Site Notes – Key Points
Why

· Good practice to record all information

· Cover your back

· Only evidence in case of claims against you
· Importance of good site notes is reflected within qualification
Recommend 5 tips for site notes
· Should be methodical and preferably legible by others
· Should be a permanent record of the property at the time of inspection

· Should record the limits to the inspection

· Defects and issues should be effectively recorded eg using sketches, plans or photographs to illustrate them accurately

· Should include all the information obtained and recorded, both on and off site, relied upon to construct the report.
Mandatory requirements include

· Must keep accurate and legible records of the inspection which are maintained securely for a minimum of 15 years

· Descriptions of identification of the construction and materials, assessment of building and condition ratings must be included

· Records must also be kept of all queries, communications etc in relation to that property

Guidance Suggests

Queries can be raised months (or even years) after the inspection and a good set of site notes can be the best – and sometimes the only – defence if claims are raised

No mandatory format, but pre-printed forms should be used (RDSAP provided)

Can include technical jargon and common abbreviations

If dictated during inspection, they should be transcribed as soon as practical afterwards
Other sources of information should be recorded

Photographs are excellent for record-keeping but should only supplement written site notes

Block plans not required but may be useful

Every sheet of paper should be marked with address and be easily retrievable (manual or electronic filing system)
Sketch Plan

The purpose of the graph paper is to enable you to draw a plan of the floor/s. This plan does not have to be to a scale, a neat sketch will suffice.
It is important to collect all the appropriate information, such as:

· Rooms

· Walls (identifying heat loss perimeters [tip: use red pen] and party walls)
· Floor levels
· Window locations
· Radiator locations
· Garage, porch, conservatory (even if they are not going to be included in the calculation)

· Dimensions (inc height & area calculations)
· Corridors, stairs etc
This may appear a lot of information to collect and in some cases will not be suggested, however, as a matter of good practice and methodology for collecting site notes it would serve as a useful source of information for double checking your data collection prior to entry into the software and also if there are any comebacks after completion of the EPC.
Property Sketch Example - Drawing the Layout of a Building
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