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Guidance for Correct Documentation Handling for Heat 
Pump System Grant Installations 
 

This technical bulletin outlines the most frequent non-compliance noted by SEAI inspectors of heat 
pump system installations. The documentation handling topics detailed below are guidance with 
the aim of reducing the number of reworks for Contractors and subsequently lead to a more 
efficient Programme with faster turnaround time for payment.  
 
It is important to note that all aspects of the installation of heat pump systems must be as per the 
Domestic Technical Standards and Specifications (DTSS) document and in accordance with the 
Contractors Code of Practice.  
 
Please see the Contractors Support page for further information which may aid Contractors in 
achieving high compliance on the Better Energy Homes Programme: 
https://www.seai.ie/grants/supports-for-contractors/.  
 
In this bulletin on documentation guidance for the installation of heat pump systems, the non-
compliances are listed below along with suggested corrective action. 
 
Non-Compliances and Notes covered in Technical Bulletin: 
 
Commissioning and Handover: 

1. Submitting Designer/Installer form and EcoDesign datasheets at DOW stage.  
2. Commissioning documents not available/correct & RECI cert not present/correct upon 

Inspection. 
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Commissioning and Handover 
 

Details of Non-Compliance 
The absence of heat pump documentation is responsible for the highest number of inspection 
reworks. This is a frequently reoccurring item which can result in unnecessary long delays to grant 
payments and contractor works.  
 
Contractors must provide homeowners with the following design documents, completed in their 
entirety and signed by the Contractor, for submission with the Declaration of Works (DOW) form: 

• Designer/Installer Form 

• Ecodesign datasheets 
 
These forms can be found at the following link - https://www.seai.ie/grants/supports-for-
contractors/  

        
 

Figure 1: Sections of the Designer/Installer Sign-off Form. To be submitted at DOW Stage 
 

 
 

Figure 2: Heating Design Ecodesign Datasheets to be submitted at DOW Stage 

https://www.seai.ie/grants/supports-for-contractors/
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The homeowner must also be provided with the following documentation upon installation of the 
heat pump system for the purposes of a possible pre-pay or post-pay inspection, where required: 

• Register of Electrical Contractors (RECI) Certificate 

• Heat Pump Commissioning Certificate 

• User Manual 

• F-Gas Certificate (if applicable) 

• Ground and water collector design (if applicable) 
 
The most frequent documents which are absent upon an inspection, and subsequently cause 
inspection fails and reworks, are the Commissioning Documents and Register of Electrical 
Contractors Ireland (RECI) Cert. 
 

                    
     Figure 3: Commission Cert             Figure 4: RECI Cert 
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Tips to Reduce Occurrence of Non-Compliance 
 

In order to reduce the occurrence of these non-compliances in relation to documentation on heat 
pump installations, the following mitigation measures are suggested to ensure documentation is 
handled correctly and the Homeowner is well informed of the same.  
 
Documentation for Submitting along with DOWs 
 
It is recommended as part of a Contractors Quality Management System (QMS) for documentation 
handling, that the registered Contractor provides a Handover Pack to the Homeowner.  
 
This Handover Pack should contain the signed and completed DOW, Designer/Installer form and 
EcoDesign datasheets. The Homeowner should be informed these additional documents must be 
submitted to SEAI when submitting the completed DOW.  
 
Important Reminder Note: Designer/Installer forms and DOWs must only be signed by nominated 
personnel. 
 
Documentation Handover to Homeowner for Inspection Purposes 
 
It is recommended that the steps detailed below are taken with homeowners following the 
installation of a heat pump system. 
 

1. Leave Physical Copy of Necessary Documentation: Firstly, the Contractor should leave all 
necessary documents (as mentioned above) with the homeowner and inform the 
homeowner that they may be subject to a pre-pay or post-pay inspection from SEAI. Should 
that particular homeowner be randomly selected for inspection, they will have to produce 
this documentation upon request from the Inspector. Please note, failure to produce this 
documentation may result in delay in payment of the grant or loss of the grant money 
entirely should the Contractor fail to complete necessary reworks. 
 

2. Email a copy of Documentation to Homeowner with the subject line “HEAT PUMP 
DOCUMENTS FOR SEAI INSPECTION”: An email with the necessary documentation attached 
with the above subject line ensures that even if the homeowner misplaces the physical copy 
of the documents, there is a backup copy of the documents on an email which is easily 
searchable with the above subject line. 
 

Grant Administration and Quality Management 
 

An effective QMS can address all of the above issues and ensure: 

• Faster processing of payments 

• Reduced costs 

• Fewer reworks 

• Better quality of service for your customers 
 
All of which will help you grow your business. Please visit https://www.seai.ie/grants/supports-for-
contractors/ for more information on how to manage quality. 
 

https://www.seai.ie/grants/supports-for-contractors/
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