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Application Overview Contractor

The following documents should be enclosed with your application. Please
ensure you read all documents carefully before returning your completed
application form;

Application form

Provisional membership information
How is my application processed?
Benefits of membership

PCA Subscription bands

Technical audit process

Contractors’ Performance Standards
Code of Ethics

PCA Memorandum

PCA Articles of Association
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A contractor is a company providing services to the domestic and/or
commercial market within sectors represented by the PCA.
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To apply for contractor membership of the Property Care Association, companies must, in
the first instance, comply with the following:

9 Have been trading for a minimum of 2 years (we require 2 years full published trading
accounts to process your membership)

9 Have appropriately qualified (CSRT/CSSW) surveyors.

If an applicant meets only one of the criteria as listed above, they may wish to consider
‘Provisional Membership’.

Provisional status is for contractors that are:
Either

1. A newly formed company (thus not meeting the requirement for 2 years trading),
but can demonstrate that it is being run by an experienced person employing qualified

surveyors.
Or
2. A well-established company that does not employ qualified surveyors (thus not

meeting the requirement that all surveyors must have the relevant qualifications) but can
provide 2 year’s full trading accounts and can demonstrate previous relevant experience.

See encl osed document ‘“Provi si onal Me mb er

Application Form Contractor
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Application Form- Contractor

Please complete and return to:
PCA, 11 Ramsay Court, Kingfisher Way, Hinchingbrooke Business Park,
Huntingdon, Cambs, PE29 6FY

Are you applying for: Full membership [ Provisional membership []

For provisional membership only:
Does your company have >2 year’s trading (1 Are you CSRT/CSSW qualified? []

Please tick the sectors of membership you are applying fefust have relevant
qualification and/or experience for each):

Timber: [ Damp: [] Structural Waterproofing: [ ] structural Repair:|:|

Full name of proprietor:

Company name:

Sole trader [ Limited company [l e [

Does your company trade under any otheame(s)?

Address:
Phone: Mobile:
Email: Website:

Please sign below to confirm you will agree to the following:

CODE OF ETHIChave read and will abide by the PCA Code of Ethics. | accept that violation
of the Code of Ethics could mean my offer of membership may be withdrawn at any time.

PERFORMANCE STANDAIGgree to adhere to the requirements set out in the PCA
Contractors’ Performance Standards document.

MEMORANDUM & ARTICLES OF ASSOCIABgrée to abide by the terms set out in
these documents.

TRUSTMARWobur company will automatically become a licensed contractor under the
TrustMark scheme & you will receive a sub-license. | agree to the TrustMark standards.

Signed Date:

Property Care Association
11 Ramsay Court, Kingfisher Road, Hinchingbrooke Business Park,
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Please ensure the following documents are included with your application.
Missing paperwork will delay your application.
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Tick

Application fee £220 + VAT made payable to PCA (£264)

A brief overview of your company, what service(s) you offer, when it
was established, size of your workforce etc.

Please supply a list of names and qualifications of all your surveyors
who have achieved the specialist professional qualification(s)
relevant to the sectors applied for e.g. CSSW, CSRT or ASRT. If any of
your surveyors are deemed to be trainees, they should be
supervised by a qualified surveyor.

If there is no specialist qualification available i.e.(structural
maintenance), a report will be considered which should detail the
individual’s experience — 5 years minimum.

A minimum of 2 x recent survey reports (clearly identifying the
author) relevant to the sectors you are applying for (i.e, timber,
damp, waterproofing).

A brief report showing that all members of the workforce are
actively encouraged to develop their skills and qualifications.

Copies of your last 2 years full published trading accountgmust
include balance sheet and profit and loss).

It is stronglyrecommended that Professional Indemnity Insurance is
in place.

Application Form Contractor
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If an application for membership meets all the PCA criteria for full
membership except for one of the criteria listed below, ‘Provisional
membership’ may be granted. This will be for a maximum of two years.

Provisional status is for contractors that are:
Either

1. A newly formed company (thus not meeting the requirement for 2 years trading),
but can demonstrate that it is being run by an experienced person employing (CSRT/CSSW)
qualified surveyors.

or

2. A well-established company that does not employ qualified surveyors (thus not
meeting the requirement that all surveyors must have the relevant qualifications) but has
been trading for 5 years or more.

In the case of item 1 abovyehe company may attain full membership within the 2-year
period by submitting 2 year’s accounts for scrutiny (i.e. profit and loss account and balance
sheet). The accounts will be examined by the PCA accountant and if the company’s
financial status is approved, full membership will be granted. If the company’s financial
status is not approved on the first occasion, a second opportunity will be given to submit
information after a further 12 months trading.

In the case of item 2 abovdull membership will be offered as soon as evidence is
provided that the relevant qualifications have been achieved. Should a company not obtain
the relevant qualification) within the 2-year period, they will be expelled from membership
on the basis that they have not met the required standards within the designated time
period.

The applicant will pay the normal application fee and, if accepted into Provisional
membership, the subscription will be calculated in the same way as for full members.

Please note; In the event that the PCA receives complaints that are substantiated, or the
company fails to comply with PCA’s written instructions, the PCA Board will have the power
to expel the contractor from membership without the need for disciplinary hearings or
without granting leave to appeal. No subscription will be refundable. Except for the above
notes, the application process, subscription rates, benefits and criteria for membership are
the same as stated in PCA documents for full members.
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Membership application pack sent to contractor

¢

Application pack together with all required information and the application
fee received at the PCA office

p-

Copies of 2 years’ accounts sent to the PCA accountants for approval (if
applicable)

-

Notification sent to GPI (Guarantee Protection Insurance), if required, with 7-
day deadline for any objections

-

Announcement made to members in monthly newsletter or weekly email with
7-day deadline for any objections

-

A Technical Officer will arrange a convenient date for your audit visit (see
document ‘Technical audit process’ for more information)

4

Once the audit visit is completed and a report produced (you will receive a
copy with any recommendations that need addressing before membership
can be offered) notification will be sent to the PCA Board. They will be given a
5-day deadline to make any final objections

4

When that date has expired, we will send you an offer of membership which
will give you a 30-day deadline to accept and return it to us along with your
subscription payment and any outstanding required paperwork.

g

Once all paperwork and subscription payment have been received, the
process is complete and we will add your details to the website/database. A
membership certificate will be issued.
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There are a number of advantages in becoming a PCA member:

P C A A Respected Standard

Property Care
ASSOCIATION The PCA Logo

A ‘badge of excellence’ enabling consumers to recognise your professionalism and credibility. We
fiercely protect the PCA identity and rigorous action is taken against anyone misusing or
fraudulently using the logo. (Please note - provisional members are not entitled to use the logo)
Surveyor’s Competence Certificate

CSRT and CSSW qualified surveyors can issue ‘Surveyor Competence Certificates’ alongside survey
reports to demonstrate their proficiency and further instil confidence in consumers.

TRUST
= MARK

Government

TrustMark

The PCA is a member of this Government endorsed initiative, which gives
consumers a route to find reliable and trustworthy tradespeople. All PCA
contractor members are also listed within Trustmark’s website.

Financial Products

Guarantee Protection Insurance

This FSA approved and regulated insurance policy offers peace of mind for clients.
PCA members get a significant 30% discount and can also earn dividends through
providing GPI cover.

PCA Promise (deposit protection)

A warranty which covers customers for works in progress and deposits. At no additional cost, the
client can be certain their deposit is secure, should a contractor member of the Association go out
of business while work is being carried out.

Bondpay
All PCA members are .reglst.ered with Bondpay - a payment protectlon P Bondpay
scheme designed to financially protect contractors by ensuring prompt i

payment when works are complete.

Competitive insurance products
The PCA works closely with its insurance partners Kinnell Corporate Ltd to ensure bespoke
insurance products are available for members at competitive prices.

Increased Visibility

Business from Specifieksmortgage lenders, local authorities & building societies
Many specifiers stipulate that a PCA member must be used when undertaking remedial works as
they are deemed the most professional and credible.

Online & telephone enquiries
The PCA gets hundreds of thousands of unique hits every year on its website and thousands of
phone enquiries a year— most of which are consumers looking for a member of the PCA.

Benefits of Membership

Property Care Association
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Benefits of Membership

Editorial & PR

Promotion of the PCA and its members is included in an array of relevant publications and an
extensive amount of editorial coverage has been featured in both the regional and national press.
Members can take advantage of a free service from the PCA’s PR team which offers help with text
for member’s brochures and websites.

Conferences & Best Practice Awards

The PCA holds an annual Conference and Best Practice Awards, as well as Invasive Weed and
Structural Waterproofing conferences. These are fantastic networking opportunities as well as
platforms to keep up-to-date with the latest industry news and enjoy relevant and interesting
speakers. Members are encouraged to enter the Best Practice Awards which is an opportunity to
recognise the best of the industry.

Miscellaneous

PCA Business Shieltfree Health & Safety and Employment Law advice Ol e
The PCA members gain access to basic Health, Safety and Employment Law StalardKane
advice through our partners Stallard Kane and can choose to ‘upgrade’ to

* Env

more comprehensive levels of service if they wish.

Technical Advice
Members have access to a wealth of the most-up-to-date technical documents as well as advice
from our expert technical panel.

CHAS
The PCA is an approved CHAS assessor and can assess and register members as <“A’

CHAS compliant.

CSCS Cards
PCA members can now obtain CSCS cards on production of their CSRT, CSSW and CSJK qualifications.

Keep in touch

Regular weekly emails, e-zines and social media updates keep you informed of relevant and current
industry news, and annual regional meetings enable you to network with peers and share ideas and
practices.

Training & Certification
Members have access to industry specific training and examinations at a discounted rate as well as a
number of courses exclusive to PCA.

CPD & Waterproofing Design Specialist (WDS) Register

The PCA also run a Continuous Professional Development (CPD) scheme enabling members to keep
their skills and knowledge up to date. This is mandatory for all Independent/Freelance Surveyor and
Consultant members and those that appear on the WDS register. The WDS register is a list of those
who have demonstrated their competence and experience in specialist waterproofing design. This is
accessible via our website.

Property Care Association
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Your PCA annual member subscriptions are calculated on your PCA related
PCA turnover and are based on the increments below. For example, if your PCA
Property Care specific turnovgr is up to £100,000, your an.nu.al subscr.lptlon is £475. As the
associaTion @ turnover band increases, the annual subscription also increases.

N
FI Turnover Band X =£120
(@) £100,000 £475
QN £150,000 £595
h £200,000 £715
i £250,000 £835
@) £300,000 £955
+— £350,000 £1,075
(@) £400,000 £1,195
(0] £450,000 £1,315
b £500,000 £1,435
- £550,000 £1,555
£600,000 £1,675
@ £650,000 £1,795
U £700,000 £1,915
- £750,000 £2,035
') £800,000 £2,155
“— £850,000 £2,275
£900,000 £2,395
%) £950,000 £2,515
- £1,000,000 £2,635
@) £1,100,000 £2,755
" £1,200,000 £2,875
(@) £1,300,000 £2,995
" £1,400,000 £3,115
E £1,500,000 £3,235
£1,600,000 £3,355
- £1,700,000 £3,475
(j) £1,800,000 £3,595
£1,900,000 £3,715
< £2,000,000 £3,835
U £2,100,000 £3,955
£2,200,000 £4,075
al £2,300,000 £4,195
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Technical Audit Process

A member of the Technical team will visit and assess your company before membership can
be offered. We will then maintain this contact with follow up visits every 2 years. These
audits ensure that specifiers and consumers can be assured that the selection of a PCA
member offers them reliability and security, by the maintenance of high standards. Our visits
are aimed at keeping you up to date with new developments with industry best practice, and
provide an opportunity to exchange news and opinions.

Information and advice will be provided where necessary that will enable your business to
conform to best practice. Recommendations will be made when we feel attention is required
to ensure that membership criteria and legislation is appropriately adopted and adhered to.
Our visit with you will be a constructive experience and our aim is to provide a tangible
benefit to the business.

Our team will explore the following areas of your operation during the visit but can also
provide information and assistance in other areas if this is felt necessary.

1. Training & Qualifications
The training of staff for competence in their work is required by the Health & Safety at
Work Act and other related legislation.

T We will review training and any manuals and records kept for all staff, operators and
surveyors included.

9 If these are not appropriately established, advice will be given on how to correctly
record the information. We would also provide details of training available through the
Association

2. Administration— Office Systems, Reports & Submissions

It is important to confirm client’s instructions and clarify the areas of concern and in what
form instructions were given. Reports need to be structured and comprehensive, with
adequate clarification of instructions, clear observations and recommendations.

9 We will look at survey enquiry forms, review a number of survey reports relevant to
work undertaken by the business, see worksheets & review your complaints system.

9 The Association has established technical documents and Codes of Practices. These
provide guidance on many elements of work ranging from the initial stage through to
undertaking a survey and providing a detailed report.

T If we believe your current documentation or your administration systems can be
improved, recommendations and advice will be provided to you.

9 The experience gained over the years by the technical team when dealing with
contractors and your clients can be utilised to provide guidance on the delivery of good
customer services. Providing good service will enhance your companies image and,
hopefully, improve your profitably.

Property Care Association
11 Ramsay Court, Kingfisher Road, Hinchingbrooke Business Park,
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Technical Audit Process

3. Health &Safety Documentation

The Management of Health & Safety Regulations require that, prior to work commencing, an
assessment of works is carried out, following which control measures, maintenance and
supervision, monitoring and health surveillance (where necessary) and the provision of
information, training are all required.

' You will be asked to present copies of company documents including but not limited to,
Health & Safety policy, risk & COSHH assessments, safety equipment records, exposure
records, company accident book and method statements.

9 The importance of these documents will be explained and illustrated to you. If they were
not already in place model documents can be provided, with assistance in their
completion and ease of their introduction.

4, Other relevant documentation

9 The Association has to ensure that members are appropriately insured. We will ask to
see current insurance documents.

9 Employers, Public and product insurance are all requirements of PCA membership.
Professional indemnity is strongly recommended for contractor members and a
requirement for Surveyors and Consultants.

1 PCA members can obtain a number of bespoke insurance products from our preferred
partners — Kinnell Corporate Ltd at competitive prices.

5. Pesticide storage & transpb
Member contractors are expected to ensure that they meet their duties under relevant
legislation for the storage of pesticides.

9 We will visit the company pesticide store and review how pesticides are carried on
company vehicles.

1 A PCA Guidance note is available providing advice for fixed stores, including purpose built
stores, converted existing buildings or parts of existing buildings and small-scale storage in
cabinets, chests etc., and mobile stores providing a short-term storage away from the
home base in vehicles. Advice will be given during the visit should we see where
improvements can be made.

6. Operational Practices-carrying out a sig visit
It is important to visit a site where work is being undertaken, to meet operatives and to
ensure that specifications and Codes of Practices are being followed.

T We will look at the company vehicle to ensure people and materials are being
transported safely.

9 Itis essential to engage with staff on site and for them to demonstrate their experience and
skills.

Property Care Association
11 Ramsay Court, Kingfisher Road, Hinchingbrooke Business Park,
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This document sets out the minimum performance levels that are
expected from all contractomembers of the Association.

PCA
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ASSOCIATION B q  All work should be carried out to the contract requirements and comply with the Building
Regulations.
9 All completed work should be of good quality.
T All work should be carried out in the order most likely to lead to a satisfactory job.

I Work should be carried out in a manner to minimise inconvenience to others.

I Members should advise clients on safety issues associated with their required work and when
planning consent or building regulations approval is required.

T All members must operate in accordance with the Property Care Association’s Code of Ethics.
Contractors must hold Public and Product liability insurance and Employers liability insurance.

9 All contractors must offer to provide access to insurance that protects any long-term guarantees
that are issued, pre payments that are taken and work that is in progress.

Inspections & SubmissionsSurvey Report and Defect Identification

9 Inspections must be carried out only by staff holding recognised industry qualifications or are in
training under the supervision of a qualified surveyor or who have a minimum of five years
reporting and surveying experience.

Performance Standards

i Staff must be familiar with Codes of Practice and general guidance issued by BRE and PCA
concerning remedial treatment repair and improvement of buildings.

I The contractor must carry out a survey or site investigation to identify defects and the causes of
any defects.

I The actions required to correct the defects should be outlined and agreed before work
commences.

IntimMmum

9 Allinspections must be recorded in detail in writing.

Safety—Health & Safety Management

I Employers and employees must comply with requirements of the Health and Safety at Work Act
1974 and the regulations made there under including, in particular, The Management of Health
and Safety at Work Regulations 1999 and the Control of Substances Hazardous to Health
Regulations 2002 (as amended).

I An assessment of the risks involved in carrying out the work should be made, together with
identification of a person in charge of safety on site.

Contractors M
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Performance Standards

Inimum

Contractors M

1

)l

Work methods must take account of risk assessments.

Emergency procedures and the location of all emergency medical equipment should be known
by operatives.

PersonnelTraining & Instruction

T
T

Personnel should be appropriately trained, experienced or qualified.

Operators must be trained and be familiar with the form and content of inspection reports.
They shall have received instruction and assessment that is recorded in a training log.

During the construction phase, there should be at least one skilled operative to every two non-
skilled operatives.

Materials — Fitness for Purpose & Storage

1

T

Materials used should be of good quality.

All materials and systems should be covered where relevant by a current British Board of
Agreement Certificate.

Stored materials should be kept clean, dry and segregated, and supplier’s instructions should be
followed.

SitePerformance- Installation

T

T

The installation method to be carried out should be as recommended in the surveyor's report.

Details of application method should be checked against manufacturer's instructions and any
differences must be resolved.

All work should, whenever possible, conform to the relevant British Standard and/or Property
Care Association Codes of Practice or accepted best practices.

Information Post Installation- Post-installation Actions

T

The contractor must provide the client with information relating to redecoration and
reinstatement when appropriate.

The contractor must provide information and advice where post installation servicing or
inspection is required.

The contractor must ensure that waste generated by the work being undertaken is disposed of
responsibly and in accordance with statutory regulations.

Dispute Resolutionr- Complaint Management

1

In the event of a dispute between a client and contractor, the contractor must handle the matter
in accordance with a written complaints procedure. This procedure will have provision for
recourse to independent dispute resolution services. This is available through the Property Care
Association and the Chartered Institute of Arbitrators.
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Code of Ethics

It is the intention of the Property Care Association (PCA) Code of Ethics to uphold and maintain the
reputation of the PCA and its members.

Members of the PCA together with employees, partners and associates of member organisations
and individual members shall abide by and comply with the PCA Code of Ethics.

The PCA Directors and Officers will impose adherence to the Code of Ethics upon its members with
rigor and fairness to maintain the expectation and performance of high standards by its members in
the execution of their profession.

PCA members must:

Fully comply with all requirements and matters appertaining to insurance as set out in the
rules of the PCA.

Commit to the continual development of knowledge, skills and understanding in all matters
relevant and applicable to their professional activities.

Perform all aspects of their work and professional activities in accordance with all relevant
Codes of Practice and Codes of Conduct published by the PCA and other bodies relevant and
applicable to their work and/or professional activities.

Be honest, truthful and clear in all communications with their clients, potential clients and
guarantee/warranty beneficiaries.

Be fully compliant with all statutory requirements necessary in the execution of their
professional activities.

In the event of a dispute situation arising with a client, property owner, guarantee/warranty
beneficiary or another member of the PCA, fully co-operate with the PCA and its officers to
seek a resolution without delay.

PCA members must not:

10.

Participate in, instigate, encourage or tolerate any unethical or unprofessional work practice
that will bring or have the potential to bring the PCA into disrepute.

Instigate, participate in or encourage the deliberate, reckless, or negligent sale of products
or services in circumstances where the contract is either misrepresented, or the product or
service being suggested or offered is unsuitable or unnecessary for the customer's needs.

Mislead, make a false or untrue statement(s) to understate the extent of any defects, repairs
or treatment concerning an enquiry or inspection requested by a potential client, property
owner or guarantee/warranty beneficiary seeking a professional diagnostic investigation and
guidance.

Overstate, exaggerate or create any work, treatment, installation or procedure concerning
an enquiry or inspection requested by a potential client, property owner or
guarantee/warranty beneficiary seeking a professional diagnostic investigation and
guidance.
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13.

14.

15.

16.

17.

18.

19.

Code of Ethics

20.

21.

. Make, publish or distribute any derogatory or demeaning remarks, statements, comments

or comparisons in respect of personnel, materials, equipment or work practices of any other
company or organisation.

Offer or provide, either directly or indirectly, any form of reward, gift or inducement to any
person or organisation to perform unsatisfactory work or service of any type.

With the exception of normal business networking, marketing promotions and a moderate
seasonal token of appreciation, offer or provide, either directly or indirectly, any form of
reward or inducement of any kind to any person or organisation in order to unduly influence
that person or organisation to introduce, recommend or accept services or products
provided and offered by the PCA member.

Unnecessarily delay the completion of work, correspondence or provision of any service.

Following an enquiry from a client or property owner, unnecessarily delay, put off or ignore
the investigation of alleged defective workmanship, a complaint, or a guarantee/warranty
claim.

Unnecessarily delay, put off or ignore attending to the execution and completion of any
work or the provision of any service deemed necessary in connection with a justified claim in
respect of defective workmanship, a complaint, or a guarantee/warranty claim

Advertise, market, display or broadcast their services or products in a manner that is not
clear, accurate, or correctly descriptive of the products or services being offered or provided.

Advertise, market, display or broadcast their business, products or services in a manner that
is not accurate, legal, decent, truthful and honest.

Instigate, participate in or contribute to any forum, blog or other means of electronic or
social media in a manner that brings the PCA and/or its members into disrepute.

Professional courtesy

PCA members, their staff and associates must, at all times, extend a professional courtesy
towards fellow members, other professionals and officers of the PCA.

In the event of a PCA member being asked to inspect or comment upon any work or service
carried out or performed by a fellow member or fellow professional, be it orally or in writing,
they should act in strict accordance with PCA guidelines addressing such matters that are in
place at that time.
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