L]
ASSESSOR COMMENTS:

(h) | Apply suitable identification if obsolete documents are retained? O ] ]
ASSESSOR COMMENTS:

INS-001 Requirement Pass Fail N/A

11. | Has the Certified Installer established a control of records process to demonstrate the effective

operation of the QMS? Does the system include:
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(a) | Identification - is it clear which version of the document is in use [ ] L]
and which version(s) are obsolete/archived?
ASSESSOR COMMENTS:

(b) | Storage? ] O ]
ASSESSOR COMMENTS:

(c) | Protection? O O O
ASSESSOR COMMENTS:

(d) | Retrieval? O O O
ASSESSOR COMMENTS:

(e) | Retention? O O H
ASSESSOR COMMENTS:

(f) | Disposal? O] ] Ll
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ASSESSOR COMMENTS:

(g) | Records which are legible, readily identifiable, and retrievable? [ O] L]
ASSESSOR COMMENTS:
(h) | Application of suitable identification if obsolete documents are O O ]
retained?
ASSESSOR COMMENTS:
INS-001 Requirement Pass Fail N/A

12.

Does the QMS have a system to ensure that external documents are relevant and up to date?

Does this include:

(a)

A register of key external documents used within the Certified
Installer’s operations — name of the document, issuer of the
document, updated version and date, internal distribution (who
inside the organisation uses the document), and responsibility for
control (who inside the organisation is responsible for
controlling)?

d

[ 0

ASSESSOR COMMENTS:

(b)

A named person who is responsible for checking that the
documents are up to date?
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ASSESSOR COMMENTS:
(c) | Anamed person who is responsible for the updates when there [ O] L]
are changes or new documents - obtaining the new versions or
new documents, updating the register, and distributing the new
versions or new documents? (/f different to above)
ASSESSOR COMMENTS:
13. | Does the Certified Installer hold copies of the relevant documents [ ] L]
noted, under Clause 8.5.1 and do they have access to those
documents further listed?
ASSESSOR COMMENTS:
INS-001 Requirement Pass Fail N/A
14. | Are documents that form part of the documentation pack stored O O ]
and easily accessible in case of query?
ASSESSOR COMMENTS:
15. | Solar PV Only. Has the Certified Installer surveyed the property to [ ] Ll
obtain irradiance, orientation, pitch and shading analysis to
produce an energy performance calculation and is this correct for
the site assessed?
Where the installers installation works includes new builds and
estimates of energy performance are made based on-site plans
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and architect drawings the above requirement can only be fully
determined once the house is built.

Therefore, in such cases does the Installer visit site to confirm
output and has a process/procedure to allow for modification of
the original quotation where site conditions such as shading etc.
have/will have altered the original performance estimate.

ASSESSOR COMMENTS:

16.

Does the energy performance calculation (estimated generation)
meet the version of SAP 2012, NREL System Advisor Model
and/or NREL PV Watts Calculator that is current at point of sale,
and has the Consumer been provided with a documented record
of the performance estimate that includes at least the estimated
first-year generation kilowatt hours? Was this provided prior to
entering a contract for the purchase of the Solar PV System?

For new build situations, has the client been provided with an
energy performance calculation (estimated generation) using the
above methodologies, and is that calculation provided subject to
the requirements for such builds as detailed in 15 above.

ASSESSOR COMMENTS:

17.

Has the Certified Installer followed the guidance of their CTSI
Approved Code with regard to the type and length of guarantee
offered to the consumer? Is the guarantee insurance backed,
using an insurer confirmed on the Flexi-Orb website as being
acceptable at the point of installation?

Where the installer does not contract directly with the end-user
e.g. their contract is with the house builder, an IBG/CTSI Code is
not a requirement as the NHBC Warranty covers this with issues
identified with the installation being dealt with between the
builder and installer.
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ASSESSOR COMMENTS:
18. | Has the Certified Installer a procedure for reviewing the contract [ L] L]
and ensuring that the requirements are clearly defined, and that
there is sufficient resource and capability to meet them within
the timescales of the contract?
ASSESSOR COMMENTS:
19. | Isthere a process in place for managing variations or revised [ L] L]
contracts?
ASSESSOR COMMENTS:
INS-001 Requirement Pass Fail N/A
20. | Do Clients approve the outline design of a single technology O O ]
installation?
ASSESSOR COMMENTS:
21. | Where Clients are asked to approve the outline design of a [ O] Ll
multiple technology installation, has the installer provided a
design that considers the interoperability of the relevant
technologies and manufacturers’ instructions?
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ASSESSOR COMMENTS:

22. | Does the design and plan of installations include: L] L] L]

a) Detailed mechanical and structural design, such as wind and
snow loading, structural survey, asbestos survey, etc.;

b) Building Regulations & Planning requirement assessment (See
8.17);

c) DNO notification or approval assessment;

d) Detailed electrical design (Schematic)?

ASSESSOR COMMENTS:

23. | Does the Certified Installer submit a plan or sequence of work to [ L] L]
the Client, to the requirements of Clause 8.7(c)?

In the case of new build/commercial works is a plan/sequence of
works provided by or agreed to between the installer and the
builder available.

ASSESSOR COMMENTS:

24. | Can the Certified Installer evidence that the installation includes ] ] O
documented:

a) Risk assessment and method statement prepared and
reviewed;

b) Installation site check (modifications shall be approved by the
Client);

c¢) Commissioning;

d) Building control submissions (See Section 8.17)?
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Note: Building Control submissions are not applicable where
new builds are concerned as this done through the planning
process.

ASSESSOR COMMENTS:

25. | Can the Certified Installer evidence that handover includes, both ] O [l
verbally and in written form:

a) ldentification of the key parts of the system and explaining
their function to the Client;

b) Identification and explanation of health and safety
considerations in the operation and maintenance of system(s)
to the Client;

c) Demonstration of ‘normal operation’ and how to spot faults or
under performance;

d) Explanation of any maintenance requirements and procedures;

e) Handing over the system manuals, drawings test certificates
and other associated paperwork;

f)  Where the client is not the end user e.g., they are the
housebuilder,
is the Certified Installer able to demonstrate that all of the
handover documentation that would normally be handed to
the end user has been provided to the client;

g) Can the installer also demonstrate that all the areas above
were covered in detail in that handover;

h) Has the client been made aware that they will need to ensure
the end user has had a full handover of the system. (Note: The
installer may choose to offer this service at a cost to the client
to ensure that a full and competent handover in line with the
requirements of this scheme has been completed)?

ASSESSOR COMMENTS:
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Pass Fail N/A

26. | Are records of any Building Regulations or planning approval [ O] L]
retained (the legal expectation is that they should be kept for 10
years following each installation)?
Note: - in the case of new builds/commercial works such records
are usually kept by the builder.
ASSESSOR COMMENTS:

27. | Arerecords for quotations, surveying, design, testing, installation O Ol O
(including names of installers), commissioning and handover,
certification, subcontract arrangements retained (for a minimum
of 6 years)?
ASSESSOR COMMENTS:

28. | Are records for DNO - G98, G99 or G100 retained (6 years)? O O ]
ASSESSOR COMMENTS:

29. | Are complaints records retained for (6 years)? O O ]
ASSESSOR COMMENTS:

INS-001 Requirement
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30.

Does the Certified Installer have a documented complaints procedure that includes the minimum

criteria:

Note: For installers who only deal with new builds/commercial installations, this process will not be
expected to be in place in full where references to consumers are made.

(a)

Is the complaints process in written form, should consumers
request it?

0 [ 0

ASSESSOR COMMENTS:

(b)

Does the internal procedure define the roles and responsibilities
of the employee(s) related to complaints handling activities, the
steps for handling complaints, and the system for documenting
the complaints?

ASSESSOR COMMENTS:

(c)

Are all complaints documented, whether justified or otherwise,
in or at a central point, to aid analysis?

ASSESSOR COMMENTS:

(d)

Is Complainant information documented? (and includes the
Complainant’s name, telephone number, email address (if
applicable), and preferred method of communication.)

ASSESSOR COMMENTS:
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(e) | Has the Certified Installer communicated the progress of any [ O] L]
complaint to the consumer and indicated when the next update
or resolution should be expected?
ASSESSOR COMMENTS:
() Is there an escalation procedure so that the complainant may [ ] L]
appeal should they not be satisfied with the resolution? (Where
this is not practical, such as in the case of a sole trader, and in any
event, the complainant should be made aware that they have the
opportunity to escalate their complaint to the Certified Installer’s
ADR provider.)
ASSESSOR COMMENTS:
(g) | Isthere a documented mechanism for reviewing corrective action [ O L]
after receiving a complaint?
ASSESSOR COMMENTS:
(h) | The procedure shall be implemented, used, and is there evidence ] ] O
of continual improvement?
ASSESSOR COMMENTS:
INS-001 Requirement Eﬂ N/A
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31. | Does the Certified Installer have a procedure in place to describe [ O] L]
the process of evaluation and selection of Key Suppliers?

ASSESSOR COMMENTS:
INS-001 Requirement Pass Fail N/A
32. | Has the Certified Installer documented their Key Suppliers on a ] O O

master list or register, including all contact details and products,
materials or services supplied?

ASSESSOR COMMENTS:

33. | Does the Certified Installer have a procedure covering the [ ] L]
receiving inspection of products or materials that affect the
subsequent installation of the final installed product?

ASSESSOR COMMENTS:

34. | Where goods have been rejected, has the reason been ] [l L]
documented?

ASSESSOR COMMENTS:

INS-001 Requirement Pass Fail N/A
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35. | Can the Certified Installer evidence current registration on the ICO O L]
Register?
ASSESSOR COMMENTS:

36. | Does the Certified Installer have a Privacy Policy that is available O Ol

to consumers on request?

ASSESSOR COMMENTS:

INS-001 Requirement

Pass Fail N/A

37.

Is there a procedure in place to ensure that the correct software
version is being used and the outputs are correct?

ASSESSOR COMMENTS:

38.

On quotations, designs or contracts, is the software version
noted, so that it can be checked if required?

ASSESSOR COMMENTS:

39.

Are previous versions retained for reference?

ASSESSOR COMMENTS:
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INS-001 Requirement Pass Fail N/A

40. | Does the Certified Installer have a documented Health and Safety ] O] L]
process and procedure in place, including risk assessments?
ASSESSOR COMMENTS:

41. | Does the Certified Installer have a documented Health and Safety Policy ] O O

that states who is responsible for compliance with regulation, the
Certified Installer’s general approach to Health and Safety, and how it
will be managed on site (i.e., who is responsible for each area of Health
and Safety)?

ASSESSOR COMMENTS:

INS-001 Requirement

Pass Fail N/A

42.

Where required, has the Certified Installer ensured planning permission
was obtained, with account taken of any permitted development rules,
which may have regional variations?

Note: In the case of new builds/small commercials, Planning Permission
is likely to have been through the Planning Process applications
undertaken by the builder and this shall be confirmed.

ASSESSOR COMMENTS:

43.

Is the Certified Installer able to evidence that the installations are
certified as complaint with Building Regulations?
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Note: Where new build/small commercials are concerned, Building
Regulations may well be dealt with by the client and such records may
not be available to the installer. In such cases this shall be verified.

ASSESSOR COMMENTS:
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This section relates to Clauses 6, 8.12, and 8.15, within the INS-001 Installation Scheme document.

All Certified Installers shall have the competency and capacity, whether in-house or subcontracted, to undertake
the design, installation, set-to-work, commissioning and handover of the Solar PV System, Electrical Energy
Storage System, and/or Electric Vehicle Charging Point. Competence is defined as the application of training,
skills, knowledge, and experience needed to discharge the responsibilities of an activity covered under the
Scheme and meet at least the following minimum requirements:

INS-001 Requirement

Pass Fail N/A

44.

Where individuals have access to consumer data, is the Certified
Installer able to evidence that documented training has taken place to
support them with compliance to the principles of the General Data
Protection Regulations (GDPR) as it applies to their role?

ASSESSOR COMMENTS:

45.

Does the Certified Installer hold and maintain a record of the
qualifications, competencies and continuing training records of the
Designated Technical Person(s)?

ASSESSOR COMMENTS:

46.

Can the Designated Technical Person(s) demonstrate compliance and
competency to the Level 3 Certificate in the Building Regulations for
Electrical Installations in Dwellings (2393-10), and the 18th Edition of the
Wiring Regulations (BS 7671:2018)?

ASSESSOR COMMENTS:
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INS-001 Requirement Pass Fail N/A

47. | Can the Electrical Installation Engineers demonstrate compliance and [l O Ol
competency to the Building Regulations Part P 2393-10 and the 18th
Edition of the Wiring Regulations (BS 7671:2018)?

ASSESSOR COMMENTS:

48. | Can the Solar PV Engineers evidence competency to Section 6.11.2 of O Ol O
INS-001 by way of one of the national qualifications noted in the
Scheme?

ASSESSOR COMMENTS:

49. | (If EESS is being assessed to the Scope) Can EESS Installation Engineers O ] L]
evidence documented attendance, assessed as ‘passed’ at the relevant
manufacturer’s training course or Renewable Energy Institute Energy
Storage Course, or the Ecocert Battery Storage Systems course?

ASSESSOR COMMENTS:

50. | Can EVCP Installation Engineers evidence a valid national qualification Il O ]
as listed in the Scheme?

ASSESSOR COMMENTS:

51. | Can Technical Surveyors demonstrate competency to Section 6.12 of O ] Ll
the Scheme?
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INS-001 Requirement Pass Fail N/A

ASSESSOR COMMENTS:

52. | Does at least one of the roofing personnel, per team if relevant: O O] L]

e hold a valid national qualification, as stated in the Scheme, or a
documented record of experience?

e able to demonstrate compliance to the IET Code of Practice for the
Installation of Grid-connected Solar Photovoltaic Systems, Sections
11.1 - 11.6 inclusive?

ASSESSOR COMMENTS:

53. | Are personnel assisting competent roofers able to demonstrate O ] L]
competency in Working at Heights and Manual Handling consistent with
the level of complexity of the installations they are undertaking?

ASSESSOR COMMENTS:

54. | Canthe individual(s) responsible for the design activities evidence O ] L]
experience and competency in design principles and have knowledge
and understanding of the design requirements detailed in the relevant
IET Codes of Practice for the level of design complexity that they are
undertaking?

ASSESSOR COMMENTS:
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INS-001 Requirement Pass Fail N/A

55. | Is there evidence that Administrator(s) understand how the business O O Ol
functions, that processes and procedures are followed, and that the
QMS can be accessed easily when needed?

ASSESSOR COMMENTS:

56. | Where informing the Consumer of indicative performance estimates, O O ]
savings, income or any other system attribute, can the salesperson
demonstrate the competency to give an estimate which is accurate to
the relevant methodology (See Section 8.6 g and h)? This competency
shall be demonstrated during assessment by the assessor checking that
the outputs of the performance estimates, etc., are correct.

Note: Where installers work solely on new builds/small commercials this
requirement is N/A.

ASSESSOR COMMENTS:

57. | Can the salesperson demonstrate a working knowledge and ] ] L]
understanding of the features and benefits of the products that the
company sells?

Note: Where installers work solely on new builds/small commercials this
requirement is N/A.

ASSESSOR COMMENTS:

58. | Has the Certified Installer appointed a Health, Safety and ] ] Ll
Environmental Nominee who is able to demonstrate a good working
knowledge of UK health, safety and environmental regulations and good
practice, in compliance with Section 8.16 of the Scheme?
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INS-001 Requirement Pass Fail N/A

ASSESSOR COMMENTS:

59. | Does the Certified Installer maintain a central register that O O O
documents all equipment relating to the installation, together
with their serial number and record of servicing or recalibration?

ASSESSOR COMMENTS:

60. | Is equipment that is used in the installation, and is capable of O O ]
being calibrated, recorded as calibrated (including the frequency
of calibration) to the manufacturer’s instructions (or another
normative document), or at least annually?

ASSESSOR COMMENTS:

61. | ¢ Does the Certified Installer hold and maintain a training log and| [ ] ]
plan for personnel involved in the installation process?

o Does the Certified Installer ensure that individuals have the
correct competency to carry out the tasks designated to them?

e Are the skills and competencies required reviewed by the
Certified Installer on a regular basis, and at least annually?

ASSESSOR COMMENTS:
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Section Three: Other Areas of the INS-001 Installation Scheme

This section relates to Clause 7 (Subcontractors), Clause 8 (Consumer Protection), Clause 11 (Insurance), and
Clause 12 (Use of the Flexi-Orb Logo and Certification Mark).

INS-001 Requirement Pass Fail N/A

62. | Are formal contracts between the Certified Installer and any O O O
subcontracted party in place?
ASSESSOR COMMENTS:

63. | Has the Certified Installer informed the Client that work is being O L] L]
undertaken by a subcontracted organisation?
ASSESSOR COMMENTS:

64. | Has the Certified Installer ensured that the subcontractor has the O Il Il
appropriate skills and competency to carry out the work required — is
this evidenced in a subcontractor’s onboarding file?
Does the information include evidence of certification of competence
and have the required insurances been confirmed as valid at the point of
installation?
ASSESSOR COMMENTS:

65. | The Certified Installer shall undertake documented ongoing monitoring L] L] L]
of the subcontractors’ work, on a sample basis of at least one in ten
installations or at least one installation if the number of total
installations is less than ten. Has evidence of this been seen?
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Note 1: Where a subcontracting company is used, they will be subject to
a technical assessment by the Certification Body as part of the ongoing
surveillance activities.

Note 2: Should the subcontractor be certified to the Flexi-Orb Scheme in
their own right, then competency does not need to be assessed by the
Certified Installer.

ASSESSOR COMMENTS:

INS-001 Requirement Pass Fail N/A

66. | Isthe Certified Installer a member of a Renewable Energy CTSI Approved O L] L]
Code, evidenced by an in-date certificate?

Note: Where an installer is working on new builds/small commercials
only, membership of a CTSI Approved Code is not required.

ASSESSOR COMMENTS:

67. | Does the Certified Installer provide their Client with Deposit Protection O ] L]
and an Insurance Backed Guarantee (IBG), that is from an IBG provider
listed on the Flexi-Orb website?

Note: Where an installer is working on new builds/small commercials, a
Deposit Protection and/or an IBG is not required.

ASSESSOR COMMENTS:

68. | Can the Certified Installer provide access to an ADR mechanism that is O] L] L]
notified to a competent authority?

Note: Where an installer is working on new builds/small commercials,
access to ADR is not required.
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ASSESSOR COMMENTS:

69. | Are all installations registered on the Flexi-Orb portal within 7 calendar O Ol ]
days of installation?
ASSESSOR COMMENTS:

70. | Where applicable, are the products installed listed on the Flexi-Orb O L] L]

product database?

ASSESSOR COMMENTS:

INS-001 Requirement

Pass Fail N/A

71. | Evidence that the Certified Installer has current employer’s liability O O ]
insurance, with a minimum cover of £5 million.
ASSESSOR COMMENTS:

72. | Evidence that the Certified Installer has current public liability insurance, ] O ]

with a minimum cover of £5 million.

ASSESSOR COMMENTS:
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73. | Evidence that the Certified Installer has current professional indemnity O L] L]
insurance to an amount recommended by an insurance broker or other
insurance specialist specific to the scope and value of works undertaken.

ASSESSOR COMMENTS:

INS-001 Requirement Pass Fail N/A

74. | Is the Certified Installer using the Flexi-Orb Logo and Certification Mark Ol O O
to the requirements of Section 127?

ASSESSOR COMMENTS:
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Revision History and Approval

Rev. | Nature of changes Approval signature

1.0 | Original release

25/06/2024

1.1 | Points (f)-(h) added to question 25 to detail the @_\ 06/08/2024
handover actions required when the end user is
not the client (e.g., a new build installation)

1.2 | Questions updated to include notes for New 01/10/2024
Build/Commercial installers: Q15; 16; 17; 23; 24
(d); 26; 30; 45; 46; 59; 60; 66; 67; 68. Q49

qualification updated.

1.3 | Updated references for “CTSI Approved /ULW; 28/01/2025
Consumer Code” to “CTSI Approved Code”

Last Author | Approval
Signature Signature

1.4 | Section 1., minor update to named persons MW <> | 06/05/2026

responsible for maintaining documents. Moved
8.12 and 8.15 from Section 1., to Section 2., to
improve flow of assessment.

Nature of Changes
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t: 0330 335 3382
e: info@flexi-orb.com

w: flexi-orb.com

Flexible Energy Oversight Registration Body (Flexi-Orb) is a trading style of Certi-fi Schemes Limited.
Registered address: Strawberry Fields Digital Hub, Euxton Lane, Chorley, PR7 1PS.
Registered in England (Company number 08823843).


tel:03303353382
mailto:info@flexi-orb.com
https://flexi-orb.com/

