International Parking Community
Website
User Guide

Introduction
Being able to effectively use the IPC website is incredibly important for all of our
members. The IPC website is used throughout the audit process, to register selfticketers, for self-reporting and to deal with complaints and enquiries. It also holds
useful information about upcoming events, parking publications and much more.
The IPC require the highest standards within the private parking industry and the IPC
portal is an integral tool to support members to achieve these standards.
Please familiarise yourself with this document and refer to it to ensure that you can
meet the requirements set out in the IPC Code of Practice. Also, to help you keep
up to date.
If you have any question or require additional information, please contact
info@theipc.info or any member of the team.
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How to log on to the IPC Website
1) Go to https://theipc.info/ and log in.
2) Click on ‘Login’ in the upper-right corner of the screen.

3) Enter your email address that you registered with the IPC as well as the
password that we have provided to you and click on ‘Login’.

If you forget your password, you can simply select the ‘reset my password’ option
which will send a link to your registered email address.

If you want to update your password, you can once you are logged in. From the top
bar if you hover over the tab ‘Logged in as’ you will have some drop down options
and you need to select ‘My Account’

You will then see the ‘Edit My Account Page’. At the bottom of the page, you will see
the option to change your password.

Enter your new password making sure that you meet the correct criteria, confirm
your password then complete the captcha and your password will then be updated.
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How to add a Parking Charge Notice (PCN)

When rejecting an internal appeal from a motorist, you must enter the following
details into the system for each rejected appeal to allow the motorist to appeal
further to the IAS. You can do this individually or using a .csv bulk upload file. If
using the .csv please ensure you use the template format (is available in the
download section), or they may not upload correctly.
After logging on to the website, you need to enter the following information:
•
•
•
•

PCN Number
Vehicle Registration
Site ID (list on the website)
Date Appeal was rejected

Select PCN’s from along to the top bar.

Then select to either Upload New PCN’s or to Add Individual PCN

To upload multiple PCN’s select Upload New PCN’s. You will need to download the
CSV file provided by the IPC this can be found in the download section on the IPC
website.

Once you have input the details required into the file you need to select it from your
folders and then import it into the system.
To add an individual PCN you will need to add the following information to the page.

The IPC also provides an option for an API link to your back office provider to be
able to integrate your back office with the IPC portal. This will allow for the immediate
uploading of any rejected appeals directly to the IPC portal. For more information
you need to contact a member of the IPC team or email info@theipc.info.
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Appeals

If the motorist lodges an appeal with the IAS, you will receive an automatic
notification with the appeal details. You can then log onto the website to respond to
the appeal. At this stage you have three options:
(i)

(ii)

(iii)

If the appellant has already paid in full you are able to mark the Parking
Charge as paid and this will end the appeals process. there is no cost if
this is the case. (Important: DO NOT use the ‘Concede’ option if a motorist
has paid the charge as an email will automatically be sent to the motorist
advising them that the charge is cancelled, and you will have to refund the
motorist any monies paid)
You can concede the appeal at this stage and cancel the Parking Charge
at no cost, this can be done directly from the system by simply selecting
the ‘concede ’option.
Contest the appeal by submitting your comments and attaching all the
evidence relating to the Parking Charge. Once the site has passed the
audit process all the signs, sitemaps and landowner authority agreement
will automatically populate to the appeal (Please note that you should not
issue a Parking Charge on a site that has not passed the audit process
and remember that the landowner agreement is only visible to the
adjudicator, not the motorist).Please note, that you must submit a
response within 5 working days of receiving the appeal, the notification will
inform you of the due date. If you fail to respond within the time frame the
appeal will be conceded and you will be unable to pursue the Parking
Charge. Once you have submitted your evidence the motorist may choose
to respond further. If this happens you will be notified via email and be
given the opportunity to respond to any additional information that the
motorist may have provided. If you feel like you have already submitted a
full response you can opt to send the appeal to the adjudicator. This
process can carry on until either party have nothing further to add.

To access your appeals, you need to log into the IAS website.
1) Go to https://theias.org/ and log in.
2) Click on ‘Login’ in the upper-right corner of the screen.

Enter your email address and password (these are the same details as used for the
IPC website)

Once you have logged in, select ‘Appeals’ from along the top tab.

You will then be presented with a list of your ongoing appeals showing which stage
they are at.

You will see that the PCN number is shown, along with the date that the motorist
submitted the appeal and the date that you must respond by.
•

‘To Establish Prima Facie’ means that the motorist has submitted an appeal
and you need to respond with your evidence.

•

‘To File Response’ means that you have responded with your evidence and
the motorist has submitted a further response.

To respond to the appeal with your Prima Facie simply select the Parking Charge.

1) Motorist Details – Here you can see if the motorist has selected that they are
being held liable for the charge, the Registered Keeper, or the Driver.
2) Appellant’s Appeal – This is where the motorist will enter the basis of their
appeal.
3) The motorist may also upload any documents that they feel are relevant to the
appeal.
To respond to the appeal, you need to select ‘Prima Facie Case’ then follow the
online instructions.

The motorist may choose to respond to your Prima Facie Case, if this happens you
will be notified via email. You can access this by following the same path as you did
to respond to the appeal.

Select the appeal that you want to respond to, and you will see the response
submitted by the motorist.

You can choose to respond by selecting ‘Operator Response’ or if you have nothing
further to add you can send the appeal to adjudication and you will also have the
option to upload any relevant documents.

Once the adjudicator has decided whether the appeal has been allowed or
dismissed, you will receive an e-mail from the IAS with their decision. At the same
time, the motorist will receive an e-mail informing them of the adjudicator’s decision.

If the appeal has been allowed then you must cancel the parking notice, as the
adjudicator has found in favour of the motorist. If the appeal is dismissed, then the
parking notice has been upheld and it is your choice whether you want to enforce the
Parking Charge through the courts should it remain unpaid. You must allow the
motorist 14 days in which to pay before commencing with any enforcement as is
provided for within our Code (the Code can be found within the publication tab on the
IPC website).
At any point prior to the appeal being sent to adjudication you can concede the
appeal, and should the motorist pay the charge whilst the appeal is ongoing you can
also mark the appeal as paid, therefore ending the process.
The cost chargeable per appeal is £15.00 ex VAT should the appeal be dismissed, if
the appeal is allowed the cost is £25.00 ex VAT.
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Complaints

Motorists are provided with the ability to raise a complaint about an operator. The
motorist must complain to the operator in the first instance, and should they remain
dissatisfied they can complain further to the IPC.
You must have your own complaints policy process documented and keep a log of
all complaints received.
The IPC only accept complaints from motorists via our online portal www.theipc.info.
There may be times when we can deal with complaints without the involvement of
the operator, however on most occasions we will require information to help us
respond appropriately. If we do need to request information from you, this is through
our website and you will receive a notification that a complaint has been received
and requires your attention.
There will be a time scale for you to respond which will be detailed within the
complaint and will be between 2 and 7 days depending on the type of complaint. It is
important that you provide as much information as you can which will assist us and
avoid a further request for more information.
If there has been no breach of the Code following the investigation, the motorist will
be responded to accordingly, however if a breach has occurred, further
investigations may be carried it and depending on the severity may result in the
sanctions scheme being invoked (see the Code of Practice for full details about the
Sanctions Scheme).
When a notification has been received that a complaint needs a response you can
either click on the link within the email or when logged into the IPC website along the
top bar you can select ‘Complaints’

Any complaints lodged will appear in the page and show the live status.

Click on the complaint that requires your attention, you can then enter your reply and
upload all relevant documents then select submit which will then send the
information back to the IPC.

Once we have received your response, we may have all the information required to
enable us to conclude the complaint, alternatively we may need to request further
information from you, and again you will be notified via email.
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Enquiries

Please note that enquiries can only be accessed via the IAS website as these
enquiries relate to appeals and are separate to the IPC.
Motorists are given the opportunity to contact the IAS should they be experiencing
difficulties with the online appeals process. On occasions we will require some
information from you to help us deal with the enquires which follows a similar
process to complaints.
Should we require some information from you, you will be notified via email that an
enquiry has been received. You can either view the enquiry by clicking on the link
within the email or by logging onto the IAS website www.theias.org. The functionality
for the IAS is the same as the IPC.

Select enquiries from along the top tab and you will see the enquires.
that require attention.

Select the enquiry and enter your reply within the text box. There may be an option
to upload documents if the IAS has requested. Once you have responded select
submit.

There may be occasions when we need to request another response from you for
the same enquiry, you will receive a notification via email.

Administration – Documents
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Insurances and ICO Certificate
AOS members of the IPC need to provide us with the following documents:
•
•
•

Public Liability Insurance
Employee Liability Insurance
ICO Certificate

Public Liability Insurance
You must ensure you have the required level of public liability insurance. If you
operate within the private sector, the minimum level of cover is £5m.
Employers Liability Insurance
If you have employees, then you are required to have appropriate Employer’s
Liability Insurance, the minimum level of cover is £10m.
ICO Certificate
Because you are processing personal data you must have a valid certificate from the
ICO.
Uploading Documents
To upload your documents, you need to go to Administration and click on
‘Documents’ from the drop-down options.

You will need to mark the documents as ‘Commercially Sensitive’ and include the
expiry date.

If you don’t have any employees, you can mark the Employee Liability Insurance as
Irrelevant.

When your insurance is due to expire you will receive an automatic notification to
inform you. You should replace the expired certificate with a new certificate rather
than adding a new variation.
To replace the current document, click on the variation then follow the same process
as above.

You can do this by selecting the current variation then simply replace the document,
selected commercially sensitive, and enter the new expiry date.

Core Templates
All notices that are used for the enforcement of parking charges must have passed
the IPC audit before they can be issued. If you have notices that have previously
passed the audit and have then been amended/updated, you must submit them for
re-audit and only use them when passed.
Please provide us with your version of the notices as defined below. It is important
that we know exactly which notice relates to which circumstance to ensure it does
not unnecessarily fail an audit because it is being audited against different criteria.
You may not need all 8 notices. The circumstances will depend on the type of
enforcement your company operates.
There are two process flows for issuing Parking Charges.
The first flow is a Windscreen process following a Notice to Driver that is issued to
the vehicle.
The second process would be a Postal process. This would be where it has not been
possible to issue a notice to the windscreen so an immediate request for data has
been made to the DVLA and a Notice to Keeper is sent. This process would be
followed if you were using an ANPR camera or CCTV camera to enforce, or if a
parking attendant were capturing images but not issuing a Notice to Driver to the
windscreen.
If you do not use a notice for the circumstance then you do not need to provide us
with a notice to be audited, we request that you mark as irrelevant.
These will need to be uploaded via the website and marked ready for audit.
Notices
The IPC have provided template notices for Operators to use.

Windscreen

1) Notice to Driver
2) Notice to Keeper (non PoFA)
3) Notice to Keeper (PoFA)
5) Notice to Hirer (PoFA)

7) Notice to Keeper (PoFA)
9) Notice to Hirer (PoFA)

To access the template notices, you need to log in to the IPC website and select
Downloads.

Scroll down and click on ‘Operator Standard Document Templates’

Now click on ‘Download’. This will take you to the templates. There are a variety of
different templates dependant on the circumstances. You can scroll through and
select the relevant document to download.

To upload your documents when logged in go to Administration and click on
documents.
Then select Core Templates.
Select the type of notice that you would like to upload e.g., Notice to Driver and click
on Add New Variation.

You only need to upload the notices that meet the circumstances you will be issuing
under. If you do not use a notice for the circumstance, then you do not need to
provide us with a notice to be audited. You should mark that notice as irrelevant.

You now need to provide the details of the notice.
For commercially sensitive documents you must click ‘YES’ and then upload the
document by clicking add document. You only need to enter comments if you feel
they are appropriate. You upload the document by clicking add document.
Once uploaded you must mark the document as ready for audit.

You then need to select your audit priority preference normal or high agree which
option and confirm.
Normal Priority
Audit normal priority will cost £10.00 ex VAT. Audit can take up to 10 working days.
High Priority
Audit high priority will cost £25.00 ex VAT. The audit will be completed within 1
working day.
Standard Documents
We also require versions of the following documents:
•
•
•
•
•
•

Data Protection Policy
Data Protection Impact Assessment Document (where you have undertaken
one)
Debt Recovery Sample Letters
Surveillance Camera Commissioner Self-Assessment (if you are using
surveillance cameras to carry out enforcement
Complaints Policy
Appeals Policy

To upload your documents when logged in go to Administration and click on
documents.
Then select Standard Documents.

And then select to Add Standard Document

You then need to upload the document, providing the title of the document and a
brief description. You need to ensure that you click yes to Commercially Sensitive.

Once you have uploaded all the information required you need to make sure you
save the document
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Administration – Signs

The IPC have created several sign templates to help operators to draft their signage.
These signs are in the Download Section of the IPC website.
To access the sign templates, when logged in to the IPC website select Downloads.
Scroll down and click on Sign Template.

Now click on ‘Download’. This will take you to the template for the Terms and
Conditions Sign Template.
Signage is the most important aspect of car parking as this is your contract that
drivers are agreeing to abide by. It is important that your Terms and Conditions make
sense. They must be clear and unambiguous.
Once you have created your sign you will need to upload the sign for audit.
When logged in to the IPC website select Administration and select signs from the
drop-down option.
This then brings up the sign page. When here you need to select Add Sign.

You now need to input some details about your sign, including the sign name, the
type of sign it is (entrance, Standard or information)

You will also need to select the correct Operation Type (Manual Ticket, ANPR, Both
or Other) and you need to select the basis of charge (Contract or Trespass) If you
are unsure please refer to the Code of Practice for clarity.
You need to enter the amount of the charge and the reduced amount offered if
payment is made within 14 days. Please note that the reduced offer amount must be
at least 40% less than the full charge amount.
You now need to upload an image of the sign. You can do this in the following
formats PDF, JPG or PNG.
To do this click on ‘Add Image’.

Once you have uploaded your sign you must select ‘Mark Ready for Audit’.

You need to accept the terms and conditions of the audit. The IPC will audit signs at
a cost of £2.50 ex VAT if marked for a standard audit. This audit may take up to 14
working days.
If you wish your sign to be audited as a Priority, you can select a priority audit. This
will ensure that your sign is audited within 2 working days. the cost is £15.00 ex VAT.
Once your sign has been audited you will be notified via email if your sign has
passed the audit or of any issues which will need to be resolved before it can be reaudited.
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Administration – Sites

It is important that you input accurate data and upload good quality images as this
information will be attached to your Appeals for the adjudicators to review and used
to help them in making their decisions, you will only need to amend this information if
you change the signage, the location of signs or something else which is relevant to
the site.
You will be required to provide the name, address, whether the site is owned, or you
have permission to operate on the site. If you enforce on the land on behalf of the
landowner, then you will need to upload a copy of your landowner agreement. This
agreement will need to confirm that you have the permission of the landowner to
impose and recover parking charges on the land and are to be regarded as the
creditor for the purposes of The Protection of Freedoms Act 2012 (PoFA). This
contract will need to contain the full address of the site and be signed and dated.
You will also be required to link all sign types that you use on that site. If you have
more than one sign type, then you will need to allocate all the signs (this does
require the signs to be uploaded onto the system first) and you need to add a key to
show which sign is located where.
Finally, you are required to upload evidence of the location of the signs. You will
need to provide a site map, which indicates where all the signs are (an example is
below) it is also useful to upload photographs showing where the signs are located. It
is essential that there is evidence for the Auditor to see that there are sufficient
number of signs on the land to bring the motorists attention to the fact there are
terms and conditions of entering onto the car park. Similarly, an Adjudicator will refer
to this information when dealing with appeals via the IAS. It is mandatory to provide
a site plan confirming the size of the car park, the number of spaces and the location
of the signs.
If possible, it would be helpful to upload photographs that would show the motorists
journey through the site with the signs in situ.
To request a site be audited you will need to log in to www.theipc.info and select
Administration, then sites. You will then need to select add site.
You need to input the relevant information. It is important that you add all the
information which is relevant to the site.

Then select the types of signs that will be present on the site. Do this via ‘Add Sign’.
These will be signs that have already passed the audit process and if relevant you
can add information signs.
Finally, you will need to add the sitemap and a copy of the landowner agreement for
the site. Go to ‘Upload New’, select the file type (Site Map/Landowner Authority) and
upload the document. It is important that the Landowner Authority is uploaded under
the correct document as the document is commercially sensitive it automatically is
unavailable to the motorist during the IAS process.

If you are uploading photographs from the site then you need to select other, please
ensure all images are uploaded as one file as opposed to individually.
Next you need to complete the site details.
Operators are required to add additional information regarding their sites. The
reason is that the IPC can represent you much more effectively by having access to
statistics. With statistical evidence we can lobby government and other stakeholders
more effectively.

Operators need to highlight the enforcement area of the site. Click on the map
around the enforcement area and it will automatically highlight it in red. See the
image below.

If there are multiple enforcement areas within one site, the map will allow those
multiple areas to be highlighted. You cannot continue with answering the questions
until you have confirmed that the marker is correct.
The next step is to identify the type of land that is being enforced. In line with the
definitions in the Code of Practice, Operators will need to select whether the land is
either:
•
•
•

Car Park - means land ordinarily used for parking vehicles where any member
of the public is invited to park their Vehicle, whether for free or for a paid fee.
It does not include a Private Car Park
Private Car Park - means land ordinarily used for parking Vehicles where only
specific people and/or Vehicles are permitted.
Controlled Land - means land other than a Car Park or Private Car Park which
is controlled by the imposition of terms and conditions relating to parking or
stopping a vehicle.

The type of land selected will determine the line of questioning and the information
required. You may select one or more of the options where a site managed has
areas meeting each of the criteria.
Type of Land – Controlled Land
If the operator selects Controlled Land it will choose the question flow in the image
beneath
Selecting Car Park/Private Car Park will raise different questions.
Car Park/Private Car Park

Car Park/Private Car Park
If the operator selects that the land is a car park or a private car park the question
flow will be as follows.

Do you intend to recover Unpaid parking Tariffs on this site? This is a Yes/No
answer.
If Operators select Yes, they can only proceed to pursue the Unpaid Tariff once
permission has been given by the IPC. An operator will only be able to pursue the
unpaid tariff in certain situations. For example, at an airport where a vehicle may
have been parked for a number of days consecutively and then tailgates through the
exit barrier the operator may want to pursue the outstanding tariff as it would be a
higher value than the single PCN that they would be able to issue. On a town centre
pay and display car park with a low tariff Operators would not be able to pursue the
unpaid tariff.
Are your parking bays marked? This is a Yes/No answer.
If your car park does not have marked bays your signage needs to reflect this. You
cannot have a sign where a condition is to park within a marked bay if there are no
marked bays present on the site.
Size of Car Park Operators will be asked how many spaces are in the Car Park.

•
•
•
•
•

1-10
10-50
50-100
100-300
500+

Primary use of land Operators need to select whether the land is:
• Higher or Further Education
• Hospital/NHS
• Retail
• Petrol Station
• Residential
• Business
• Private Roadway
• Other
Enforcement Regime Operators need to select how the charges are being
enforced.
• Self-Ticketing
• Employed Parking Attendant
• ANPR
• CCTV
• None of the above
Operators are able to select multiple options. If operators select either Self-Ticketing
or Employed Parking Attendant, they will need to provide additional information.
Self-ticketing – Operators will be asked if they have installed or inspected signage, or
will they Install or Inspect before issuing. This is a Yes/No answer.
It is a requirement of the Code of Practice to inspect the signs. If the Operator
answers yes, they will be asked to submit the date of inspection If the Operator
answered no, the site would fail the audit.
For Self-ticketing and Employed Parking Attendant, Operators will also be asked
about whether they issue.
postal warnings,
postal parking charges,
windscreen warnings,
windscreen parking charges
and whether they intend to pursue Unpaid Tariff.

These are Yes/No answers. If a warning notice is issued a copy of the notice will
need to be provided to the IPC for approval.
Characteristic of Management Regime Operators need to select whether the
management regime will be.
• Virtual Permit
• Pay and Display
• Permit Holders on Display
• Loading
• Electric Bays
• Accessible Bays
• Parent and Child Bays
Operators can select multiple options. If an operator selects electric, bay, accessible
bays or parent and child bays they will be asked how many of each bay is available.
Payment Methods Operators need to highlight the payment methods available on
the site.
• Cash
• Card
• Subscription
• Mobile Application
• Free
• Other
Selecting anything other than Free, will bring up some additional questions including
Which companies’ equipment do you use?
And is the motorist required to input their registration?
Selecting Yes for entering registration will ask if the Operator is Displaying the logo
for the Get Your Reg Right campaign to find out more about this scheme visit
https://www.getyourregright.info/
Does the site have any of the following? Operators will be asked if the site has:
• No stopping zone
• No waiting zone
• Loading/Unloading area
• Taxi ranks
• None of the above
Do you use Body Worn Cameras on this site? This is a Yes/No answer.
Is the Car Park lit? This is a Yes/No answer.

If No is selected an additional question of Is there mains power to the Car Park will
be asked. the answer will be Yes/No
Once the information has been added YOU MUST click save or the changes will not
be made. You can then proceed to mark the site for audit.

Site audits will be charged at £2.00 ex VAT per site and can take up to 14 working
days to be processed.
You can select a Priority audit. Your sign is audited within 2 working days. This audit
cost is £15.00 ex VAT.

Peoples Parking. is an accreditation scheme for car parks. The scheme is aimed at
improving car parks for customers and enabling them to find a car park which meets
their needs.

Operators can apply for the Peoples Parking accreditation directly via the IPC
website. To opt in for the People Parking Accreditation select Yes from the dropdown box. This will not impact on your audit and not delay approval of your site.
•
•

•
•
•
•

People’s Parking accreditations are awarded annually to car parks following a
successful assessment.
Assessment is a self-assessment form supplemented where necessary by
photographic evidence. Phone Peoples Parking for free bespoke help and
advice.
To apply for the scheme the car park owners/operator must answer all the
questions on the assessment form.
People’s Parking will consider which accreditations the car park has achieved
and whether the general standard expected of all car parks has been met.
All accreditations received will be marked on the certificate and car park sign.
People’s Parking is cost effective £100 ex VAT for the first year for car parks
with 200 spaces or fewer and £150 ex VAT for the first year for car parks with
201 spaces or more. Fee includes parking sign and access to free information
and advice. Renewal fee is £75 ex VAT for car parks with 200 spaces or
fewer and £125 ex VAT for car parks with 201 spaces or more.
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Administration – Financials

Within this section you will find a breakdown of the following financial information.
Invoices will be sent monthly (first working day of each month).
All invoices are raised on the first working day of each month and will include all
activity from the previous month.
All members are required to sign up the Direct Debit scheme the invoice will be
automatically emailed to your financial contact and payment taken from your account
within 30 days.
The details of how to sign up to the Direct Debit Scheme will have been provided
within your membership acceptance emails, alternatively you can click on the
following link https://pay.gocardless.com/AL00010GCVSVRA
Appeals – Allowed and Dismissed
Site Audits
Sign Audits
Document Audits
Self Ticketer Audits
Additional Monthly users
API Link
Training Courses
Annual Conference charges
Any other bespoke invoicing
Along the top bar you can select Administration, then Financials.

You can view all information by selecting the relevant month.

You can view a breakdown of the appeals for that month, these will be listed by the
date, the outcome, the reference number and the amount you have been charged.

You can view a breakdown of all audits undertaken for that month, this will be
grouped by audit type, then will show you the date, the reference number, and the
amount you have been charged.

Within this section you can request a statement of your account.

Administration – Reporting
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Within this section there are two options available:
•
•

Self-Report a breach of The IPC Code of Practice
Raise a Concern to the IPC

To report a Breach of the Code of Practice, you need to select ‘Administration’ from
along the top bar then select ‘Reporting’.

Then select ‘Code of Practice’.
If you have any breaches that have reported previously these will be listed along with
the status. You also have the option to submit a new breach.

You then need to answer all the questions shown on screen.

Click on “Type” and then select the most appropriate option according to the
circumstance:
•
•

‘Breach of Code’ for a breach of the IPC Code of Practice; or
‘Other’ for a breach of a KADOE contract or a data breach in general (if you choose
this option, please provide further details on step 7 to help identify the type of
breach)

You must:
•
•
•

identify the date that the breach occurred
identify the date that a member of your company became aware of the
breach; and
describe how a member of your company became aware of the breach

•
•
•
•

You or a member of your company will be regarded as having become
“aware” of the breach when there is a reasonable degree of certainty that:
a breach of the IPC Code of Practice or of a KADOE contract has occurred.
a security incident has occurred and has led to personal data being
compromised.
If there has been a delay in reporting this breach, please explain the reason

Select one of the options in order to identify whether your company was informed by
someone who is not an employee/worker of the company.

If you answered ‘Yes’, you must provide the following details of the person who
informed your company about the breach: full name, email and telephone/mobile
phone number.

You must:
•
•

briefly describe the breach, in other words, what has happened, what went
wrong
identify the number and category of subjects that have been (or may be)
affected as a result of the breach

Select one of the options to identify how your company responded to the breach.

If you answered ‘Yes – Action Taken’ or ‘No – Proposed Action’, please describe:
•
•
•

the measures taken to deal with the breach, including, where appropriate, the
measures taken to mitigate any possible adverse effect; or
the measures proposed to be taken to prevent a recurrence and explain when
you expect them to be completed
You must also state the date that the problem was resolved or is expected to
be resolved

If applicable, identify the site related to the breach, and click on ‘Upload Documents’
on the lower-left of your screen to submit any evidence or additional information that
may be relevant to support the report.

Click on ‘Submit’ at the bottom
Please ensure that you have received the confirmation below and click on ‘Continue’.
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Administration – Self-Ticketing

For all the information relating to Self-Ticketing please click here.
If Operators use the practice of self-ticketing, then the information for the individual
self-ticketer must be uploaded to the IPC portal to be audited.
To view information about self-ticketing, you can do this as displayed below.

To add a new self ticketer you must first download the correct application form. To
do this you must select ‘Add Self-Ticketer’ and choose the type of self-ticketer you
want to upload then it will allow you to download the appropriate form.

Once you have the completed the application form you must upload along with the
relevant ID

All sections of the form must be completed. If the self-ticketer has any unspent
criminal convictions that must also be recorded

Where applicable the correct identification must be uploaded (further information
relating to this can be found within the Self Ticketer Information drop down)

If for any reasons you are unable to complete the application at this stage you can
save it for later, alternatively you can save it and add the Self-Ticketer.

You will see the following confirmation.

You can then mark the Self-Ticketer to be audited.

You will be presented with the following question.

*IMPORTANT
Operators can’t issue any PCN’s for a new self-ticketer before they have passed
the IPC audit process and been registered with the IPC.

The cost for registering self-ticketers is £25 ex VAT. This will register the individual
for 2 years.
If the registration fails audit, operators will be charged for the failed audit, and for any
re-audits that are required.
You will be notified via email with the audit result.
To view all your self ticketers that have been uploaded along with the status, log in
and select administration, self ticketers and you will have filter options.

You can filter by status:
•
•
•
•
•
•

Incomplete
Approved
Awaiting
Provisionally Declined
Failed
Expired

You can filter any of the above options and export the
data into a CSV file.
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Corporate Profile

As an AOS member of the IPC we require you to set up a corporate profile on our
website.
When logged it select ‘Corporate’ and then select ‘My Profile’

You need to complete the form, inputting a Company Profile (no more than 250
words).
Once you have completed the form you then need to attach a copy of your company
logo. This must be either a JPG or PNG file.

Once you have added your company logo click on save to complete your corporate
profile.

Within this section you can view a full list of all our members.
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Downloads

The IPC Website has lots of information to help members. This information can be
accessed from the downloads section. If you can’t find what you are looking for
contact info@theipc.info and we will be happy to help.

Select Downloads to access the section.
The downloads are split into individual categories. Each category is listed in
alphabetical order.

It is possible to access a full list of the documents that are available within the
downloads section. To do this you need to click on the first option when you enter
the downloads section which is A – Index of Downloads

Click on Download to access the document. You will then be able to find a list of
documents that are included and the categories where you can find the document.
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User Guides

If you select user guides along the top tab you will be given three options.

All user guides are updated in a regular basis, to download the file you would like a
copy of just select ‘download’.
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Multimedia

Within this section you can find several short training videos that will help guide you
through the functionality of the IPC website. You can also view promotional films,
industry updates and more.

