BECOMING A
CONSTRUCTIONLINE MEMBER
Joining a certification scheme can be daunting and the questions can seem endless! This document has
been put together to help you to prepare for the registration process and will explain:
•
•
•

What information we require
How we use or check and verify the information you provide to us
Why we need the information or how our buyers use the data

First of all let’s tell you about Constructionline!

Who is Constructionline?
Constructionline is the UK’s largest procurement and supply chain
management service for the construction industry. We were set up to make
the supplier assessment process less painful for all concerned - and in doing so, to open up many more work opportunities to suppliers.

What can Constructionline offer you?
Reduced duplication at the PQQ stage
Constructionline members don’t need to fill in lengthy PQQs or provide standard information on their company. We hold this information for them and provide it to the buyers they work for - they simply
submit their Constructionline registration number to demonstrate that they have met our rigorous, PAS 91
aligned, assessment process.
More Opportunities
•

Access the Constructionline Opportunities Notice Board (ONB) to receive
notification alerts on buyer’s opportunities exclusive to our
members.

•

Meet top buyers at our free networking events - in 2014 we held our
largest event yet at Wembley Stadium.

•

Attend our free client specific webinars to find out what you need to do to join their
supply-chain.

Exposure to 2,700 buying organisations across the UK
•

Our buyers use the Constructionline database to find certified suppliers that meet their project
requirements. Supplier members can personalise their profile with the type of work and locations
they would like to work in and manage their profile to maximise the opportunities they receive.
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Who uses Constructionline?
Main Contractors like; Lendlease, Kier, VINCI, Mears, Seddon Construction, Sir Robert McAlpine, Bouygues
UK, Lakehouse.
Private Sector Organisations, for example; River Island, UBS Bank, Jones Lang Laselle, DTZ and KPMG.
Central Government Departments including; Ministry of Justice, Highways Agency, Met Office, HM Land
Registry and NHS Property Services.
Plus - Other public sector organisations including Councils, NHS Trusts, Housing Associations,
Universities and Colleges.

What help is available to me when completing the online forms?
Whilst the Constructionline application process is simple, help is available through the Constructionline
helpline 0844 892 0313.
Constructionline can offer you a telephone appointment - free of charge - where a member of our customer services team will complete information over the telephone at a pre-arranged time that is convenient
for you - you will simply be asked to upload/email/post supporting documentation as required.

Finally...
Make sure that once you are registered, you use your membership!
•
•
•
•

Log-in to your account regularly to make sure your information is up-to-date and accurate.
View the number of hit’s you’ve had on your profile in the ‘Buyer Activity’ section.
Register for free contract alerts with the Opportunities Notice Board.
Attend our free Meet the Buyer and Supplier Engagement events.

v 04-January-2016
Owned by Capita Plc, 71 Victoria St, Westminster, London SW1H 0XA.

GETTING STARTED
Log In to your account by visiting www.constructionline.co.uk, and go to your Constructionline profile.

Main Details
What information we require
Here we will ask you for full contact details of your registered office,
head office and branch offices, or principal business as appropriate as
well as your company name / trading name, as shown on your
accounts.
If applicable, you’ll also need to provide your VAT number (although this
is not mandatory) and certificates of incorporation. We also recommend you provide your Unique Tax Reference number here if you have one.
We will also need you to notify us if you have a business relationship with any other companies. This list
must include the names and addresses for their Ultimate Holding Company and other associated companies.
How we use or check and verify the information you provide to us
We will check the name on your accounts against all other information provided (and against the Companies House register if appropriate). If you provide a VAT number, this will be checked with HMRC. We will
display this information to our buyers.
Why we need the information or how our buyers use the data
Buyers use our service to find new suppliers to work with - they will be able to view your contact information so that they can get in touch with you regarding new opportunities.
If you supply your VAT number and/or Unique Tax Reference number, they may use this in their payment
systems to save asking you for it separately, speeding up the process.
Any associated companies will be shown on our database with an explanation of the type of company link
e.g. UHC, subsidiary etc. This helps with the production of tender lists and buyer searches. Depending on
the type of association the buyer may choose not to invite companies from the same group to tender.
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Director and Partner Information & Business and Professional Standing
					

What information we require

					

We will ask you the name, date of birth and home postcode of all
your Directors and/or Partners plus company secretaries and persons
holding more than 20% of the paid-up share or loan capital of the
company.

In the Business and Professional Standing section, we will ask you to declare any offences committed by
your business (including managers, decision makers and those in control) and ask you for any policies
you may have relating to bribery and corruption for example.
How we use or check and verify the information you provide to us
We will search the Companies House Disqualified Directors register, to ensure none of the Directors have
been disqualified. Additionally your information will be checked against the Constructionline database to
see if the details you have provided are already registered with another company on our system. We will
display the names of the Directors to the Buyers – but no other information. We will display your answers
to the Business and Professional Standing questions and any supporting documents you upload to our
Buyers.
Why we need the information or how our Buyers use the data
Our buyers need to ensure they are contracting with a bona fide business. We check that there are no disqualified Directors and/or have declared links to any other companies on our database.

Financial
What information we require
You must supply full annual accounts for the latest accounting period, which must be signed, dated and
declared as a true representation. These include: profit & loss, balance sheet, director’s report, notes etc.
Please note we are unable to accept accounts that are draft, abbreviated or modified.
How we use or check and verify the information you provide to us
The accounts will be used to assess the financial strength of your company and allocate a financial figure
called a Notation.
Firstly - we will use a Financial Decision Tree (as per appendix) to assess the financial strength of your
company. If your accounts do not pass our financial check the Constructionline accountant will assess the
accounts further and may contact you and/or your accountant for further details.
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Secondly - we will use your accounts to calculate a notation value for you. The notation calculation is
designed to give all suppliers a recommended contract value and consultants a value based on the fee element of the professional.
Your accounts are not displayed to buyers. We will, however, display your company turnover figure.
Why we need the information or how our Buyers use the data
Our buyers want to know that they are contracting with a financially stable business and will use your
turnover figure to ensure you are capable of undertaking the projects they require.

Insurances and Licence & Accreditation
					

What information we require

Insurances - You must have current Public Liability insurance and if
staff are employed, Employers Liability insurance. Consultants and
contrators applying for design and build work categories must have
current Professional Indemnity Insurance. We will ask you to enter information from your certificate into
the system and upload copies of your certificates.
					

Licence & Accreditation - Here you can tell us of any licence or accreditation you hold. This can be an ISO
accreditation, health & safety accrediation or a Gas Safe certificate for example.
It’s important you tell us about everything you have, as buyers will use this information to select the most
appropriate contractors for the job.
How we use or check and verify the information you provide to us
We will check you have completed all of the required information and have uploaded supporting documents. This information will be viewable by our buyers, and they will be able to download PDF copies of
your certificates if they require them.
If you are registering for certain work categories, it is mandatory to provide specific licence/accreditation
information – please view the work categories document for more information.
Why we need the information or how our buyers use the data
Buyers need to know your business has the right insurances in place for the work you undertake. They also
need to know you hold any appropriate accreditations and licences that relate to the work you carry out.
Buyers can view this information, use it as search criteria and download PDF copies of your certificates.
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Staffing
What information we require
You need to provide a breakdown of staffing levels including management numbers. If you are a consultant you will be required to provide details of qualification gained for the disciplines you wish to be registered for.
How we use or check and verify the information you provide to us
Upon receipt of your application or request for new category we will confirm you hold the appropriate
skills/qualifications, if not then the category/discipline will not be added to the database.
Why we need the information or how our buyers use the data
As reassurance to the buyers that use our system, it is essential that the suppliers we recommend are
qualified to carry out the works they have. Buyers will use this information to determine whether you have
capacity in-house to carry out their works, or whether you will be using sub-contractors.

Categories and References
					

What information we require
You will need to select the categories of work you wish to register for.

We require you to provide at least two references for each work category you wish to be registered against
(for work completed no more than four years ago). You can add more than one category to a reference.  
Visit our supplier resources page for full details of work categories and to download a reference form.
How we use or check and verify the information you provide to us
All references supplied will be checked to ensure they come directly from the referee if not we will phone
or email the referee and ask them to confirm the details. The references must include a work category,
value and date the work was carried out.
Why we need the information or how our buyers use the data
Work categories and references are used to ensure that you meet the Constructionline minimum standards. We can then recommend your company to the buyer as someone who has carried out that type of
work in the past. The value on each reference indicates to our buyers that you have proven past capability
of carrying out works to that value. It is also used in the notation calculation.
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Areas of Operation
What information we require
Here you can tell us where you would like to work. You can be as
general or specific as you like – down to a postcode level. You can
also set a minimum contract value per area – you may wish to secure a larger contract before committing
to travel longer distances.
How we use or check and verify the information you provide to us
We don’t check this data but we do ask you to be as realistic as possible to ensure our buyers only contact
you for works that you would be interested in undertaking.
Why we need the information or how our Buyers use the data
Buyers will use this information to see whether you cover the area they are in. They can also include this
in their search criteria, to generate a list of firms that meet their criteria.

					

Health & Safety

					

What information we require

All companies, regardless of their size, must provide evidence of having health and safety management
systems in place.
There are 3 routes for you to do this:
1.
2.

3.

If you have a valid SSIP health & safety accreditation (Acclaim Accreditation, CHAS, Safecontractor
etc) or an OHSAS 18001 certificate from a UKAS accredited certification body, simply submit the
information of the accreditation and attach a copy of your certificate.
If you do not have a valid SSIP health & safety accreditation, but you would like one, you can apply
for our health & safety assessment, Acclaim Accreditation in the ‘Health and Safety’ category of
your profile - when you select this option you will be asked to complete a H&S assessment. Our
assessors will check you meet the required standard and you will then be issued with a certificate.
Alternatively, you can simply complete the H&S questionnaire which will display your answers to
buyers searching the system. Each section needs to be completed - a current, signed and dated
H&S policy statement must be provided as well. If you have less than five employees, you can
answer the appropriate questions for your company and upload a copy of your policy statement.

How we use or check and verify the information you provide to us
If you supply an SSIP certificate, we will publish it on your Constructionline profile for our buyers to view.
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If you apply for Acclaim Accreditation, we will carry out a desktop assessment of all the information you
supply to ensure it meets the required SSIP standards.
If you have completed the health & safety questionnaire - we will ensure you have completed the relevant
sections, signed and dated and uploaded the required supporting documents.
Why we need the information or how our buyers use the data
All suppliers who want to work in the UK need to show that they comply with relevant legislation and regulations, such as the Health and Safety at Work Act and the Construction (Design and Management) Regulations. Our buyers want to ensure you have an understanding of H&S and how it is handled within your
business. Even if you are a small company, please complete the application to the best of your abilities,
demonstrating your understanding of Health and Safety practices to buyers.

Equality & Diversity and Environmental
What information we require
You must complete the question set to indicate that your company
complies with the relevant legislation and if applicable attach a copy
of a signed and dated policy document.
For the ‘Environmental Management’ section, if you have a BS EN ISO 14001, a valid EMAS certificate, or a
certificate from a UKAS accredited certification body you will be exempt from completing the question set
- simply upload a copy of your accreditation.
How we use or check and verify the information you provide to us
We will check all questions have been completed and that you have uploaded a signed and dated policy
document where applicable.
If you have provided an appropriate exemption certificate, this will be checked upon receipt to ensure it is
valid and in the name of the relevant company on the application.
Why we need the information or how our buyers use the data
Our buyers want to work with suppliers that have proven they adhere to current legislation. They also want
to know what policies or processes you have in your company to see if they align with their requirements.
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Quality & BIM
Although this information is not mandatory for membership, most of our buyers will look for suppliers
that have completed these sections.
					

What information we require

					

Quality - You can either answer the quality standards questionnaire
or provide details of a certificate from a UKAS accredited certification
body.

					

BIM - You can answer the Building Information Modelling question set or provide a 3rd party certificate of
compliance with PAS11922 from an organisation with a related UKAS accreditation.
How we use or check and verify the information you provide to us
If you have completed the questionnaires, we will check they have been fully completed. If you have uploaded an exemption certificate, we will check it is in your company name and is dated appropriately.
Why we need the information or how our buyers use the data
Our buyers want to understand your policies, procedures and capabilities in these areas. Even if you don’t
have a certified standard, try to complete the questions as fully as possible to ensure buyers can use this
information.

Trade Association/Professional Body Membership
What information we require
You can submit details of any Trade Association or Professional Body membership that you hold. Some
memberships will be mandatory for certain work categories.
How we use or check and verify the information you provide to us
The membership certificate must be uploaded - this will be checked for validity before adding to your
profile.
Why we need the information or how our buyers use the data
Some buyers may require you to hold certain memberships and will search for suppliers with these memberships on the database.

v 04-January-2016
Owned by Capita Plc, 71 Victoria St, Westminster, London SW1H 0XA.

