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	Corporate Approved Inspector Application for approval/re-approval

	Approved Inspectors Register
26 Store Street

London 
WC1E 7BT

Tel: 020 7399 7400

Fax: 020 7399 7425



Important note:  Please read and follow the Guidance Notes (at the end of this document) when completing this form.
	Company details:
Company Name
	

	Registered Company No.
	

	Registered Address
	

	
	

	
	

	
	

	Postcode
	

	Established
	


Company main contact details:

	Forenames
	

	Surname
	

	Office Address
	

	
	

	
	

	
	

	Postcode
	

	Telephone
	

	Mobile
	

	Fax number
	

	Email address
	


Important Notes:

· Four copies of the application are required.  
· Print double sided, think of the environment.

· Pages are numbered sequentially with an index See next page. 
· Once the application form is completed, right click within the “index” and click “Update Field” in order to update the index

Fees

Please enclose application fee of £3,500.00 plus VAT made payable to Construction Industry Council. (a VAT receipt will be issued by return)
For registration fees please refer to: http://www.cic.org.uk/services/ai_Howto.shtml 
Declaration

We confirm that we have read and understood the Guidance Notes and hereby state that the information used in the completion of this form and its attachments are correct to the best of our knowledge:

	Signed
	

	(Print Name)
	

	For and on behalf of (co. name):
	

	Position Held:
	

	Dated:
	


Names of those attending interview

Please nominate who you would bring to interview, should one be granted.
Index

1Corporate Approved Inspector Application for approval/re-approval


2Important Notes:


2Fees


2Declaration


2Names of those attending interview


3Index


4Company structure


5Current CVs


6Knowledge base


7Legislation & Building Control


8Business Management & Professional Ethics


9Construction Technology & Sustainability


10Structural Design


11Building Services & Environmental Engineering


12Quality management system


13Training and recruitment policy.


14CPD


15Building Control Performance Standards


16Complaints procedure


17Insurance


18Summary of the work carried out as an Approved Inspector (Re-approval only)


19Further information


20Guidance notes


21Check list for your submission




Once the application forms is completed and before printing, right click within the “index” above and click “Update Field” in order to update the index
On the pages which follow please include the details requested for the initial paper assessment attaching additional pages as necessary (CIC reserves the right to ask for additional information and to call specific representatives to interview, and may require follow-up interviews)
Company structure
Your proposed/actual company structure and internal operating structure shown as a family tree or chart, including the names of all directors and the names of all staff members who will be engaged in technical building control functions, with their qualifications and roles within the company. If you are part of a group please include its structure tree.
Current CVs
Current CVs, showing qualifications, experience and roles of all shareholders, directors, directly employed staff and professional consultants engaged in the delivery of the l building control functions.  
Knowledge base
Evidence that the complete knowledge base can be achieved within your proposed/actual corporate structure.  When this will not be achieved through direct employees, indicate how this is to be dealt with. 
(For re-approvals it is recommended that the knowledge base take the form of a matrix. View matrix example.)

Notes

1. The Construction Industry Council, (CIC), as the ‘Designated Body’ for the Assessment of Applications for the Status of ‘Approved Inspector’ require that you demonstrate how your experience and/or qualifications equip you for the duties and responsibilities of an Approved Inspector.
2. To enable you to meet the requirement, this Appendix contains each of the Knowledge-Base criteria and you should demonstrate how your experience/qualifications would meet these criteria.
3. The requirements in the knowledge base are consistently stated by use of four key descriptors to identify the level of knowledge required.  These are:
· comprehensive, whereby a candidate would have sufficient knowledge of the subject to make most decisions without specialist assistance.
· understanding, whereby a candidate would have sufficient knowledge of the complexities involved in order to control the work of others.
· appreciation, whereby a candidate would have a general background knowledge of the subject, but would require the specialist input of others in tackling the work.
· awareness, whereby a candidate need only have a superficial knowledge of the subject.
The requirements are set out in descending order of importance to the Approved Inspector role.  The highest and most significant level of requirement is comprehensive knowledge.  Correspondingly, the lowest level of knowledge for which there is nevertheless a specified requirement is that of awareness. 

Applicants should ensure that they address each of the elements of the Knowledge Base, attaching additional completed pages as necessary.

Legislation & Building Control

1. Please demonstrate, using particular examples from your experience, how you feel you are equipped with a comprehensive knowledge of current legislation relevant to the Building Control function and the inter-relationship between different aspects of legislation with particular reference to:
a. Building Act (1984);
b. Building (Approved Inspectors etc) Regulations;
c. Building Regulations and Approved Documents;
d. Regulatory Reform (Fire Safety) Order 2005;
e. Legislation which is specific to England and Wales together with local Acts and Regulations as appropriate;
f. CLG Circular letters

g. Construction Industry Council Approved Inspectors Code of Conduct June2011
2. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of other legislation associated with the Building Control function and the inter-relationship between different aspects of legislation including:
a. Sustainable and Secure Buildings Act 2004
b. The Housing Acts 1985; 1988; 1996; 2004; 
c. Town and Country Planning Acts.
d. Licensing Legislation;
e. Access for Disabled Legislation;
f. Safety at Sports Grounds Legislation;
g. Petroleum/Explosives Legislation;
h. The Gas Safety (Installation and Use) Regulations 1998
i. Water Bylaws;
j. Workplace Regulations.
3. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of the requirements concerning welfare, security and safety of the construction staff, visitors to the site, the general public, and building users.  This must include an understanding of the Health and Safety at Work Act (1974) and the Construction (Design and Management) Regulations.
Business Management & Professional Ethics

1. Please demonstrate using particular examples from your experience, how you feel you are equipped with a comprehensive knowledge of business management, the legal system, the sources of the legal framework relevant to the duties of an Approved Inspector, and its practical application with particular reference to:
a. Duties, responsibilities and liabilities of an Approved Inspector;
b. Business planning and administration;
c. Building Control Performance Standards;
d. Quality Management Systems;
e. Professional ethics.
2. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of:
a. the Law of Contract;
b. Civil and Criminal law;
c. Case Law;
d. European laws and regulations;
e. Law of Agency;
f. Law of Employment.
N.B. You may find it helpful to refer to the Building Control Performance Standards handbook (available from CLG), when attempting to demonstrate compliance with this requirement.

Construction Technology & Sustainability

1. Please demonstrate, using particular examples from your experience, how you feel you are equipped with a comprehensive knowledge of construction processes and principles, applicable to the design and construction of buildings, with particular reference to:
a. the spectrum for domestic, industrial, social and commercial buildings of  timber, steel, concrete, masonry,  composite and modern methods of construction;
b. alterations, improvement, including essential aspects of rehabilitation, preservation and conservation.
2. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of the site investigation techniques prior to the commencement of building operations, with particular reference to:
a. site investigation methods;
b. laboratory and field test;
c. geotechnical processes;
d. site clearance;
e. contaminated land, including naturally occurring substances;
f. environmental risk assessments.
3. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of the manufacture and appropriate use of:
a. the standard tests applied to common building materials including an understanding of their scientific classification;
b. CE markings;
c. critical evaluation of tests, including the use of re-cycled materials;
d. BSEN Standards;
e. European Technical Approvals.
4. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an appreciation of the factors which degrade materials and construction with particular reference to:
a. Wind, water, fire, radiation and chemical attack;
b. Moisture, thermal and differential movement;
c. Restorative and control methods.
5. Please demonstrate an understanding of sustainability issues including innovative construction methods, with particular reference to:
a. Sustainable urban drainage systems

b. BREEAM, Code for Sustainable Homes
c. Lifetime Homes Standards

d. Secured by Design

e. Renewable and low carbon energy generation
Fire Studies

1. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of the principles of the behaviour of fire within buildings with particular reference to:
a. The combustion process;
b. Ignition processes, including explosion;
c. Fire safety design and management;
d. Fire hazard and risk assessment;
e. Fire prevention control and fire spread.
f. Recognition and warning of fire danger;
g. The behaviour and control of smoke;
h. Physiological effects of fire and smoke;
i. Evacuation and escape including special needs (children, elderly and infirm);
j. Human behaviour.
k. Smoke/fire detectors;
l. Sprinklers;
m. Internal/external access (incl the Fire Service);
n. Fire modelling and fire engineering techniques;
o. Conflicting requirements of security and fire safety.
2. Please demonstrate, using particular examples from your experience, how you feel you are equipped with a comprehensive knowledge of building design in relation to fire safety?
3. Please demonstrate, using particular examples from your experience how you feel you are equipped with an appreciation of any conflicting requirements of security and fire safety.
Structural Design

1. Please demonstrate, using particular examples from your experience, how you feel you are equipped with a comprehensive knowledge of different foundation types, their application and appropriateness.
2. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of factors affecting the design of various types of building structure including an understanding of structural design, calculations and application of construction materials.
3. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of: 
a. the origin, nature, properties and structure of soils and rocks;
b. the application of soil mechanics, soil testing and associated calculations;
c. the ability to interpret site investigation reports in relation to the design of foundations including:
i. soil contamination and its effects;
ii. the effects of building on ground containing old foundations, basements etc.
4. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of building movements including those influenced by ground, wind, snow and thermal sources.
Building Services & Environmental Engineering

1. Please demonstrate, using particular examples from your experience, how you feel you are equipped with a comprehensive knowledge of the following aspects of building services:
a. Energy conservation and energy labelling;
b. Thermal insulation and condensation;
c. Water services, drainage and sewage disposal;
d. Noise attenuation.
2. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of the principles of different Building Services’ systems  including thermal, acoustic and lighting design solutions.
3. Please demonstrate, using particular examples from your experience, how you feel you are equipped with an understanding of the following aspects of building services:
a. Air conditioning and ventilation;
b. Artificial and natural lighting;
c. Heating;
d. Piped services;
e. Controls, commissioning and testing;
f. Electrical installations.
g.
Renewable and low carbon energy generation systems

Quality management system 
Evidence of a detailed quality management business support system, including a full explanation of how it applies to the selection and control of any professional consultants whom you intend to delegate the inspection of plans or work, within the scope of section 49(8) of the Building Act 1984. Indicate names and roles of managers who will be administering the work of staff engaged in technical building control functions.
Training and recruitment policy.
Evidence in support of your training and recruitment policy.
CPD

Confirm that all staff will undergo continuing professional development (CPD) in accordance with their Professional Bodies and the CIC Code of Conduct for Approved Inspectors.  Provide a representative sample of 8 CPD records for your technical staff (re-approvals only)
.

Building Control Performance Standards 
Confirm that you have adopted the Building Control Performance Standards and submit a copy of your policy and procedures for compliance with the Standards, embracing use of the Guidance section or a suitable equivalent alternative.

Complaints procedure

Your complaints procedure, which must include reference to the Disciplinary Section 3 of the Code of Conduct for Approved Inspectors.
For re-approvals, provide details of any building control related complaints and/or PI insurance claims since the date of your previous approval.
Summary of the work carried out as an Approved Inspector (Re-approval only)

A brief summary of the work carried out as an Approved Inspector and the approximate number of Initial Notices given in each year since the issue of your previous approval.
Further information
Any further information which you believe to be relevant to this application, as part of the approval, or re-approval process.

Guidance notes
General

This form is designed to be filled in on your computer and will automatically provide pagination and an index.  It is intended to be self explanatory, but if you need further explanation or help please call us on 020 7399 7400.  

Before despatching your application we strongly recommend the use of the Check List at the end of these notes. 

The approval process is strictly confidential.  Please notify the Registrar of anyone you do not wish to be party to your application.  The full list of Assessors can be viewed on our website at: http://www.cic.org.uk/services/aiPanellists.shtml 
Interview

You will be called for interview if the Admissions Panel find your documentation satisfactory.
Period for acceptance

If successful at interview, you will have three months from the approval letter to accept the offer of registration.

Application Fee
The application fee for both initial approvals and for re-approvals is set at £3,500.

Registration Fee  

For initial approval the fee for registration is included in the application fee.

The fee for registration following re-approval is 0.8% of the Approved Inspector’s turnover in their financial year prior to re-approval.  If the fee is less than £5,000, it will be paid in full prior to registration. If the registration fee exceeds £5,000, then it will be paid in 5 equal instalments, with the first instalment to be paid prior to registration

Registration
Registration is for five years, when re-approval will be required.  
The Register

Unless you inform us otherwise, your company name, company address details and website link will be included on the Register displayed on our website, and will be notified to LABC and ACAI.
Change of address

You are required to notify us of any change of address or other contact details.

Change of Company Structure

You are required to notify us of any change in your company structure, directors etc.
Code of Conduct

A requirement of registration is that you undertake to abide by the Code of Conduct for Approved Inspectors and Disciplinary Procedures of the Construction Industry Council Approved Inspectors Register.   The Code also embraces the Building Control Performance Standards.  You are advised to familiarise yourselves with both documents.
Monitoring

CICAIR will monitor the activities of the Approved Inspector, and changes of personnel, during the period of registration following approval, and for this purpose the Approved Inspector will be required to provide annual returns relating to personnel and on a limited number of activity and performance indicators, including the numbers of initial notices and final certificates issued and complaints received.
Insurance

As an Approved Inspector you are required to be insured with an approved scheme.  The various schemes can be found at: http://www.cic.org.uk/services/ai_Howto.shtml 

Warranty providers

If you undertake building control of multiple housing for sale, the Warranty Link Rule applies.  Details of approved providers can be found at: http://www.cic.org.uk/services/ai_Howto.shtml 
Check list for your submission
	
	Tick if appropriate

	Application Form (four copies) double sided printed enclosed?
	

	Application pages are numbered sequentially with an index?
	

	Application Fee is enclosed?
	

	Have you read the Code of Conduct for Approved Inspectors?
	

	Are you aware that you will be required to abide by the Code of Conduct? 
	

	Have you read the Building Control Performance Standards?
	

	Are you aware of the insurance requirements for Approved Inspectors?
	

	Are you aware of the warranty arrangements if working on housing developments?
	

	Are you aware that registration is for five years only, when re-approval will be required? 
	

	Are you aware that you will have three months from the approval letter to accept the offer of registration, otherwise it may lapse?
	

	Re-Approvals only, Turnover Declaration Form enclosed?
Download the Turnover Declaration Form via: http://www.cic.org.uk/services/ApprovedInspectorTurnoverDeclarationForm.doc
	

	Have you signed the application form?
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