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1. 1.
Introduction

This note sets out the procedures to be followed by CAS Assessors in their assessment of applications for accreditation as a Compressed Air Systems (CAS) Auditor.  One CAS Assessor will undertake the assessment of an application.  Initially, this assessment may be reviewed by a second CAS Assessor but once standards have been established it is expected that a single Assessor will be able to process the application. 
This document has been developed by EMANZ in its capacity as the CAS Auditor Accreditation Administrator.
2. The Role of the CAS Assessor
The main function of the CAS Assessor is to assess applications received from applicants wishing to become Accredited CAS Auditors.  On the basis of the information submitted, the Assessor will make a recommendation to the EMANZ CAS Scheme Administrator as to whether the applicant should be accredited or what additional information / activities need to be undertaken in order to secure accreditation.
CAS Assessors will also consider applications for re-assessment and revival (if required) and may also be engaged in the role of ‘investigator’ in cases of complaints and appeals.

This document notes the procedures to be followed and issues to be considered in the course of assessing an application (initial, reassessment or revival) and in the case of a complaint or an appeal.  For assessments, this document acts as a Guide to Assessors on the information that they should be looking for in an application and how it should be scored.
3. Forms and other details required for the Initial Application

The forms and other details required in support of an initial application are as follows:

	
	Form / Document Name
	Details
	Numbers of copies to be submitted with application

	1.1
	
	Initial Application Checklist
	1

	1.2
	CAS01
	Main Application Form
	2

	1.3
	CAS03
	CAS Competence Self Review Form
	2

	1.4
	CAS04
	CAS Work History Summary Form
	2

	1.5
	CAS06
	Referee declaration and evaluation forms
	2 (for each of two referees)

	1.6
	
	CAS In-depth Audit or an Energy Audit (AS/NZS 3598:2000) (as noted in Section 2.4 of the Guidance Document)
	2

	1.7
	
	Other information that the applicant may wish to have considered. (Ref section 5e of Form CAS01)
	2

	1.8
	
	Certificate of Achievement from the University of Waikato Education Course (demonstrating evidence of a 70% pass rate)
	1

	1.9
	
	Cheque for fees
	1


Table 1:
Application Forms and supporting evidence 
4. Step by Step Procedure for Initial Assessment
The CAS Assessor will use the following forms to assess initial applications received:
	Form/Document
	Details

	CAS08
	Initial Assessment Summary Form – this form will be used to record comments and scores on all the information submitted as set out in Table 1. Further details on the way in which the information submitted should be assessed are set out in section 4.2 of this Guidance Note.

	CAS09
	CAS Audit Assessment Form – this form will be used to record the CAS Assessors assessment of the In-depth CAS Audit which must be submitted as part of the application.



Table 2:
Forms for use by the CAS Assessor for the Initial Application
4.1
Timescale – Initial Application
An initial Assessment should take maximum 8 weeks with 6 weeks being the target to aim for in all straightforward and complete applications.
Applicants will submit their forms to the CAS Accreditation Scheme Administrator (“CAS Scheme Administrator”) who will check them for completeness and ensure details are recorded appropriately.  The CAS Scheme Administrator will advise the applicant that their forms have been received. 

Having made their assessment, the CAS Assessor returns all materials to the CAS Scheme Administrator including their appraisal of the application (CAS08) and a completed CAS09 Audit Assessment Form.  The CAS Assessor will make a recommendation as to whether or not the applicant should be accredited or not and if additional information is required from the applicant.

The CAS Scheme Administrator is the main point of contact with the applicant.  The CAS Assessor should not contact the applicant directly.  If it is necessary for the CAS Assessor to speak with the applicant, the CAS Scheme Administrator must be advised first.
4.2
Assessment and Scoring of Information Provided
This section outlines the information and details that the CAS Assessor is looking for from the information supplied by the applicant for the Initial Accreditation Assessment.  The CAS08 form will be used by the CAS Assessor to summarise their assessment of all the information received in support of an application.
The following sub-sections set out, for each piece of evidence submitted, what it is that the CAS Assessor should be looking for and how it should be marked.

A Guide as to the maximum score for each form or sections within a form is given. 
The CAS Assessor must record the scores awarded. An ideal minimum acceptable % score is also noted.

4.2.1
CAS01 – Main Application

The main application form sets out standard questions about the applicants personal details.  The CAS Assessor must ensure that all details are complete.  An application submitted with incomplete details will result in a delayed application and doesn’t reflect well on the applicant. The CAS Assessor should note in the comments section of the Summary Form CAS08 if the CAS01 form was submitted and completed in full.
The CAS Scheme Administrator should also be notified so that the applicant can be contacted for the outstanding information.
No scoring is required for Form CAS01 however, the Assessor should note on the CAS08 form if the information supplied was incomplete and advise the CAS Scheme Administrator accordingly.  The CAS Scheme Administrator will note on the CAS08 form if the correct fee and checklist have been received as part of the application. 
4.2.2
CAS03 – Self Competency Review

Form CAS03 must be completed in full by all applicants.  Assessors should note that the applicants are being assessed on their “general competency relevant to the compressed air systems practice field”
.  Applicants will need to demonstrate their understanding of key issues from a compressed air perspective.  Details on the four competencies requested on Form CAS03 are as follows:

· Element 1 - Knowledge and Application

· Element 2 - Analyse Problems and Risks

· Element 3 - Design of Develop Solutions

· Element 4 – Communication

Element 1 - Knowledge and Application
	Form Requires
	Describe how one of your recent projects demonstrates your understanding and application of contemporary industrial process knowledge.  

If (as ideally it should) your example relates to a compressed air system, the description should demonstrate your understanding of compressor types and their applications, best practice CAS design and operation, and the effects of  ambient conditions on CAS performance.

	CAS Assessor to consider and comment
	

	Minimum score acceptable for Element 1
	3.5

	Maximum score achievable  for Element 1
	5


Element 2 - Analyse Problems and Risks

	Form Requires
	Describe how one of your recent projects demonstrates your use of a clear and scientific method in your approach to analysing problems and developing solutions. Ideally, you should use the In-depth CAS audit report as your example.

Include a description of how you identified the root cause of identified problems and the logic used in any corrective action you recommended.

	CAS Assessor to consider and comment
	

	Minimum score acceptable for Element 2
	3.5

	Maximum score achievable  for Element 2
	5


Element 3 - Design of Develop Solutions

	Form Requires
	Preferably using the In-depth CAS Audit report as the example, describe where you developed and recommended a solution to a design or operational problem. Include reference of any alternative solutions considered.

If the recommendation involved a change in CAS layout, you may include a sketch of the existing and proposed layout.  

If the In-depth CAS audit does not provide a suitable example, describe one from that you developed in some other industrial process project.

	CAS Assessor to consider and comment
	

	Minimum score acceptable for Element 3
	3.5

	Maximum score achievable  for Element 3
	5


Element 4 – Communication

	Form Requires
	Describe what you consider to be the important communication skills that a CAS Auditor needs and the key strategies you use (or will use) to ensure that you are an effective verbal and written communicator.

If the In-depth CAS audit report does not adequately demonstrate your communication skills, identify an additional piece of written work in which you have explained detailed industrial or engineering matters to others with less knowledge.

	CAS Assessor to consider and comment
	

	Minimum score acceptable for Element 4
	3.5

	Maximum score achievable  for Element 4
	5


Enter the total score for the questions posed in Form CAS03 (Elements 1 – 4) into the Summary Assessment form CAS08.

	Element 1
	Element 2
	Element 3
	Element 4
	TOTAL

	[score]
	[score]
	[score]
	[score]
	[total]


The total score in this section must be 14 points or above for an applicant to meet the criteria for accreditation. There are a maximum of 20 points available for the information submitted using Form CAS03.  
4.2.3
CAS04 – Work History Summary Form

In the CAS04 form the applicant is asked to set out details of their work history.  Assessors should note if the form is completed in full and that the information appears to be correct as written.  Assessors should also note the key nature of the experience, in particular if it is predominantly in compressed air or another discipline.
There are a maximum of 20 points available for the information submitted using Form CAS04.  A comment on the nature of the key work experience should be noted by the Assessor as they complete Form CAS08.  The Assessor should comment on the relevance of the experience identified.
A minimum score in this section of 14 points is viewed as acceptable for an applicant to meet the criteria for accreditation.

4.2.4
CAS06 – Referee Assessment

In Form CAS06 a referee is required to provide comment on the details submitted by the Applicant in their CAS03 Self Review Form.  A completed form is required from two nominated referees.  
While there are no scores required for this element of the application, CAS Assessors should note the responses given by the referee in particular noting concerns raised or particular aspects highlighted by the referee that could have an impact on the applicant’s suitability for CAS Auditor Accreditation.

As part of completing Form CAS08, specifically the CAS Assessor should note:

1. Has a completed CAS06 form been completed by two referees?

2. Is the contact that the referee has had with the applicant of relevance to this application?

3. Is the referee an appropriately qualified individual to be making the evaluation of the applicant?
4. Has the referee identified any specific issues that would affect the applicant’s ability to continue practising competently over the next 3 – 5 years.

5. How has the referee assessed the applicant’s competency in the 4 Elements in Section A?  A referee must be able to comment on at least three of the Elements.  The comments made must in the main be positive but the Assessor should note areas where concerns or weaknesses have been identified.
6. In Section B what has the referee noted about the applicant’s overall competency?  The referee must be able to make a comment and Assessors should note the following scores for comments received:

7. Has the referee identified any other evidence that would assist the applicant’s application?  If so, is this evidence of relevance, explain the reasoning.

8. What other concerns or factors has the referee identified?  Are these likely to impact negatively or positively on the application?  Explain the reasoning.

4.2.5
CAS08 - Initial Assessment Summary Form

The CAS08 form is to be used by Assessors as they process an application.  This form is used to summarise and record all findings from the information submitted by the applicant (and their nominated referees) for an initial assessment including:
· CAS01 – from the applicant

· CAS03 – from the applicant

· CAS04 – from the applicant

· CAS06 – 2 forms – one from each of the nominated referees

· CAS09 – from the applicant.
4.2.6
CAS09 – In-depth CAS Audit

Form CAS09 should be used by the Assessor to record their detailed assessment of the In-depth CAS audit submitted by an applicant in support of their application.  The total score for the assessment of the audit should be entered into the appropriate box in Form CAS08 – where all scores for information submitted are recorded.
The assessment of the audit follows closely the format set out by the In-depth CAS Audit Report Template as developed by the Scheme Owner.  The table below sets out what an Assessor should be looking for in terms of the quantity and quality of the information submitted. The table also gives a guide to how this information should be marked.  The audit submitted must demonstrate the applicant’s understanding of compressed air techniques and concepts.  There are a maximum of 60 points available for the information submitted using Form CAS09.  A minimum score in this section of 42 points is viewed as acceptable for an applicant to meet the criteria for accreditation.

	Report Section
	What the Assessor needs to be looking for and how it should be scored.


	Executive Summary
	In this section the Assessor needs to  ?????
A maximum score of ?? can be awarded for this section.
A score of ? has been awarded.


	Introduction
· Background and Scope of the Audit
· Site operating characteristics


	

	CAS Audit Measurement Methods
· Leakage Measurement

· Electricity Usage Measurement
· Pressure Measurement
· Flow Measurement
· Measuring Inappropriate Use
· Unit Cost of Electricity
· Estimating Implementation Costs

	

	Distribution and Demand-Side of the CAS
· Inappropriate End Use
· Air leakage and Artificial Demand
· Pipework Condition and In-line Filtration

	

	Supply Side of the CAS
· Dryers, Separators, Receivers and Filters
· Audit Findings
· Recommendations Arising
The Compressors
· Electricity demand profile
· Power Factor Correction 
· Compressor Operating Characteristics 
· Compressor Operating Temperature
· Compressor Air Intake Pressure 
· Compressor Air Intake Temperature 
· Recommendations Arising 

	

	Other Recommendations
· Savings Performance Monitoring
· Major CAS Investment Opportunity

	

	Summary of Efficiency Opportunities and Recommendations
· Air Flow Reduction Opportunities
· CAS Guidelines_Part3_In-depth Audit Report

· Compressor Pressure Reduction Opportunities
· Direct Opportunities from Reduced Power Input
· Summary of Recommended Actions

	

	Appendices
· Appendix 1. Schematic of each of the CAS
· Appendix 2. Audit Data Records
· Appendix 3 – Opportunities Cost Benefit Details
· Appendix 4 – Leak Detection Report
	

	TOTAL SCORE (out of a possible 60)
	


4.2.7
Energy Audit

The EMANZ Audit Assessment forms should be used in cases where applicants submit an Energy Audit as part of their application.  This form can be accessed on the EMANZ web-page at:  http://www.ema.org.nz/publications/AEA/Audit_accreditation_assesment_form.pdf
Note – applicants submitting an Energy Audit can only be awarded the status of Provisional CAS Auditor until such times that they submit an In-depth CAS Audit for assessment.
The scoring protocol for the Energy Audit Assessment is a required pass of 70% against the Energy Audit Assessment criteria.  The Energy Audit will be assessed by an Accredited Energy Auditor Assessor from EMANZ. 

4.2.8
Other information supplied

Applicants may submit additional information in support of their application.  This information will not be scored but the CAS Assessor will make a judgement on its relevance to the application.
4.2.9
Summary Evaluation and Recommendation

When the Assessor has viewed and assessed all information submitted by an applicant in support of their application the Assessor must provide an overall summary of their evaluation and make a recommendation on whether the application should be approved.  

These details (scores and opinions) should be summarised in the boxes provided in Form CAS08.
The maximum total score achievable for an application is 100 points, the minimum total score acceptable is 70 points, with applicants having to achieve the minimum score in each of the three areas.
	Application Component (which is scored)
	Score achieved
	Minimum required
	Maximum score possible

	CAS03
	
	14
	20

	CAS04
	
	14
	20

	CAS09 / or (Energy Audit)
	
	42
	60

	TOTAL (points)
	
	70
	100


In addition to the information in the forms submitted as part of their application, applicants will have also provided the details of their results from the CAS Education Course.

As noted in the Guidance Document to Applicants the following conditions apply re the Education Course:
All applicants are to have been accorded a satisfactory ‘pass’ of the approved CAS Education Course run by the University of Waikato (“The University of Waikato CAS Education Course”)
.

As the course is designed for a range of people interested in compressed air systems management (and accredited CAS auditors are expected to represent ‘the cream’ of attendees), the following course pass rates are expected of applicants: 

· Minimum 65% pass overall; and

· Minimum 70% pass on the 4 lab-reports/site visit modules. (These currently make up 20% of the total course mark).

Applicants are required to produce a Certificate of Achievement from the University of Waikato Education Course (confirming the applicant’s pass mark from the course).  This Certificate must be included as part of the application.  

Where either of the minimum marks is not achieved from the course applicants should note the following: 

· Re-sits are possible on agreement with the University of Waikato. The University will identify which aspects of the course breakdown would need to be re-taken.

· Lab-reports can be re-submitted to the University, after reworking.

When all the information has been sighted by the CAS Assessor, they will then make a ‘Recommendation’ for accreditation or not.

Recommendations for approval should be from one of the following:

· “Application approved as an Accredited CAS Auditor (no other details required)”;
· “Application approved as a Provisionally Accredited  CAS Auditor (with a requirement that a satisfactory In-depth CAS Audit is submitted within 6 months)”;

· “Application approved as an Accredited CAS Auditor subject to the supply of the following revised/additional information:
a. tba;

b. tba;

c. tba.”
· “Application approved as a Provisionally Accredited CAS Auditor (with a requirement that an In-depth CAS Audit is submitted within 6 months)”; subject to the supply of the following revised/additional information:
a. tba;

b. tba;

c. tba.”

Assessors should make specific reference to which aspects of the application need to be revised and make it clear to the applicant what it is that they need to submit that will result in a successful application.

Recommendations for decline of an application should take the following form:

· “Application declined due to the following reasons:
a. tba;
b. tba;
c. tba.”
Assessors should note in detail why the application has been turned down.  In some cases it will be possible to grant accreditation subject to the receipt of a small amount of additional information (as illustrated above).  In cases where substantial amount of information is required the application will have to be declined. 

Applications that have been declined will be referred to the CAS Oversight Committee.

5. Approval

The CAS Scheme Administrator will process the accreditation recommendation from the Assessor. A recommendation for accreditation will be actioned provided all criteria have been met. Conditional recommendations will be actioned as necessary.
6. Forms and other details required for an Application for Re-assessment or Revival
Where a person seeks a re-assessment of a declined application or revival having been let lapse for more than 5 years the forms and other details that are to be submitted for re-assessment or revival are as follows:

	
	Form / Document Name
	Details
	Numbers of copies to be submitted with application

	5.1
	
	Re-assessment/Revival Application Checklist
	1

	5.2
	CAS02
	Application Form for Re-assessment/Revival
	2

	5.3
	CAS05
	Continued Professional Development and Currency of CAS Auditing Competency
	2

	5.4
	
	In-depth CAS Audit (Required only where Accredited Status has lapsed for more than 5 years)
	2

	5.5
	
	Cheque for Re-assessment/Revival fees
	1


Table 3:
Forms to be submitted for a Re-assessment/Revival Application
The CAS Assessor will use form CAS10 to record their assessment of applications for Re-assessment/Revival.  In cases where accredited status has lapsed for more than 5 years, a full in-depth CAS Audit is required to support the application. CAS Assessors should use form CAS09 to record their assessment of the in-depth CAS Audit.
6.1
Timescale – Re-assessment / Revival Application
A re-assessment/revival assessment should take maximum 5 weeks with 3 weeks, being the target for all straightforward and complete applications.
Applicants will submit their forms to the CAS Scheme Administrator who will check them for completeness and ensure details are recorded appropriately.  The CAS Scheme Administrator will advise the applicant that their forms have been received. 
Completed applications will be sent to the CAS Assessor.  Incomplete applications will be held until the applicant provides any outstanding materials.
Having made their assessment, the CAS Assessor returns all materials to the CAS Scheme Administrator including their appraisal of the application (CAS10) and a completed CAS09 Audit Assessment Form.  The CAS Assessor will make a recommendation as to whether or not the applicant should be accredited or not and if additional information is required from the applicant.

The CAS Scheme Administrator is the main point of contact with the applicant.  The CAS Assessor should not contact the applicant directly.  If it is necessary for the CAS Assessor to speak with the applicant, the CAS Scheme Administrator must be advised first.

6.2
Assessment and Scoring of Information Provided
This section outlines exactly what issues the CAS Assessor is looking for from the information supplied by the applicant for the accreditation re-assessment/revival.  
CAS Assessors should complete Form CAS10 for this purpose.  Re-assessment is a requirement every 5 years. A revival application is required if the auditor’s Accredited status lapses.
6.2.1
CAS02 – Application for Re-assessment/Revival – Re-assessment Application
The CAS02 form sets out standard questions about the applicant’s personal details much in the same way as CAS01 (initial application).  The CAS Assessor must ensure that all details are complete.  Applicants should be using this form to update their personal details, qualifications, contact details etc.  An application submitted with incomplete details will result in a delayed application and doesn’t reflect well on the applicant. The CAS Assessor should note in the comments section of the Summary Form CAS10 if the CAS02 form was submitted and completed in full.
The CAS Scheme Administrator should also be notified so that the applicant can be contacted for the outstanding information.

No scoring is required for Form CAS02 however, the Assessor should note on the CAS10 form if the information supplied was incomplete and advise the CAS Scheme Administrator accordingly.  The CAS Scheme Administrator will note on the CAS10 form if the correct fee and checklist have been received as part of the application. 
6.2.2
CAS05 – Continuing Professional Development and Currency of CAS Auditing Competency – Re-assessment Application
Form CAS05 sets out the details of an applicant’s continuing professional development experience and must be submitted in support of an application for re-assessment (every 5 years) and revival (if accredited status lapses).

Re-assessment Application – Applicants must provide brief details of three In-depth CAS Audits that they have carried out in the last 5 years in order to demonstrate their currency of CAS Auditing Competency.  One of these audits must have been completed in previous 18 months prior to this reassessment.  

Revival Application – Applicants must confirm their ongoing activity with compressed air systems.  

· If their accreditation has lapsed for up to two years, they must provide brief details of at least two In-depth CAS Audits that they have carried out during that time to demonstrate their currency of CAS Auditing Competency.  They are not required to submit an Audit as part of their Revival Application.

· If their accreditation has lapsed for more than two years but less than 5 years they must provide brief details of at least three In-depth CAS Audits that they have carried out during that time to demonstrate their currency of CAS Auditing Competency.  One of these audits must have been completed in previous 18 months prior to this reassessment.  They are not required to submit an Audit as part of their Revival Application.

· If their accreditation has lapsed for more than 5 years they must provide brief details of at least three In-depth CAS Audits that they have carried out during that time to demonstrate their currency of CAS Auditing Competency.  One of these audits must have been completed in previous 18 months prior to this reassessment.  They must submit a full in-depth audit as part of their application. Assessors must use Form CAS09 to record their assessment of the Audit submitted.
6.2.3
CAS09 - In-depth CAS Audit
An in-depth CAS Audit is required in support of a revival application in cases where the accredited status has lapsed for more than 5 years.

CAS Assessors should follow the procedure as set out in Section 4.2.6.

7. Communication
The roles and responsibilities of the parties that make up the CAS Auditor Accreditation Administration Team are presented in the associated document – Compressed Air Systems Auditor Accreditation Scheme Administration -Governance Structure.

For clarity however, the following sub-sections set out the processes specifically around communications – external with applicants and internally between the various parties.
7.1
External Communication with Applicants

The following is noted re communication with applicants:

1. The CAS Scheme Administrator is the key point of contact for applicants.

2. The CAS Scheme Administrator will seek assistance from the CAS Assessors if necessary in order to respond to queries made by applicants.

3. The CAS Scheme Administrator will seek additional information from applicants if the CAS Assessor indicates that this is required for their applications.

4. Applicants can make technical enquiries but these must be channeled through the CAS Scheme Administrator who will maintain a record of communications exchanged.

5. If responding to an enquiry received from an applicant, CAS Assessors must do this through the CAS Scheme Administrator and not directly to the applicant.  The CAS Scheme Administrator is responsible for maintaining a communication trail with the applicant.

6. The CAS Scheme Administrator will advise the applicant of the following:

· receipt of their application and fee,

· progress regarding their application (if requested),

· success or otherwise of their application,

· changes or revisions to the procedures,

· the need for additional information to support their application,

· organized events / seminars of relevance,

· advice or a response to a query posed by an applicants from a CAS Assessor.

7.2
Internal Communication

The CAS Scheme Administrator will prepare all the necessary documents received in support of an application for accreditation.  The documents will be provided to the CAS Assessor for assessment and must be returned to the CAS Scheme Administrator.
The CAS Scheme Administrator will record all the applicants’ details and liaise with the CAS Assessor about any required additional information or queries.  

The CAS Assessor will contact the CAS Scheme Administrator in the first instance if additional information needs to be requested from the applicant.

The CAS Scheme Administrator will action the recommendations received from the CAS Assessors.
The CAS Scheme Administrator will report periodically to and prepare all papers for the meetings of the CAS Oversight Committee.   

The CAS Scheme Administrator will prepare all details of a complaint or appeal.  The documents will be provided initially to the CAS Oversight Committee.  The Committee will decide if an investigation into the appeal or complaint is necessary and will appoint an ‘investigator’ (i.e., a CAS Assessor) to investigate.  The CAS Scheme Administrator will present the recommendations made by the CAS Assessors in relation to any complaints or appeals to the Oversight Committee.
The CAS Scheme Administrator will seek guidance from the Members of the CAS Oversight Committee as necessary.
8. Assessment of Complaints

	Form
	Details

	CAS11
	Complaint Procedure and Form


Complaints received by the CAS Scheme Administrator will be handled initially by the CAS Scheme Administrator. The CAS Scheme Administrator will recommend to the Committee as to the most appropriate course of action.   In all cases, complaints must be made in writing using CAS Complaint Form CAS11.  This form presents further details about the approach to be taken in managing a complaint.

Depending on the nature of the complaint received, the Committee will identify an appropriate course of action.  This may mean that an investigation is required in which case an ‘investigator’ (most likely a CAS Assessor) will be appointed to the task. 
All complaints are made in confidence.  Final decisions on complaints will be made by the CAS Oversight Committee (based on the recommendation made by the ‘investigator’) and complainants will be kept informed on the status of their complaint, by the CAS Scheme Administrator.   Depending on the nature of the complaint, complainants (and any other parties identified) may be contacted by a CAS Assessor who is investigating the complaint.  All communications between the complainant and the CAS Scheme Administrator and the CAS Assessor will be held on file.  
In cases where the need for an investigation has been identified, it is the responsibility of the investigator to note the following on Form CAS11:

· Date complaint received

· Investigation Findings – Set out the details of your findings including persons spoken to in the course of your investigation.

· Set out your recommended actions.
· Describe any further steps necessary by the CAS Scheme Administrator.
If an investigation is not required, the CAS Scheme Administrator will respond to the complainant with guidance from the Committee.  

Note - details of the steps in dealing with complaints are available to parties involved in the process on request.
The CAS Scheme Administrator is the only point of contact between the complainant and the Scheme.

Investigators should note their time spent on investigations. All details should be returned to the CAS Scheme Administrator for filing.
9. Assessment of Appeals

	Form
	Details

	CAS12
	Appeal Procedure and Form


An appeals process has been established to manage cases where unsuccessful applications for accreditation are disputed by applicants who may then appeal the CAS Assessors’ decision.

If an unsuccessful applicant wishes to appeal the CAS Assessors’ decision they must make a written appeal to the CAS Oversight Committee through the CAS Scheme Administrator, within one month of being notified of the Assessors’ decision.  Form CAS12 should be used for this purpose.  This form also sets out further details of the process of conducting an appeal.
All appeals are made in confidence.  The appeal will be tabled at the next meeting of the CAS Oversight Committee, which will make the appeal decision.
As in the case of a complaint, an investigator may be allocated by the Committee to investigate the appeal.  In cases where the need for an investigation has been identified, it is the responsibility of the investigator to note the following on Form CAS12:

· Date appeal received

· Investigation findings – Set out the details of your findings including persons spoken to in the course of your investigation.

· Set out your recommended actions.
· Describe any further steps necessary by the CAS Scheme Administrator.
If an investigation is not required, the CAS Scheme Administrator will respond to the appellant with guidance from the Committee.  Appellants will be kept informed about the status of their appeal, and may be contacted by the CAS Assessor.  All communication between the appellant and the CAS Scheme Administrator and the CAS Assessor will be held on file. 

Details of the steps in the appeal process are to be made available to appellants on request.
The CAS Scheme Administrator is the only point of contact between the appellant and the Scheme unless the CAS Assessor also is requested by the CAS Scheme Administrator to contact the appellant.
Investigators should note their time spent on investigations.  All details should be returned to the CAS Scheme Administrator for filing.
� Note – if an applicant submits an Energy Audit as part of their application the EMANZ Energy Audit Assessment Forms should be used. Further details are set out in Section 4.2.7 of this report.


� Ref CAS Form CAS03 version 1.0 November 2008


� Information on the University of Waikato Compressed Air System Auditing course is available at � HYPERLINK "http://www.ema.org.nz" ��www.ema.org.nz�





�Mike Allen contribution here in this section
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