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Supplementary HIP Code Compliance Statement for Platform Providers
Name of company:

Name of contact:

Phone number:

E-mail: 

The Terms and Conditions

The Conditions specifically governing registration with the PCCB as a Platform Provider, and the use of the HIP Code logo on HIPs produced by Platform Users not registered with the PCCB in their own right are:

1. Platform Users must specifically agree and sign up to the ‘Terms of Use’ (Annex 1). The Platform Provider must retain signed copies of the ‘Terms of Use’ and will be required to make these available to PCCB at inspection or at any time when requested.
2. The Platform Provider must:

a) Be registered with the PCCB as a ‘Platform Provider’ subscriber to the HIP Code, pay the appropriate subscription, and be fully paid up.

b) Comply fully with the Code’s requirements in relation to any HIPs which it compiles itself.

c) Monitor compliance with the HIP code by Platform Users as shown in the ‘Compliance Requirements’ attached (Annex 2).

d) Ensure that Professional Indemnity insurance (as detailed in Annex A to the Registration Rules) is in place in respect of all HIPs that will carry the HIP code logo, whether compiled by the Platform Provider or by Platform Users (i.e. by carrying such insurance itself, or by ensuring that Users carry such insurance). 
e) Agree a clear protocol for the speedy and effective handling of any queries which are received, whether initially by the Platform User or by the Platform Provider. This should include identifying in the HIP key contacts in either firm to whom queries should be directed, and clear service standards (in accordance with the requirements as prescribed within the Code) for responding to the query. 

f) Agree a clear protocol for the speedy and effective handling of any complaints which are received, whether initially by the Platform User or by the Platform Provider. This should include identifying in the HIP key contacts in either firm to whom complaints should be directed, clear service standards (in accordance with the requirements as prescribed within the Code) for responding to the complainant and resolving the complaint, and clear procedures for internal escalation as necessary. 

g) Maintain a clear audit trail which documents when complaints were received, how they were dealt with, and how they were resolved, with copies of final decision letters (following the PCCB template) included in this record. PCCB inspectors will review all complaints received at inspections, whether they relate to the Platform Provider, the Platform User, or both.

h) Provide full details of Platform Users, including their names and full contact information, to the PCCB at least twice a year or at any time when requested. 

i) Maintain records of all audits conducted of the products compiled by Platform Users, and of communications with Users following the audits, and of any actions taken by the Platform Provider (e.g. to suspend or exclude Users from the Platform pending action to correct errors). The PCCB will require to see these records at inspection. 


ANNEX 1

‘TERMS OF USE’ FOR PLATFORM USERS NOT OTHERWISE REGISTERED

WITH THE PCCB IN THEIR OWN RIGHT

We, the Users of the [Platform Provider Name], undertake that in relation to HIPs produced using this Platform we will: 

1. HIP Code logo

1.1
Display the Code logo prominently in all HIPs produced using the Provider’s Platform, but not in any other HIPs which we may compile by other means

2. HIP Services

Marketing
2.1
We will ensure that all literature, terms, conditions and advertisements are clear, accurate and not misleading in respect to registration with the PCCB and use of the HIP Code logo. 

2.2
Specifically: we will not claim to be registered with PCCB in our own right; nor will we use the HIP Code logo except on a HIP produced using the Provider’s Platform. We will adopt the wording prescribed by [Platform Provider Name] on HIPs produced using the Provider’s Platform.

Charges
2.3
We will advise customers of the full charges including taxes for any HIP service before it is provided or at any time and if additional charges are payable, we will advise these and provide an indication of cost.

2.4
If payment for the HIP service is deferred or if we provide financing arrangements for the HIP service, we will tell customers this before the service is provided. 

Queries
2.5
We will respond promptly to any query raised by a customer or by [Platform Provider Name] on a HIP in writing, via telephone or email, as appropriate, according to a clear protocol agreed with [Platform Provider Name].

Training
2.6
We will train our staff to provide HIP services with thoroughness and diligence in line with the requirements of [Platform Provider Name].

HIP Provision
2.7
We will provide HIPs promptly. If there is a delay in providing the HIP, we will inform customers of this and why the delay has occurred. HIPs will be available in either a paper or electronic format, as appropriate.

3. Complaints 

3.1
We will adopt the written complaints procedure of [Platform Provider Name] and we will tell customers what this is. We will notify the platform provider of all complaints which we receive and work with the Platform Provider as necessary to resolve complaints within the timescales set out in the Code, according to a clear protocol agreed with [Platform Provider Name]. We will co-operate fully with [Platform Provider Name] and any other parties as appropriate during any resolution investigation by the independent adjudicator appointed by the PCCB and comply with any decision. 

4. Insurance

4.1
We will at all times maintain adequate and appropriate insurance to protect customers against both negligence and loss, due to our failure to perform our duties under these Terms.
5. Monitoring and Compliance

Compliance officer and internal audit
5.1
We will nominate a Compliance Officer to monitor compliance with these Terms and act as the first point of contact for [Platform Provider Name].

Statement of Compliance
5.2
We will complete a Statement of Compliance every year, which is signed by our senior executive and sent to [Platform Provider Name].

5.3
We will act with integrity and ensure that all HIPs services comply with relevant laws, regulations, and industry standards

6. Information in the HIP

6.1
We will:

· Only use Home Condition Reports which are provided by licensed Home Inspectors 

· Only use Energy Performance Certificates which are provided by registered Home Inspectors or accredited Domestic Energy Assessors. 

· Only use searches supplied by private search firms which subscribe to the Search Code or by local authorities, water and sewerage companies, or other statutory authorities. 

· Retain for a minimum of six years the latest version of a HIP provided by us. 

Name: ---------------------------------------------------------------------------------------------------------
Signature: -----------------------------------------------------------------------------------------------------
Name of Firm: -----------------------------------------------------------------------------------------------
Date: -----------------------------------------------------------------------------------------------------------


ANNEX 2

‘COMPLIANCE REQUIREMENTS’ FOR PLATFORM PROVIDERS

1. In general;
1.1
Platform Providers must at all times seek to ensure that Users of their Platform uphold the Code. To do otherwise will risk damaging the reputation not only of the Code but also of the Platform Provider itself. 

1.2
In some cases Platform Users will be registered with the PCCB in their own right. Platform Providers are encouraged to apply the requirements set out below to these firms, in the same way as they must apply them to firms which are not registered with the PCCB. However, registered firms will of course be subject to independent compliance inspections by the PCCB in their own right. Responsibility under the Code for ensuring that Platform Users who are not registered meet the requirements of the Code is solely the responsibility of the Platform Provider, not of the PCCB. PCCB inspections of Platform Providers will include checks that they are exercising this role effectively. 

1.3
Platform Providers should note that the PCCB seeks to uphold not only the strict letter of the Code but also its spirit. The PCCB looks to all registered firms to be proactive and positive in driving up standards in the industry. 

2. In particular

2.1
Platform Providers must put processes in place to audit HIPs produced by Platform Users. As a minimum these must include auditing:

(a) The first five HIPs for registered properties (whether freehold, leasehold or commonhold).

(b) The first five HIPs for unregistered properties (whether freehold, leasehold or commonhold).

(c) If not covered by the above, at least the first two HIPs for leasehold properties.

(d) If not covered by the above, at least the first two HIPs for commonhold properties.

(e) If the Platform User provides a ‘white-label’ service for its customers (i.e. the HIP carries the retailers’ branding), and if not already covered by the above, at least the first two white-label HIPs.

(f) Thereafter, at least 1 out of every 20 HIPs produced by the Platform User, selected at random, but to include a range of registered, unregistered, leasehold, and commonhold properties, and (if appropriate) white-label HIPs. 

3. Guide to Compliance

3.1
For each HIP audited, the Platform Provider should check:

(a) That the HIP Code logo is being correctly used (e.g. it is the HIP Code logo, not the AHIPP logo; it is prominently displayed; it is displayed at the correct size).

(b) That the HIP includes the PCCB prescribed information as set out (and amended from time to time) in Annex E to the PCCB Registration Rules and published on the PCCB web site or in the PCCB updates.

(c) That the prescribed information includes a statement at the top that ‘This HIP has been provided by [Name, any trading name] of [address] using a Platform provided by [Name, trading name] of [address] which is a firm registered with the Property Codes Compliance Board as a subscriber to the HIP Code.’

(d) That the HIP includes the clear contact details for the Platform User (postal address, phone, e-mail, web site) and the same for the Platform Provider. Where either firm is a registered company, the company name and place of registration should also be stated.

(e) That the HIP includes a clear statement to indicate to whom any query or complaint should be addressed (e.g. ‘Please address any query or complaint to [Name, trading name] at [phone number], [e-mail] or [postal address]’. 

(f) That the Index to the HIP has been completed correctly (e.g. are the documents in the order stated; are any dates given for documents correct; are entries included for any missing documents, with explanations of when these will are expected).

(g) That (a) for registered properties, the HIP includes an Official copy of the Register entry and the accompanying map (not a Register view); and (b) for unregistered properties, the HIP includes a Certificate of Search of the Site Index Map (SIM). 

(h) That private searches, where included, have been provided by firms which are registered with the PCCB as subscribers to the Search Code. It is not acceptable for a Platform User who compiles their own private searches to include these in HIPs which they compile using the platform, if they are not registered with the PCCB as subscribers to the Search Code in their own right. 

4. Good Practice

4.1
Platform Providers are also encouraged to check for, and promote, the following good practices when auditing HIPs produced by Users of their Platform:

(a) That the Sale Statement for the HIP has been completed correctly (e.g. titles, initials, first names and surnames must be spelt correctly; where a property is owned jointly, both parties must be named; where there is any unexplained inconsistency between the names on the Sale Statement and the names on the Register, or title documents, the inconsistency should be highlighted and/or explained in the HIP, and/or further evidence should be included (e.g. where a house is being sold by the executor of someone who has died, a grant of probate should be included, where available). 

(b) That for unregistered properties, the HIP contains as much information as is available to prove title (e.g. it is not enough to include a list of documents – the documents themselves must also be included. If a document is made available it should be included – platform subscribers should not arbitrarily decide what they may leave out of a HIP).

(c) That all documents included in the HIP are legible (e.g. leases and title documents for unregistered properties), or, where this is not the case, that information is provided on where the originals may be inspected.
Signed……………………………………………

Senior Executive

Date……………………………………………

February 2009






