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Introduction  
Your renewal date is:  30 October 2018 
 
The aim of this document is: 
 
 to provide details of your current sums insured to enable you to consider and advise if 

any amendments are required for the forthcoming period 
 to ensure that the information we hold about your business remains accurate and up to 

date 
 to allow us to consider the need for any additional insurance that is not in place for you at 

the present time, and any other alterations to the programme. 
 
 
 
 
Please could you kindly review the details, complete the relevant questions and email or post 
back to us.  
 



 

4 
 

Your duty of fair presentation 
You have a duty to make a fair presentation of the risk to us when you take out, renew or 
amend your policy. A fair presentation requires you to tell us about all facts and 
circumstances which may be material to the insurance, in a clear and accessible manner.  
Material facts are those which are likely to influence an insurer in the acceptance or 
assessment of the terms or pricing of your policy. If you are in any doubt as to whether a fact 
is material, you should tell us about it. Here are some examples of facts that should be 
disclosed (this is not an exhaustive list): 

 any special or unusual facts relating to the risk 

 any particular concerns which led you to seek insurance (e.g. a number of “near misses”) 

 unoccupied premises 

 previous losses (regardless of fault or whether an insurance claim was made) 

 losses arising out of fraud or dishonesty 

 a change of business activities 

 the breakdown of an alarm system or a change to its specification 

 construction of premises – for example the use of composite panels or being sited on a 
former landfill site or on made up ground 

 any excavations or underground workings in the immediate vicinity 

 previous HSE prosecutions or enforcement notices 

 use of hazardous substances 

 manufacture or supply of safety critical products 

 working with clients based in the USA or Canada 

 export of products to USA or Canada. 

 

Failure to disclose any relevant changes could result in a claim not being paid or not being 
paid in full, additional terms imposed or your policy cancelled.  
 
For these reasons, it is important that you check all of the facts, statements and information 
set out in the documentation provided by us are complete and accurate. If there is more than 
one person involved in your business or employed by you, you should check with them, 
where appropriate, that the facts and statements that you make are complete and accurate. 
Examples of some people who should be included within your enquiries are (where 
applicable): 
 

 Senior management within your business (which includes anyone who plays a significant 
role in making decisions about how your activities are to be managed or organised). 

 A person for whom cover is provided by the contract of insurance. 

 Anyone who is responsible for the procurement of your insurance.  
 

When considering the extent of your search you should take into account the nature of the 
insurance you wish to purchase and consider who within is best placed to provide relevant 
information. This could include information within your business or (where applicable) 
information held by a third party connected to your business, for example an outsourced 
service provider. 
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Please list below the people you have consulted to assist with completion of this form: 
 
Name 

 
Position 

 
Location 

   

   

   

   

   

 
Practical guidance 

Material facts can be divided into two categories – physical hazard and moral hazard.  
Certain major factors are set out below with examples of notably hazardous features.  This is 
by no means an exhaustive list: 
 
Moral hazard  

 history of dishonesty or a criminal record or previous insolvency 

 directors’ disqualification 

 previous declinature by other insurers 

 refusal to comply with insurers survey requirements. 
 
Physical hazard 

Property/Business Interruption policies 

 construction of premises - e.g. composite panels, sited on former landfill site, 
construction on made up ground 

 geographical location of property e.g. flood plain 

 any excavations or underground workings in the immediate vicinity 

 housekeeping e.g. extensive waste 

 change of use of premises e.g. becoming unoccupied 

 intruder and fire alarm protections. 
 
Liability Policies 

 previous HSE prosecutions or enforcement notices 

 RIDDOR and lost time accidents 

 use of hazardous substances 

 hazardous processes 

 supply of safety critical products 

 opening up new supply chains into USA/Canada. 
 
If any of the facts, statements or information about you or your business are incomplete or 
inaccurate, or if, after completing this form, you feel there is any other information regarding 
the risk that you should disclose, you should make your Jelf advisor aware of it immediately. 
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Your failure to disclose 
If you do not notify us of the facts and circumstances described above, including those which 
may arise during the period of your insurance cover, we will treat this as confirmation from 
you that you have no information to supply in relation to that fact or circumstance. If you do 
not understand any point please ask for further information. 

Your duty to notify us about certain facts regarding convictions, 
bankruptcy proceedings and refusals of insurance cover 

You must notify us with the relevant details if your business or any company in the same 
group as your business, or any director or partner of your business or any group company 
(either personally or in any business capacity) has ever been, or is during the period of 
insurance: 

 declared insolvent or bankrupt or the subject of bankruptcy proceeding 
 the subject of a County Court judgment (or Scottish equivalent) or if there are any 

proceedings pending 
 a director or partner in any business which is or has been the subject of a winding up or 

administrative order, or receivership or other insolvency proceedings 
 convicted or charged with any criminal offence, or have a prosecution for such an offence 

pending (except for the Road Traffic Act offences of parking, or speeding on one occasion if 
there are no convictions) 

 prosecuted or served with a notice of intended prosecution or a prohibition notice in 
connection with a breach or alleged breach of any health and safety legislation 

 refused or declined insurance cover or has or has ever had insurance cancelled, renewal 
refused or had special terms imposed. 

This is very important because if you fail to notify us of any of the circumstances above, your 
insurance claim may be reduced or not paid, additional terms may be imposed or your policy 
cancelled. Please note that spent convictions do not need to be disclosed. 

Your operations in countries that are subject to sanctions 

You must notify us with the relevant details of all circumstances, including those which may 
arise during the period of your insurance cover, involving activity by your business or its 
group companies (including direct or indirect imports and exports, other forms of trading, 
services, travel and working abroad) in the following countries and territories: 

Iran, Syria, North Korea, Cuba, Russia, Crimea and Sevastopol regions of Ukraine 
 
Afghanistan, Balkans (Former Rep. of Yugoslavia & Serbia), Belarus, Burundi, Central 
African Republic, DR Congo, Egypt, Eritrea, Guinea-Bissau, Guinea, Iraq, Lebanon, Libya, 
Mali, Sierra Leone, Somalia, South Sudan, Sudan, Tunisia, Ukraine, Venezuela, Yemen or 
Zimbabwe 
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Insurances not arranged  
The following pages detail risks which may be relevant to your business, but which are not 
currently part of the insurance programme we arrange for you. For each uninsured risk, we 
detail below why cover has not been arranged using the following options: 
 
 Further information required: these are additional covers for which you have requested 

further details 
 Recorded as not required: we have recommended this cover, but you have decided you 

do not require it 
 
This is not an exhaustive list. It illustrates the main risks uninsured. We recommend you 
review this list periodically and contact us if you feel your requirements have changed. 
 
A brief explanation of cover is given after the table below. 
 

Class of business  Further information 
required 

Recorded as not required 

Asset protection    

Terrorism   

Legal liabilities    

Employers’ liability   

Management   

Legal expenses   

Miscellaneous   

Cyber risks   

 

Asset protection 

Terrorism 
Loss or damage from acts of terrorism may be purchased as an extension 
 

Legal liabilities 

Employers’ liability  
Legal liability to pay compensation, including legal costs, for death, bodily injury and illness to 
employees, arising as a result of their employment 
 
Legal expenses  
Legal expenses and in some circumstances compensation awards incurred by the business 
relating to employment or property disputes, tax and VAT investigations, prosecutions, 
licensing and contractual disputes. 
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Miscellaneous 

 
Cyber risks  
This is a package policy including options for first party and third party risks associated with 
electronic media trading. Options include interruption to the business from virus, hacking 
attack, and denial of service attack, plus legal liability to third parties for virus transmission, 
misuse of information, breach of professional duty or dishonesty of employees.  

 
This insurance provides Crisis Management and damages and defence costs associated 
with the following: 
 
 Data liability  

 breaches of personal or company data caused by a company or an outsourced 
data-handling firm 
 

 Network security 

 contamination of a third party's data with a virus 

 an act or error of the insured resulting in an unauthorised third party accessing 
data 

 theft of a system access code by electronic means 

 theft of hardware containing personal data 

 a data disclosure resulting from the actions of an employee 
 

 Administrative obligations 

 reasonable professional fees for legal advice and representation in connection 
with data protection investigation  

 insurable penalties levied by a data protection regulation authority 
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Insurance review  
Title of insured 

The information we currently hold: 

Insured Highland Court (Woodford) Limited 

Trading address 
 

Flat 26 Highland Court 
87 Gordon Road 
London 
E18 1RE 

Subsidiary companies  

Company registration 
number/s 

 

Website address/es  

Contact names, 
number, email address 

Clinton Hunt 
 
Email: highlandcourtdirectors@hotmail.co.uk 

VAT status  

 

Business details 

The cover provided by your insurers relates only to the activities included in the following 
business description: 
 
Property management 
 

 
If this is no longer accurate, please confirm the required amendment(s) below: 
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Sums insured  
Please revise values to reflect inflationary increases and capital expenditure over the last 12 
months. 
 
Notes 
 
Buildings declared value The cost at renewal of reinstatement as new, including allowance 

for public authorities’ requirements, professional fees and debris 
removal costs. 

 

 

Premises specific 

 

Location including postcode Highland Court, Gordon Road, London, E18 1RE 

 

Description  Current  Forthcoming  

Buildings declared value £ 5,700,347 £  

Day one uplift  30%   

Communal contents £ 50,000 £  

 

Business interruption  

Please provide the estimated annual gross revenue 
 

Description  Current  Forthcoming  

Loss of rent and alternative 
accommodation 

£ 2,280,138 
(40% of Declared 

Value) 

£  

 
 

Public liability 

Description  Current  Forthcoming  

Limit of liability  £ 5,000,000 
Any one 

occurrence 

£  
Any one 

occurrence 

 

Management liability 

Description  Current  Forthcoming  

Limit of liability £ 250,000 
in the aggregate 

£  
in the aggregate 
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Risk information 
Material changes 

Please complete the following: 
 
All material changes must be notified to insurers.  
  

Business review  

Are there any changes to your processes, activities, unoccupied properties, etc? If so, 
please provide details. 

 

Are there any changes to directors or partners; or are there any companies in 
liquidation or administration; or have there been any county court judgements, 
criminal convictions and/or HSE endorsement notices, pending prosecutions or fines 
awarded against either the business or any senior management? 

 

Has there been any incident likely to give rise to a claim of which we have not yet been 
made aware? 

 

Trade in certain countries/territories may be subject to sanctions.   
 
Please advise if your Business Activities involve any of the countries listed 
below.  Business Activities include: direct or indirect imports and exports, other forms 
of trading, services, travel and working abroad. 
 
Iran, Syria, North Korea, Cuba, Russia, Crimea and Sevastopol regions of Ukraine 
 
Afghanistan, Balkans (Former Rep. of Yugoslavia & Serbia), Belarus, Burundi, Central 
African Republic, DR Congo, Egypt, Eritrea, Guinea-Bissau, Guinea, Iraq, Lebanon, 
Libya, Mali, Sierra Leone, Somalia, South Sudan, Sudan, Tunisia, Ukraine, Venezuela, 
Yemen or Zimbabwe 
 
With specific reference to Crimea, Iran, North Korea, Sudan, Syria and Ukraine please 
include details of any goods / services / activity / end-customers / suppliers where any 
of these countries/territories is the ultimate destination or origin, even if there may be 
a stop off point in a country that is not subject to sanctions. 
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Property damage 

Do any of your premises have solar PV (photovoltaic) panels 
installed? 

Yes/No 

If yes, is the power produced for your use only? Yes/No 

 
If you sell this power, you must ensure that your business description and business 
interruption cover take this activity in to account. 
 

Premises 

Location including 
postcode 

Highland Court, Gordon Road, London, E18 1RE 

Age of premises   

Construction  

 

Are the premises fitted with a sprinkler system?  Yes/No 

If yes, is there a maintenance contract in force?  Yes/No 

Are the premises fitted with automatic fire 
detection equipment?  

Yes/No 

If yes, is this linked to a central station? Yes/No 

Are the premises fitted with an intruder alarm?  Yes/No 

If yes, is this linked to a central station with 
signalling over a monitored line? Please confirm 
the method of signalling below: 

Yes/No 

Digital 
communicator 

BT  
Redcare 

BT 
Redcare 
GSM 

Dualcom IP 
signalling 

Other (please specify): 

Have police responses been withdrawn at any 
time in the last 12 months? 

Yes/No 

Are the premises occupied on a 24-hour basis, or 
during business hours, or other? Please specify. 

Yes/No 

Are the premises constructed with any composite 
panels, timber frame, or built up systems (e.g. 
slab polystyrene and other combustibles)? If yes 
please provide details. 

Yes/No 

Details  

 

Has the property or any adjacent property 
suffered from subsidence, landslip or heave in the 
past? If yes, please provide details. 

Yes/No 

Details  
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Are the premises fitted with a sprinkler system?  Yes/No 

Any additional information:  
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Important notice  
Disclosure of material facts 

Insurers will rely on the information to put forward their terms. It is imperative that all material 
facts should be disclosed.  Please refer to the section of this review document headed “Your 
duty of fair presentation”.  
 
I declare that the statements and particulars given are true to the best of my knowledge and 
belief.  I have not omitted, suppressed or mis-stated any material facts, and I undertake to 
inform the insurers of any change to any material fact.  I understand that the information I 
provide will be used in deciding the premium charged by the insurers for the risk, and also to 
determine whether the insurers will accept the risk.   
 

Declaration   

Signed  

Name  

Position  

Date  

For and on behalf of  Highland Court (Woodford) Limited 
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 Commercial Terms of Business 

The purpose of this document is to set out the professional relationship and the services Jelf Insurance Brokers Limited 
(registered office: Hillside Court, Bowling Hill, Chipping Sodbury, Bristol BS37 6JX and company number: 00837227) will 
provide to you.  This is our standard client agreement upon which we intend to rely (‘Terms of Business’).  For your own 
benefit and protection you should read the terms carefully and in particular, we would like to draw your attention to 
sections 7 (‘Client money’), 13 (‘Information and changes we need to know about’) and section 19 (‘Limit of liability’).  If 
there are any terms which you do not understand, please ask us for further information. 

 
Jelf Insurance Brokers Limited is authorised and regulated by the Financial Conduct Authority (‘FCA’) with FCA reference 
number 302751 and you can check our permissions and the names under which we trade on the FCA’s website 
http://www.fca.org.uk/register or by calling them on 0800 111 6768 (freephone) or 0300 500 8082. Not all products and 
services offered are regulated by the FCA. We will tell you where this is the case.   
 
For the purposes of this agreement the term ‘affiliate’ means any member of our group, which means our subsidiaries, 
ultimate holding company and all of that ultimate holding company’s subsidiaries as defined in section 1159 of the 
Companies Act 2006. 
 
In the interests of security, staff training and to generally improve our service please be aware that telephone calls may be 
monitored and/or recorded. 
 
1. Our services 

1.1 We are an insurance intermediary and risk 
consultant, and will act on your behalf in 
arranging your insurance requirements. 
However, in certain circumstances we may act 
for or owe a duty of care to other parties such as 
insurers. We will inform you when these 
circumstances occur so you will be aware of any 
possible conflict.  

 
1.2 Insurance policies taken out, amended or 

renewed through our online/remote service 
(i.e. without speaking to one of our advisors) will 
be on a non-advised basis.  This means 
information will be provided in order for you to 
make an informed decision about any insurance 
transactions undertaken by you.  You should 
therefore ensure such transactions are suitable 
for your needs. 

 
1.3 If you speak to one of our advisors about taking 

out, amending or renewing your policy, then you 
are likely to do so on an advised basis. This will 
include the provision of advice and 
recommendations where appropriate, in order 
to ensure insurance discussed is suitable for 
your needs. 

 
1.4 We offer a wide range of products and our 

services may include:  

 advising on and recommending insurance 
cover following an assessment of your 
demands and needs; 

 negotiating terms on your behalf with 
insurers;  

 providing you with sufficient information so 
you can make an informed decision as to 
which policy you want;  

  making arrangements with the insurer for 
your policy to start; and 

 helping you with any on-going changes you 
have to make and providing assistance 
should you need to make a claim. 

 
1.5 Depending on the type of cover you require, we 

will either: 

 look at a range of insurers that is 
representative of the insurance market; or 

 select from a limited panel of insurers; or 

 offer you a contract from a single insurer.  
 
1.6 We will confirm which one of these applies 

before we arrange your insurance contract. A 
list of the insurers considered will be available 
on request. 

 
1.7 Any information we provide on insurance 

regulatory and tax issues will be based on 
information available publicly and our 
experience from working on similar matters for 
other clients. We are not qualified to provide, 
and will not provide, legal, accounting, 
regulatory or tax advice. We recommend that 
you obtain your own advice on such matters 
from relevant professional advisers. 

 
1.8 As part of our negotiations with insurers on 

your behalf, we may on occasion be able to 
obtain more favourable terms and conditions 
for your placement by providing insurers with 
certain types of information.  Where we believe 
your interests would be advanced by doing so, 
you authorise us to do the following: 

 at the outset of the negotiations, to provide 
insurers with the terms of the expiring 
policy, including pricing, and/or a pricing 
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objective for your placement; 

 during negotiations, to provide one or more 
insurers with the terms of a quote received 
from another insurer, where in our 
judgment doing so may lead to improved 
terms for you; and 

 at the end of negotiations, to provide one or 
more insurers with an opportunity to submit 
an improved quote after all other quotes 
have been received. 

 
1.9 We will be entitled to provide the services 

ourselves or, where appropriate, through one or 
more of our affiliates or subcontractors. 

 
2 How we are paid 

2.1 In most cases we are paid by commission from 
the insurer but in some circumstances, we may 
charge you a fee instead of commission or a 
combination of both.  We may also receive an 
additional ‘UK brokerage’ commission on certain 
policy placements, which will be retained by Jelf 
– any arrangements we have with you for the 
rebating of commission will not apply to this 
fixed brokerage. 

 
2.2 We receive payments from insurers for 

providing consulting, data analytics and other 
services. These services are designed to: 

 improve the range of products we can offer 
to our clients; 

 help insurers to identify new opportunities; 
and 

 make insurers more efficient. 
 
2.3 The scope and nature of these services vary. A 

list of insurers who pay us for consulting services 
is available on request by writing to 
markets@jelf.com.  

 
2.4 In addition to commission payments and/or 

client fees, we may also receive remuneration 
for certain consultancy, administrative and other 
services provided to insurers (e.g. risk 
management services or claims preparation) or 
income derived from the arrangement of 
finance (see section 4) or other services with 
third party suppliers. 

 
2.5 We will also make individual charges of up to 

£45, per policy (up to a maximum of 3 policies, 
per policy period) to cover the costs associated 
with administering your insurances – e.g. 
arranging a new policy, carrying out short-period 
or mid-term cancellations, providing 
replacement or duplicate documents and for 
other administrative tasks. If you make mid- 
term changes to your policy, a charge of up to 

 £45 will apply to the third and each subsequent 
policy change during the policy period. We will 
advise you of the amount of fee before you 
become liable to paying it. Individual charges 
will not be made in relation to employee 
benefit-related products.   

 
2.6 If you make a change, or cancel your policy mid-

term which results in a return of premium, we 
will retain any commission and/or fee amount 
to cover our administration and advisory costs.  
This amount will be specified to you during the 
transaction process.  

 
2.7 If you would like details of how much 

commission we earn for arranging your policy, 
please let us know.  

 
3 Premiums 

3.1 You must settle the premium(s) due in cleared 
funds in accordance with the amounts and 
payment dates specified in our correspondence 
with you.  Failure to meet the payment dates 
may lead to insurers cancelling your policy, thus 
leaving you without insurance cover.  Please 
note that where insurers have specified that 
the premium must be settled by a certain date 
(i.e. ‘premium payment warranty’), failure to 
comply can result in the automatic termination 
of your insurance contract.   

 
3.2 Premiums can be settled direct with the insurer 

or in many cases can be paid by premium 
finance (see section 4) or paid to us (see section 
7 – client money). 

 
3.3 Please also note that your policy cover will 

cease if you fail to keep up payments on an 
instalment agreement or premium finance 
facility related to it. 

 
4 Premium financing 

For the purposes of arranging premium finance, 
Jelf Insurance Brokers Limited acts as a credit 
broker and in arranging premium finance, we 
are acting on behalf of and owe a duty to the 
premium finance provider. We work exclusively 
with Close Brothers Limited, trading as Close 
Brothers Premium Finance (‘Close’) to provide a 
premium finance facility to our insurance clients 
– a loan with Close is designed for the 
repayment of insurance premiums only. We will 
provide you with information about this 
payment option on a non-advised basis – i.e. 
we are not providing you with advice as to the 
choice of finance provider or the suitability of 
the premium finance product and you will need 
to make your own decision about whether to 
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proceed. If you do elect to finance your 
premium payments via Close, Jelf Insurance 
Brokers Limited will receive a payment in 
return for the work that it undertakes on behalf 
of the finance provider. Acceptance is subject to 
status and terms & conditions apply and Close 
may undertake an enquiry with a credit 
reference agency such as Experian when you 
make an application. The credit reference 
agency will add details of the search and the 
application to their record about you whether or 
not the application proceeds. Further details will 
be provided when an application for finance is 
made. Insurers own credit facilities may also be 
available if appropriate. 

 
5 Awareness of policy terms & conditions 

When your policy is issued, you are strongly 
advised to read it carefully as it is that 
document, along with the schedule/certificate, 
that details the policy terms and conditions of 
the insurance contract you have purchased.  You 
should make sure the documents are accurate 
and contact us if they contain any errors.  If you 
are in any doubt over any of the policy terms or 
conditions or you do not understand them, 
please ask a member of our staff for further 
clarification. 
 

6 Claims service 

6.1 As part of our service, whilst we are your 
appointed broker, we will help you submit a 
claim on your policy to your insurer but it 
remains your responsibility to have read, 
understood or queried all documentation upon 
receipt.  We may also provide a claims handling 
service but should we do so, we reserve the 
right to charge a reasonable fee for our services.  
In the event that we no longer act as your 
appointed broker, we may provide (at your 
request) a claims handling service or if we are 
already providing one, continue to provide a 
claims handling service but in each case, subject 
to payment of a reasonable fee. 

 
6.2 All incidents that could possibly give rise to a 

claim must be notified to us or your insurer in 
accordance with the terms of your policy and a 
claim form completed where required.  If you 
are unsure whether a matter constitutes a claim 
or not, please contact us and we will advise you. 
A delay in notifying a claim and/or completing 
required forms will risk a loss you/the 
policyholder suffer not being paid in part or in 
full.  You should not, however, admit liability or 
agree a course of action, other than emergency 
measures carried out to minimise the loss, until 
you have agreement from your insurer. 

 7 Client money 

7.1 Client money is money that we receive and hold 
on behalf of our clients over the course of our 
relationship such as premium payments, 
premium refunds and claim payments.  We hold 
this either on your behalf or on behalf of your 
insurer(s) as determined by the agreement we 
have in place with each insurer. 

 
7.2 In most cases we will have an agreement with 

the insurers where we act as agent for the 
insurer and any money received by us will be 
treated as if it has been received by the insurer 
and the insurer will bear the risk of any losses in 
the event that our firm becomes insolvent. In 
the same way, we may also have an agreement 
with the insurer that any claims money or 
premium refunds received by us from the 
insurer will not be treated as received by you 
until they are actually paid over to you. We may 
hold both insurer and client money in the same 
bank account but when this happens insurers 
will have previously agreed that any claim by 
you on monies that are client money will come 
before their claim. 

 
7.3 In cases where we do not have such an 

agreement with an insurer, we will hold your 
money in either a statutory or a non-statutory 
trust client money bank account.  These 
accounts are governed by rules that seek to 
protect clients against any inability of an 
insurance broker to transfer premiums to an 
insurer, or to transfer refunds and/or claims 
money to a client.   

 
7.4 The terms of a non-statutory trust account 

allow us to use the money held in trust on 
behalf of one client to pay another client’s 
premium before it is received from that client 
and to pay premium refunds or claims before 
we receive payment from the insurer.  This is in 
line with standard industry practice and we are 
not permitted to use client money for any other 
purpose.  If you do not wish us to hold your 
money in a non-statutory trust account, please 
let us know.  

 
7.5 Any commission due to us may be taken from 

the client money account and this may be taken 
before we pass the premium onto the insurer. If 
we earn interest on any money held in this 
account this will be retained by us and not 
passed on to you. 

 
7.6 We may need to transfer money to an affiliate, 

where this is required, you authorise us to do 
so.  If we use a third party to place your  
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insurance we may need to transfer your money 
to that party but we still remain responsible for 
your money until it is deemed to be received by 
the insurer. In some cases this may mean that 
your money is transferred to a third party 
outside of the UK where the legal and regulatory 
systems are different. If such a third party fails, 
your money may be treated differently than it 
would, had the third party been in the UK. 

 
7.7 If you do not want your money to be passed 

outside of the UK or if you have any other 
objections to this section, please contact us 
immediately. If we do not hear from you we will 
assume you consent to us handling client 
money in this way. 

 
8 Cancellation rights 

Your insurance contract may include a 
cancellation clause and you may have the right 
to cancel your policy. If you decide to cancel 
your insurance contract within any stipulated 
timeframe and you have not made a claim on 
the policy, you may be entitled to receive a 
refund of any premium paid, less any reasonable 
costs incurred by the insurer in providing the 
cover. The terms of your policy may allow 
insurers to retain the premium in full or to 
charge short period premiums in the event of 
cancellation before the policy expires – please 
check your policy documentation for further 
information or ask a member of staff for 
clarification.  Please note our commission and, 
where appropriate, fees are fully earned from 
the date insurance cover commences and will 
not be refundable in the event of cancellation, 
avoidance or early termination of a policy. 

 
9 Complaints 

9.1 We are committed to providing our customers 
with a high standard of service but things can go 
wrong in any business. If for any reason we have 
not met your expectations please let us know by 
informing your usual contact or you can contact 
our complaints department on 01454 272727 or 
write to us at Complaints Department, Jelf 
Insurance Brokers Limited, Hillside Court, 
Bowling Hill, Chipping Sodbury, Bristol, BS37 6JX. 

 
9.2 Should you remain dissatisfied with the way we 

resolve a complaint, you may have the right to 
refer to the Financial Ombudsman Service, free 
of charge. Their address is: 

 
The Financial Ombudsman Service (FOS), 
Exchange Tower, London, E14 9SR.  Tel:  0800 
023 4567.   

 Email:  
complaint.info@financial.ombudsman.org.uk.  
 
Further information can be found on the 
Financial Ombudsman Service website.  FOS 
Website: http://www.fos.org.uk/  
 

10 Compensation 

If we are unable to meet our obligations, you 
may be able to submit a claim to the Financial 
Services Compensation Scheme (FSCS).  
Insurance advising and arranging is covered for 
90% of the claim, without any upper limit.  For 
compulsory classes of insurance (such as motor 
insurance), insurance advising and arranging is 
covered for 100% of the claim.  For full details 
and further information please contact the FSCS 
helpline on 0800 678 1100 or visit their website 
www.fscs.org.uk.  

 
11 Insurers 

11.1 It is our normal practice to assess on a regular 
basis the financial strength of the financial 
institutions that we introduce to our 
clients.  This process involves monitoring the 
financial ratings applied by independent rating 
agencies such as Standard & Poor’s and 
Moody’s along with other publicly available 
information.   

 
11.2 The ratings applied to each firm are a reflection 

of the agencies’ views on the medium to long-
term ability of each firm to meet its obligations 
to its policyholders.  Where an insurer achieves 
or exceeds our minimum requirements we 
place it on our acceptable list.  It should be 
noted that whilst we take every care to 
promote only the strongest institutions, we are 
unable to guarantee the financial strength of 
any insurance company. 

 
12 Quotations 

Quotations are valid until the date cover 
commences up to a maximum period of 30 
days, unless otherwise stated.  Specimen policy 
wordings are available upon request. 

 
13 Information and changes we need to know 

about  

13.1 You have a duty under the Insurance Act 2015 
to make a “fair presentation of the risk” to your 
insurers. This duty requires you to disclose all 
‘material’ information, facts and circumstances; 
to do so in a manner which is ‘reasonably clear 
and accessible’, and not to make any 
misrepresentations. This duty applies before 
you take out your policy, when you renew it, 
when you vary or extend it, and also during the  
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life of the policy, if it contains a particular clause 
stating that any change in facts or circumstances 
must be advised to your insurer.  

 
13.2 A ‘material’ fact is one which would influence 

the judgement of a prudent insurer in 
determining whether to take on the risk and, if 
so, on what terms. It includes (but is not limited 
to) any particular concerns which led you to 
seek insurance cover, any special or unusual 
facts relating to the risk, and anything which 
people involved with this type of insurance and 
your type of business would generally 
understand as being something which should be 
included in a fair presentation of the risk. 

 
13.3 This duty requires you to disclose all material 

facts which are known by your ‘senior 
management’ (i.e. the individuals in your 
business who play significant roles in the making 
of decisions about how your business’ activities 
are to be managed or organised) and by the 
individuals who are responsible for arranging 
your insurance (including your individual 
brokers). It also requires you to carry out a 
‘reasonable search’ for material information 
that you ought to know and which is reasonably 
available to you. You should therefore make 
appropriate enquiries for material information 
throughout your business (including divisions 
and departments), and outside your business 
(such as enquiries of your agents and of anyone 
who will be covered by the insurance).  

 
13.4 When providing information, completing a 

proposal form or otherwise confirming any 
information to your insurer, you should take 
care to ensure that the details provided are 
complete and accurate; and that all material 
statements of fact are substantially correct and 
not misleading, and that any representation you 
make which is a matter of expectation or belief 
(e.g. an estimate or forecast) is provided in good 
faith. 

 
13.5 Failure to comply with your duty of fair 

presentation could prejudice your right to 
recover in the event of a claim or enable 
insurers to apply additional terms to your policy 
from the date it started, or even to “avoid” your 
policy (i.e. cancel it from the start, without 
refund of premium) and treat as if it never 
existed.  

 
13.6 This is only a summary of your duty to disclose 

material information. For further guidance, 
please read the document entitled “The duty of 
disclosure and fair presentation” and if you have  

 any questions please speak to your usual Jelf 
contact.  

 
14 Transferred business 

Where we are appointed to service insurance 
policies, other than at their inception or 
renewal, and which were originally arranged via 
another party, we shall not be liable during the 
current insurance period for any loss arising 
from any errors or omissions or gaps in your 
insurance cover or advice not provided by us.  
Should you have any concerns in respect of a 
policy, which has been transferred to us, or if 
you require an immediate review of your 
insurance arrangements, you must notify us 
immediately.  Otherwise we shall review your 
insurance arrangements and advise accordingly 
as each policy falls due for renewal. 

 
15 Data Protection 

15.1 The parties both warrant that they will observe 
the provisions of the applicable UK, EU and any 
other data protection laws including the 
General Data Protection Regulation (Regulation 
(EU) 2016/679), in relation to the agreement.  

 
15.2 We believe that all personal data we request is 

necessary to conduct our business as an 
insurance intermediary. 

 
15.3 To provide our services, we will collect and use 

information about individuals such as their 
name and contact details, as well as special 
categories of personal data (e.g. about their 
health information) and information about 
criminal convictions and offences.  The 
purposes for which we use personal data may 
include arranging insurance cover, handling 
claims, for crime prevention and marketing. 
More information about our use of personal 
data is provided in the Jelf Privacy Notice 
available at https://www.jelf.com/info/privacy. 
You can also request a copy of the Jelf Privacy 
Notice by contacting dataprotection@jelf.com. 
We recommend that you review this notice.  

 
15.4 Providing the services may involve the 

disclosure of personal data to third parties such 
as insurers, reinsurers, loss adjusters, premium 
finance providers, sub-contractors, our affiliates 
and to certain regulatory bodies who may 
require your information themselves for the 
purposes described in the Jelf Privacy Notice. 

 
15.5 Depending on the circumstances, the use of 

personal data described in this notice may 
involve a transfer of data to countries outside 
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the UK and the European Economic Area that 
have less robust data protection laws. Any such 
transfer will be done with appropriate 
safeguards in place. 

 
15.6 We will maintain data security procedures 

designed to protect against loss or compromise 
of personal data. 

 
15.7 Use of personal data you must consent to: in 

some circumstances, we (and other insurance 
market participants) may need to collect and 
use special categories of personal data (e.g. 
health information) and/or information 
relating to criminal convictions and offences. 
Where this is required, unless another legal 
ground applies, your consent to our use of this 
information is necessary for us to provide you 
with the relevant services and you consent to 
such processing. Although you may withdraw 
your consent at any time, if you do we may be 
unable to continue to provide services to you 
and this may mean that we are unable to 
process your enquiry or claim or your insurance 
cover will stop. 

 
15.8 Where you are providing us with information 

about a person other than yourself, you agree 
to notify them of our use of their personal data 
and obtain their consent to our use of any 
special categories of personal data such as 
health information and information relating to 
criminal convictions and offences. You agree 
that our provision of the services to you is 
conditional on you providing such notices and 
obtaining such consents. Any third party whose 
personal data we use may withdraw any such 
consent at any time but if consent is withdrawn 
then we may be unable to continue to provide 
services to them (and possibly you), and this 
may mean that we are unable to process 
enquiries or claims or that the relevant 
insurance cover will stop.  

 
15.9 Where you have consented or we are otherwise 

legally permitted to do so, from time to time we 
may send you information about similar 
products or services offered by Jelf and/or our 
affiliates either by post, telephone or e-mail and 
if the product or service is offered by one of our 
affiliates, we may pass your contact details to 
them so they can contact you directly. 

 
15.10 If you would not like us, or any of our affiliates, 

to send you this type of information or if you 
would like further information on how your 
information is used and your rights to access  

 

 15.11 If you would not like us, or any of our affiliates, 
to send you this type of information or if you 
would like further information on how your 
information is used and your rights to access 
information we hold on you, please advise your 
usual contact or you can write to the Data 
Protection Officer at dataprotection@jelf.com 
or Hillside Court, Bowling Hill, Chipping 
Sodbury, Bristol BS37 6JX. 

 
16 Confidentiality 

16.1 All information provided by you is treated as 
confidential and only disclosed in the normal 
course of negotiating, arranging and 
administering your insurance.  This may include 
disclosing information to our affiliates, agents 
and service providers such as loss adjusters and 
approved contractors etc. 

 
16.2 We or our affiliates may: 

 provide databases to insurers which may 
include confidential Information relating to 
your insurance; and 

 include, on an anonymous basis, 
information relating to your insurance 
programme in benchmarking, modelling 
and other analytics offerings. 

 
16.3 More information regarding the databases, 

surveys, benchmarking, modelling and analytics 
referenced in clause 16.1 is available at the 
following web address: 
www.uk.marsh.com/AboutUs/LeadingtheWay 
inTransparency.aspx. 

 
17 Renewals 

The information you have previously provided 
to us is what your insurance cover has been 
based on.  Renewals are invited on the basis 
that there have been no changes in the risk or 
item being insured, other than those specifically 
notified to us or your insurers (see section on 
“Information and changes we need to know 
about”).  It is very important that you check this 
carefully and confirm it remains accurate and 
complete.  You should contact us immediately if 
the information is incorrect or if your 
circumstances have changed so we can update 
your details.  Failure to notify us or your 
insurer of any incorrect information or change 
in circumstances may lead to your policy being 
cancelled or your claim rejected or not fully 
paid. 

 
18 Work product 

We disclaim all responsibility for any 
consequence whatsoever should a third party 
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rely upon any report, letter, information or 
advice we provide to you without our prior 
written consent that such third party may do so. 
 

19 Limit of liability 

Jelf Insurance Brokers Limited’s aggregate 
liability and the liability of Jelf Insurance Brokers 
Limited to you, on any basis (including for 
example for breach of contract or negligence), 
arising out of or in connection with this 
agreement shall be limited in total: (i) for 
insurance broking services to the amount of 
£10,000,000; and (ii) for consulting services to 
the greater of £500,000 or ten times the total 
compensation paid to Jelf for providing 
consulting services. Jelf shall not be liable to you 
in any circumstances for any special, indirect or 
consequential loss.  These provisions shall not 
apply to any liability which cannot lawfully be 
excluded or limited.  
 

20 Termination of this agreement 

These Terms of Business may be cancelled by 
either party by giving 14 days’ notice in writing 
to the other.  You will remain liable to pay for 
any transactions or adjustments effective prior 
to termination and we shall be entitled to retain 
any and all commission and or fees payable in 
relation to insurance cover placed by us prior to 
the date of written termination of our authority 
to act on your behalf. 
 

21 Entire agreement 

These Terms of Business constitutes the entire 
agreement between us and supersedes and 
extinguishes all previous agreements, (including 
but not limited to any Terms of Business 
agreement that may have been previously sent 
to you by us), promises, assurances, warranties, 
representations and understandings between 
us, whether written or oral, relating to its 
subject matter.  You acknowledge that in 
entering into these Terms of Business you 
cannot rely on, and shall have no remedies in 
respect of, any statement, representation, 
assurance or warranty (whether made 
innocently or negligently) that are not set out in 
these Terms of Business.  You agree that you 
shall have no claim for innocent or negligent 
misrepresentation or negligent misstatement 
based on any statement in these Terms of 
Business.  Nothing in this clause shall limit or 
exclude any liability for fraud.  
 

22 Variation & amendments 

No variation of these Terms of Business shall be 
effective unless it is in writing.  Notwithstanding 

 the aforementioned, you agree that we have a 
right to amend these Terms of Business by 
sending you either a notice of amendment in 
writing or a revised Terms of Business.  Any 
amendment will apply in respect of any service 
transaction entered into by us after notice of 
the amendment or a revised Terms of Business 
is provided to you to the extent permitted by 
law. 
 

23 Assignment and transfer 

We may at any time assign or transfer or deal in 
any manner with part or all of our rights or 
obligations under the Agreement and may 
subcontract or delegate our obligations under 
the Agreement to any of our Affiliates.  You 
may not, without our prior written consent deal 
in any manner your rights and obligations under 
the Agreement. 
 

24 Third party rights (excluding rights under the 
Contracts (Rights of Third Parties) Act 1999) 

Except as expressly provided in these Terms of 
Business, a person who is not a party to these 
Terms of Business shall not have any rights 
under the Contracts (Rights of Third Parties) Act 
1999 to enforce any term of these Terms of 
Business. This does not affect any right or 
remedy of a third party which exists, or is 
available, apart from that Act. The rights of the 
parties to terminate, rescind or agree any 
variation, waiver or settlement under this 
Terms of Business are not subject to the 
consent of any other person. 
 

25 Money Laundering Regulations and Proceeds 
of Crime Act 

You agree to provide such evidence and 
information about your identity, and that of 
your associates, as we may reasonably require 
in order to comply with our obligations under 
money laundering legislation and regulations 
and associated Proceeds of Crime Act.  We are 
obliged to report to the National Crime Agency 
and/or appropriate law enforcement agencies 
any evidence or suspicion of financial crime at 
the first opportunity and we are prohibited 
from disclosing any such report. 
 

26 Anti-bribery and corruption 

The parties agree that Bribery, as defined under 
the Bribery Act 2010, is prohibited.  It is 
therefore agreed that neither party will 
request, accept, offer or provide any payment 
or other advantage, to or from any person,  
 

27 Anti-bribery and corruption 

 

JIB Combined Commercial GI & EB – April 2018         Page 7 of 8 



 

 
 

The parties agree that Bribery, as defined under 
the Bribery Act 2010, is prohibited.  It is 
therefore agreed that neither party will request, 
accept, offer or provide any payment or other 
advantage, to or from any person, which, in the 
absence of documentation to demonstrate 
otherwise, can be perceived as capable of 
influencing any person connected with the 
activities of either party to act improperly in 
contravention of the Bribery Act 2010.  It is also 
agreed that neither party will offer or provide 
payments or any other advantage to a 
government official or worker, in any country, 
with the intention to influence such official or 
worker in their capacity as such, and to obtain or 
retain a business advantage. 
 

28 Economic or Trade Sanctions 
Notwithstanding clause 20, we reserve the right 
to suspend or terminate these Terms of Business 
(in whole or in part) where we believe 
performance could be a breach of applicable 
economic or trade sanctions. We will not 
provide insurance or reinsurance broking, risk 
consulting, claims or other services or provide 
any benefit to the extent that the provision of 
such services or benefit would violate applicable 
law or expose us or our affiliates to any 
sanction, prohibition or restriction under UN 
Security Council Resolutions or under other 
trade or economic sanctions, laws or 
regulations. 
 

29 Law & Jurisdiction 
These Terms of Business shall be governed and 
construed in accordance with the laws of 
England and Wales.  In relation to any legal 
action or proceedings arising out of, or in 
connection with, these Terms of Business unless 
otherwise agreed we both irrevocably submit to 
the jurisdiction of the courts of England and 
Wales. 
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