
DOMESTIC RETROFIT
COORDINATION AND RISK MANAGEMENT
An eight-day, expert-led development programme that will enable you to:

• Comprehensively support and direct retrofi t projects

• Raise quality and reduce defects

• Optimise project costs

• Manage and mitigate technical risks

PROFESSIONAL DEVELOPMENT PROGRAMME



THE LEADING RETROFIT TRAINING 
PROGRAMME
Delivering domestic retrofit projects can be a 
risky and complicated business - no matter if 
you are tackling a one-off project or an entire 
neighbourhood. When things go wrong. the impact 
on the project can be catastrophic. The Retrofit 
Academy believes that high-quality, specialist 
project leadership and management is required to 
ensure that these risks are appropriately managed. 

The course equips professionals with the skills and 
knowledge to:

• manage technical risks
• avoid the common failure points
• increase team productivity
• maximise the project budget
• minimise unnecessary expenditure

Manage: They undertake the traditional role of a 
construction project manager in respect of 
planning, organising and managing projects 
towards delivery on time and on budget. 

Coordinate: Providing informed advice and support 
to contractors and consultants to engender 
understanding and teamwork in order to achieve 
the energy performance that retrofit seeks. 

Quality assure: Providing assurance to retrofit 
clients so that the project risk is managed. 

What is a Retrofit 
Coordinator? 
Retrofit Coordinators fulfil three roles: Retrofit Coordinators could come from any

professional background but will include:

• Architects 
• Asset Managers 
• Building Services Engineers 
• Building Surveyors 
• Construction Managers and Site Foremen 
• Construction Project Managers 
• Energy Assessors and Consultants 
• Energy Managers 
• Housing Managers
• PAS 2030 Accredited SMEs
• Structural Engineers

Who should become a 
Retrofit Coordinator? 

“Retrofit Coordinators should be appointed for all SWI projects, with clearly defined 
responsibilities” 

Peter Hansford, Chief Construction Advisor , Solid Wall Insulation, Unlocking Demand 
and Driving Up Standards Report (2015)“ ,,



Retrofit Coordinators will ensure that predicted energy savings are 
delivered in practice, addressing the common failure points such as:

Assessment: Poor client interest/ knowledge of energy and carbon performance. Over ambitious claims made by 
designers. contractors/ developers and suppliers not supported by evidence.

Procurement: Salami slicing or delivery under modern procurement into ever thinner trenches of work undermines 
responsibility and ‘ownership’ for successful completion of tasks - particularly at interfaces.

Design: Lack of the robustness of detailed design, poor understanding of component interactions in both fabric and 
services systems; - lack of consideration to the needs of householders and resident-friendly controls.

Construction: Construction work and sequencing often ad hoc without testing to check performance. Poor 
commissioning services and checking to ensure that expected efficiencies are realised.

Handover: General lack of useful guidance documents or induction procedure.

Evaluation: Very few buildings are ever scrutinised after handover to check how they are performing thereby 
missing opportunity to rectify problems. Potential valuable lessons for all the delivery team lost.

HOW RETROFIT COORDINATORS ADD VALUE FOR CLIENTS

Assess Design Planning Specification Rendering Contract PoE

Quality

Disruption

Programme

Risks

Cost

Communication

General

Appropriate Level
of analysis: RdSAP
SAP, PHPP, Therm,
Air test clarity and
usability of results

Whole house plan
Assess: Reliability,
Usability
Buildability

Benchmark charts 
for easy reading
PPSS 
Case studies/
precedents

Help with preparation
of clear information 
in a format that is 
useful. Standards 
and method of 
assessment

Respond to 
questions Assess 
contractor return, 
priced schedule of 
works Assess level of 
contractor’s 
awareness of issues

Check on site to 
ensure works being 
carried out as 
specified. Specialist 
test providers used 
at appropriate 
stages.  

Analysis Summary 
Conclusion for this 
and future works 
Remedial measures?

Assess range of 
disruption that may
be acceptable

Logistics plan
including effect
on occupiers -
disruption/decant
requirements

Data acquisition
methods appropriate 
to project and 
privacy
project and privacy

Identify critical time 
constraints

Implications on 
programme length
and sequence

Contingency plans
if unsuccessful

Lead times
Critical path
Clear sequencing or
work contingency

Identify programme 
issues pertinent to 
contractor and works

Collaborate with 
contractor to maintain 
schedule and key 
performance targets

At least 1 seasonal 
cycle

Hazardous materials 
consequences?
Latent building 
defects - extra costs/ 
time?

Assess interaction 
between measures 
and fabric. 
Buildability 
Robustness
Maintenance 
H&S Implications

Analysis risk/ benefit 
analysis of measures 
in Planning context.

Supply chain checks 
both immediate and 
long term.
Certification and 
length of warranties.

Is the information 
open to abuse: 
Claims for extras 
‘down specifying’ 
Responsibilities

Unforeseen 
circumstances - 
contingency plans/ 
flexibility built into 
design. Contingency 
money or identified 
sacrificial items of work

Equipment failure 
- retain bargaining 
chips.

Initial budgeting 
Funding streams 
(constraints)

Performance or 
product based 
specification? 
Interface 
responsibilities 
described adequately. 
Sequencing made 
explicit. Testing regime

Ensure tender is 
realistic. Identify 
extra costs for 
review. Maintenance 
work.

Control variations 
with priced schedule 
of work. Re-negotiate 
rates/ spec of non 
critical items if 
necessary.

Specify requirements 
and negotiate cost 
early on. Coordinate 
installation of 
equipment with 
contractor. Test 
equipment adequately 
before sign-off. 

Ensure team have 
access to all existing 
data and adequate 
access to site is 
provided.

Lead team 
proactivately. Identify 
critical issues and 
set the tone for 
collaborative working. 
Asking awkward 
questions. Avoid 
ambiguity.

Facilitate pre-app 
discussion if required.

Ensure specification 
from different 
team members 
is integrated and 
clear. Ensure the 
information is 
presented in a format 
that is usable on site.

Involve client and 
whole team in review 
of POE

Provide at all times during the process clarity on the following:
Clear project aims / Scope of work / Responsibilities / Clear deliverables / Timetable / Clarity of relationships / Athmosphere of cooperation and open questioning
Advise on consultants with appropriate experience and indemnity throughout process, conducting interviews etc as necessary
Advise on particular specilists as required: planning consultant, air tester.
Facilitate cooperative atmosphere, team building, and ease of communication between team members.

Analysis of benefit/ disruption 
Investigate scenarios find optimum

Develop cost plan for whole project 
Establish appropriate level of ambition.
Cost/ benefit/ analysis
Whole life costs

Value contractor feedback 
Adjust implementation plans as required
Check on knock on consequences 
DO’S & DON’TS on site
Tool box talks 
Everyone past the site entrance to have 
induction on critical issues

Management of decant or other disruption 
Arrange handover procedures
Ensure occupier information is ready and 
useful



COURSE TUTORS
All of the courses are designed and delivered by some of the UK’s leading experts in low energy retrofi t. 
They have decades of experience in successfully delivering retrofi t projects, are widely respected in their 
specialist fi elds. Candidate feedback is universally positive about the calibre of our tutors.

Dr Peter Rickaby

Peter is an experienced 
SAP and NHER Assessor 
and trainer, an accredit-
ed Low Carbon Energy 
Assessor through CIBSE, 
and a BREEAM Accredited 
Professional.

Russell Smith

Russell is the Founder 
and Managing Director of 
award-winning consultancy 
Parity Projects, a company 
dedicated to transforming 
the existing housing stock.

Robert Prewett

Robert Prewett is a 
director at Prewett Bizley 
architects, a practice that 
has a strong focus on low 
energy design, in particular 
retrofi t work to existing 
buildings.

Dr Sarah Price

Dr Sarah Price, a Certifi ed 
Passivhaus Consultant has 
worked for Encraft since 
2010 after completing 
her PhD in Molecular 
Physics at the University of 
Birmingham.

Mark Elton

Mark joined Sustainable By 
Design LLP in May 2013, 
bringing with him over 
18 years of experience in 
low energy architecture, 
working on projects across 
the country.

Helen Brown

Helen joined Encraft in 
2007 and has a Masters in 
Physics with Theoretical 
Physics. Helen now heads 
the Building Physics 
practice at Encraft and is a 
certifi ed Passivhaus 
Consultant

Valentina Marincioni

Valentina is a research 
engineer in building 
physics at the Bartlett 
School of Graduate 
Studies.

John Willoughby

John Willoughby is an 
energy and environmental 
design consultant based in 
Gloucestershire.

Alan Pither

Alan has been 
professionally involved 
in energy effi ciency 
assessment and advice 
since 1985, running a 
small company based in 
Shropshire since 2002.

Clive Rowland

Part of Rickaby 
Thompson’s Retrofi t team, 
liaising with housing 
associations and local 
government housing 
departments, looking at 
stock profi ling, energy 
effi ciency and carbon 
dioxide reduction.

Matt Cotton

Matt Cotton is Director 
of Twin & Earth, an 
independent engineering 
and sustainability 
consultancy based in 
London.

THE RETROFIT ACADEMY’S TRAINING PARTNERS



DIPLOMA OVERVIEW
The Professional Diploma in Domestic Retrofit Coordination is an eight-day training programme developed 
in partnership with the UK’s leading experts. The Diploma is awarded on completion of the course units and 
the successful completion of a multiple-choice examination.

Each of our one-day courses is led by a subject matter expert to ensure effective knowledge transfer and 
mentoring. Courses are classroom based, delivered to small groups who receive lectures and work through 
case studies, individual and group tasks.

The courses are recognised as Advanced CPD by the Royal Institute of British Architects. 
Learners will therefore be able to gain CPD points as well as working towards the 
Diploma.

Introduction to Domestic 
Retrofit

Assessing Dwellings for 
Retrofit

The Business Case for Retrofit: 
Costing, Evaluation and Funding

This unit provides participants 
with a comprehensive introduction 
to the context, policy, principles 
and practice of domestic retrofit 
in the UK. The session starts 
with a brief explanation of the 
mechanisms of climate change and 
the twin challenges that it presents: 
mitigation and adaptation. The UK’s 
statutory commitment to reducing 
greenhouse gas emissions 
is explained in terms of its 
implications for the retrofit 
challenge that it presents, 
alongside the need to reduce fuel 
costs. Domestic energy use is 
explained by reference to a typical 
dwelling. Retrofit standards are 
considered - both from a national 
point of view and from that of an 
individual homeowner or landlord, 
and the concept of ‘carbon cost 
effectiveness’ is introduced. The 
risks associated with retrofit are 
considered, and an approach 
to retrofit risk management is 
introduced. 

This focus of this unit is techniques 
for assessing the energy 
efficiency of existing dwellings, 
and for identifying and evaluating 
improvement options. The range 
of energy use in dwellings is 
reviewed, emphasising that 
every dwelling is unique. The 
theoretical basis and key features 
of the Standard Assessment 
Procedure (SAP) energy rating 
are explained. The training, 
certification, registration and 
quality assurance arrangements for 
Domestic Energy Assessors and 
Green Deal Assessors are briefly 
reviewed. Going beyond SAP, the 
unit considers the other information 
needed for assessment: the site 
constraints and planning context; 
the construction type; the condition 
and need for repairs; the occupants’ 
or landlord’s objectives, constraints 
and budget; and the opportunities 
for other improvements alongside 
retrofit. Procedures for comparative 
evaluation of improvement options 
are reviewed including simple-
payback analyses, ECO scores 
(emission savings) and ‘carbon cost 
effectiveness’.

This unit is designed to help make 
more informed investment 
decisions for domestic retrofit 
projects by accurately calculating 
financial returns and forecasting 
CO2 savings. It sets out the methods 
for calculating financial returns and 
introduces current funding models, 
grants and incentives which can be 
used to support individual retrofit 
projects or large-scale retrofit 
programmes. Schemes range 
from FiTs, RHI and ECO to Energy 
Performance Contracting, EU-funded 
projects and private finance. Each 
scheme has different eligibility 
criteria, rules and funding calculation 
procedures. This unit is updated 
regularly, as the funding and support 
programmes change. Practical 
examples and exercises illustrate 
how the funding available from each 
scheme can be calculated, for a given 
dwelling or local scheme. 

“Although the market has yet to ignite, the business case for clients to invest in retrofit is growing. 
As time passes and pressure to meet the GHG target mounts, this could explode, opening the door 

to lucrative work for architects who know how to retrofit.” 

RIBA for Clients: Retrofit (2014)“ ,,



Building Fabric Retrofit 
and Fundamentals of 
Solid Wall Insulation

The focus of this masterclass is 
on retrofitting domestic buildings 
to improve insulation and air 
tightness. minimise thermal 
bridging and eliminate or control 
the migration of moisture through 
the building fabric. The unit covers: 
strategies. principles and standards 
for improving insulation and air 
tightness; insulation materials and 
products (including both sealed 
and vapour permeable options); 
insulating walls, floors and roofs; 
detailing to maintain the continuity 
of insulation and the integrity of 
the air-tightness barrier at corners, 
junctions, edges and around 
openings; and post-construction 
testing of the building fabric.
 
This unit also provides a 
comprehensive introduction to 
solid wall insulation (SWI - both 
internal and external) design 
considerations for EWI and IWI, 
including measures to reduce 
thermal bridging and improve 
airtightness; site assessment and 
appraisal of options; preliminary 
work assessment; secondary work 
assessment; method and material 
choice; and costing. 

Building Services Retrofit

The focus of this masterclass is 
on retrofitting domestic buildings 
with new services: ventilation, 
heating, hot water, Lighting and 
appliances, and their controls. Low 
carbon technologies such as heat 
pumps, micro CHP, solar water 
heating and solar photovoltaics are 
also covered. Options are reviewed 
in terms of their characteristics. 
constraints. energy performance 
and compatibility with each other 
and with the building fabric. The 
importance of efficiency and 
responsiveness is emphasised, 
as well as the need to assess the 
performance of the dwelling as a 
whole. with both fabric and services 
improvements in place. 

Ventilation and 
Airtightness for Retrofit

Making buildings airtight is critical 
to achieving predicted energy 
savings. ensuring that the common 
failure points at corners, junctions 
and edges are appropriately 
treated. However, making buildings 
airtight but failing to ventilate 
them properly leads to serious 
unintended consequences. These 
include poor indoor air quality, 
condensation. mould growth and 
other issues that can Lead to 
health problems and disaffected 
clients. This masterclass therefore 
focusses on developing and 
delivering effective airtightness and 
ventilation strategies hand in hand. 
It covers the basics of airtightness 
and ventilation, measurement, 
establishing and communicating a 
strategy, ventilation system options 
and their performance issues with 
MVHR and emerging ventilation 
techniques such as demand control. 

Retrofit Coordination and 
Risk Management

This masterclass first explains the 
mission-critical role of the Retrofit 
Coordinator in providing end-to-end 
retrofit project management and 
customer care embracing assessment, 
procurement. design (including 
improvement option evaluation and 
statutory approvals), construction, 
handover and evaluation. A key aspect 
of the role is risk management, so 
this unit also reviews ‘retrofit forensic’ 
work which has identified how and 
why retrofit projects go wrong, what 
the consequences are and how risks 
may be mitigated by good project 
management. 

Retrofit Building Physics

This unit provides essential technical 
knowledge of building physics for 
retrofit, with particular emphasis 
on how energy is used in and flows 
through buildings. and on how 
moisture interacts with and migrates 
through the building fabric. The aim of 
the unit is to strengthen participant’s 
understanding of the physical 
processes involved, in order to improve 
their ability to specify robust retrofit 
that reduces heat losses. improves 
overall energy efficiency, minimises 
the risk of condensation and controls 
the migration of moisture through the 
building. 



THE ACADEMY’S LEARNING PHILOSOPHY
The Retrofit Academy aims to provide training that combines both sound theoretical teaching with 
real-world tradecraft. That is why our training is designed and delivered by our accredited tutors; the 
leading experts in their fields. Together they share many years of experience in professional practice and 
are passionate about raising quality standards and supporting the retrofit sector. to realise its potential to 
reduce fuel poverty and carbon emissions.

Learner Resource Pack 
All learners receive a Resource Pack featuring copies of all the presentations and a comprehensive reading 
list. The Academy’s website - www.retrofitacademy.org - also has links to recommended resources.

Mentoring and Support from our Tutors
Our tutors design and deliver these courses, drawing upon years of combined experience in practice on both 
the client and supplier side. They share a commitment to supporting The Retrofit Academy  
to raise the standards of retrofit delivery. They are happy to discuss your own projects and to provide the 
benefit of their experience. 

Group Work and Tasks 
Our tutors have developed exercises to ensure that you are able to apply learning in practice. Your work is 
self-assessed, and can be discussed with your tutor on a one-to-one basis. Learners also participate in group 
work to mimic the realities of project working. Our learners often develop strong working relationships, and 
often end up collaborating in the future.  

Examination 
The Diploma is assessed via a multiple-choice examination taken at the end of the course. A strict pass-
mark is established and stringently enforced to ensure that only professionals with a demonstrable 
understanding of the subject-matter can claim to have the Retrofit Coordinator Diploma.

Unit Exemption Policy 
Any learner may self-exempt themselves from any unit based upon prior experience or learning. However, 
candidates must achieve the pass-mark in the examination in order to qualify for the award of The 
Retrofit Academy Diploma.

GRADUATE TESTIMONIALS 

“I would recommend the Diploma Course to others and I have. In fact I would go as far as to say that 
anyone who is involved in the retrofit industry should attend all parts of this course.” 

Irene Fernow - Westminster City Council

“I would certainly recommend the Diploma to others, it’s fantastic value, and is an excellent 
qualification for anyone working in the retrofit sector.” 

Lisa Pasquale - Building Performance Evaluator and Low Energy Design Specialist, Six Cylinder Ltd. 

“Using the training we successfully introduced Retrofit Coordinators. The role included giving 
guidance to homeowners on measures over and above the green deal energy report, approving grants 

and schedules of works, and carrying out on site inspections post installation.” 
Housing Project Manager, Harringey Council

“

,,



INTERESTED IN FINDING OUT MORE?
Please contact The Retrofi t Academy team on:
info@rerofi tacademy.org

or visit our website for the latest course dates and venues:
www.retrofi tacademy.org

Since 2014 we have been proud to support more than 500 learners through the Retrofi t Coordinator 
training. Our customers include:

• Affi  nity Sutton 
• Gentoo 
• Accord 
• Willmott Dixon
• Keepmoat

TRAINING PARTNERS

FOUNDING PARTNERS

• Saint-Gobain
• Viridian Housing
• Faithful & Gould
• Places for People
• Peabody

• Trafford Housing Trust
• Plymouth City Council
• Insuletics
• Cambridge City Council
• Weber

• ECD Architects
• BRE
• Bristol City Council
• Walsall Housing Group
• Nottingham City Homes


