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Executive Summary

The Energy Management Association of New Zealand (EMANZ) is the administrator of the Compressed Air Systems (CAS) Auditor Accreditation Scheme (the Scheme), as contracted by the Electricity Commission as Scheme owner.

This document outlines the overall governance structure of the Scheme and sets out in more detail the governance structure for administration of the Scheme.
Also included are a description of the processes relating to receiving, assessing and approving application for accreditation under the Scheme and a summary of the complaints and appeals procedures.

1. Introduction

The Compressed Air Systems (CAS) Auditors Accreditation Scheme has been established by the Electricity Commission (of New Zealand) as a mechanism through which best practice design and operation of compressed air systems can be established and maintained in New Zealand industry.

The Electricity Commission has contracted two parties to provide the services necessary to make the Scheme viable. Those services are:

· a compressed air systems education course focusing on the needs of auditors to industrial compressed air users; and 

· administration of the processes that culminate with the accreditation (or continued accreditation) of CAS auditors.

Currently the University of Waikato is contracted to provide the CAS education course and the Energy Management Association of New Zealand (EMANZ) is contracted to provide the administration services.

This document outlines the Commission’s framework for the overall governance of the Scheme and sets out the governance structure employed by EMANZ covering the administration services. The governance structure employed by the University of Waikato is outside the scope of this document.

2.  Overall Governance Framework

The relationships between the different parties making up the CAS Auditor Accreditation Scheme are shown in Figure 1 below.
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Figure 1:
CAS Auditor Accreditation Scheme – Overall Governance Structure
The CAS Auditor Accreditation Scheme Administrator (EMANZ) and the Education Provider (University of Waikato) are each responsible directly to the Scheme Owner (Electricity Commission) for their respective contracted activities. 
However there will be close operational liaison between the Accreditation Scheme Administrator, Education Provider and the Scheme Owner to maintain the overall integrity of the scheme. For example, it is likely that the Accreditation Scheme Administrator will identify education/training deficiencies if they exist. Such information will be communicated directly to the Education Provider and the Scheme Owner. 

3. Administration Governance Structure

3.1
Functions, Roles and Responsibilities

The CAS Auditor Accreditation Scheme Administration service or function has three components parts. These are:
· the Oversight Committee,

· the Panel of Assessors; and

· the Administrator. 

The structure and relationships within the context of the scheme overall are shown in Figure 2.
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Figure 2:
CAS Auditor Accreditation Scheme Administrator Structure and Relationships
The Figure 3 shows the sets out the governance functions and responsibilities associated with each of the three components of the accreditation scheme administration service. 
The functions and responsibilities within each component are outlined in more detail in the sections following.
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Figure 3:
CAS Auditor Accreditation Scheme Administration functions by component 
3.2
Oversight Committee

The EMANZ Chairman will appoint a group of experts to form the Oversight Committee to assist EMANZ undertake its responsibilities under the contract with the Scheme Owner.

The main functions of the Oversight Committee are to:
· provide governance and oversight of the administration of the Scheme;

· appoint, and oversee the performance of the Administrator,

· oversee the appointment of, and the performance of, the Panel of Assessors, 
· approve administrative policies and processes for the scheme, within parameters agreed with the Scheme Owner, and
· sign-off (by the Chairman) of the accreditation certificates issued to Accredited CAS auditors under the Scheme;
· review and adjudicate on complaints on accreditation matters, including those related to the performance of any CAS auditor (the adjudication may result in revocation of an auditor’s accreditation); and
· determine appeals from any CAS auditor applicant not recommendation for accreditation, 
It is anticipated that the Committee will meet at least twice a year or as required.  Meetings will be scheduled so as to generally coincide with the expected peak in processing of applications following conclusion of a CAS education course.  It is proposed that the Committee consists of the following positions:

· EMANZ Chairman (or an EMANZ Committee Member),
· an Independent CAS Expert, and
· two others with sound governance and CAS industry knowledge (preferably accredited CAS auditors)
Except as specified above, the Committee has a strictly governance role and will not become involved in management of the scheme.
3.3
Panel of Assessors
The Panel of Assessors will be appointed by the Oversight Committee, with operations of the panel managed through the Administrator. The main functions of the Panel of Assessors are to:

· assess applications received from applicants wishing to become accredited CAS auditors;

· for each application, make a recommendation to the Administrator as to whether the  applicant should be accredited or what additional information / activities need to be undertaken in order to secure accreditation; and

· report to the Administrator on matters observed in relation to the processing of applications that impact on the assessment process or the quality of the outcomes.  
The Panel of Assessors is well-placed to identify and advise on gaps observed in applications from prospective CAS auditors, and it is expected that they will provide such information to the Administrator who will liaise closely with the Education Provider on such matters.  
In addition, the Panel of Assessors will provide advice and assistance to the Administrator where requested on: 

· documentation of the accreditation and administration processes and procedures;
· The procedures concerning communication with successful and unsuccessful applications.
· providing feed back of learnings from CAS auditor assessments to the education provider.
· potential participation in any advisory group that may be established by the scheme owner to consider strategic and operational matters.

· Investigation of complaints or appeals received.
3.4
Administrator
The Administrator is appointed by the Oversight Committee and provides the administrative services required to maintain the on-going operation of the Scheme.

The Administrator’s duties include:

· being the point of contact for applicants seeking CAS auditor accreditation under the Scheme, as well as for all other external enquiries;

· In conjunction with the Scheme Owner and the Advisory Group, developing and maintaining criteria, processes and fees for assessment as required;
· development and maintenance of scheme processes and procedures and application materials; 
· secretarial support to the Oversight Committee and Assessment Panel;

· operational liaison with the Scheme Owner and the CAS education provider;

· active recruitment of potential accredited CAS auditors for the scheme;

· receiving and reviewing the content of applications for accreditation (or renewal of accreditation) for conformance with administrative requirements and accept and decline accordingly (with advice to the applicant)

· on-forwarding of accepted applications to the Panel of Assessors for the Panel’s assessment; 
· receiving and processing the accreditation recommendations made by the Panel;

· communication to applicants regarding progress and outcomes of applications for accreditation;
· managing the processing of complaints received;

· preparing accreditation certificates for sign-off by the Oversight Committee Chairperson;
· awarding or rescinding accredited CAS auditor status through the initial, review and complaints processes; and
· allocating registration numbers to successful applicants and maintaining the register of Accredited CAS Auditors
· maintenance of the CAS Auditor Accreditation Scheme web-site;
· Providing quarterly reports and annual reports to the Scheme Owner (for approval by the Oversight Committee) 
4. Processing Applications for Accreditation

Figure 3 sets out the processing steps from the point of an Application.
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Figure 3: 
Steps to Process an Application for Accreditation

Step 1 – Applicant submits application to the Administrator.

This is the first step in the process of application.  The applicant submits an application for assessment to the Administrator. (Before submitting the application the applicant may contact the Administrator for advice or queries or general ‘mentoring’).  The Administrator will establish a file for the applicant in order to manage their application and on-going registration (should the application for accreditation be approved).
Step 2 – Administrator acknowledges receipt of the application.  

The Administrator ensures that all aspects of the application are in order and able to be assessed by the CAS Assessors. After any procedural or administrative issues are resolved with the applicant, an acknowledgement of receipt of valid application is issued.
Step 3 – Panel of Assessors considers the application.

The Panel will consider the application for accreditation.  For each application, if and when all the necessary information has been submitted for assessment, the Administrator will supply this information to the Panel for consideration.  The Administrator is the sole point of contact for the applicant.
Step 4 – Panel of Assessors provides recommendation to Administrator.

Having considered the application for accreditation the Panel reports back to the Administrator with its recommendation on accreditation and an appropriate listing for the applicant should accreditation be approved.  Equally, if accreditation has not been approved, the Panel will advise of the reasons why and will recommend the actions necessary to be considered in a re-application. 

Step 5 – Administrator notifies the applicant on the success (or otherwise) of the application.

The Administrator then formally advises the applicant of the status of their application.  

Step 6 –Oversight Committee receives accreditation recommendation from Administrator 
The Administrator forwards the Panels accreditation recommendation to the Oversight Committee.  The Chairperson of the committee reviews the recommendation and, for a successful applicant, signs a Certificate of Accreditation under the Scheme. 
Step 7 – Certificate returned to Administrator for dispatch to applicant.
For a successful applicant, a letter from the Administrator will advise of that success and imminent listing as an Accredited Compressed Air Systems Auditor on the CAS web-site Register of CAS Auditors.  Details of the period for which accreditation lasts and the costs and conditions of maintaining the Accredited Status will also be provided. 
The letter will also invite the successful applicant to provide a 200 word summary of their experience so that potential clients can choose CAS Auditors with appropriate industry experience. 
A successful applicant will be provided with the following:

· A Certificate of Accreditation signed by the Oversight Committee Chairperson
· Details of the Scheme web-site and forth-coming events.
For an unsuccessful applicant, a letter from the Administrator will advise of that fact.  The letter will set out the details of the decision taken by the Panel of Assessors and will in particular outline what actions have been identified as necessary for the applicant to be considered for re-application. The Administrator will advise the Applicant of the Appeals Process and will also advise of any additional fees (if applicable).
Step 8 – Listing on Register of CAS Auditors

The Administrator will list the name and details of the successful applicant on the Register of CAS Auditors held on the CAS Auditors website.
The time between Step 1 and Step 8 should take no longer than 2 months.  It is expected that each application will be assessed within four weeks of receipt.
5. Governance Documents 
The Administrator will maintain and publish on the CAS Auditors website the following documents:
· Accreditation procedures including:
· Prerequisite requirements 

· Assessment process

· Appeals process

· Fees

· Application forms
· Initial Application for Accreditation

· Accreditation Re-assessment

· Accreditation Revival

· Assessment forms
· Guidance Document for applicants
· Guidance Document for CAS Assessors
· CAS Audit Assessment Forms 

· Certificate of Accreditation
· Register of CAS Accredited Auditors

A schedule of fees will be maintained on the website.
6. Scheme Review Procedure and Maintenance 

The Administrator and the Panel of Assessors will provide a written report on items requiring attention to the Oversight Committee before each meeting or as required by the Committee Chairman for review of the accreditation processes.  
Standards and criteria will be reviewed annually as a matter of course but as issues arise (for example training, quality issues, education initiatives), they will be dealt with at the meetings of the Oversight Committee. 
The Administrator will deliver an annual report to the Scheme Owner setting out progress made, uptake and interest in the Scheme.
7. Complaints Procedure

Complaints received by the Administrator will be recorded in writing on CAS Complaint Form CAS11 (either by the complainant or the Administrator when received in another form) and directed to the Oversight Committee. The CAS11form presents further details about the approach to be taken in managing a complaint.
It is envisaged that any complaints received could fall into the following categories as set out in the form:

· Complaint about the Administrator, the Panel of Assessors or a member of the Panel
· Complaint as a result of Poor Performance by a Accredited CAS Auditor; or
· Complaint (Other).

Depending on its nature, the Committee will identify an appropriate course of action to deal with the complaint received.  This may require an investigation in which case an ‘investigator’ (most likely an Assessor) will be appointed to the task. 
All complaints are treated in confidence.  Decisions on complaints will be made by the Oversight Committee and complainants will be kept informed on the status of their complaint, by the Administrator.   Depending on the nature of the complaint, complainants (and any other parties identified may be contacted by the Oversight Committee.  All communications between the complainant and the Administrator and the Oversight Committee will be held on file.  
Details of the steps in dealing with complaints are available to parties involved in the process on request.
8. Appeals Procedure

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

If an unsuccessful applicant wishes to appeal the Panel’s decision the appeal must be in writing to the Oversight Committee through the Administrator, within one month of being notified of the Panel’s decision.  Form CAS12 should be used for this purpose.  This form also sets out further details of the process of conducting an appeal.
It is envisaged that any appeals received could fall into the following categories as set out in the form:

· Appeal against the recommendation by the Panel to turn down an application for accreditation;
· Appeal against the findings of an Oversight Committee Investigation; or  

· Appeal (Other).
Depending on its nature, the Oversight Committee will identify an appropriate course of action to deal with the appeal received.  This may require an investigation in which case an ‘investigator’ (most likely an Assessor) will be appointed to the task. 
All appeals are treated in confidence.  The appeal will be tabled at the next meeting of the Oversight Committee, which will make the appeal decision.

The appellant will be kept informed about the status of the appeal, and may be contacted by the Oversight Committee.  All communications between the appellant and the Administrator and the Oversight Committee will be held on file. 

Details of the steps in the appeal process are to be made available to appellants on request.
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Oversight Committee





High-level governance


Oversight of assessment and approval of applications


Oversight of procedures and quality of services provided.


Recommends to owner standards against which applicants are assessed.


Judges on complaints and appeals.





Auditor assessments


Assesses auditor applications and makes recommendations to the Oversight Committee.


Advises Oversight Committee on gaps in Scheme identify through the assessment process


Mentors applicants (via the Administrator)





Panel of Assessors





EMANZ Chairman


An independent CAS expert


Others as determined by EMANZ 








(meets three times per year)





Two contracted assessors with (in combination) CAS knowledge and quality reporting skills
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Day-to-day administration


Administration function leader


Processes applications


Maintain financials


Contract assessors for panel


Processes complaints


Maintains web-site


Liaison with the Education Provider


Maintains register of Accredited Auditors


Reports to Scheme Owner and Oversight Committee on service performance





1 part time  administrator 


1 part time secretarial support (as required)
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