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SECTION 1
INTRODUCTION

1.1
Background to the development of the ABBE Level 4 Diploma in Home

Inspection

The need for the Diploma in Home Inspection has been brought about by the Government’s proposed reforms to the home buying process in England and Wales.  The legislation will require sellers of residential properties, or their agents, to make a Home Information Pack available before marketing homes for sale, and to make a copy of the pack available to prospective buyers on request.  

All Home Information Packs must be produced by qualified Home Inspectors who hold a licence to practice.  One requirement of the licence to practice will be achievement of the ABBE Level 4 Diploma in Home Inspection. 

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

developed specifically for the work-role of Home Inspectors.  These were developed in 

consultation with representatives from industry organisations and employers including 

the Property, Housing, Cleaning and Facilities Management Skills Sector Skills Council

[Asset Skills] and the Office of the Deputy Prime Minister. 

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

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

DfES under Sections 96 and 97of the Learning and Skills Act 2000.  It can be found on the 

QCA database of accredited qualifications at www.qca.org.uk. 

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

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

· Contributing some performance or knowledge evidence required by other qualifications.  For example:  ABBE Diploma in Home Inspection holders may well be able to use the evidence put forward towards in other related qualifications such as the ABBE Level 4 NVQ in Site Inspection and the ABBE Level 4 NVQ in Quantity Surveying Practice.

· Enabling progression either to higher levels of study or to other courses at the same level of study.

· Contributing to the requirements for membership of existing professional bodies.

1.2
Structure

To achieve the full qualification, a candidate must successfully complete all 5 units plus an External Examination; the latter providing independent assessment.

	Unit


	Title
	Notional glh

(see 1.3 below)
	QCA unit reference 

	1
	Work in an effective and professional manner
	60
	F/102/6267

	2
	Contribute to the safety and security of people and property
	60
	J/102/6268

	3
	Prepare for Home Inspections


	60
	L/102/6269

	4
	Undertake Home Inspections


	120
	F/102/6270

	5
	Prepare and disseminate Home Condition Reports
	60
	J/102/6271


The ABBE Diploma in Home Inspection has been designed to enable assessment centres to ensure that candidates have sufficient occupational competence to practise as Home Inspectors.  Candidates are, therefore, expected to be able to submit valid evidence, derived from the workplace to enable the assessment centres and ABBE to verify their competence.

The ABBE Diploma in Home Inspection is designed to:

· establish a framework of education and training for prospective Home Inspectors; 

· provide opportunities for prospective Home Inspectors to achieve a nationally recognised level 4 higher level qualification;

· define the knowledge, understanding and skills candidates need to undertake Home Inspections;

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

1.3
Guided learning hours (glh)

The ABBE Diploma in Home Inspection is a Level 4 award and has an anticipated 360 notional hours of guided learning.  Guided learning hours refer to the amount of study undertaken by the candidate under the direction of the tutor.  This could include tutorials, directed research, project or assignment work.  This is intended as a guide only and the actual amounts of time will vary according to the needs of the individual candidate.

1.4
Assessment and Grading

The ABBE Diploma in Home Inspection is competence-based and criterion-referenced.  All 5 units are assessed through the presentation of work related evidence.  In addition candidates must pass an External Examination which is set and assessed by ABBE.  The units in the ABBE Diploma in Home Inspection all have a standard format that is designed to provide clear guidance on the requirements of the qualification for candidates, assessors and verifiers.

None of the units within this qualification are graded.  The external examination has a notional pass mark of 70% and is graded Pass or Fail.

All 5 units and the External Examination must be completed successfully in order to gain the full qualification.  
1.5
Resources

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

candidates and to prepare inexperienced candidates for employment as a home

inspector.  Centres must ensure that candidates have access to resources of industry 

standard to support the delivery and assessment of this programme.

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

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

1.6
Delivery 

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

the assessment of the specialist vocational nature of the ABBE Diploma in Home 

Inspection.  The specifications contain a balance of practical skill and knowledge 

requirements, some of which can be theoretical in nature.

Tutors and assessors need to ensure that appropriate links are made between theory and 

practice and that the knowledge base is applied to the sector.  This will require the 

development of relevant and up-to-date teaching materials that allow candidates to apply 

their learning to actual events and activity within the sector, and to generate workplace 

evidence for their portfolio.

1.7
Recruitment and access 

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

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

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

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

Centres should ensure that they recruit candidates to this qualification with integrity.  This 

will include ensuring that applicants have appropriate information and advice about the 

award and that it will meet their needs and expectations.

Centres must assess each applicant’s potential and make a professional judgment about their ability to successfully complete the programme of study, where applicable, and achieve the qualification. This assessment will need to take account of the support available to the candidate within the centre during their programme of study and any specific support that might be necessary to allow the candidate to access the assessment for the qualification. 

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.

1.8
Categorising candidates’ prior experience and/or qualifications

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

New entrant


In-experienced in residential surveying





Little or no relevant experience or relevant qualifications

or:

Experienced practitioner

Experienced in residential surveying





Extensive relevant experience and relevant qualifications

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

in the area of residential surveying for a period of at least three years. 

As this is a competence-based qualification, candidates can work towards it at their own pace.   Experienced practitioners will already have a wealth of knowledge and experience in this area and, therefore, ABBE envisages that generally it may take experienced practitioners up to 6 months to complete the award, and the less experienced new entrants between 12 and 18 months.

1.9
Candidates with particular assessment requirements

ABBE recognises that some candidates have difficulty with the learning demands 

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

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

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

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

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


1.10
Key skills

The following table shows where evidence produced for the ABBE Level 4 Diploma in Home Inspection may contribute to achievement of Key Skills units.  This provides an indication only and does not imply full coverage.

	Key Skills Units
	ABBE Level 4 Diploma in Home Inspection 

	
	Unit 1
	Unit 2
	Unit 3
	Unit 4
	Unit 5

	Communication Level 4
	*
	*
	
	*
	*

	Application of Number Level 4
	
	*
	
	*
	*

	Information Technology Level 4
	
	*
	
	*
	*

	Working with Others Level 4
	*
	*
	*
	*
	

	Improving own Learning and Performance Level 4
	*
	*
	
	*
	

	Problem Solving Level 4
	
	*
	*
	*
	

	Communication Level 5
	
	*
	
	*
	

	Application of Number Level 5
	
	*
	
	*
	

	Information Technology Level 5
	
	*
	
	*
	

	Working with Others Level 5
	
	*
	
	*
	

	Improving own Learning and Performance Level 5
	
	*
	
	*
	

	Problem Solving Level 5
	
	*
	
	*
	


SECTION 2
EVIDENCE 

2.1
Achieving Units 1, 2, 3, 4 and 5

The total evidence requirements for each unit of this qualification are identified within the unit Specification, but the HCRs being a crucial part of this.

It is expected that the award requirements are met by the submission of evidence generated from within the work-place, however this could be supplemented by training activities assessed by the assessment centre.

Candidates are required to produce a minimum of ten property condition reports of which a minimum of 3 must be in the HCR format.  Assessors must assess all ten.  The HCRs must be accompanied by site notes and appropriate photographs (e.g. as a minimum the front elevations and one other view).


ABBE has mapped the HCR format to the DipHI and determined that a body of evidence within which a minimum of 10 property condition reports are submitted are capable of covering a large number of the DipHI award requirements.  Each unit starts with an overview part of which states the evidence requirements.  This sets out which performance criteria will definitely be covered, which might be covered and those which will not be covered by the 10 condition reports. Candidates will need to be briefed to ensure they choose properties that cover as wide a range of PCs as possible.  Careful selection by the candidate could help to extend the coverage beyond those PCs stated as being definitely covered to those aspects listed as ‘maybe covered’.

Candidates can submit HCRs from any source. It is the responsibility of the assessment centre to confirm they are valid condition reports, are the un-aided work of the candidate and to assess them fully to establish that they meet the award requirements to the extent ABBE has specified.  Centres who accept HCRs produced by candidates who undertook a course/training approved by ABBE have the much higher assurance that this evidence is bone fide and meets the standard required than those which have come from other sources [see 2.2 below] which will need a full assessment.

The assessment centre can opt to allow the candidate to submit the other evidence aside from the 10 property condition reports in their own time or can offer the candidate a structured professional interview which may be a faster or preferred option for some candidates.  Please refer to section 2.4 entitled ‘Evidence Collection’.

2.2 Accreditation of Prior Achievement [APA]
Employer organisations or training providers can apply to ABBE to have their course/training etc recognised as covering parts of the diploma.

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

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

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

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

Approved Providers

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

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


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

Unit 1:

· Candidates who have achieved unit 1 of the ABBE DipDEA qualification will have automatically achieved unit 1 of the ABBE DipHI
Unit 2:


· Candidates who have achieved unit 2 of the ABBE DipDEA qualification will have automatically achieved unit 2 of the ABBE DipHI.


Unit 1 and 2 APA information:

· Candidates who have achieved unit 1 and unit 2 of the ABBE level 4 DipHI or level 3 DipDEA will be deemed to have covered unit 1 of all the following ABBE awards:  level 3 DipOCEA, level 3 and 4 DipNDEA, level 3 DipDEC.  However candidates who complete unit 1 of these awards will not be automatically able to claim units 1 and 2 within the ABBE Level 4 DipHI or the level 3 in DipDEA.  This is because these two units are wider ranging than the nearest equivalent in these awards which is unit 1 but may be able to make use of much of the work done to achieve unit 1 when addressing units 1 and 2 of the DipHI or DipDEA.

Further APA information:  Linkage between the ABBE DipHI and DipDEA

· Candidates will be permitted to use any of the 5 EPCs they generate for the ABBE DipDEA in part fulfilment of the ABBE DipHI.  This is permitted even though the EPCs submitted for the DipDEA are highly unlikely to be the same buildings they then conduct a HCR survey for in their DipHI. In the same way, ABBE will allow DipHI candidates to transfer EPCs embedded within the HCRs they will have done for the ABBE DipHI over to the ABBE DipDEA in part fulfilment of that award.

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






2.4
Role of the candidate

The candidate with the support of the assessor and employer will be:

· identifying sources of evidence 

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

· numbering and cross referencing evidence;

· checking whether further supporting evidence is needed;

· presenting evidence to the assessor;

· obtaining feedback from assessor;

· carrying out any necessary follow-up action

· arranging for simulations needed to cover gaps in work experience and/or evidence

2.5
Evidence collection

Vocational awards dictate that wherever possible the candidate should produce evidence from activities that occur naturally within their work role. This award has specified what this evidence should be. ABBE has also specified where the 10 condition reports will either cover infrequently or not at all certain aspects of the award.  ABBE has specified what additional evidence should be provided where these gaps exist.  Below are suggested ways in which the additional evidence could be generated. Appendix 1 gives evidence examples.

The candidate could:

· answer questions from the assessor on aspects of knowledge and understanding 

· request a witness testimony from managers and colleagues

· complete a work-based assignment or case study or simulated activity

· present historical evidence, eg certificates or details of training undertaken 

· bring forward copies of work produced in previous jobs where appropriate

·     obtain a secondment to another department to gain experience of a new work activity

Using evidence from a range of different sources will also ensure that the assessor has a range of different view points to consider when making their judgement.

Evidence from the candidate's own work - direct or primary evidence
The most important source of evidence will be the candidate’s own performance at work.  It is called direct evidence because it was produced directly by the candidate. Both the products (what is done) and the processes (the way it is done), can be used as evidence.
Direct evidence will normally take the form of:

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

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

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

Evidence supplied by others  - indirect or secondary evidence
Evidence of a candidate’s performance may be gathered from various other people, eg 

line managers, previous employers, colleagues, customers, suppliers or staff.  This is called indirect evidence because it is evidence that infers the candidate competence by consulting others. The evidence might include:

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

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

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

Evidence supplied by an assessor

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

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

· Record of Q&A - The assessor asks the candidate questions to test knowledge and understanding and records the answers given by the candidate.
· Structured professional interview (SPI)
 

The award specifies in each unit what additional evidence the candidate should come forward with beyond the 10 Property Condition reports.  The SPI is an assessment tool that allows the assessment centre to undertake a detailed and structured interview with the candidate to speed up the assessment process via a single interview rather than the candidate compiling the specified additional evidence in their own timescale. In addition, candidates who still have competence gaps even when they have submitted all the required evidence may find that the SPI is an ideal way for them to address these small shortfalls. 

The SPI is well suited to ‘experienced practitioners’, as they will probably be able to come forward with the required evidence of competence more quickly than those who are new entrants.

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

· Case studies/case histories/projects/assignments

Where some aspects of the standards are inaccessible to the candidate or are impractical to set up or simulate, these types of activities may be used.  Normally they will involve the assessor describing a scenario, followed by contingencies, which are then analysed by the candidate.  The authenticity of these as evidence depends on their being confirmed by the other performance evidence provided by the candidate.

Evidence should be the result of real work wherever possible.  Obviously, until the legislation comes into force, there will be a prolonged period during which Home Condition Reports (HCRs) will not be compulsory, although a number of estate agents have been offering them in advance of the need for them.  Under these circumstances, ABBE will accept HCRs that have technically been ‘simulated’ because they have been produced purely for the purpose of assessment.

· Simulation

Wherever possible, all reports on properties submitted by candidates should be the direct result of naturally occurring work activities.

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

In this context, simulation refers to the use of residential property that is provided by the assessment centre to the candidate upon which to complete their HCR.  This must be a real residential building, use of computerised scenarios is not acceptable.

Under no circumstances must simulation comprise the majority of performance evidence and the extent of simulated evidence must be agreed with the External Verifier.

What is acceptable practice?

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

2.6
The importance of selection

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

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

2.7
Portfolio organisation

Candidates must collect their evidence of competence together into a ‘portfolio’.  This 

could be held in hard copy or electronically.  

Responsibility for developing the portfolio (and ownership of it) stays firmly with the 

candidate, but it is very important that they receive continuous help and support.  This 

help can come from a range of people, including line managers and colleagues, mentors, 

advisers, tutors, as well as the assessor.

The portfolio should show clearly how the evidence meets the requirements of the 

standards.  Each piece of evidence should be cross-referenced to the 

performance criteria, scope and knowledge and understanding requirements.  

This builds up to an integrated set of evidence to enable the assessor to reach

the overall judgement on the competence claim.

Remember one piece of evidence will normally support a number of performance criteria 

and so candidates will need to show the assessor exactly how that  piece of evidence is 

being used by accurately cross-referencing it across the units. 

The quality and presentation of the portfolio is central to the success of the candidate’s 

submission.  Each item must be clearly identified and accurately recorded.  It should be 

easy to identify the competencies the candidate is claiming with the evidence presented in 

the portfolio.  

Confidentiality

There are some circumstances where the candidate (or their organisation) might have 

good reasons for not wishing original evidence to be viewed by others, (eg by assessors 

from a competitor organisation or disclosure of confidential information).  The assessor 

should work with the candidate to respect these areas (eg by advising the candidate to 

remove confidential information from reports before submitting them).  

SECTION 3 ASSESSMENT AND INTERNAL VERIFICATION – GENERAL GUIDANCE.

3.1
Role of mentor/advisor

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

3.2
Role of the assessor

The role of the assessor is to:

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

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

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

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

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


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

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

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

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

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

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

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

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

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

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

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

3.3
Assessment methods

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

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

· Examination of work products produced by the candidate

(eg diary notes, site notes, completed reports)

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

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

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

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

3.4
Assessment records

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

· assessment plans for each candidate 

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

· records of assessment judgements made on candidate evidence

· records of feedback to candidates

Further information is available in the ABBE Centre Operations Guide.

3.5 Role of the internal verifier

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

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

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

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

3.6
Role of the external verifier

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

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

Note

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

3.7 Enquiries and appeals

Verified units

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

· The internal verifier within the centre

· The centre manager, if the matter is still unresolved

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

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

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

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

Further details on appeals can be found in the ABBE Centre Operations Guide available online. The costs associated with appeals or results enquiries can also be found on the ABBE web site.
SECTION 4
OCCUPATIONAL COMPETENCE OF ASSESSORS AND 

INTERNAL VERIFIERS

4.1
Assessors

In order to assess candidates working towards the ABBE Level 4 Diploma in Home Inspection, assessors must:

· Have appropriate occupational expertise relevant to the inspection and reporting of the condition of residential property; ie a minimum of three years appropriate experience in, and knowledge of, residential property inspection and the provision of survey reports

· Be registered to achieve the ABBE Level 4 Diploma in Home Inspection 

· Attend training that relates specifically to the Assessor award, Learning and Development Unit A1, and apply this standard to their work throughout the process.  (Note: it is not a requirement for assessors of this qualification to hold A1, however ABBE would recommend it as good practice)

· Attend training events which contribute to their continuing professional development (CPD)  covering aspects such as:
-
national occupational standards and the current guidance on the inspection and    

                          reporting criteria for Home Condition Reports,
                   -
standardisation of assessment practice and decision-making linked to  

                          interpretation of current guidance.

4.2
Internal verifiers

In order to internally verify the assessment of candidates working towards the ABBE Level 4 Diploma in Home Inspection, internal verifiers must:

· Have appropriate occupational expertise relevant to the inspection and reporting of the condition of residential property; ie a minimum of three years appropriate experience in, and knowledge of, residential property inspection and the provision of survey reports

· Be registered to achieve the ABBE Level 4 Diploma in Home Inspection 

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

· Attend training events which contribute to their continuing professional development (CPD)  covering aspects such as:
- 
national occupational standards and the current guidance on the inspection and   

      reporting criteria for Home Condition Reports,
-
standardisation of assessment practice and decision-making linked to      

      interpretation of current guidance.

4.3
Centre Assessor and IV training requirements:

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

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

SECTION 5
EXTERNAL EXAMINATION

5.1
Examination arrangements

For the award of the ABBE Level 4 Diploma in Home Inspection to be made, candidates will be required to achieve a pass within the external examination.  The pass mark for the examination is 70%.

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

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

The examination is set and assessed by ABBE and is 90 minutes in duration.

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

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

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

centres.

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

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

5.2 Examination content and format

The examination is of 90 minutes duration and contains three sections: 

Section A is a short answer quick fire approach. It covers the general knowledge base that home inspectors will need, ie the theory required behind the practice.  This section will also include technical aspects such as building pathology.

Section B questions cover similar territory as section A, but the questions are of a slightly more involved nature.  

Section C asks the candidate to consider three properties as case studies.  These case studies are presented with photographic material for the candidate to consider and upon which the candidate will be required to make judgments.   The age ranges and property types used in the exam are purposefully the same as those within which candidates are required to submit evidence to satisfy the requirements of Units 4 and 5,  

Candidates will be tested across the content of the 5 units, and will therefore need to be 

familiar with a broad range of subjects.
The questions within the examination cover the following categories:

	Category
	Subject



	A1
	Walls, renders and tile hanging



	A2
	Windows, doors, lights and security



	A3
	Floors



	A4
	Roofs, chimneys and rainwater goods



	A5
	Finishes, joinery, ceiling, staircases, fitments



	A6
	Dampness, condensation and flooding



	A7
	Timber defects



	A8
	Electricity supply



	A9
	Water supply, drainage and sanitary services



	A10
	Heating (gas and other fuels, ventilation)



	A11
	Safe working practices



	A12
	Condition rating



	A13/A14
	Heath and safety issues; hazard identification



	A15/A16
	Relevant legislation



	A17/A18
	Home inspection range



	A19/A20
	Foundations and structural movement



	B1 – B8
	Energy and environment



	B9 – B12
	Ranking (ranking options or objects in terms of importance or order)



	B13 – B15
	Defects or causes of problems identified from photographs



	B16 – B18
	Identification of features from photographs



	B19 – B30
	Question scenarios



	C1
	Type 1:  scenarios based on pre-1920 properties



	C2
	Type 2:  scenarios based on 1920 – 1950 properties



	C3
	Type 3:  scenarios based on post-1950 properties




5.3
Application of reasonable adjustments 

The reasonable adjustments allowed for the external examination component of the ABBE Level 4 Diploma in Home Inspection are as follows:

Additional time

Where there is evidence of need, the centre may grant additional time to those candidates whose ability to demonstrate attainment is affected by their disability or difficulty.  It is anticipated that in most cases an allowance of an additional 30 minutes of extra time will be sufficient to allow the candidate to complete on an equal basis with candidates who have no particular requirements.  

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

Amanuenses

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

Where an amanuensis is used, centres must ensure:

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

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

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

· the amanuensis does not also act as the invigilator

During the examination, the amanuensis:

· must not give factual help to the candidate

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

· must record the answer exactly as specified by the candidate

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

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


Reader

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

Where a reader is used, centres must ensure:

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

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

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

· the reader does not also act as the invigilator

During the examination, the reader:

· must not give factual help to the candidate

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

· must read the question exactly as specified in the examination

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

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

Alternative examination accommodation arrangements (eg hospital, home)

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

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

SECTION 6
ADMINISTRATION ARRANGEMENTS

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

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

SECTION 7
STRUCTURE AND CONTENT

7.1 Qualification structure

Candidates must satisfactorily complete all five units and pass the external examination to achieve the ABBE Level 4 Diploma in Home Inspection.

The Units and Elements of the ABBE Diploma in Home Inspection are as follows:

Unit 1

Work in an effective and professional manner 
Element 1.1
Develop and maintain effective working relationships 

Element 1.2
Manage your own time and resources

Element 1.3
Develop yourself to improve your performance

Element 1.4
Conduct work in a professional and ethical manner

Unit 2

Contribute to the safety and security of people and property

Element 2.1
Contribute to the maintenance of health and safety at work 

Element 2.2
Contribute to the security of self, colleagues and others

Element 2.3
Contribute to the security of property

Element 2.4
Contribute to the security of information 

Unit 3

Prepare for Home Inspections

Element 3.1
Agree and confirm instructions to carry out a Home Inspection

Element 3.2
Make enquiries on relevant matters relating to the property

Unit 4

Undertake Home Inspections 




Element 4.1
Inspect property for condition

Element 4.2
Make complete and comprehensive records of findings

Element 4.3
Determine condition ratings

Element 4.4
Collate information for the assessment of energy efficiency

Unit 5

Prepare and disseminate Home Condition Reports
Element 5.1
Produce complete and comprehensive Home Condition Reports

Element 5.2
Make completed Home Condition Reports available and maintain own records

7.2
Unit structure

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

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

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

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

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

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

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

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

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

UNIT 1:
 WORK IN AN EFFECTIVE AND PROFESSIONAL MANNER
DESCRIPTION OF UNIT

This unit covers the essential, general competences expected of all professionals regardless of their working environment.  Candidates are expected to work effectively in the ways described in this unit throughout their work, whether in an office or at a property.

The unit has FOUR elements:

Element 1.1
Develop and maintain effective working relationships 

Element 1.2
Manage your own time and resources

Element 1.3
Develop yourself to improve your performance

Element 1.4
Conduct work in a professional and ethical manner

Element 1.1 covers the development and maintenance of effective working relationships with all those people with whom they come into contact during their work. They are expected to communicate with others in a polite, clear and respectful manner, respond to enquiries and work towards avoiding any disputes that may arise. They are also expected to handle formal complaints procedures if and when complaints are received. The main groups of people with whom they will need to develop good working relationships are:  sellers or their representatives, those present at the property at the time of inspection (eg sellers or their family), and other colleagues and professionals.

Element 1.2 describes the competence involved in managing their own time and resources. They must set their objectives, plan their time, take decisions and review and reschedule their activities as appropriate.

Element 1.3 describes the activities involved in developing and enhancing their own practice and performance. They must evaluate their performance and encourage feedback from others. They must also identify and meet their own development needs, through formal or informal means, to ensure that they keep up-to-date on the latest legislation, codes of practice, regulations and standards. 

Element 1.4 covers the conduct of work in a professional and ethical manner. They are expected to present a positive and professional image at all times, work in accordance with prescribed codes of conduct and standards of good practice, and take steps to avoid any potential conflicts of interest during their work. Importantly, they must recognise and work within the limits of their own competence and expertise; this will entail, for example, refusing to take on unsuitable work such as the inspection of properties that fall outside their expertise and experience eg Grade I Listed buildings.

ASSESSMENT 

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

In addition, candidates will be required to PASS an external examination, set and marked by ABBE.  The examination has a notional pass mark of 70%.  The examination will test candidates on their knowledge and understanding of this unit.

EVIDENCE REQUIREMENTS

10 Property Condition Reports.  For new entrants this should be 10 Home Condition Reports.  Experienced practitioners must submit a minimum of 3 HCRs but can opt to supply the remaining 7 reports in the form of ‘Prior reports’ as set out in the ABBE guidance on Assessing Prior Reports document. These must meet the evidence requirements specified in the introduction to unit 4.  

It is likely that in all cases the minimum 10 property condition reports will cover the following performance criteria:

Element 1.1 – PCs 1, 2 and 3

Element 1.2 – PCs 1, 2, 4 and 5

Element 1.4 – PCs 1, 2, 4, 8 and 9

Depending on the types of property assessed by the candidate, the 10 condition reports may meet the following performance criteria:

Element 1.1 – PC 4

Element 1.2 – PCs 3, 6, 7 and 8

Element 1.4 – PCs 3, 5 and 6

Where the HCRs do not meet the following performance criteria further evidence must be provided.  Possible sources of evidence are shown in the ‘Examples of evidence’ below

However, ABBE has determined that there are some aspects of the award requirements which the HCRs will almost certainly never cover.  Therefore ABBE will require the candidate to submit additional evidence to meet these areas.  This is set out below.


Evidence to show the candidate is:

Element 1.1 – PCs 5 and 6 [able to deal appropriately with disputes]

Element 1.3 – all PCs  [able to identify their own development needs and produce plans for their future development]

Element 1.4 – PC 7 [comply with audit / monitoring requirements of regulatory body]

Examples of evidence

Examples of evidence that may be appropriate to demonstrate competence for this unit include:
· Copies of external correspondence to clients, consultants, solicitors, statutory bodies, public utilities and other such organisations

· Information checklists

· File records

· Work plans or programmes, progress reports, client confirmation letters, emails, diary entries, minutes of meetings

· Out of office records 

· Witness testimonies from managers, colleagues, peers or clients

· Personal development plans

· Records of relevant internal/external training and in-house support

· Records of feedback from line management appraisals, clients, consultants, company audits 

· Continuing professional development records
ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk.

A timetable providing dates and times for all forthcoming external examinations can be found on the ABBE website at www.abbeqa.co.uk. 

Element 1.1 
Develop and maintain effective working relationships

Performance Criteria

To achieve this element you must be able to:

1 Develop and maintain productive working relationships with others which promote

goodwill and trust
2 Request information from others in a polite and clear manner

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

4 Take action in cases where you are unable to respond to enquiries from others
5 Handle disputes and differences of opinion in ways which minimise offence and maintain respect

6 Comply with the formal complaints procedure

Knowledge and Understanding

You must know and understand the following:
a Why it is important to promote goodwill and trust when working with others, and ways in which this can be achieved

b How to identify the information you require and the potential sources of such information

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

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

e Ways in which disputes or differences of opinion should be handled to minimise offence and maintain respect

f How to identify and handle formal complaints

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

Scope

 This element requires that you:

1
Maintain and develop productive working relationships with others:

a The seller or their representative eg estate agent or lawyer

b Those present at the property at the time of inspection eg the sellers, their   friends/family or tenants

c Other colleagues and professionals such as solicitors, conveyancers, work colleagues and other Home Inspectors

2
Promote goodwill and trust by:

a Demonstrating a duty of care

b Honouring promises or undertakings

c Developing honest relationships

d Developing constructive relationships

3
Request information and respond to enquiries in the following ways:

a Face to face

b In writing

c By telephone

d By email

4
Take the following action when unable to respond to enquiries:

a Inform the enquirer

b Pass the enquiry onto the relevant person or organisation

Element 1.2
 Manage your own time and resources 

Performance Criteria

To achieve this element you must be able to:

1 Set objectives that are specific, measurable and achievable

2 Plan your work activities so that they are consistent with your objectives and your personal resources

3 Undertake regular checks of your equipment to ensure that it is in full working order

4 Make estimates of the time you need for activities that are realistic and allow for unforeseen circumstances

5 Make decisions as soon as you have sufficient information

6 Take prompt and efficient action when you need to obtain further information to take decisions

7 Minimise unhelpful interruptions to, and digressions from, planned work

8 Regularly review progress and reschedule activities to help achieve your planned objectives

Knowledge and Understanding

You must know and understand the following:

a How to set objectives for yourself that are specific, measurable and achievable

b How to plan activities so that they are consistent with your objectives and personal resources

c How to estimate the amount of time required to carry out planned activities

d The kind of contingencies which might occur and how to assess and plan for these

e How to assess how much information is required before effective decisions can be taken

f How to collect and check the validity of the information required for decision making

g The importance of effective time management

h How to identify and minimise unhelpful interruptions

i The importance of regular reviews of activity and rescheduling of work to achieve planned objectives

Scope

There are no Scope requirements for this element.

Element 1.3

Develop yourself to improve your performance 

Performance Criteria

To achieve this element you must be able to:

1 Assess your performance and identify your development needs at appropriate intervals

2 Base your assessment on your current objectives and likely future requirements

3 Develop plans for personal development that are consistent with the needs you have identified and the resources available

4 Develop plans for personal development that contain specific, measurable, realistic and challenging objectives

5 Obtain support from relevant people to help you create learning opportunities

6 Undertake development activities that are consistent with your plans for personal development

7 Obtain feedback from others and use it to enhance your performance in the future

8 Update your plans for personal development at regular intervals

9 Comply with the auditing and monitoring requirements of the regulatory body

Knowledge and Understanding

You must know and understand:

a How to assess your own current level of competence

b The current and likely future requirements and standards within your job role and how they correspond to your level of competence

c The principal skills required for effective performance

d The importance of continuing self-development

e How to develop a personal action plan for learning and self-development with realistic but challenging objectives

f The types of support that may be available from others 

g How to identify the need for support, select an appropriate source and obtain required help

h The types of development activities and their relative advantages and disadvantages to your own situation

i The importance of getting feedback from others on your performance and how to encourage, enable and use such feedback in a constructive manner

j The appropriate people from whom to get feedback on your performance

k How to assess your personal progress and update your plans accordingly

l The specific auditing and monitoring requirements that relate to your continuing professional development and your responsibilities in complying with these

Scope

This element requires that you:

1
Your development needs include being up-to-date with:

a The latest legislation, codes of practice and regulations

b Technical issues in regard to domestic building construction and defects

2
Your plans for personal development will be met by:

a Informal on the job learning

b Formal training courses

c Open learning

3
Feedback from others:

a Colleagues

b Other professionals

c Sellers, buyers and others concerned with the buying and selling process

4
Feedback can be:

a Positive

b Confirmatory

c Negative

Element 1.4
 
Conduct work in a professional and ethical manner 

Performance Criteria
To achieve this element you must be able to:

1 Present a positive personal and professional image at all times when dealing with people
2 Carry out your work in accordance with prescribed codes of conduct, ethical standards and recognised good practice
3 Deal with people in a tactful, courteous and equitable manner at all times

4 Work within the limits of your own competence and expertise

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

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

7 Comply with the auditing and monitoring requirements of the regulatory body

8 Comply with all legislation relevant to your work

9 Comply with all officially published guidance in undertaking Home Inspections

Knowledge and Understanding

You must know and understand the following:

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

b Your specific responsibilities under prescribed codes of conduct and ethical standards

c The importance of complying with recognised good practice

d The extent and limits of your own competence and expertise and the importance of not working beyond these 

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

f The specific auditing or monitoring requirements that relate to your work and your responsibilities in complying with these

g The main points of the legislation relevant to your work

h All officially published guidance relating to the undertaking of Home Inspections

Scope

This element requires that you:

1
Present a positive personal and professional image to the following people:

a The sellers or their representatives

b Those present at the property at the time of inspection

c Other colleagues and professionals

d Others with whom you may be in contact during the course of your work as a Home Inspector

2
Carry out your work in accordance with recognised good practice:

a Duty of care

b Statute law

c Mandatory ethical codes of practice

UNIT 2:
CONTRIBUTE TO THE SAFETY AND SECURITY OF PEOPLE 

AND PROPERTY

DESCRIPTION OF UNIT

This unit covers the important competence required to maintain the health, safety and security of self, other people and property. Candidates are expected to adhere to the standards set out in this unit at all times during their work, whether they are in an office or at a property.

The unit has FOUR elements: 

Element 2.1
Contribute to the maintenance of health and safety at work 

Element 2.2
Contribute to the security of self, colleagues and clients

Element 2.3
Contribute to the security of property

Element 2.4
Contribute to the security of information 

Element 2.1 describes the activities involved in contributing to the maintenance of health and safety at work. Candidates must identify the risks associated with their work, and ensure that their conduct does not endanger themselves or others. They are expected to know, and work in accordance with, the provisions of relevant legislation (eg Health and Safety at Work Act) and any relevant workplace policies.

Element 2.2 requires that they take steps to maintain the security of themselves and other people.  They must identify the potential security risks posed by work in various locations, and comply with the security procedures and guidelines aimed at protecting themselves and others. They are expected to react immediately to any unexpected circumstances, and take emergency action when required.

Element 2.3 covers the security of property, and applies both to offices and to property inspected. Candidates must identify the risks to property, and comply with the relevant procedures and guidelines for protecting property. In addition, they must keep personal belongings, valuables, monies, and keys secured in appropriate locations.

Element 2.4 requires that they contribute to the security of information. This entails identifying the potential risks to information, maintaining the confidentiality of the seller and organisation information, and recording and disposing of information correctly. This always applies to information about clients and also, where relevant, to any organisation for whom they may work, either directly as an employee or as a sub-contractor.

ASSESSMENT 

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

In addition, candidates will be required to PASS an external examination, set and marked by ABBE.  The examination has a notional pass mark of 70%.  The examination will test candidates on their knowledge and understanding of this unit.

EVIDENCE REQUIREMENTS

10 Property Condition Reports.  For new entrants this should be 10 Home Condition Reports.  Experienced practitioners must submit a minimum of 3 HCRs but can opt to supply the remaining 7 reports in the form of ‘Prior reports’ as set out in the ABBE guidance on Assessing Prior Reports document. These must meet the evidence requirements specified in the introduction to unit 4.  

It is likely that in all cases the minimum 10 property condition reports will cover the following performance criteria:

Element 2.1 – PCs 1, 2, 3 and 4

Element 2.2 – PCs 1, 2, 3 and 4

Element 2.3 – PCs 1, 2, 3, 4 and 5

Element 2.4 – PCs 1, 2, 3, 4, 6 and 9

Depending on the types of property assessed by the candidate, the 10 condition reports may meet the following performance criteria:

Element 2.1 – PCs 5, 6 and 7

Element 2.2 – PCs 5, 6, and 7

Element 2.3 – PC6

Element 2.4 – PC 5

Where the HCRs do not meet the following performance criteria further evidence must be provided.  Possible sources of evidence are shown in the ‘Examples of evidence’ below

However, ABBE has determined that there are some aspects of the award requirements which the HCRs will almost certainly never cover.  Therefore ABBE will require the candidate to submit additional evidence to meet these areas.  This is set out below.


Evidence to show the candidate is:

Element 2.3 – PC 7 [able to deal with emergencies]

Element 2.4 – PC 7 [able to dispose of information in a secure manner]

Element 2.3/2.4 – PC 8 [able to make recommendations for improving health and safety in the workplace]

Examples of evidence

Examples of evidence that may be appropriate to demonstrate competence for this unit include:
· Copies of external correspondence to clients, consultants, solicitors, statutory bodies, public utilities and other such organisations

· Information checklists

· File records

· Work plans or programmes, progress reports, client confirmation letters, emails, diary entries, minutes of meetings

· Out of office records 

· Witness testimonies from managers, colleagues, peers or clients

· Personal development plans

· Records of relevant internal/external training and in-house support

· Records of feedback from line management appraisals, clients, consultants, company audits 

· Continuing professional development records

· Records of risk assessments, health and safety activities, accident reports

· Annual leave cards

· Fire escape procedures, fire alarm practices, records of actual fires, list of first aiders, fire protection maintenance records

· Minutes of health and safety meetings

· Asbestos and hazardous materials searches and records of contacts

· CDM plans

· Site visit records

ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk.

A timetable providing dates and times for all forthcoming external examinations can be found on the ABBE website at www.abbeqa.co.uk. 

Element 2.1
Contribute to the maintenance of health and safety at work

Performance Criteria

To achieve this element of the unit you must be able to:

1 Carry out working practices in accordance with legal requirements

2 Identify any health and safety risks in different locations
3 Ensure own personal conduct in the workplace does not endanger the health and safety of self and other people

4 Ensure your own personal conduct in the workplace does not endanger the health and safety of self and other people

5 Follow the workplace policies and suppliers’ or manufacturers’ instructions for the safe use of equipment, materials and products

6 Implement emergency procedures effectively to protect the health and safety of self and other people

7 Pass on any suggestions for improving health and safety within the workplace to the responsible persons

Knowledge and Understanding

You must know and understand the following:

a The legal duties for health and safety in the workplace as required by legislation

b What health and safety risks could exist in different locations 

c Why it is important to remain alert to the presence of risks in the entire work place

d The importance of personal conduct in maintaining the health and safety of self and others

e Suppliers’ and manufacturers’ instructions for the safe use of equipment, materials and products

f Who should be informed of any conflicts between different health and safety requirements

g The procedures for different types of emergency

h Who the appointed first aiders are

i What types of suggestions for improving health and safety at work could be made and who should be given them


Scope

This element requires that you:

1
Are aware of health and safety risks, which may include:

a The presence of equipment and its use

b Power supplies

c Fixtures

d Interactions with other people 

e Accidents 

f Effects of VDUs

2
Identify health and safety risks in different locations:

a Office

b Development site including new houses or converted buildings with some adjacent properties in a state of partial completion

c Vacant property

d Occupied property

3
Contribute to health and safety in the workplace, which may be:

a The office

b The home being inspected

c Any other location you visit in the course of your work

Element 2.2
Contribute to the security of self, colleagues and clients

Performance Criteria

Candidates must be able to:

1 Identify the security risks to self, occupiers and other people in different locations
2 Obtain information on national legislation, guidelines, and organisation procedures for the security of self and others

3 Apply correctly and consistently the relevant security procedures and guidelines for protecting self and others

4 Ensure self and colleagues provide clear schedules of movements

5 Check and respond immediately to any unexpected circumstances, absences, or departures from colleagues’ agreed schedules

6 Take appropriate and effective emergency action when required

7 Pass on any suggestions for improving security to the responsible persons

Knowledge and Understanding

Candidates must know and understand the following:

a Potential security risks to self, colleagues, occupiers and others

b Current legislation and national guidelines relating to the security of people

c The procedures of the organisation for whom you work relating to the security of people 

d Which procedures and guidelines apply in different circumstances

e The systems for recording people’s movements and checking their security

f What constitutes unexpected circumstances, absences or departures from agreed schedules and who should be informed of them

g What types of emergency could occur

h What the emergency procedures are

i What types of suggestions for improving security could be made and who should be given them

Scope

This element requires that you:

1
Identify the following security risks:

a Intimidation

b Verbal abuse

c Physical abuse

d Violence

e Kidnapping

2
Identify security risks in different locations:

a Office

b Development site

c Vacant property

d Occupied property

Element 2.3 

Contribute to the security of property

Performance Criteria

To achieve this element of the unit you must be able to:

1 Identify the risks to property that could occur in different locations
2 Obtain information on national legislation, guidelines and organisation procedures for the security of property

3 Apply correctly and consistently the relevant security procedures and guidelines for protecting property

4 Ensure security equipment is functioning properly

5 Ensure personal belongings, valuables, and monies are secured in appropriate locations

6 Ensure keys and access codes for properties are secured in appropriate locations

7 Take appropriate and effective emergency action when required

8 Pass on any suggestions for improving security to the responsible persons

Knowledge and Understanding

You must know and understand the following:

a The risks to offices, personal property, and properties for sale

b Current legislation and national guidelines relating to the security of property

c The procedures of the organisation for whom you work relating to the security of property

d Which procedures and guidelines apply in different circumstances

e What type of equipment could be used

f How equipment should be operated

g Where to keep personal belongings, valuables, and monies

h The systems for securing and logging keys and access codes

i What types of emergency could occur

j What the emergency procedures are

k What types of suggestions for improving security could be made and who should be given them

Scope

This element requires that you:

1
Identify the following risks to property:

a Theft

b Damage

c Vandalism

d Arson

e Unwanted occupancy

2
Identify risks to property in different locations:
a Office

b Development site (including new houses or converted buildings with some adjacent properties in a state of partial completion)

c Vacant property

d Occupied property

Element 2.4 

Contribute to the security of information 
Performance Criteria

To achieve this element of the unit you must be able to:

1 Identify the risks to information that could occur

2 Obtain information on national legislation, guidelines and organisation procedures for the security of information

3 Apply correctly and consistently the relevant security procedures and guidelines for protecting information

4 Maintain the confidentiality of client and organisation information at all times

5 Ensure information is disclosed only to people who are entitled to receive it

6 Ensure information is recorded correctly and stored in a suitable manner

7 Dispose of information in a way that maintains its security

8 Pass on any suggestions for improving security to the responsible persons

9 Demonstrate full compliance with relevant legislation

Knowledge and Understanding

You must know and understand the following:

a  The risks to different types of information

b Current legislation and national guidelines relating to the security of information

c The procedures of the organisation for whom you work relating to the security of   information 

d Which procedures and guidelines apply in different circumstances

e What type of information could be sensitive

f How the disclosure of information could be damaging to others

g Who is entitled to different types of information

h The systems for recording and storing information

i How to dispose of paper-based or electronic information

j What types of suggestions for improving security could be made and who should be given them

k Legislation relating to security of information

Scope

This element requires that you:

1
Identify the following risks to information:

a Loss

b Misplacement

c Unauthorised access

UNIT 3: 

PREPARE FOR HOME INSPECTIONS
DESCRIPTION OF UNIT

This unit covers those activities that are carried out prior to the inspection of a property i.e. taking instructions, clarifying requirements and making initial enquiries on matters relating to the property in question.

The unit has TWO elements:

Element 3.1
Agree and confirm instructions to carry out a Home Inspection

Element 3.2
Investigate relevant matters relating to the property

Element 3.1 requires that candidates respond to requests for inspections from sellers or their representatives, clarify their needs and expectations, and check that the property is appropriate for inspection. They must clearly explain the terms and conditions, and any limitations/constraints that apply to Home Inspections and confirm their fee and payment arrangements.  They are expected to confirm that the sellers or their representatives fully understand the procedures for inspection, and to acknowledge any special circumstances that apply to their visit e.g. access to the property (or parts of the property), or who will be present at the time of inspection.

Element 3.2 covers the investigation of matters which are important to ensure that Home Inspectors provide a complete and accurate Home Condition Report within the terms of their engagement. They should identify and research information that can reasonably be obtained, for example, that on the property type and construction, tenure, services to the property, modifications/extensions, and special risks such as flooding or subsidence. They must also identify any significant factors that may influence the conduct of the inspection eg health and safety issues, or additional information that should be gathered during the inspection. In some cases, their investigations may reveal problems that prevent them from inspecting the property; they are expected to inform the sellers or their representatives and explain the reasons to them.

ASSESSMENT  

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

In addition, candidates will be required to PASS an external examination, set and marked by ABBE.  The examination has a notional pass mark of 70%.  The examination will test candidates on their knowledge and understanding of this unit.

EVIDENCE REQUIREMENTS

10 Property Condition Reports.  For new entrants this should be 10 Home Condition Reports.  Experienced practitioners must submit a minimum of 3 HCRs but can opt to supply the remaining 7 reports in the form of ‘Prior reports’ as set out in the ABBE guidance on Assessing Prior Reports document. These must meet the evidence requirements specified in the introduction to unit 4.  

It is likely that in all cases the minimum 10 property condition reports will cover the following performance criteria:

Element 3.1 – PCs 4, 5, 6, 7 and 8

Element 3.2 – PC 1

Depending on the types of property assessed by the candidate, the 10 condition reports may meet the following performance criteria:

Element 3.1 – PCs 1 and 2

Element 3.2 – PCs 2, 3 and 4

Where the HCRs do not meet the following performance criteria further evidence must be provided.  Possible sources of evidence are shown in the ‘Examples of evidence’ below

However, ABBE has determined that there are some aspects of the award requirements which the HCRs will almost certainly never cover.  Therefore ABBE will require the candidate to submit additional evidence to meet these areas.  This is set out below.


Evidence to show the candidate is:

Element 3.1 – PC 3 [able to identify circumstances preventing the home inspection being undertaken]

Examples of evidence

Examples of evidence that may be appropriate to demonstrate competence for this unit include:
· Letters to and from clients confirming instructions or clarifying terms, conditions and contract

· Letters to buyers/sellers’ solicitors, land registry, Government bodies, local authority, statutory bodies, Highways Agency, mine authorities

· Copies of marked up drawings or plans

ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk.

A timetable providing dates and times for all forthcoming external examinations can be found on the ABBE website at www.abbeqa.co.uk. 

Element 3.1
Agree and confirm instructions to carry out a home inspection

Performance Criteria

To achieve this element of the unit you must be able to:

1 Respond promptly to requests from potential sellers or their representatives to undertake Home Inspections

2 Clarify and confirm the requirements and expectations of the sellers or their representatives

3 Identify any circumstances that prevent you from undertaking a Home Inspection and explain the reasons to the sellers or their representatives politely and clearly

4 Explain to the sellers or their representatives the terms and conditions under which you will undertake a Home Inspection

5 Explain to the sellers or their representatives the limitations and constraints of the planned Home Inspection

6 Write to the sellers or their representatives to confirm the instruction and the terms, conditions and arrangements that have been agreed

7 Confirm with the sellers or other occupiers the date and time of the inspection

8 Confirm with the sellers or other occupiers any specific arrangements that apply to the inspection

Knowledge and Understanding

Candidates must know and understand:

a The legislation giving rise to  Home Condition Reports

b Regulations under that legislation relating to the job of Home Inspector and the undertaking of Home Condition Reports

c The types of property that do not by law require a Home Condition Report

d How to clarify and confirm the requirements and expectations of sellers or their representatives

e When a potential conflict of interest will require disclosure to the sellers or representatives, or will require the need to decline the instructions altogether

f The limitations and constraints that apply to the conduct of Home Condition Inspections

g The importance of confirming, in writing, the arrangements agreed between you and the sellers or their representatives

h Fee structures and payment arrangements for Home Condition Inspections

i How to confirm inspection arrangements with the sellers or other occupiers

j The importance of confirming whether any specific arrangements apply to the inspection

Scope

This element requires that you:

1
Respond to requests from potential sellers or their representatives in the following ways:

a Face to face

b In writing

c By telephone

d By email

2
Acknowledge any specific arrangements that relate to the following:

a Access to the property

b Those present at the property at the time of inspection

c Health and safety issues

3
Are aware of circumstances that may prevent you carrying out a Home Inspection, which may include:

a Properties beyond your current level of competence

b Your own diary pressures

Element 3.2
 Investigate relevant matters relating to the property 

Performance Criteria

To achieve this element of the unit you must be able to: 

1 Investigate, obtain and record such information as is necessary to ensure a complete and comprehensive Home Condition Report

2 Evaluate information in order to identify any significant factors that may influence the conducting of the inspection

3 Assess, in cases of doubt, that the property falls within the scope of Home Information Pack legislation

4 Inform the sellers or their representatives promptly in cases where your investigations reveal problems that prevent you from inspecting the property

Knowledge and Understanding

You must know and understand the following:

a The types of property to which Home Condition Report legislation does not apply

b The different types of information relating to the property that it is important to obtain to ensure a complete and accurate Home Condition Report

c The different sources of information relating to the property that can be investigated 

d How to obtain information on relevant matters relating to the property

e Prevailing geographical/environmental/legal features that may affect the property and the health and safety of occupants

f How to evaluate relevant information in order to identify any significant factors that may influence the inspection

g How to identify circumstances that prevent you from inspecting the property

Scope

This element requires that you:

1
Identify the following significant factors:

a Gaps in information

b Health and safety considerations

c Susceptibility to damage or deterioration 

UNIT 4: 
UNDERTAKE HOME INSPECTIONS 
DESCRIPTION OF UNIT

This unit covers the competence required to conduct Home Inspections and, as such, is closely related to the structure and content of the Home Condition Report. The aim of the inspection is to provide an impartial report that can be used and relied upon by a prospective buyer, mortgage lender and by a seller. The report will detail the construction and condition of the property on the date inspected; defects which are considered to be significant or in need of urgent attention; and defects which require further investigation to prevent damage to the fabric of the building or which are a threat to personal safety.

This unit covers the inspection of most standard properties, whether they are houses, flats or maisonettes, traditional construction or purpose-built, leasehold or freehold. 

The unit has FOUR elements:

Element 4.1
Inspect property for condition

Element 4.2
Make complete and comprehensive records of findings

Element 4.3
Determine condition ratings

Element 4.4
Collate information for the assessment of energy efficiency

Element 4.1 covers the extensive competence required to inspect property. It covers the inspection of all parts of the property that fall within the remit of the Home Condition Report. Home Inspectors are expected to conduct a thorough visual inspection of the property, taking measurements and notes as appropriate, and examine potential causes and effects of failure and deterioration. Although the testing of services is not a requirement of Home Condition Inspections, they are expected to carry out basic activities where it is safe to do so. They must draw on their knowledge and experience of property structure, construction and materials performance and understand the detailed requirements of the Home Condition Report.

Element 4.2 requires that candidates make complete and accurate records of their inspection findings. They must record information using appropriate methods (eg written, photographic) and ensure that records are legible and complete. 

Element 4.3 covers the interpretation and analysis of inspection information, in order to determine condition ratings for relevant parts of the property. Again, the Home Condition Report defines those aspects of the property for which condition ratings are required. They must draw on the information available and their expertise to make impartial judgements about the condition of the property.

Element 4.4 covers the identification and recording of information necessary to assess the energy efficiency of property. They must gather information relating to, for example, thermal insulation, heating systems and ventilation. If a candidate’s organisation is licensed to process this information in-house, they can use the approved software to calculate energy efficiency ratings.  If the organisation is not licensed to process this information, they must pass it on to a government authorised ratings company.

ASSESSMENT 

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

In addition, candidates will be required to PASS an external examination, set and marked by ABBE.  The examination has a notional pass mark of 70%.  The examination will test candidates on their knowledge and understanding of this unit.

EVIDENCE REQUIREMENTS

In order to achieve this unit, the candidate must present evidence to demonstrate that they are competent to the performance, knowledge and understanding and scope requirements of the unit. 

Candidates will be required to submit 10 home condition reports that include an assessment of energy efficiency as set out in the grid below.  It is expected that this would normally be the RDSAP2005 or its sucessor, however some candidates may be able to provide valid alternatives that demonstrate competence to the same level.

Pre 1st world war
detached; semi-detached; terrace; flat

Inter war

detached; semi-detached; terrace; flat

Post 2nd world war
detached; semi-detached; terrace; flat

These reports should have been undertaken on a range of property types but must include at least one property from each of the following time periods set out in the grid above.  Each report must be accompanied by detailed site notes.   Candidates should make all reasonable efforts to ensure that the properties they chose to make up their 10 reports represent a spread of types and condition ratings.  The properties should not be made up solely of vacant properties. 

Each report must be accompanied by photographs of the front elevation and one 

other view as a minimum.  It is recommended that photographs or sketches of all major 

faults are included to support the findings in the report and to show that this is a fair 

reflection of the condition of the properties.

At least one of these HCRs must be carried out under supervised conditions, as an

observed assessment by the candidate’s assessor.  ‘Supervised’ means that the 

assessor must accompany the candidate at the time of a property inspection to testify

that the report is bone fide and a fair reflection of the property concerned.

All of these reports and supporting evidence must be assessed.

Assessors must determine whether the quality of any prior report submitted is acceptable, ie meets the purpose for which the report was originally carried out.

It is likely that in all cases the minimum 10 property condition reports will cover the following performance criteria:

Element 4.1 – PCs 1, 2, 3, 4, 6, 7, 8 and 10

Element 4.2 – PCs 1 and 2

Element 4.3 – All PCs

Element 4.4 – All PCs

Depending on the types of property assessed by the candidate, the 10 condition reports may meet the following performance criteria / scope:

Element 4.1 – PC 9

Element 4.2 – scope 1f:  ‘Likely causes and effects of defects or deterioration’.  Candidates can achieve this through their HCRs if they are guided by the assessment centre to pick properties that show a range of different defects. This will show that the candidate can identify and deal with the required range of condition ratings.  If the candidates reports do not show a sufficient range of defects, then they will need to cover this scope requirement by another suitable means. 

However, ABBE has determined that there are some aspects of the award requirements which the HCRs will almost certainly never cover.  Therefore ABBE will require the candidate to submit additional evidence to meet these areas.  This is set out below.


Evidence to show the candidate is:

Element 4.1 – PC 5 [able to identify circumstances where the home inspection cannot be continued]

Element 4.2 – PCs 3, 4 and 5 [able to store and retrieve records]

Experienced practitioners

Where a candidate has prior experience of residential surveying, they must present ten 

reports.  At least three of these must be home condition reports; however the remaining 

seven can be prior residential property condition reports produced in the course of their 

work over the past three years.  These reports should have been undertaken on a 

range of property types but must include at least one property from each of the 

following time periods set out in the grid above.

Experienced candidates should make all reasonable efforts to ensure that the properties they chose to make up their remaining 7 reports should also represent a spread of types and conditions.  The properties should not be made up solely of vacant properties.  These remaining surveys which can be in either HCR format or another comparable, acceptable format need to be accompanied by site notes, but do not need to include SAP information or photographs.  The assessor must assess as many of these prior reports as is necessary to determine the candidates competency.  Any reports that are assessed must be included as evidence in the candidates portfolio.
Examples of evidence

In addition to the home condition reports, examples of evidence that may be appropriate to demonstrate competence for any remaining gaps in this unit include:
· Letters confirming appointment dates, times etc

· Diary or out of office records 

· Equipment check lists

· Maintenance records

· Records of insurance cover

· Signing out of equipment record

· Pre-visit testing 

· Original site notes 

· Further search enquires letters or diary notes

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

· Records of activities required and when completed 

· Photographs, drawings, sketches, monitoring records etc 

· Reports commissioned and completed 

· Letters to interested parties 

· Replies in respect of reports 

· Records of quality checks on work  

· Witness testimonies from line manager, colleagues, peers, clients

ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk.

A document entitled ‘Guidance on Prior Home Condition Reports’ is available on the ABBE website.

A timetable providing dates and times for all forthcoming external examinations can be found on the ABBE website at www.abbeqa.co.uk. 

Element 4.1

Inspect property for condition 

Performance Criteria

To achieve this element of the unit you must be able to:

1 Ensure that you have the equipment and resources needed for the inspection

2 Use equipment correctly and interpret data accurately

3 Identify yourself to those present at the property before commencing the inspection

4 Identify and record the method of construction of the property and the main materials used

5 Identify circumstances when at the property that prevent you continuing with the inspection and explain the reasons to the sellers and their representatives

6 Undertake a methodical visual inspection of all relevant aspects of the property

7 Make accurate observations and measurements which are necessary for the inspection 

8 Obtain all additional information  that is needed about the property and its use

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

10 Analyse the likely causes of failure and deterioration for the assessment of condition ratings

Knowledge and Understanding 

You must know and understand:

a The principles of building structure,elements, and fabric 

b What equipment and resources are needed for the inspection

c The detailed inspection requirements that apply to the property as defined by the Home Condition Report

d How to recognise the various types of building construction and materials

e How to conduct the inspection in a thorough, methodical and consistent manner

f How to make accurate observations and take accurate measurements 

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

h How to distinguish between the structural and non-structural elements of a building, and determine the performance of the structural elements against the property as originally built and as affected by external influences

i The performance and durability of materials over time

j The functioning of services (electricity, gas, water, heating, drainage) 

k The possible effects of influences on the condition of the property and the health and safety of occupants

l The requirements and application of building regulations and other technical standards

m The range of likely causes and effects of failure or deterioration relating to the property

n How defects in buildings are manifested

o Methods of repair, and how to recognise them

p How to determine the likely extent and urgency of repairs required

Scope

This element requires that you:

1
Inspect a broad range of properties that vary in terms of:

a Age

b Type

c Construction

d Size

2
Identify circumstances that may prevent you continuing with your inspection of the property, which may include:

a The discovery of unexpected or hazardous conditions or materials

b Other potential threats to health and safety

3
Make accurate observations and measurements, required for:

a The calculation of reinstatement costs for insurance purposes

b Calculating the floor area for the Home Condition Report

c Providing data for the calculation of energy efficiency

Element 4.2

Make complete and comprehensive records of findings
Performance Criteria

To achieve this element of the unit you must be able to:

1 Make complete and comprehensive site notes

2 Record your findings accurately 

3 Store your records securely

4 Catalogue your records methodically

5 Ensure that records can be accessed readily for future use

Knowledge and Understanding

You must know and understand the following:

a The range of methods, formats and conventions for recording information and evidence on the property and its condition 

b The required range of information and evidence relating to the property and its condition as defined by the Home Condition Report

c The level of detail within your site notes and records required to produce a complete and comprehensive Home Condition Report

d The importance of making and maintaining notes and records that are legible and  complete 

e The importance of storing records securely to allow for future access

f The purposes for which your notes and records may be used

Scope

This element requires that you:

1
Record information and evidence on the following:

a General information about the property

b Environmental matters and safety issues

c Special risks associated with the property

d Condition

e Services

f Likely causes and effects of defects or deterioration

Element 4.3

Determine condition ratings

Performance Criteria

To achieve this element of the unit you must be able to:

1 Draw on all relevant data and your expertise to make judgements about the current condition of the property

2 Evaluate the information and evidence obtained to determine a condition rating for each relevant aspect of the property
3 Assess  how the condition of the property may change in the foreseeable future in determining individual condition ratings

4 Justify your decisions and recommendations based on the information and evidence available to you

Knowledge and Understanding

You must know and understand the following:

a The detailed inspection requirements that apply to the property as defined by the Home Condition Report

b The range of likely causes and effects of failure or deterioration relating to the property

c How defects in buildings are manifested

d Methods of repair, and how to recognise them

e How to determine the likely extent and urgency of repairs required

f The definitions of the three condition ratings that could apply to aspects of the property and how to determine the ratings for each relevant aspect of the property

g Those parts of the property that are exempt from condition ratings

h How to evaluate all available information and evidence to determine condition ratings for each relevant aspect of the property

i The importance of being able to justify your decisions based on the information and evidence available to you

Scope

This element requires that you:

1
Determine condition ratings for a broad range of properties that vary in terms of:

a Age

b Type

c Construction

d Size

Element 4.4
Collate information for the assessment of energy efficiency 

Performance Criteria

To achieve this element of the unit you must be able to:

1 Collate information for assessment of the energy efficiency of the property
2 Keep your notes and records legible, complete and accurate

3 Follow the correct procedures for collecting information to enable the energy efficiency of the property to be determined

4 Provide practical advice based on the  ratings and recommendations  provided by the energy efficiency report

Knowledge and Understanding

You must know and understand the following:

a The purpose behind government approved procedures for assessing the energy efficiency of property

b The factors which are relevant to the determination of the energy efficiency rating of a property

c The assumptions that are made in determining energy efficiency ratings

d The factors that are not deemed to affect energy efficiency ratings

e How to collate information required to assess the energy efficiency of property

f The importance of keeping your records legible, complete and accurate

g The range of government authorised energy rating organisations

h Procedures for processing information relating to the energy efficiency of the property

i How the energy efficiency ratings are affected by changes in the physical properties of the fabric of the building

j How to evaluate the ratings and recommendations to provide practical advice 

Scope

This element requires that candidates:

1
Identify and gather the following information necessary for calculating the energy efficiency of the property:

a Levels of thermal insulation 

b Types and efficiency of the heating system

c Ventilation

2
Collate information for a broad range of properties that vary in terms of:

a Age

b Type

c Construction

d Size

UNIT 5: 
PREPARE AND DISSEMINATE HOME CONDITION REPORTS  
DESCRIPTION OF UNIT

This unit covers the activities undertaken once the inspection is completed ie the production and distribution of complete and comprehensive Home Condition Reports in accordance with the prescribed format. The report will detail: the construction and condition of the property on the date inspected; defects which are considered to be significant or in need of urgent attention; and defects which require further investigation to prevent damage to the fabric of the building or which are a threat to personal safety.  

The unit has TWO elements:

Element 5.1
Produce complete and comprehensive Home Condition Reports

Element 5.2
Make completed Home Condition Reports available and maintain own records

Element 5.1 requires that Home Inspectors analyse all the information they have obtained on the property. They must make realistic and impartial assessments of condition, identify causes and effects of failure or deterioration, and produce a report that conforms to appropriate conventions and standards. They must also specify where further investigation is necessary and explain any limitations that apply to their report. Importantly, they must adopt clear language throughout using appropriate technical terms only where necessary.

Element 5.2 requires that they use the relevant information technology to produce and file their completed report, inform the sellers or their representatives that the report is finished, and respond to any requests for clarification on aspects of the report. They must also maintain their own internal records in accordance with good practice and statutory requirements

ASSESSMENT 

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

In addition, candidates will be required to PASS an external examination, set and marked by ABBE.  The examination has a notional pass mark of 70%.  The examination will test candidates on their knowledge and understanding of this unit.

EVIDENCE REQUIREMENTS

10 Property Condition Reports.  For new entrants this should be 10 Home Condition Reports.  Experienced practitioners must submit a minimum of 3 HCRs but can opt to supply the remaining 7 reports in the form of ‘Prior reports’ as set out in the ABBE guidance on Assessing Prior Reports document. These must meet the evidence requirements specified in the introduction to unit 4.  

It is likely that in all cases the minimum 10 property condition reports will cover the following performance criteria:

Element 5.1 – All PCs

Element 5.2 – PCs 1, 2, 3 and 5

Depending on the types of property assessed by the candidate, the 10 condition reports may meet the following performance criteria:

Element 5.2 – PC 4

Examples of evidence

Examples of evidence that may be appropriate to demonstrate competence for this unit include:
· Letters confirming appointment dates, times etc

· Diary or out of office records 

· Equipment check lists

· Maintenance records

· Records of insurance cover

· Signing out of equipment record

· Pre-visit testing 

· Original site notes 

· Completed home condition report forms 

· Further search enquires letters or diary notes

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

· Records of activities required and when completed 

· Photographs, drawings, sketches, monitoring records etc 

· Reports commissioned and completed 

· Letters to interested parties 

· Replies in respect of reports 

· Records of quality checks on work  

· Witness testimonies from line manager, colleagues, peers, clients

ADDITIONAL GUIDANCE

A reading list to support this unit can be found on the ABBE website at www.abbeqa.co.uk.

A document entitled ‘Guidance on Prior Home Condition Reports’ is available on the ABBE website.

A timetable providing dates and times for all forthcoming external examinations can be found on the ABBE website at www.abbeqa.co.uk. 

Element 5.1
 Prepare and disseminate Home Condition Reports

Performance Criteria

To achieve this element of the unit you must be able to:

1 Assemble and collate information from the outcomes of your inspection and from other relevant and reliable sources

2 Identify causes and effects of failure and deterioration

3 Prepare a Home Condition Report that is complete, objective and meets relevant codes of practice and standards

4 Specify condition ratings clearly correctly giving clear reasons and appropriate comments

5 Provide all other information required by the Home Condition Report

6 Recommend any necessary further investigations 

7 Calculate and state estimated minimum  reinstatement costs for insurance purposes

8 State clearly if, where and why accurate inspection and measurement has not been possible

Knowledge and Understanding

You must know and understand the following:

a The prescribed format and content of a Home Condition Report

b The types and sources of information required to produce a Home Condition Report

c Defects where is it necessary to recommend further investigation

d How to calculate reinstatement costs for insurance purposes

e  The differences between reinstatement costs and market value

f The reasons why is it necessary and important to indicate if, where and why accurate inspection and measurement has not been possible

g The importance of using plain language, and appropriate terms, where free text is allowed, throughout the report

h The importance of checking the report to ensure it is clear and complete

Scope

This element requires that you:

1
Recommend necessary further investigations due to:

a Susceptibility to damage

b Suspected concealed defects

c Environmental and safety requirements

d Need to inhibit deterioration

Element 5.2
Make completed Home Condition Reports available and    

                       maintain own records 

Performance Criteria

To achieve this element of the unit you must be able to:

1 Use prescribed technology to produce complete and comprehensive Home Condition Reports

2 File Home Condition Reports on the prescribed national database on completion

3 Inform the sellers or their representatives that the Home Condition Report has been completed and is available to them

4 Answer questions about the Home Condition Report and provide clarification when required

5 Maintain internal records which are clear, complete and conform to accepted professional and statutory requirements

Knowledge and Understanding

You must know and understand the following:

a The relevant technology applications for the production and filing of completed Home Condition Reports

b The importance of informing sellers or their representatives when the Home Condition Report is completed

c How to respond to questions and requests for clarification from the sellers or their representatives

d The limitations on answers to questions which it is permitted to provide to the sellers or their representatives and prospective buyers or their representatives

e The reasons for, and methods for, maintaining your own internal records in a clear, complete and acceptable manner

f The minimum period of time for which you must retain inspection records

Scope

This element requires that you:

1
Maintain records that are either:

a Paper-based

b Electronic
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