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Introduction

The guiding principles behind the Local Authority Assured Trader Scheme Network (LAATSN) are inclusive, aspirational and developmental. Schemes which meet the minimum standards will be ratified as members of LAATSN and should work, along with all the other partners involved, to further develop both their own individual scheme and LAATSN itself.

Some of the minimum standards for membership of LAATSN relate to the setting up of local authority assured trader schemes. Schemes which existed prior to the introduction of LAATSN are not expected to comply with these retrospectively but should consider whether any of the principles involved could be adopted during the on-going operation of their schemes, for example those relating to consultation requirements.

Detailed guidance on the means by which individual minimum standards can be met is contained within the application form itself.

How to apply

Applications for registration to LAATSN must be made on the official application form, available at http://www.oft.gov.uk/shared_oft/laatsn/laatsnapplicationform.doc
The form need only indicate the way in which the individual scheme meets each standard. Enclosure of primary documents as evidence is not required.

It is the responsibility of the applicant scheme operator to arrange for an initial audit by an existing member of LAATSN. A copy of the application form should be forwarded to the auditing scheme operator and an audit date arranged.

Once a date for the audit has been arranged, the auditor should contact the NSSC secretariat for further guidance on the audit process.  

The primary aim of the initial audit is to ensure that the minimum standards are met by the applicant scheme operator. The initial audit, including a closing meeting, should not take longer than one day.

A copy of the initial audit form is available at http://www.oft.gov.uk/shared_oft/laatsn/laatsnauditform.doc 
A copy of the audit findings should be forwarded electronically to the applicant scheme operator within 5 working days, with a signed hard copy to follow. The audit form will give the applicant scheme operator the opportunity to comment on the findings. It is then the responsibility of the applicant scheme operator to forward the audit form, along with the application form, to the NSSC secretariat.

Both documents should be submitted electronically, within 20 working days, to the National Standards and Support Committee (NSSC) secretariat at laatsn@oft.gsi.gov.uk with signed hard copies to follow. Hard copies should be forwarded to the following address:

LAATSN Secretariat
Room 6C/051
Office of Fair Trading
Fleetbank House
2-6 Salisbury Square
London EC4Y 8JX 

Upon receipt of completed application and audit forms (electronic versions), the NSSC secretariat will forward these, within 3 working days, to all members of the NSSC for ratification.

The applicant should be notified of the initial decision within a further 25 working days. In exceptional circumstances, should this period need to be extended the applicant scheme operator will be notified by the NSSC secretariat. The NSSC secretariat will also contact the applicant scheme operator should any further information be required before a final decision can be made.

If the application is successful the NSSC secretariat will send the applicant scheme operator, within a further 5 working days, a certificate of membership of LAATSN and the formal guidelines regarding publicity. 

In the event of a decision not to ratify membership, the NSSC secretariat will also forward a summary of the reason(s) for that decision. 

In the event of a decision not to ratify membership, the applicant scheme operator shall have a period of up to 1 year to address the comments made and notify the NSSC secretariat, in writing, of the action taken. In such a case, the secretariat shall forward the information to all NSSC members for the ratification process to begin again. It will not be necessary, under these circumstances to submit new application and audit forms. The NSSC shall have the right to require further information from the applicant scheme operator before reaching a final decision.

In the event of a decision not to ratify membership, where remedial action has not been taken within 1 year then a new application and audit form will need to be submitted should the applicant scheme operator still wish to become a member of LAATSN.

Applications by Regional Groupings

Although membership of LAATSN is at the local authority level, applications on behalf of regional groups will be accepted, the following procedure will apply:
· A single authority should be nominated and identified to act as “lead” authority and complete the application form and be audited on behalf of the other authorities. 

· The audit should include an examination of the consistency of the customer-facing aspects of the scheme between the various authorities operating it, but should allow for variation in the local internal administration of the scheme. 

· The auditing authority should use it's discretion as to whether additional information/ evidence is needed from the other authorities in the group and whether it is necessary to visit any of the other authorities.  If it is, the necessary arrangements should be made between the lead authority and the auditor. 

· All authorities within the group should receive a copy of the application and audit forms prior to submission to the secretariat. 

· The application will only apply to authorities within the regional group in which the scheme is operational at the time of the application.  Authorities who subsequently introduce the scheme will need to sign a confirmation that the scheme is now operational in their area and that it is identical to the scheme operated across the rest of the region.  The "lead" authority for the regional scheme will be required to sign to confirm that this is the case (see Appendix A attached). A separate application form and initial audit form will not need to be completed in these circumstances. 

On the LAATSN web-pages each local authority will be listed separately, further contact details can be given either to each individual local authority or to a central contact point at the discretion of the scheme operators. Each scheme operated by a local authority member of a regional group will be allocated the same reference number for LAATSN administrative purposes. 

Subsequent Audits
There will be a re-audit after 3 years placing particular emphasis on changes to the scheme and evidence of compliance such as a record of the annual review being carried out.   
Appendix A

*Declaration of Authority Joining Regional scheme / Declaration of Authority adopting and existing scheme (*delete as appropriate)
Name of Scheme

Scheme Operator

I certify that (name of scheme) is operated in (name of authority) and that it is identical to that operated by (name of region or lead authority).

Signed 






Date

Print Name

Title

Contact Address

Telephone

E-mail

Name of Scheme

Scheme Operator

I certify that (name of scheme) operated by (name of authority joining group) is identical to that operated by (name of regional group or lead authority).

Signed







Date

Print Name

Title

Contact Address

Telephone

E-mail


