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How To Use This HEAR Report Template
This template is a Word template and its extension is .dot.  You can adjust this template by making changes and saving as a new .dot template.  To do this, on the File menu, click Save as.   The Save As dialog box opens, and you should see Document Template (*.dot) in the Save as type box.  If it doesn’t, choose this option from the drop down menu.  Enter a name for your new template in the File Name box and save the template as a new template.
To create a report from the template, on the File menu, click New to reopen the template as a document.  You will have to select this template from the options offered.  Change the address on the cover page and header and complete all sections with respect to your home energy advice visit.  
To change the text or graphics, select any paragraph and start typing.  To change the header, on the View menu, click Header and Footer.  Then, you can change or delete the text in these sections just as you would any text. When you’re finished, click Close.
Complete all the sections following the guidance and examples given.  All sections will need modifying to be relevant to the dwelling and client you have produced the report for.  The examples are included only as suggestions covering the detail that might be relevant for a fictional client.

section one: YOUR HOME NOW
In this section you will describe the property as inspected by you.  
In the first part of this section you should enter the results of your RdSAP inspection.  This includes the fabric and heating systems, etc. currently installed.  You should also record the automatic recommendations produced by RdSAP.
You should use a table format similar to that given below to record this information.  The table extract below gives an example relating to building fabric, but all aspects of the dwelling covered by RdSAP should be included here.

	fabric element
	CurrentLY
	possible improvement

	Roof
	Attic room, no loft space
	No RdSAP improvement 

	Walls
	Solid brick walls in main house
Uninsulated cavity to rear extension
	Solid wall insulation for the main house
Cavity Wall Insulation for the rear extension

	Floor
	Suspended timber
	No RdSAP improvement

	Etc.
	
	



Table 1: RdSAP inspection results for building fabric
In the second part you should enter any other energy using features of the property (i.e. those that are not included in RdSAP) which you consider relevant to the overall fuel bills in the property.  
Use a table format similar to the above and, as a minimum, consider all the energy using systems and appliances listed at section two that are not part of the RdSAP assessment.  For example, a heater in a separated conservatory would come into this category.
section TWO: how you use YOUR HOME NOW
In this section you will record all the relevant information you have gathered about your client.  This includes their personal circumstances (where relevant, e.g. entitlement to grant aid), and how they use the property and its energy using appliances.  Use a table format similar to the above, under the following headings (where relevant):
GENERAL
1) Tenure
2) Location (degree day region, site exposure; site factors affecting recommendations for physical measures)
3) Fuel bills (annual consumption in kWhr & annual costs for all fuels used; for more than one year if available)
4) Occupancy factors (number of occupants, times of occupation)
5) Availability of RTD (Real Time Display) and/or Smart Meter

HEATING
1) Use of heating not considered by RdSAP (e.g. heating a separated conservatory, use of portable heaters) 
2) Use of heating that differs from RdSAP assumptions: (e.g. excessive use of secondary heating, controls not used, different heating times, whether all rooms heated, thermostat settings)
3) Occupant preferences relevant to recommendations: (eg occupiers with some loss of manual dexterity may prefer simple to set controls)

HOT WATER
1) Use of hot water not considered by RdSAP (eg back up immersion heater, electric shower)
2) Use of controls (time, temperature)
3) Occupancy factors (preference for bath/shower, frequency of use)

LIGHTING
Use of lighting not considered by RdSAP (eg table lamps; type and use of external lighting; lighting in any garage or outbuilding).

METERS
1) Reading and/or use of the following types of meter:
a) Gas and Electricity Meters (all display types)
b) Smart Meters, RTDs (Real Time Displays)

	APPLIANCES: Use of the following, if present (Note that this list is not exhaustive.  It lists appliances commonly found in homes, and may change according to the specific appliances present in the property.)

1. Cold Appliances 
a) Fridges 
b) Freezer (upright or chest) 
c) Fridge-freezer 

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

3. Domestic ICT 
a) Personal Computers (Desktops and Laptops) 
b) Printer 
c) Monitor 

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

5. Wet Appliances 
a) Dishwasher 
b) Tumble dryer (or washer-dryer) 
c) c) Washing machine (or washer-dryer)
	



section Three: OUR DISCUSSION ABOUT IMPROVING YOUR HOME
In this section you will record your discussion with your client about changes they might make to improve the energy efficiency of their property.  Record the pros and cons that you put to your client, and their views and objections, if any.  
For example, you may discuss options for a new boiler.  If between you and your client, you decide that the best option for them is a combi boiler rather than a standard system, record your discussion here, and why you came to that conclusion.  You may discuss options for insulating a roof space: you will need to advise on their options, e.g. insulate at joists using different materials, or at rafter level if they want to use it as a roof room.  You need to show you have responded to their questions, and taken their preferences into account.
If you had to provide specific information to persuade them to adopt a particular action, for example about its features and benefits, record this here.  The intention of this part of the HEA Report is to act as a reminder to your client of why they agreed to the actions that are captured in the Action Plan.
If you give advice on any service or system that may result in a referral fee for you, this must be discussed with your client & you should note it here.
If you have had to refer the client to other sources of information (for example, for renewable technologies) you should also note it here.
This discussion will lead to an agreed action plan for your client, so you will also note here the discussions you had to help them decide their list of priorities and order of taking actions. 
section FOUR: yOUR AGREED ACTION PLAN
In this section you will record the action plan your client has agreed to, which should be consistent with SMART planning (specific, measurable, achievable, realistic and time-bound).  It will cover all the actions that have been agreed, both changes in behaviour and improvements to their property, and the likely dates by which they will have achieved the actions.  
The plan takes account of their personal circumstances, so for example, if they are entitled to grant aid it should include the contact information they need to apply for those grants.  It is very likely to be set out in stages, as discussed with the client in Section three, with completion dates attached to each stage.
A table format, similar to this, may be helpful in recording the action plan:
	STAGE ONE: iMMEDIATE ACTIONS, INCLUDING CHANGES TO THE WAY WE USE our home

	action
	CurrentLY
	AGREED improvement
	by when

	Use the heating system time clock
	Not used
	My programmer has been set to come on morning and evening only.
When I need the heating on during the day I can override the time clock using the button marked MANUAL ON
	Immediately

	Rearrange the living room furniture
	Settee is under the picture window
	Move the settee away from the cold downdraught created by the single glazed window
	This weekend 

	Careful use of kitchen appliances/ cooking
	Don’t pay much attention to energy saving in the kitchen
	Fill Kettle only as needed
When oven is on, use it to cook more than one dish instead of using the hob. 
When using the hob, keep lids on pans to reduce condensation risk
Do not keep the hot water tap running when washing up 
	Immediately

	Draught strip the living room window and back door
	Existing, aging draught proofing is compressed and leaky
	Seal draughts from the single glazed window and back door using DIY draught stripping
	This weekend when Dad visits (retired, and likes to do odd jobs around the house)

	External lighting
	Security light permanently on
	Replace with sensor activated low E light (expect to DIY)
	This weekend when Dad visits 

	Hot Water cylinder
	Poorly insulated with a loose jacket
	Add a cylinder jacket, DIY
	This weekend when Dad visits

	Etc, etc
	
	
	





	STAGE TWO: THIS YEAR’S ACTIONS)

	Walls – rear extension
	Uninsulated cavity to rear extension
	Cavity Wall Insulation for the rear extension
	September 2010, before heating season begins if possible, using the CERT discount: aim to get quotations this week 

	Windows
	100% single glazed, in good condition
	Install DIY secondary glazing
Talk to Dad about doing this, if not, get quotes for replacement double glazed windows
	September 2010, before heating season begins if possible 
Talk to Dad this weekend about doing the work together.
If not, get quotations for replacement windows 
If needed, aim to install replacement windows Summer 2011

	Heating controls
	Time clock only
	Install upgraded controls including programmer, room thermostat and TRVs, alongside a new boiler
	September 2010, before heating season begins if possible - obtain quotations now

	New A rated boiler
	Pre 1998 (unrated) mains gas boiler; frequent breakdowns, expensive to repair
	Install A rated condensing combi boiler, alongside upgraded controls
	September 2010, before heating season begins if possible - obtain quotations now

	etc, etc
	
	
	



	STAGE THREE: next year’s aCTIONS

	Roof
	Attic room, no loft space
	Add insulation at rafters 
	Converting this room to a bedroom is planned for summer 2011, so this will be part of the work.  Obtaining quotations early 2010.

	Walls – main house
	Solid brick walls in main house
	External wall insulation for the main house.  
Consider internal wall insulation if too expensive.
	Aiming for Summer 2011 - obtain quotations now.  

	Feed In Tariff
	No renewable technologies installed
	I understand my Home Energy Adviser is not qualified to give specific advice on installing renewable technologies.  
I will consider contacting possible suppliers of PV, to purchase outright, or rent out my roof space
	Conversion of attic to bedroom is planned for summer 2011, and installing PV could be part of this work. 
Contact possible suppliers now to discuss.

	Etc. etc
	
	
	



section Five: anticipated savings from your ACTION PLAN
In this section you will estimate the carbon and cost savings that are expected to result from following the agreed action plan.  Although not all clients will be motivated by carbon savings, for the purpose of your qualification assessment you should show that you have assessed both carbon & cost savings from the plan.
A table format, similar to those used earlier in the report, may be helpful for this.
You should also record here the follow up actions that your client can expect from you, such as when you will next contact them to discuss their progress.
Your evidence for Unit 7 will refer back to this part of the HEA Report.
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